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Q: Salaried employees: Function code or No Function code?
A: A question has come up about whether salaried employees need to record time to a specific
function code. The simple answer is, it depends on if that function code is tracked for some reason
by your manager or supervisor or accounting. 

There are some instances where it is very important to record time to a specific function code. This
is especially true for folks in the highway division where function codes are tied to funding
reimbursements. 

If you need to charge your time to a function code, simply enter the hours for that specific function
code and Workday automatically charges the balance of your time to the administration function
code. Your supervisor will need to approve all time you enter, regardless of the function code.

If you are a salaried employee and you don’t need to record time a specific function code, Workday
automatically charges time to a general administration function code (010) and you don’t need to do
anything related to time tracking. If you do not enter time and allow Workday to generate 80 hours
of time to the administration function code (010), your supervisor will not need to approve your
timesheet.
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Here’ s a link to the Track Your Time Job Aid for more information.

The Workday Team

 

 

https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fiowadot.gov%2Fworkday%2Fdocs%2Femployee%2FTime%2520Tracking.pdf&data=02%7C01%7CTracey.Bramble%40iowadot.us%7Cab3154da061a4fe1798908d6f8f7eb74%7Ca1e65fcc32fa4fdd86920cc2eb06676e%7C0%7C0%7C636970141118363694&sdata=XBTYIpAcM5flwjzGmQCd5vOGoVXKW1xPuwSPXuhWURE%3D&reserved=0

