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Clocking In and Out in ADP® Time & Attendance

4 )
Clocking In and Out
Clock in and out to record your worked hours.

\ J
4 )
Transferring Departments

Transfer departments during your shift, if applicable.
\ J

Printing Your Timecard
Print a hard copy of your timecard.
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Clocking In and Out

1. On the Dashboard, in the Your Time tile, click the Clock In icon.
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Your Time Your Pay Time & Attendance
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< find i again fast

£ G0 TO ADP TIAE & ATTERDANCE

Cument Teme: 10:165:34 AM

2. The tile displays the time and date that you clocked in.

Your Time

TODAY .
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3. To clock out for lunch, click Lunch Out. The tile displays the time that you lunched out.

Your Time
TODAY =
ALy AUG 15 :
1:06 = Home Accound
MG T

Current Teme: 10745 PM

4. To clock out, click Clock Out. The tile displays the time that you clocked out.

Your Time

TODAY .
AUG 15 :

Huoms Account

LUSCH oL

Current Time: 125523 PM
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Transferring Departments

1. Inthe Your Timettile, click the Action icon.

Your Time

SEP 1 9

Home Account

= Transfer

@ View Timecard
CLOCK IN

CLOCK OUT

LUNCH OUT

Current Time: 11:41:20 AM

2. Click Transfer.

Your Time
TODAY
SEP1 @ |

Home Account
= Transfer

& View Timecard
CLOCK IN

CLOCK OUT

LUNCH OUT

Current Time: 11:41:20 AM
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3. Inthe Account field, click the down arrow and then click Account Transfer.

Your Time
TODAY

SEP 13

Transfer )4

ACCOUNT

| .

© ACCOUNT TRANSFER

CLOCK OUT

LUNCH OuT

Current Time: 2:54:36 PM

4. Click the department.

¢ SELECT

Account Transfer

ACCOUNT

200
Dapantmant Q Cmprre
Search
f== Dscription
100 Service
200 Technical
300 Administration

m D HESTORE HOME ACTOUNT

ADP and the ADP logo are registered trademarks of ADP, LLC. ADP A more human resource. is a service mark of ADP, LLC. Copyright © 2017 ADP, LLC. adp.com




®
A more human resource.’

5. Click Select.

¢ SELECT

Account Transfer

ACCOUNT

200

Q search.
Cide Description
100 Service
200 Technical
200 Administration

SELECT D RESTORE HOME ACCOUNT

6. The Your Time tile displays the department assignment.

Your Time
TODAY :
SEP 13 ’
Transfer 4
ACCOUNT
Department: 200 v

Current Time: 3:12:50 PM
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Printing Your Timecard

1. Inthe Time & Attendance tile, click Go to ADP Time & Attendance.

Dashboard
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Home Account

P ol Ti) ADP TIAE & ATTEREWRCE

Curvent Time: 10:19:34 AM

2. On the Home page of ADP Time & Attendance, click the My Timecard icon.

My Time

Friday, Aug 28, 20XX, 02:17 PM

0,

Clock In
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Transfer & Punch

ADP and the ADP logo are registered trademarks of ADP, LLC. ADP A more human resource. is a service mark of ADP, LLC. Copyright © 2017 ADP, LLC.

adp.com



@
A more human resource.’

3. Click the Timecard Menu icon.

Totals
WEEK 1 IN - OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v REGULAR OVERTIME
Sun  08/23 - 0.00 0.00 0.00 0.00
Mon  08/24 09:00AM - 0500FPM 8.00 8.00 8.00 0.00
Tue 08/25 - 0.00 0.00 0.00 0.00

4. Click Print Timecard.

Tosala

View Annual Summary

Add i ouT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v REGULAR OVERTIME

dd Note

- 0.00 0.00 0.00 0.00
T = = 05:00 PM B8.00 8.00 8.00 0.00

Tue 08/25 - 0.00 0.00 0.00 0.00




