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LOG INTO ADP WORKFORCENOW

Login to ADP: https://workforcenow.adp.com

Use the same user ID and Password you use to access your paychecks with ADP. Please note ADP
workforcenow has a different web address, listed above.

If you are registering for the first time, or you have not logged in for over 6 months, you will need to the register
as a new user. The registration code is: DaemenCol-pays
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DIRECTIONS ON HOW TO ACCESS AN EMPLOYEE’S TIME CARD:

Select My Team / Time & Attendance / Individual Time Card
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A el el
@ .'V@ - © = ANTHONY ALBRIGHT w
HOME RESOURCES MYSELF MY TEAM REPORTS
e - P
Individual Timecard @ « 5
Tax ID (SSN) Position ID Hire Date Status Employee List REFRESH
Cavallo, Frank € XXXXXXXXX  F7Q000146 5 04/04/2005 Active <USING TIME & ATTENDANCE>
ATL-RSD - Reglonal Sales Director - Eastern Reglon 10of 10 >
Home Department 008000 - Sales o
Current Pay Period v 3/9/2015 g 322205 A Q FIND APPROVE TIMECARD
m Totals Schedule Time Off Balances
WEEK 1 IN-OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v <
Mon  03/09 - 0.00 008000 0.00
Tue 03710 - 0.00 008000 0.00
Wed 0311 - 0.00 008000 0.00
Thu 0312 - 0.00 008000 0.00
Fri 0313 - 0.00 008000 0.00
Sat 0314 - 0.00 008000 0.00
Sun 0315 0.00 008000 0.00
WEEK 1 TOTALS 0.00
WEEK 2 IN-OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v
Mon  03/16 0.00 008000 0.00
Pay Period (0.00) Week 1(0.00) Week 2 (0.00)
REFRESH PREFERENCES | v  Legend



If you have multiple direct reports, you can locate a specific employee by clicking on “Employee
List” and then selecting the name of the employee.

L2

HOME  RESOURCES  MYSELF eluce et Benors o
Total Records: 10
Individual Timecard , .
Cavallo, Frank O 1 Cavallo, Frank
ATL-RSD - Reglonal Sales Direcl
Home Department 008000 - S: 2 Dincan; Hemlh'
3 East, Donald
Current Pay Period v 3921
4 Evers, Thomas
WEEK 1 IN - OL 6 Hahn, Brenda
Mon  03/09 - 7 Johnson, Kenneth
Tue 030 ) 8 Macgill, Mary
Wed  03M
9 Martinez, Raul
Thu 0312
1 T 1.5
Ei 0313 0 UDENT,
Sat 0314
Sun 0315
WEEK 2 IN-QUT PAY CODE
Mon 03116
Pay Peried (0.00) Week 1(0.00) Week 2 (0.00)

Employee Search

Current List  <Using Time & Atte »»  MANAGE MY LISTS

-

SEARCH OPTIONS

|Search...

POSITION ID

HOURS

Uy uusuuy

WEEK 1 TOTALS

0.00 008000

F7Q000146 =
F7Q000126 =
F7Q000137 =5
F7Q000060 &
F7Q000100 =4
F7aooons &

F7Q000078 2=
F7Q000063 E
F7Q000065 ==

F7Q000155 =

DEPARTMENT  DAILY TOTALS

[:* ANTHONY ALBRIGHT w

®@ @

Employee List
=USING TIME & ATTENDANCE>

REFRESH

10f 10 >
L+

APPROVE TIMECARD

00
.00
.00
.00
.00
.00
w.00

0.00

0.00

PREFERENCES | w Legend



HOW TO EDIT AN EMPLOYEE’S TIME CARD

Deleting a punch from an employees time card.

On Monday, Heather punched out for the day at 3:57 PM. As she was leaving she became distracted and punched out for a 2" time
at 4:00 PM.

: — ]
m ."m - @ (= ANTHONY ALBRIGHT w
HOME  RESOURCES  MYSELF  MYTEAM  REPORTS

Individual Timecard @ .”

