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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. 

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

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

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

 

 

2. In the Out field, enter the out punch time. 
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3. Click Save. The Your Time tile displays your total worked time. 
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Recording Non-Worked Time 
 

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

 

 

 

2. In the Out field, enter the out punch time. 
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3. In the Pay Code field, select the appropriate code. 

 

 

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

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

 

 

2. Click Account Transfer. 
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3. Click the department. 

 

 
4. Click Select. 
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5. The Your Time tile displays the department assignment. 
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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. 

  

 

2. On the Home page of ADP Time & Attendance, click the My Timecard icon. 
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2. Click the Action icon in the row you want to edit. 

 

  

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

 

  

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

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

 

 

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

 

 

4. Click Print Timecard. 

 

 

 
 

 


