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Recording In and Out Times with ADP® Time & Attendance

Recording Worked Time
Record your worked time.

Recording Non-Worked Time
Record your time off.

( . )
Assigning Departments

Record departments to indicate when working a different department

than usual, if applicable.

L v,

4 )
Adding and Copying Rows
Add and copy rows in your timecard.

. J

( )
Printing your Timecard
Print a hard copy of your timecard.
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Recording Worked Time

1. Inthe Your Time tile, in the In field, enter the in punch time.

Your Time

TOTAL TIME
AUG 29 - SEP 1

0:00 wrs

TODAY, SEP 11

ACCOUNT

Home Account v

PAY CODE

Optional “

IN ouT

© SPUIT TIME

2. In the Out field, enter the out punch time.

Your Time
TOTAL TIME
AUG 29-SEP T
0:00 trs
TODAY, SEP 11
ACCOUNT
Home Account v
PAY CODE
Optional v
IN out
© SPLITTIME
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3. Click Save. The Your Time tile displays your total worked time.

Your Time

TOTAL TIME
AUG 29-5EP N

TODAY, SEP 11
ACCOUNT M
Home Account v ’
PAY CODE
Optional v
IN ourt
8:00 am 5:00 pm
© SPLIT TIME
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Recording Non-Worked Time

1. Inthe Your Time tile, in the In field, enter the in punch time.

Your Time

TOTAL TIME
AUG 29 - SEP 11

0:00 urs

TODAY, SEP 11

ACCOUNT

Home Account “
PAY CODE

Optional ~

IN ouT

© SPLIT TIME

2. In the Out field, enter the out punch time.

Your Time
TOTAL TIME
AUG 29-SEP T
0:00 trs
TODAY, SEP 11
ACCOUNT
Home Account v
PAY CODE
Optional v
IN out
© SPLITTIME
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In the Pay Code field, select the appropriate code.

Your Time
TOTAL TIME
AUG 29 -SEP 11
8:00 rs
TODAY, SEP 11
ACCOUNT

Home Account

PAY CODE
Vacation v
IN out
8:00 am 5:00 pm
@ SPLIT TIME

4. Click Save. The Your Time tile displays your total non-worked time.

Your Time
TOTAL TIME
AUG 29 -SEP N
8:00 urs
TODAY, SEP 1
ACCOUNT :

Home Account

PAY CODE
Vacation v
IN ouT
8:00 am 5:00 pm
© SPLIT TIME
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Assigning Departments

In the Your Time title, in the Account field, click the down arrow.

Your Time
TOTAL TIME
AUG 29-SEP N
0:00 1rs
TODAY, SEP 11
ACCOUNT
Home Account v
PAY CODE
Optional “
IN ouT
hh:mm am hh:mm am
@ SPLIT TIME
2. Click Account Transfer.
Your Time
TOTAL TIME
Lo L= B2 ]
0:00 ues
TODAY, SEP 1
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3. Click the department.

st

Account Transfer

ACTOUNT
200

Code Duscription
00 Service
| 200 Technical
300 Adrmirestration
[
4. Click Select.
o
Account Transfer
ACCOUNT
200
CEEED o -
Code Dt rapiiom
100 Service
200 Technical
300 Administration

I

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. The Your Time tile displays the department assignment.
Your Time
TOTAL TIME
AUG 29 -SEP 11
0:00 wrs
TODAY, SEP 11
ACCOUNT :
200 v
PAY CODE
Optional v
IN ouT
hh:mm am hh:mm am
@ sSPUT TIME
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Adding and Copying Rows

Note: To permanently display more rows for each day: in the bottom-right of your My
Timecard page, from the Preferences list, select the number of Rows Per Day.

1. In the Time & Attendance tile, click Go to ADP Time & Attendance.

Dashboard

Your Time

TOTAL TIME
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Time & Attendance

Wartt 4o da more? On the ADP Time &
ARtendance weinite youll be atie 1o

B View Your Schedule
2 Request Tene OF & View Balancos.

2 Manage Your Team, and Moro
Uinly features. sutffortsed by pour employn: well

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

My Time

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

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.’

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

Totals
WEEK 1 IN - OUT PAY CODE HOURS  DEPARTMENT  DAILY TOTALS v REGULAR OVERTIME
Sun 0823 - 0.00 0.00 0.00 0.00
. Mon 08/24 00:00AM - 05:00PM 8.00 8.00 8.00 0.00
Tue 08/25 - 0.00 0.00 0.00 0.00

3. To add a row to that date, click Add Blank Row. To add an identical row, click Copy Row.

WEEK 1 IN - OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v REGULAR OVERTIME

Sun 08/23 - 0.00 0.00 0.00 0.00

Man naaa AG-NN AM 05:00 PM 8.00 8.00 8.00 0.00

C &) AddBlank Row 0.00 0.00 0.00 0.00

s Copy Row 0.00 0.00 0.00 0.00

g Copy Row to Next Day 0.00 0.00 0.00 0.00

@ Delete Row 0.00 0.00 0.00 0.00

- View Transaction Details 0.00 0.00 0.00 0.00
.. Add Note

WEEK 1 TOTALS 8.00 8.00 0.00

Override uT PAY CODE HOURS DEPARTMENT _ DAILY TOTALS REGULAR OVERTIME

4. Complete the new row and click Save. An “Operation Successful” message displays when

complete.
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 0g/24  09:00AM - 05:00PM 8.00 8.00 0.00
y 0g/24  09:00AM - 05:00PM 8.00 16.00 8.00 0.00
p Week 1(8.00) Week 2 (0.00)
' (i ] Operation Successful. Legend
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Printing Your Timecard

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

Dashboard

Your Time

TOTAL TIME
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e

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

My Time

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

Transfer & Punch
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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




