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Overview

This job aid guides you through some of the basic Time & Attendance tasks that you will complete. You
must have access to ADP Workforce Now with a username and password to complete the tasks
described in this job aid.

This training includes U.S. spellings and the date construct of month/day/year. You will see your expected
spellings and date constructs in your solution back on the job.

Accessing Learning Bytes in ADP Workforce Now

Learning bytes are short demonstrations that show you how to perform specific tasks. A narrator
describes the processes, highlighting key points. These learning bytes will support you with the help you
need, right when you need it. Learning bytes are available on many pages throughout ADP Workforce
Now. This procedure describes how you can access the learning bytes relevant to your timecard.

Starting Point: Myself > Time & Attendance > My Timecard

1 In the upper left of the page, click B¥ (leaming bytes).
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Result: The learning bytes menu is displayed.

2 Select the desired leaming byte.
Result: A short video demonstration launches.

3 To exit the leaming byte, dick € (close) in the upper-right comer of the window.




Viewing Your Timecard

When viewing your timecard it will contain all of the punches and position transfers (Cost Number) for that
pay period. By default, you will view the Current Pay Period. You can change this to Previous Pay Period
or Range of Dates using the fields available at the top of the timecard.

Starting Point: Myself > Time & Attendance > My Timecard

Range of Dates v 7/29/2018 £ | 82018 jim] Q, FIND Show Pay Class
Totals Schedule Time Off Balances

WEEK 1 IN - OUT PAY CODE HOURS COST NUMBER  DAILY TOTALS +~| REGULAR OVERTIME
Sun 07/22 - 0:00 0:00 0:00 0:00
y Mon 07/23 08:00AM - 11:00 AM 3:00 11M115205A 3:00 0:00 0:00
Tue 07/24 - 0:00 0:00 0:00 0:00
y Wed 07/25 03:00PM - 05:00PM 2:00 1163600SA 2:00 0:00 0:00
Thu  07/26 - 0:00 0:00 0:00 0:00
y Fri 07/27 06:00AM - 12:00PM 6:00 11630505A 0:00 0:00
y 07/27 0100 PM - 04:00PM 3:00 163600SA 9:00 0:00 0:00
Sat  07/28 - 0:00 0:00 0:00 0:00
WEEK 1 TOTALS 14:00 0:00 0:00

Entering Your Worked Time

Starting Point: Myself > Time & Attendance > My Timecard
Step Action

1 In the Pay Date Range fields, select the time period for which you want to enter time and click Find.
Result: Your timecard for the selected time period is displayed.

2 In the In field for the appropriate day, enter your start time.
Tips:

« Enter “am” or “pm’ to automatically advance the cursor.
= You do not need to enter a colon with the time.

3 In the Qut field for the appropriate day, enter your end time.

4 If you worked in a department other than your home department, click in the Department field and then click
'Q (search) and select the depariment in which you worked.

] Click Save.

Entering Your Non-worked Time via Time & Attendance

To enter non-worked time such as vacation, sick, or personal time, follow these steps.

Starting Point: Myself > Time & Attendance > My Timecard

1 In the Pay Date Range fields, select the time period for which you want to enter time and click Find.
Result: Your timecard for the selected time period is displayed.

2 In the In field for the appropnate day, enter the time when you will begin taking nonworked time.

3 In the Hours field for the appropriate day, enter your total nonworked hours.

4 In the Pay Code field, click'cl (search) and select the appropriate pay code for the nonworked time.
5 Click Save.

Result: The hours that you entered are saved on your timecard.




Adding Notes to Your Timecard

You can add notes that apply to individual transactions and rows or to the entire timecard. Your
supervisor and your company’s Time & Attendance practitioner can view all of the notes that you enter.

Adding a Note to a Timecard Transaction or Row

Starting Point: Myself > Time & Attendance > My Timecard

Action
1 Click ==l {row menu) or right-click on a transaction such as an In or Out time and select Add Note.
Currant Pay Perod e 320N B 222 = Q, FIND
m Totals Schedule Time Off Balances

WEEK 1 N - UT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v
Mon 0300 OEO0AM - 0500 PM 200 0000 BOG

Tua 020 ORO0AM - D500 PM 200 OO0
oam 0530 PM - NG PR 400 012000 + 1200
Wed 0212  C&00 AM Al Mode 200 01000 BO0
Thu 0202 CO00AM L T00 012000 n 700
Fri 0214 O00AM - 0500 FM 700 012000 : 700

Result: The Add New Note window opens.

2 In the entry field, enter a note.

3 In the Apply Note To field, select the timecard element to which you want to apply the note.

Add New Note

|'waorkad late due to a high walume af customor erdars.

