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Objectives:

e Toprovide Administrators a guide for managing employee timecards in ADP Time &
Attendance.

Recording Worked Time in ADP Time and Attendance

1. From the RUN Home Page, select Time to access Time and Attendance.

() Time

2. From the ADP Time & Attendance Common Tasks, click the Individual Timecard icon.

Time & Attendance Common Tasks

3. Inthe In/Out field of the row you want to edit, type the in/out punch time.

Current Pay Period W | | 1/0/2020 @) |122/2020 £§
Totals Schedule Suppl
£ APPROVE WEEK 1 IN - OUT
Mon 11709 | - |
Tue 110

4. Once time pairs have been entered, click on Save.

__Pay Period (0.00) Week 1(0.00)

SAVE REFRESH
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Recording Non-Worked Time

1. Fromthe ADP Time & Attendance Common Tasks, click the Individual Timecard icon.

Time & Attendance Common Tasks

2. Inthe row you want to edit, type the number of hours in the Hours field and click on the Pay Code
field to select the desired Pay Code.

Current Pay Period w | 1W9/2020 B8 1W222020 B4 Q FIND Show Pay Clas:
Totals Sch I Suppl 1 Pay Codes Accr
< APPROVE WEEK 1 IN-OUT PAY CODE HOURS DEP
i Mon 11709 08:00AM - 04:00PM | | al | 8.00 | 300
Tue W10 - FTO Paid Time Off
Wed 1M -
Thu 2 -
T VACATION Vacation

3. Once pay code has been entered, click on Save.

Week 1(0.00)

REFRESH

Recording Supplemental Pay Code Amounts

1. Fromthe ADP Time & Attendance Common Tasks, click the Individual Timecard icon, choose
Supplemental Pay Codes tab.

Current Pay Period W | [ 3120 B | 311472021 =} Q FIND Show Pay Clasg
Totals Schedule | Supplemental Pay Codes | Accry
< APPROVE WEEK 1 PAY CODE HOURS DEPARTMENT NOTES
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2. Torecord a supplemental pay code, select the date, search for the supplemental pay code, and
enter the amount. Hint: To add additional rows, hit the plus sign next to the day.

Timecard Totals Schedule Supplemental Pay Codes Accrual Balances

SELECT SUPERVISOR APPROVAL

PAYDATE  SUPPLEMENTALPAY CODE ENTERED AMOUNT FINAL AMOUNT  DEPARTMENT NOTES
oMon |20 e | | d [ ] Q =
5 SAVE INSERT CLEAR DELETE

3. Once supplemental pay code amounts have been entered, click on Save.

Week 1(0.00)  Week 2 (0.00)

SAVE REFRESH

Assigning Departments

1. Fromthe ADP Time & Attendance Common Tasks, click the Individual Timecard icon.

Time & Attendance Common Tasks

Schedules

individual Timecard Timecard Exceptions

2. Click the in the Department field and select the desired Department.

Current Pay Period v | | 11972020 88 11222020 #8 Q FIND Show Pay Class
= Timecard Totals Schedul | Pay Codes Accrual Balances
< APPROVE WEEK 1 IN-OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS [v]
4 Mon 1709 08:00AM - 04:00 PM 8.00 8.00
Tue 1110 - 0.00 " 450 Management

3. Once department has been entered, click on Save.

_Pay Period (0.00)  Week 1(0.00)

SAVE REFRESH
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Adding, Copying Rows and Deleting Rows

1. Fromthe ADP Time & Attendance Common Tasks, click the Individual Timecard icon.

Time & Attendance Common Tasks

2. Click the Action icon in the row you want to edit.

Current Pay Period ~ | | M/9/2020 B3| | /222020 £
Totals Schedule Suppl
< APPROVE WEEK 1 IN - OUT
D Mon 109 08:00 AM - 04:00PM

-To add arow to that date, click Add Blank Row.

-To add an identical row, click Copy Row.

-To copy a row to the next day, click Copy Row to Next Day.
-To Delete arow, click Delete Row.