Duncan, Heather © T B oo e e
HRGEN - Human Resources Generallst N {20110
Home Department 005000 - Human Resources o
Current Pay Period W 392015 B 2212015 = Q, FIND
m Totals Schedule Time Off Balances
WEEK 1 IN - QUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v
Mon  03/09 Ow - 0357PM 750 005000
03/09  04:00PM - 7] 0.00 005000 7.50
Tue 03110 0830AM - 04:00PM 750 005000 7.50
Wed oam 0830AM - 04:00PM 750 005000 7.50
Thu 0312 0830 AM - 04:00PM 750 005000 7.50
Fri 0313 0830 AM - 04:00PM 750 005000 7.50
Sat 0314 - 0.00 005000 0.00
Sun 0315 - 0.00 005000 0.00
WEEK 1 TOTALS 37.50
WEEK 2 IN - QUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v

Pay Period (37.50) Week1(37.50) Week 2 (0.00)

m REFRESH PREFERENCES | w»  Legend



You need to delete Heather’s first punch out, right click 3:57 PM and select delete time.

£22

@ C 2 ANTHONY ALBRIGHT

Yo [ &

HOME RESOURCES MYSELF MY TEAM REPORTS
Wi i A
Individual Timecard © .
Tax ID (SSN) Posttion ID Hire Date Status Employee List REFRESH
Duncan, Heather € XXXXX-XXXX ~ F7QO00126 ™= 07/151098 Active <USING TIME & ATTENDANCE>
HRGEN - Human Resources Generalist ( 20f10 >
Home Department 005000 - Human Resources o
Current Pay Period v  3/9/2015 & 3222006 # Q FIND
ﬂ Totals Schedule Time Off Balances
WEEK 1 IN - OUT PAY CODE HOURS  DEPARTMENT  DAILY TOTALS v z
Mon 03/09 O0830AM - 02E7DM 750 005000
03/09  04:00 PM @ Insert Time 0.00 005000 7.50
Tue 0310  08:30 AM 3¢ Transfer 750 005000 7.50
Wed 0311 0830 AM @ Deletelgime 750 005000 7.50
Thu 0312  08:30 AM Add Note 750 005000 7.50
Fri 0313  0B:30AM 04:00 PM 750 005000 7.50
sat 0314 0.00 005000 0.00
Sun 0315 0.00 005000 0.00
WEEK 1 TOTALS 37.50
WEEK 2 IN - OUT PAY CODE HOURS  DEPARTMENT  DAILY TOTALS v
Pay Period (37.50) Week1(37.50) Week 2 (0.00)
REFRESH PREFERENCES | w  Legend



Notice that the 4:00 PM punch moved from the Time In field in the 2" row for Monday to the 1% row for Monday
in the Time Out Field. The second row for Monday was automatically removed.

m N e O @ ANTHONY ALBRIGHT

HOME RESOURCES MYSELF MY TEAM REPORTS Search Q

Individual Timecard © .

Duncan, Heather 0 ;:;-DJ({)Q(,-C‘X“;](XX i;;t(;:(;‘lt;ﬁ = ;;EQ;;ZQ i;tlz:s ETJZIIFIN\E:TE:E & ATTENDANCE> e
HRGEN - Human Resources Generalist < 20f10 >
Home Department 005000 - Human Resources o
Current Pay Period W  3/9/2015 B 322205 & Q FIND
m Totals Schedule Time Off Balances
WEEK 1 IN - OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v -
y Mon 03/09 08320AM - 04:00PM 750 005000 7.50
Tue 0310 0830AM - 04:00PM 750 005000 7.50
Wed 02M 0830AM - 04:00PM 750 005000 7.50
Thu 0312 0830AM - 04:00PM h 750 005000 7.50
Fri 0313 0830AM - 04:00PM 750 005000 7.50
Sat 0314 - 0.00 005000 0.00
Sun 0315 - 0.00 005000 0.00
WEEK 1 TOTALS 37.50
WEEK 2 IN - QUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS ¥
Mon  03/16 - 0.00 005000 0.00

Pay Period (27.50) Week 1(27.50) Week 2(0.00)

m REFRESH PREFERENCES | »  Legend



To save your changes to the time card, click the “Save” button at the bottom of the page.

) i L]
@ Yo - © @ ANTHONY ALBRIGHT w

Individual Timecard @ .

