ADP Workforce Now

Essential Time & Attendance Employee Basics:

For Employeesi\Who Clock In'and Out

Overview

AP

A more human resource,’

This job aid guides you through some of the basic Time & Attendance tasks that you will complete. 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 performing the time-related activities for the correct position.

Starting Point: Myself > Time & Attendance > My Timecard

Step | Action

1

Click Other Positions.

HOME RESOURCES MYSELF

My Timecard © © .~
Tax ID (SSN)

Hahn, Brenda € XXX-XX-0068

BILLCLRK - Bllling Clerk}] (OTHER POSITIONS)

Home Department : 00000T - Admin

Search Q

Position ID
FL8004652 &=

Select the position for which you are performing the time-related activities.
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Essential Time & Attendance Employee Basics: For Employees Who Clock In and Out

Recording Your Time: Home Page

Depending on your company’s features, your Home page may display clocking buttons to make your time-entry tasks

quickly accessible. Your Home page may display additional shortcut and task buttons as well.

Starting Point: Home

Step | Action

1

Click Clock In or Clock Out as appropriate.

My Time

Friday, Mar 18, 20XX, 08:10 AM

ANNUAL SUMMARY

0 No Activities

Result: A success message and your clocking time are displayed.

My Time

Friday, Mar 18, 20XX, 08:14 AM

CLOCKIN CLOCK OUT
TRANSFER & PUNCH MY TIMECARD

ANNUAL SUMMARY

Clocked In 03/18/20XX 08:14 AM
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Recording Your Time: My Time Entry Page
Starting Point: Myself > Time & Attendance > My Time Entry

Step ‘ Action

1

Click Clock In or Clock Out as appropriate.

Today's Activities

ANNUAL SUMMARY

© No Activities

Friday, March 18, 20XX 09:12 AM

=D D €D G2

Click OK.

P

Message from webpage

S |

Message from webpage
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( | Click OKte ClockIn.
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OK

Cancel

@ Click OK to Clock Qut.

| ok || Ccancel

.

J

-

Result: A success message and your clocking time are displayed.

Note: Some companies require employees to click the Lunch Out button when they clock out for lunch, while others
require employees to click the Clock Out button. If you are not sure which button to use, contact your supervisor.
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Recording Your Time Worked in Another Department or Job

Starting Point: Myself > Time & Attendance > My Time Entry

Step | Action

1

If you worked in a department other than your home department, click Transfer.

Today's Activities

Friday, March 18, 20XX 09:12 AM

[ aoow Y aoxor o

ANNUAL SUMMARY

© No Activities

In the Department or Job field, click Q (search).

Select the job or department in which you will work.

Department Lookup

Search in: for:

All Columns \» [

Active Only Company Code Departments Only

scronTo: [0[1)2|

007000 Programming

008000 Sales

009000 Marketing

010000 Shipping And Recelving
011000 Operations

A YASATATATAS

012000 Customer Service

Cancel

Click Submit.

Today's Activities

Friday, March 18, 20XX 09:19 am

=D €I =
ANNUAL SUMMARY

Transfer to Department Operations{011000] 03/18/20XX 09:19 AM

Results: A success message is displayed. Your punch is recorded and your time is charged to the

selected department or job until you record another punch.

Copyright © 2012-2016 ADP, LLC 4

V04111680868_1WFN10