= Timecard Totals

< APPROVE WEEK 1
F-_- I
ks Add Blank Row
% Copy Row

Lg Copy Row to Next Day
@ Delete Row

3. Once the row is completed, click Save.

_Pay Period (000} Week 1(0.00)

SAVE REFRESH
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Adding Notes

1. Fromthe ADP Time & Attendance Common Tasks, click the Individual Timecard icon.

Time & Attendance Common Tasks

2. Click the Action icon in the row you want to add a note.

Current Pay Perlod & | 1972020 B 1w22/2020 B
= Timecard Totals Schedule Supp
< APPROVE WEEK1 IN - OUT

D Mon 1/09  OBOOAM - O04:00PM

3. Toaddanote to that date, click Add Note.

Totals

< APPROVE WEEK 1
F-_-m
& Add Blank Row
& Copy Row
tg Copy Row to Next Day
@ Delete Row
View Transaction Details

. Add Note

4. Inthe blank field, type the note. Once completed, click OK.

Add New Note

e Row v | Allow employee to view note

Note: Anemployee will only be able to view this note if “Allow employee to view note"” has been
selected.

5. Once Note has been entered, click on Save.

Week 1 (0.00)

SAVE REFRESH
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Viewing Transaction Details

1. Fromthe ADP Time & Attendance Common Tasks, click the Individual Timecard icon.

Time & Attendance Common Tasks

2. Click the Action icon in the row you want to View Transaction Details.

Current Pay Period W | 92020 B wW22/2020 B
Totals Schedule Suppl
£ APPROVE WEEK 1 IN-OUT
D Mon o9 08:00AM - 04:00PM

3. ToView Transaction Details for that date, click View Transaction Details.

Totals

< APPROVE  WEEK1
| r——— |
&) Add Blank Row
@ CopyRow
& Copy Row to Next Day
© Delete Row

View Transaction Details

4. Toclose the View Transaction Details page, click Cancel.

View Transaction Details

ALBRIGHT, ALBERT A (3029) &

EXCEPTIONS

TRANSACTION DETAILS AT HSTORY
starus APPROVE  PAYOATE  DATEM " our S ghoURS  GAF  OUTTYRE  PAYCODE  DIPARTMNT  CIOCKNID  CLOGKOUTID  RATEMOOFER SHETOVEWWOE  EOIFLAG
(ACTUAL)  (ROUNDED)
Processed without Erars. 9030  WH2020  (B00AM  O400PM  BOO  B7S 00 TCMGR TEMGR
Rounded Times: WW2020  0BOOAM  0400PM 875
the p P punch (example for & Meal o Break)
DISTRIBUTION & CAL CLLATION NP0l
PaY coDE PaY DATE ADAUSTED TRANSACTION DATE HouRS PayRATE oouwsss SEPARATE CHECK REOUEST
REGULAR (Reguiar) Wez020 B7s 0.0000 000
Toiak: 875 000

No Excepuons Found.
TIMECARD DETAIL
Timecard Staie:  Cusrors Pay Period
Tmecard Status:  Tmecard 1s processed wih no errors o warmings
EMPLOYEE'S CURRENT PAY CYCLE DETAL
Pay Cyde: BxWeekdy Pay Cycle BIWKLY)
Pay Frequency: Biwewkdy
Current Pay Period Dates:  119/2020 - 122/2020
Next Pay Poriod nd Date: 121672020
Current Pay Cycle State:  Closed

=S
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Unlock Timecards

1. From the ADP Time & Attendance Common Tasks, click the Individual Timecard.

Time & Attendance Common Tasks

2. Expand employee data by selecting the Plus sign(# ).

istration Guide - Managing

Individual Timecard @ «*

© 201410 Albright, Anthony * Q <status is active> vy lZI

Current Pay Period v | 4122021 B 4252021 (8 Q FIND Show Pay Class APPROVE TIMECARD

Totals Schedule Supplemental Pay Codes Accrual Balances

4. Click the Padlock icon to unlock or lock timecards.

Status: Active Status: Active

& o’

Biweekly Biweekly
Locked Unlocked

Approving Employee Timecard

1. From the ADP Time & Attendance Common Tasks, click the Individual Timecard.

Time & Attendance Common Tasks

Current Pay Period v 4122021 4252021 (8 Q FiND Show Pay Class APPROVE TIMECARD
e

Totals Schedule Supplemental Pay Codes Accrual Balances
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3. Onthe Approve Timecard pop-up, click Approve.

Approve Timecard

You are about to approve this employee's timecard from 4/12/2021 to 4/25/2021.

APPROVE Cancel

4. A Green Check mark will appear on the Approve button to show it's been approved.

&’ APPROVED WV

5. Hover over the down arrow to either Remove Approval or view who approved the timecard.

ADP Support approved on 4/28/2021 at 07:21 PM. & APPROVED v)

Accrual Balances Remove Approval
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