Duncan, Heather o ;a)l:)il-[;ﬁi‘;](xx E;gtgl;‘EG | ;;E;::gna :::Iz:e inljlgllﬂN\ZeTt:;E & ATTENDANCE> e
HRGEN - Human Resources Generallst < 20f10 >
Home Department 005000 - Human Resources o
Current Pay Period w  3/9/2015 B 3222015 g Q FIND
ﬂ Totals Schedule Time Off Balances
WEEK 1 IN-QUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v -
y Mon 03/09 0830AM - 04:00PM 750 005000 7.50
Tue 0310 0830AM - 04:00PM 750 005000 7.50
Wed  03M 0830AM - 04:00PM 750 005000 7.50
Thu 0312 08:30AM - 04:00PM 750 005000 7.50
Fri 0313 0830AM - 04:00PM 750 005000 7.50
Sat 0314 - 0.00 005000 0.00
Sun 0315 - 0.00 005000 0.00
WEEK 1 TOTALS 37.50
WEEK 2 IN - QUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS ¥
Mon 03716 - 0.00 005000 0.00

Pay Period (37.50) Week 1(37.50) Week 2 (0.00)

S'lk‘w REFRESH PREFERENCES | w Legend



Adding a Missing Punch to an employee’s time card:

On Tuesday, Kenneth punched out at 12:15 PM for lunch, but he forgot to punch in when he returned.

@
@ o - @ = ANTHONY ALBRIGHT v
HOME RESOURCES MYSELF MY TEAM REPORTS

Individual Timecard @ .

Johnson, Kenneth o E}fxﬁih;(xx i;gggog?s | :;:2[;:;89 ;tjtrl\:e iE?ﬂZETIE;tE & ATTENDANCE> e
RECVR - Recelver {7of10)
Home Department 010000 - Shipping and Recelving o
Current Pay Period v 3/9/2015 g 3227205 @ Q FIND
w Totals Schedule Time Off Balances
WEEK 1 IN-OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v -
Mon  03/09 10:00AM - 0410FPM b 625 010000 6.25
Tue 03110 10:02AM - 1Z15PM 225 010000
0310 04:21 PM - e 0.00 010000 225
Wed  03M 10:15 AM - | e n 0.00 010000 0.00
Thu 0312 0854 AM - 08:59 AM @ 0.00 010000
0312  0502PM -| @ 000 010000 0.00
Fri 0313 - 0.00 010000 0.00
Sat 03n4 - 0.00 010000 0.00
Sun 0315 - 0.00 010000 0.00
WEEK 1 TOTALS 8.50

Pay Period (36.25) Week 1(8.50) Week 2(27.75)

REFRESH PREFERENCES | »  Legend
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He left the office at 4:21 PM. You need to correct the 2" time pairing to add the missing punch.
To insert a new time, right click on the time in field and select insert time.

. Ul ]
@ o - O = ANTHONY ALBRIGHT w

Individual Timecard @ .”

Johnson, Kenneth 0 meii&xx i;ggcgog}'s o :;2[;?:;39 ?i.'\ll EEE:I:SPTIIMIE & ATTENDANCE> e
RECVR - Recelver < 7 of 10 >
Home Department 010000 - Shipping and Recelving o
Current Pay Period w  3/9/2015 B 32272005 B Q FIND
w Totals Schedule Time Off Balances
WEEK 1 IN - OUT PAY CODE HOURS  DEPARTMENT  DAILY TOTALS v -
Mon 02/09 10:00AM - 0410PM 625 010000 6.25
Tue 0310 10:02AM - 1215PM 225 010000
0310 oAMPM ] 0.00 010000 2.25
Wea ozm ¢ [d NS Ti 0.00 010000 0.00
Thu 0312 ¢ @ DeleteTime © 000 010000
0312 ¢ Add Note 0.00 010000 0.00
Fi 0313 - 0.00 010000 0.00
Sat 0314 - 0.00 010000 0.00
Sun 02115 - 0.00 010000 0.00
WEEK 1 TOTALS 8.50

Pay Period (36.25) Week1(8.50) Week 2 (27.75)

REFRESH PREFERENCES | »  Legend
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Notice that the 4:21 punch automatically moves to the Time Out field in the same row. Now let’s enter Kenneth’s
12:45 PM in time.

m Yo e © = ANTHONY ALBRIGHT v

Individual Timecard @ .

