ADP Workforce Now

Essential Time & Attendance Employee Basics:

for Employeeswith View-Only Access

Overview

£

i mode humian resource,

This job aid guides you through the steps for viewing and printing your timecard and viewing your schedule. For more
information, see online Help.

If You Hold More than One Position

If you hold more than one position, make sure that you are viewing the Time & Attendance information for the correct

position.

Starting Point: Myself > Time & Attendance > My Timecard

1

Click Other Positions.

HOME RESOURCES MYSELF

My Timecard @ o .

Tax ID (SSN)
Hahn, Brenda € U

BILLCLRK - Billing Clerkl] (OTHER POSITIONS)
Home Department : 000UUT - Admin

Position ID
FLB004652 ==

Select the position for which you are performing the time-related activities.
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Viewing and Printing Your Timecard

Tip: Want to see a short demonstration on how to print your timecard? Click here and enter your ADP Workforce Now

user name and password.

Starting Point: Myself > Time & Attendance > My Timecard
Step Action

Result: Your timecard for the selected time period is displayed.

1 In the Pay Date Range fields, select the time period that you want to view and click Find.

2 Click = (timecard menu).

3/9F20XK =]

Current Pay Period

b

Totals Schedule

3/22/206X BB

Time Off Balances

Q FIND

Result: The timecard menu is displayed.

3 Select Print Timecard.

View Annual Summary

Add I

Print Timecard

Result: The Print Timecard window opens.

4 Select the applicable view and print options and click Print.

Print Timecard

View and Print Options:

Schedules Exceptions Overrides + Notes Signature Lines

Timecard  3/9/20xX - 3/22/20XX (Current Pay Period)

| »

= PRINT

Printed: Thursday, 3/26/20%, 04:38 PM

Employee: Hahn, Brenda (FIQO00118)
Payroll ID: 000118 Company Code: FIQ
Employee Approval: Not Approved Supervisor Approval: Not Approved

Supervisor: Albright, Anthony (FIQ0O00127)

Week 1 In - Out Pay Code Hours

Mon 03/09 0830 AM - 03:20PM 7.00

Tue 03110 0830 AM - 0420 PM 8.00

012000

012000

Department Daily Totals

7.00

8.00

5 Click Done.
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https://support.adp.com/basic/cr/matraining/sims/wfn/80994/printingtimecard.htm
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Viewing Your Schedule

You can view your schedule in several different ways, depending on the date range and format that you want to view.

Tip: Want to see a short demonstration on how to view your schedule? Click here and enter your ADP Workforce Now
user name and password.

If You Want to View Then

The current week’s schedule Select Myself > Time & Attendance > Schedule at a Glance.

One month at a time 1. Select Myself > Time & Attendance > Monthly Schedule.
2. To view a different month, in the Date field, click i (calendar) and select a date.
3. Click Find.

Your recorded time compared to 1. Select Myself > Time & Attendance > Actual vs. Scheduled.

your scheduled time 2. To view the actual and scheduled times for other dates, in the Date field, click

i (calendar) and select a date.

3. Click Find.

Accessing Learning Bytes in ADP Workforce Now

Learning bytes are short demonstrations that show you how to perform specific tasks. A narrator describes the processes,
highlighting key points. These learning bytes will support you with the help you need, right when you need it. Learning
bytes are available on many pages throughout ADP Workforce Now. This procedure describes how you can access the
learning bytes relevant to your timecard.

Starting Point: Myself > Time & Attendance > My Timecard

Step Action ‘
1 In the upper left of the page, click L+ (learning bytes).

HOME RESOURCES MYSELF Search Q

My Timecard OE."

Tax ID (SSN) Position ID
Hahn, Brenda 0 XXX-XX-0068 FLB00ON8 =

CUSSRVC - Customer Service Representative
Home Department : 012000 - Customer Service

Result: The learning bytes menu is displayed.

2 Select the desired learning byte.
Result: A short video demonstration launches.

3 To exit the learning byte, click Q (close) in the upper-right corner of the window.
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https://support.adp.com/basic/cr/matraining/sims/wfn/80994/viewingschedule.htm
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Credits

The ADP® logo and ADP® are registered trademarks of ADP, LLC. ADP Workforce Now® is a registered trademark of
ADP, LLC. ADP A more human resource.*™ is a service mark of ADP, LLC.

All other trademarks and service marks are the property of their respective owners.

Copyright © 2012-2016 ADP, LLC. ADP Proprietary and Confidential — All Rights Reserved. These materials may not be
reproduced in any format without the express written permission of ADP, LLC. Any repurposing, reposting, or other use of
this content (including but not limited to YouTube® or any other social media) is expressly prohibited.

ADP provides this publication "as is" without warranty of any kind, either express or implied, including, but not limited to, the
implied warranties of merchantability or fitness for a particular purpose. ADP is not responsible for any technical
inaccuracies or typographical errors which may be contained in this publication. Changes are periodically made to the
information herein, and such changes will be incorporated in new editions of this publication. ADP may make improvements
and/or changes in the product and/or programs described in this publication at any time without notice.
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