Employee Guide - ADP E- Time and Mobile Timecard

Time & Attendance

Timecards

In this Guide you will find the following instructions:
Employee Guide to ADP Enhanced Time Timecard Entry

Employee Guide to ADP Mobile Timecard Entry
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Login to ADP Workforce Now
(1) Select Myself > Time & Attendance > Time

Home Resources ~ Myself ~ People ~ Process
My Information Personal Information [ |
Profile Dependents & Beneficiaries
Benefits Time & Attendance
Enroliments Time

Employee Discounts - LifeMart

Always Designing
for People”

(2) Once in ADP Enhanced Time (E-Time). You will see My Timecard

My Timecard

® v 4

View Approve Sign oft Accruals
Timecard Actions
Date Schedule In
+ X Sat12M16
+ v X Sun 12/17
+ X Mon 12/18 9:00AM-5:00PM _
+ (X Tue 1219 9:00AM-5:00PM
+ X | Wed1220 9:00AM-5:00PM
+ X Thutz21 9:00AM-5:00PM
+ X Fri12/22 9:00AM-5:00PM
+ | X Sat 12/23
-+ ¥ Cun 1214

Select the correct date and enter the clock in time. Once shift is complete, complete steps 1-2 to enter your clock out time.

(3) Make sure to Save before Logging off

Loaded: 3:09 PM Next Pay Period - ==
Print Refresh Caiculate Save Go To
Timecara Totals
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Login to ADP Mobile

(1) Select Timecard
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(2) Click on Add time Entry on the day you would like to enter time for
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< Timecard -

Pay Period Summary
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0.00 Total Hours

> Employee Not Submitted
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Select the correct date and enter the clock in time. Once shift is complete, complete steps 1-2 to enter your clock
out time.
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