Johnson, Kenneth o E}éiﬁiﬂ}(}( ?&mi'a | :;f:[;jit;ag it:t.I:Z iﬁg‘m’;ﬁ'ﬁ:l; & ATTENDANCE> e
RECVR - Recelver < 7of10 >
Home Department 010000 - Shipping and Recelving o
Current Pay Period W 3/9/2015 g 322200 BB Q FIND
w Totals Schedule Time Off Balances
WEEK 1 IN-OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v -
Mon  03/09  10:00 AM - 0410 PM 625 010000 6.25
Tue 0310 10:02 AM - 1215 PM 225 010000
B I e I
Wed  03M 10:15 AM h - E 0.00 010000 0.00
Thu  03A12 0854 AM - 0859 AM o 0.00 010000 L
03n2 05:02PM - IT 0.00 010000 0.00
Fri 0313 - 0.00 010000 0.00
Sat 034 - 0.00 010000 0.00
Sun  03/15 E 0.00 010000 0.00
WEEK 1 TOTALS 850

Pay Period (26.25) Week1(8.50) Week 2 (27.75)

m REFRESH PREFERENCES | w Legend
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Kenneth’s information for Tuesday is now correct. To finalize the information click Save.

. (nd 5]
@ !@. - O = ANTHONY ALBRIGHT w

Individual Timecard @ .~

Johnson, Kenneth © s e e e e e
RECVR - Receiver < 7of10 >
Home Department 010000 - Shipping and Recelving o
Current Pay Period v 302015 BB 3222015 @ Q FIND
w Totals Schedule Time Off Balances
WEEK 1 IN-QUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v -
Mon 03/09 ‘IDM - 0410 PM 6.25 010000 6.25
Tue 0310 10% - 12215 PM 225 010000
y 0310 12:45 PM - 04:21PM 360 010000 5.85
Wed 03IM 10:15 AM - 7] 0.00 010000 0.00
Thu 0312 0854AM - 0859 AM © 000 010000
0312 0502PM -| @ 000 010000 0.00
Fi 0313 - 0.00 010000 0.00
Sat 03n4 - 0.00 010000 0.00
Sun 0315 - 0.00 010000 0.00
WEEK 1 TOTALS 12.10 .
Pay Period (36.25) Week 1(850) Week 2(27.75)
I REFRESH PREFERENCES | v  Legend
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Approving an Employee’s Time Card

My Team / Time & Attendance / Individual Time Card; Click the “show all” button (>)

@ N B> = JOHN DEXTER

HOME RESOURCES MYSELF MY TEAM REPORTS

Individual Timecard © o ./

Tax ID (SSN) Position ID Hire Date Status Employee Search REFRESH
Fager, Charles .
ger, o FOC-XOXOOCK ZDC000100 = 04/26/1995 =00 Al | EMPLOYEES> Q
PM - Product Manager < 24 of 105 >
Home Department : 002000 - Marketing
Current Pay Period v ‘ ‘ 6/2020XX 88| |71220xX 8| [  QFND ) Show PayClass - APPROVE TIMECARD
Totals Schedule Time Off Balances
IN - OUT PAY CODE DEPARTMENT  DAILY TOTALS
08:00 AM 04:00 PM 009000
Wed 0701 08:00 AM - 04:00 PM 7.00 009000 7.00
Thu 07/02 0800AM - 04:00PM 7.00 0038000 7.00
Fri 07/03 0800AM - 04:00PM 7.00 009000 7.00
Sat  07/04 - 0.00 009000 0.00
Sun  07/05 - 0.00 009000 0.00
WEEK 1 TOTALS 35.00
> WEEK 2 IN - QUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS [+]
Mon @ 07/06 08:.00AM - 03:00PM 6.00 009000 6.00 W

Pay Period (69.00) Week1(35.00) Week 2(34.00)

( REFRESH | ( PREFERENCES | ‘“} Legend
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The Approval Column indicating the approval status of each time pair is displayed. To approve all of the time pairs
in week one, select Approve in the header row.

m A B ® = JOHN DEXTER ~

HOME RESOURCES MYSELF MY TEAM REPORTS

Individual Timecard @ o .

Fager, Charles © il e e e e
PM - Product Manager B { 240f105 )
Home Department : 009000 - Marketing o
Current Pay Period v| 6/29/20XX g‘ m220xx 8| ( QFEND ) ShowPay Class - APPROVE TIMECARD
w Totals Schedule Time Off Balances
h | | APPROVE WEEK 1 IN - OUT PAY CODE HOURS  DEPARTMENT DAILY TOTALS [v] A
[] Mon 06/20 0800AM - 04:00PM 7.00 “oo100 7.00
] Tue 06/30 O0800AM - 04:00PM 700 009000 7.00
[] Wed 07/01 08:00AM - 04:00PM 700 009000 7.00
] Thu 07/02 0800AM - 04:00PM 700 009000 7.00
[] Fri 07/03 08:00AM - 04:00PM 700 009000 7.00
O Sat  07/04 - 0.00 009000 0.00
[ Sun  07/05 - 0.00 009000 0.00
WEEK 1 TOTALS 35.00
¢ [ | APPROVE WEEK 2 IN - OUT PAY CODE HOURS  DEPARTMENT DAILY TOTALS [v]
] Mon m 07/06 08:00AM - 03:00PM 6.00 009000 6.00 v
Pay Periud_[ﬁg.OD:l Week 1(35.00) Week 2 (34.00)
(" ReFRESH \ PREFERENCES | w Legend
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Click “Save”. You will get a message “Operation Successful” indicating that the changes have been saved. Next
scroll down to week 2 and approve the time for that week and click “Save”.