4 In the Reason field, select a code, if applicable.

5 Click Save.

Result: The d (note) indicator is now visible on the timecard. You can right-dick the note and select Edit or point to it
to display the contents of the note.
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Tue 00 0200 AM - 0500 FM B 02000

Wed 027 0200 AM 200
Thu 0212 0900 AM . 05:00 PM W Hahn, Bronga 700
i 02m UBﬂOA! - 05:00PM Mate: | worked lale cue 1o a high valume of cu 00
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Adding a Note to an Entire Timecard

Starting Point: Myself > Time & Attendance > My Timecard

1 Click = (timecard menu) and select Add Note.
Currant Pay Period a2 B 22NMeK 8 @, FND
w Totals Schadulie Tims O Balances

Lbsa Schecule j - ouT PAY CODE HOURS DEFARTMENT  DAILY TOTALS i
Ada Mote - 0500 PM BOG 612000 800

Prit Timscare gl 0500 PM BOC 012000
——— bR EL - 0030 PM @ 400 ¢2000 1 1200
Wed 0312 OBDOAM - 000 FPM BOG G000 800
Tha 0313 CODDAM - DEO0PM 700 ¢2000 i 00
Fi 034 0900AM - 0500FM 700 12000 i 700

Result: The Add New Note window opens.

2 In the entry field, enter a note.

3 In the Reason field, select a code, if applicable.

Add New Note

| had Car tronible o0 Thirsday and Friday and can in 1o work al Sam Doth ds.

Timacand

Erster Cuestom Mate

Enter Cushom Mode

Car - Car Troutile

Chid Care - Child Care Issues
EDHT - Timecand Edt

INLATE - In Lafa at Tmeclock:

OUTLATE - Ot Labe at Timeciock
Woather - Inclernant Woathor

4 Click Save.

Result: The d (note) indicator is now visible on the timecard menu. You can right-click the note and select Edit or
point to it to display the contents of the note.

Cumam Pay Perlog o ZANI0NK B 22300 & Q FING

Totals Schedule Time O Balances

HOURS  DEPARTMENT DALY TOTALS - -
Mon 4 Hahn, Brenda L 200 01000 B0
Beason: INLATE - In Late at Timedock
Tue MNote: | had car srouble on Thurscay and Friday B00 | o000
and £ame in to vk at Sam boin days. 400 012000 ' 12.00
Wed T hate s e 800 0ol B0
Thu 0312 CHO0AM - 0500 FPM 00 M0 4 00

PFri 0212 0000 AM - 050 PM 00 3000




Viewing and Printing Your Timecard

Starting Point: Myself > Time & Attendance > My Timecard

1 In the Pay Date Range fields, select the time period that you want to view and click Find.
Result: Your timecard for the selected time period is displayed.

2 Click == (timecard menu).

Current Pay Period W 3/9/20XX B 3227200 £2 Q FIND

Totals Schedule Time Off Balances

Result: The timecard menu is displayed.

3 Select Print Timecard.
View Annual Summary
Add Note

& Print Timecard I

Result: The Print Timecard window opens.

4 Select the applicable view and print options and click Print.

Print Timecard

View and Print Options:

& PRINT

Schedules Exceptions Ovemdes «F Motes Signature Lines

Frintect  Thursday. 326200 , 0438 FM

Timecard  3r9/20XX - 3/22/20%X (Current Pay Perlod]

Employee: Hahn, Brenda (FIGO00MS)
Payrell ID: 000112 Company Code: FIQ Suparvicer: Albright, Anthony (FIGO00M27)
Employee Approval: Not Approved Supervisor Approval: Not Approved

Week 1 In - Out Pay Code Hours Department Daily Totals
Mon 02/09 0830AM - 0230PM 700 012000 7.00

Tue 0310 0830 AM - 0430 PM 200 012000 200

5 Click Done.




Viewing Your Schedule

You can view your schedule in several different ways, depending on the date range and format that you
want to view.

If You Want to View Then

A month or week at a time 1. Select Myself > Time & Attendance > My Schedule.
2. To view a different month, in the Date field, click " (back) or P (forward).
3. Toview a week at a time, select Week.

monTH (@D weex

Result: One week of your schedule is displayed with each day as a row.
Tip: To view each day as a column, click Rotate Week View.

Your recorded time compared to 1. Select Myself > Time & Attendance > Actual vs. Scheduled.

your scheduled ime 2. To view the actual and scheduled times for other dates, in the Date field,
click @ (calendar) and select a date.
3. Click Find.

Approving Your Timecard

Starting Point: Myself > Time & Attendance > My Timecard

1 In the Pay Date Range fields, select the time period that you want to approve and click Find.
Result: Your timecard for the selected time period is displayed.

2 Click Approve Timecard.
Current Pay Period W B0 B 32aooix B Q FIND APPROVE TIMECARD
m Tatals Scheduls Time O Ealances
WEEK 1 IN - OUT PAY CODE HOURS DEFARTMENT  DAILY TOTALS ¥
Men 03100 O0B30AM - 0330PM TOO | (2000 4 700
Tue 0310 0820 AM - D&30PM 00 M2000 &00
Wed 03N 0230 AW - 0730 PM WO0 | (2000 t oo

Result: The Approve Timecard window opens.

3 Click Approve.

Approve Timecard

You are about to approve your timecard from 2/9/20XXto 3/22/20XX

This approval is for both time pair and supplemental earnings. Do you want to continue?

APPROVE Cancel

Result: The Approve Timecard button changes fo Approved.

APPROVED |




Logging out of ADP

Starting Point: Top left hand corner of your screen

Beside your name is an icon with an arrow pointing to the right. Click on this icon to log out of ADP.
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