[\ B > = JOHN DEXTER v

HOME RESOURCES MYSELF MY TEAM REPORTS Search Q

Individual Timecard @ o ./

:::1 g:e‘r_ Cha rles € E&Dxﬁﬁm ;&"ggclﬁoo s 352231595 :t:t[rl\:r; Ey Q o 25:;?
roduct Manager
Home Department : 009000 - Marketing o
Current Pay Period v | | 6/29/20XX 5| N220XX B / Q, FIND ..":' Show Pay Class ol APPROVE TIMECARD
w Totals Schedule Time Off Balances
< E| APPROVE WEEK 1 IN-OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS [v] o~
7 E‘ Mon 06/29 08:00AM - 04:00PM 7.00 “booioo 7.00
7 [v) Tue 06/30 08:00AM - 04:00PM 7.00 009000 7.00
7 [v) Wed 07/01 08:00 AM - 04:00PM 7.00 009000 7.00
s [v] Thu 07/02 08:00AM - 04:00PM 7.00 009000 7.00
s [v) Fri 07/02 0B00AM - O04:00PM 7.00 005000 7.00
] Sat  07/04 - 0.00 009000 0.00
] Sun  07/05 - 0.00 009000 0.00
WEEK 1 TOTALS 35.00
¢ | | APPROVE WEEK 2 IN-QUT PAY CODE HOURS DEPARTMENT DAILY TOTALS [v]
] Mon @ 07/06  08:00 AM - 03:00PM 6.00 009000 6.00 v

Pay Period (69.00) Week1(35.00) Week 2(34.00)

Sﬂi‘t ( REFRESH € Operation Successful. -‘ PREFERENCES | w \ Legend
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After you have reviewed and approved Week 1 and Week 2, you are ready to Approve your employee’s time card.
Click on “Approve Timecard” located in the upper right side of the screen, just above the time card.

m ~ B O = JOHN DEXTER

HOME RESOURCES MYSELF MY TEAM REPORTS

Individual Timecard © o .

Fager, Charles © Sohonu  Tocaaowo s olsars  aaw @TFTITITeES
PM - Product Manager a < 24 of 105 >
Home Department : 002000 - Marketing o
Current Pay Period v | | 6/2020%x g| m220xx 8| ( QFND ) Show PayClass - APPROVE TIMECARD
a Totals Schedule Time Off Balances
] Sun  07/05 - 0.00 009000 0.00 ~
WEEK 1 TOTALS 35.00
< | | APPROVE WEEK 2 IN-OUT PAY CODE HOURS  DEPARTMENT DAILY TOTALS V]
[] Mon m 07/06 08:00AM - 03:00PM 6.00 009000 6.00
[] Tue 07/07 0800AM - 04:00PM 7.00 009000 7.00
[] Wed 07/08 O08:00AM - 04:00PM 700 009000 7.00
[] Thu 07/09 0800AM - 04:00PM 7.00 009000 7.00
[] Fri 0710 08:00AM - 04:00PM 7.00 009000 7.00
= Sat  07M - 0.00 009000 0.00
] Sun 0712 - 0.00 009000 0.00
WEEK 2 TOTALS 34.00 B
Pay Period (69.00) Week1(35.00) Week 2 (24.00)
( m € Operation Successful. PREFERENCES | Legend
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Notice that the Approved Time Card Button has changed to Approved with a green check mark.

(]
@ A B > = JOHN DEXTER +
HOME RESOURCES MYSELF MY TEAM REPORTS
.. . -
Individual Timecard @ o .
Tax ID (SSN) Posttion 1D Hire Date Status Employee Search REFRESH
Fager, Charles € XXOCXXXXXX  ZDCOOOI00 S5 O4/26/1995  Active  @PY=Y=psiy=oeure)
PM - Product Manager < 24 of 105 >
Home Department : 009000 - Marketing o
Current Pay Period v | | 6/29720x%x g‘ m220xx 8| ( QFND ) Show PayClass - & APPROVED | v
@ Totals Schedule Time Off Balances
o Sun  07/05 - 0.00 009000 0.00 ~
WEEK 1 TOTALS 35.00
< |7| APPROVE WEEK 2 IN - OUT PAY CODE HOURS DEPARTMENT DAILY TOTALS (v]
= |7 Mon @ 07/06 08:00AM - 03:00PM 6.00 009000 6.00
Z |i Tue o707 08:00AM - 04:00PM 7.00 009000 7.00
- [+] Wed 07/08 08:00AM, - 04:00 PM 7.00 009000 7.00
= |i Thu 07/09 08:00 AM - 04:00PM 7.00 009000 7.00
- |i Fri 0710 0g:00AM - 04:00PM 7.00 009000 7.00
= Ssat  07M - 0.00 009000 0.00
(N Sun 0712 - 0.00 009000 0.00
v
WEEK 2 TOTALS 34.00
Pay Period (69.00) Week1(35.00) Week 2 (34.00)
( REFRESH € Operation Successful. PREFERENCES | w ‘. Legend

CONGRATULATIONS! YOU HAVE APPROVED YOUR EMPLOYEES TIME CARD!!
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When you click on the Approved button, a message is displayed indicating the date and time on which you
approved the employee’s time card.

m N B > = JOHN DEXTER +

HOME RESOURCES MYSELF MY TEAM REPORTS

Individual Timecard © o ./

Tax ID (SSN) Paosition ID Hire Date Status Employee Search REFRESH
Fager, Charles © XXXXXXXXX  ZDCOOOI00 S5 04/26/1995  Active  @PT=YIT:y ==adre)
PM - Product Manager < 24 of 105 >
Home Depariment : 009000 - Marketing o

Current Pay Period vHemrznxx CHEEZE SO I @E-Y;:, Dexter, John (0000000037) approved on07/15/20XXat 11:31 AM.  APPROVED S
ﬂ Totals Schedule Time Off Balances

] Sun  07/05 - 0.00 009000 0.00 A
WEEK 1 TOTALS 35.00
< |v|APPROVE WEEK 2 IN - OUT PAY CODE HOURS  DEPARTMENT  DAILY TOTALS [~
= [v Mon m 07/06 0800AM - 03:00PM 6.00 009000 6.00
o [v Tue 07/07 08:00AM - 04:00FPM 700 009000 7.00
v [v] Wed 07/08 08:00AM - 04:00FPM 700 009000 7.00
= [v] Thu 07/09 08:00AM - 0400PM 7.00 009000 7.00
o [v] Fri 0710 0B00AM - 04:00PM 700 009000 7.00
] Sat  07M - 0.00 009000 0.00
] Sun 0712 - 0.00 009000 0.00

WEEK 2 TOTALS 34.00 v

Pay Period (69.00) Week1(35.00) Week 2 (34.00)

( REFRESH € Operation Successful. (: PREFERENCES | » Legend
. v ~

19



In the event you approved a time card and realize you need to make one more edit. Click the down arrow and an
option to Remove your Approval is displayed.

m N B > = JOHN DEXTER

HOME RESOURCES MYSELF MY TEAM REPORTS

Individual Timecard @ o .*

Tax ID (SSMN) Posttion ID Hire Date Status Employee Search REFRESH
Fager, Charles © XXKXXXKXK  ZDCOOOI00 55 04261995  Actve  @PTIEYETE =)
PM - Product Manager < 24 of 105 >
Home Department : 009000 - Marketing o

Current Pay Period v ‘ ‘ e N @Y., cxer, John (0000000037) approved on07A15/20XXat 1131 AM. YRV RN Y
Totals Schedule Time Off Balances
Remove Approval

] Sun  07/05 - 0.00 009000 0.00 ~
WEEK 1 TOTALS 35.00
< [v| APPROVE WEEK 2 IN - OUT PAY CODE HOURS  DEPARTMENT  DAILY TOTALS [~]
— [v! Mon @ 07/06 O08:00AM - 03:00PM 6.00 009000 6.00
o [v! Tue 07/07 O08:00AM - 04:00PM 7.00 009000 7.00
= [v] Wed 07/08 O0800AM - 04:00PM 7.00 009000 7.00
o [v] Thu 07/09 08:00AM - 04:00PM 7.00 009000 7.00
= [w] Fri 0710 08:00AM - 04:00 PM 7.00 009000 7.00
] Sat 07/ - 0.00 008000 0.00
] Sun 0712 - 0.00 009000 0.00

WEEK 2 TOTALS 34.00 v

Pay Period (69.00) Week1(35.00) Week 2(34.00)

. REFRESH @ Operation Successful. .( PREFERENCES | ~ Legend
-~ o
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Other features that allow you to edit time cards:

Click on the 3 grey bars on the left column. This will bring down a drop down box for you to add a new row,
delete rows, copy rows etc.

Current Pay Period v | | 9172019 B2 | 91472019 = Q, FIND Show Pay Class £) DASHBOARD ey APPROVE TIMECARD
Totals Schedule Time Off Balances
< APPROVE WEEK 1 IN - OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v REGULAR OVERTIME
Sun 09/ - 0:00 256070 0:00 0:00 0:00
Meon  09/02 - 0:00 256070 0:00 0:00 0:00
Tue 09/03 08:23AM - 12:00 PM 330 256070 2:30 0:00
09/03 1230PM - 06:15PM 545 256070 9:15 545 0:00
Wed 09/04 0432PM  -| @ 0:00 256070 0:00 0:00 0:00
Thu 09/05 0812AM - 12:30PM 445 256070 415 0:00
09/05 OLOOPM - 04:32PM 330 256070 7:45 2:30 0:00
Fei NOMNA 0819 AM - 0420PM 8:00 256070 8:00 8:00 0:00
&) Add Blank Row - 0:00 256070 0:00 0:00 0:00
@ Copy Row WEEK 1 TOTALS 25:00 25:00 0:00
&g Copy Row to Next Day IN-OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v REGULAR OVERTIME
© Delete Row ] 0:00 256070 0:00 0:00 0:00
View Transaction Details
0817 AM - 1118 AM 3:00 256070 3:00 0:00
Add Note
1:46 AM - 0436 PM 4:45 256070 7:45 4:45 0:00
[E] Override
0832 AM - 11:56 AM 230 256070 2:30 0:00
v Approve
AT AT DIk A MAT IR .AC ArcnTTM TAC “.AC MM
Pay Period (40:00) Week 1(25:00) Week 2 {15:00)



Using the ADP Mobile Application

Download the ADP Mobile Solutions App through your phone’s AppStore or PlayStore https://www.adp.com/our-products/adp-mobile-
solutions/download.aspx Once downloaded, open the app and sign in, your user name and password will be the same as it is when logging in on
your computer at work. If you have forgotten your password, please click “forget password” on your screen to reset your password. The application

works best if you are using your cell phone’s data plan and not the Daemen WIFI.

You can view, edit and approve your employee’s time sheet via the mobile application. Click on the Dashboard to view your options.

-«  ADP Mobile ADP Mobile
Clock Clock
FORGOT PASSWORD?
LUNCH OUT Schedule My Calendar L 10Ut
Pay Pay
A Fal 1 A Failled to retrieve
Timecard Timecard

NEW USER?
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Time & Attendance Supervisor Timecard
Edits and Approvals

* Click My Team to access employee assigned timecards.
* Click the plus button to begin timecard edits.

= Emily Employee
= Emily Employee d oy

CURREMT PERIOD

Maow 1, 2016 - Nov 15, 2016
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Time & Attendance Supervisor Timecard

Edits and Approvals continued

* Click START or END to edit time as needed.

* Click SAVE ENTRY or DELETE ENTRY to confirm edits.

* Click APPROVE TIME SHEET.

= Emily Employee
T 0Hours @

ay NMov 8

= Emily Employee

¢ Edit Time Entry

Worked ‘

DATE

Nov 14, 2016 *
START

06:37 .‘ ©
END (’I Enable
14:37 * 0
oUT TYPE

None

DELETE ENTRY

Emily Employee

Updating Timecard

Time Card has been updated.
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Additional Training Resources

For additional Time & Attendance Supervisor training through ADP Learning Bytes, please paste the following address into your browser:
https://support.adp.com/basic/cr/matraining/sims/wfn/80908/80908coursemenu.htm

You may also contact the Employee Engagement Department to schedule an individual training session, 716-566-7862.
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