Supervisor Instructions for Approving Adult Timecards

Supervisor of Adult employees are responsible to do the following, no less than at the end of
each pay period.

e Fix missing punches

e Add PTO Hours (Paid time off) for benefit eligible employees

e Approve hours worked
Edits and approvals are due by the 4" & 19t of each month, no later than 12 noon, unless
otherwise notified.

To edit and approve your employee timecards, log into your ADP portal at
https://workforcenow.adp.com. Select My Team>Time & Attendance>Individual Timecard
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Once in Individual Timecard view, you can either scroll through timecards using Next button or
Click on Employee Search and enter an employee’s name

HOME RESOURCES MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP Search \ Q

Individual Timecard © o .*

. Tax ID (SSM) Position ID Hire Date atus Employee Search REF
Graser, Cindy © 0000CEST  6VT903343 EE  06/06/12011  Actve RETTRETETO =N

PYRLCLK - Payroll Clerk < 407 of 1273 >
Home Department : 410001 - Accounting o

At the end of the pay period, you will want to pull up your timecards to show the whole pay
period. To do this, select “Current Pay Period” for the Pay Date Range. This will help you avoid
missing any edits or approv 0 be made.

Current Pay Perlod v || 101972016 M| | 132016 Q FIND APPROVE TIMECARD

= Timecard Totals Schedule Time Off Balances



https://workforcenow.adp.com/

Current Pay Period wv| 1on92006 B 132006 B9 QFIND APPROVE TIMECARD

Totals Schedule Time Off Balances

1025 MSTAM - 04:42PM 470 410001 820
Wed 10126 0752AM - 150 AM 390 410001
1026 1226PM - 0434PM 420 410001 810
Thu 1027 0750AM - N23AM 360 410001
1027 MSOAM - O122PM 160 410001
1027  0205PM - 0508PM 300 410001 820
Fil 1028 O754AM - 120AM 340 410001
1028  MEIAM - 0433PM 470 410001 810
WEEK 2 TOTALS 2190
< APPROVE  WEEK3 IN-oUT PAY CODE HOURS  DEPARTMENT  DAILY TOTALS v ADJUSTED DATE
Mon 1031  O750AM - M27AM 370 410001
1031 1209PM - 04:26PM 420 210001 790
Tue WOI  O758AM - 1M25AM 340 410001
WOl 1207PM - 0539 PM 560 410001 200
Wed 102  MI3AM - NS7AM 080 210001
W02 1220PM - 0643PM 640 410001 720
BN == I ] = R I I B
wos  1zooPM  -| © 000 410001 440
WEEK 3 TOTALS 2850 S

Pay Perlod (94.90)  Week1(2450) Week2 (4190) Week 3 (28.50)

REFRESH PREFERENCES v | Legend

On the “My Employees” page, you will see the below screen showing the first employee that
you have access to their timecard. On this screen, you have access to the employee’s timecard,
and benefit information. To edit and approve their timecard, select the “Actual” button down
on the left side of page below “Timecard at a Glance”.

Below is the screen for your employee timecard. This screen also has tabs so you can take a
look at how many hours they have available for vacation, personal, and Healthleave.

svegnmn

This feature has been recently enhanced. Learn More!

Current Pay Perlod v | | 101972016 BB | /32016 s QAIND

Timecard Totals Schedule
As OF
M3/206 ) FIND
TIME OFF ALAN REQUESTS REQUESTS
POLICY C e PENDING SCHEDULED

HEALTH 22410 H 000H 000H

PERSOMA.. 3200H 000H 000H

VAC 160 8433H 000H 4000 H

* Balance /Request Amount: D (Days), H (Hours)
* The balances Include future transactions. @



Benefit Hours (PTO) - If there is a week where an employee has used benefit hours or may have
overtime, you will want to look at the employee’s timecard by the week. Select either “This Week”
or “Last week” or may need to select “User-Defined Date Range” to select the days you need.

In the example below, the employee has 3 vacation days but worked 16.5 hours. Since the
employee was over their 40 hours for the week, you need to deduct .50 hour their PTO (Paid Time
Off” hours, to bring their week to 40 hours. This is true for all PTO (vacation health, personal closed
campus, maternity and school events), except Holiday. Holiday hours do not get reduced.

This Week v 7/29/2018 = 8/4/2018 =] Q AND Show Pay Class APPROVE TIMECARD
= Timecard Totals Schedule Time Off Balances
< APPROVE 'WEEK 1 IN-OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v ADJUSTED DATE

Sun  07/29 - 000 410001 0.00
Mon  07/30 0808 AM - 0445PM 870 410001 870
Tue 0731 0812 AM - 0402PM 780 410001 780
3 v Wed 08/01 08:00 AM - 04:00PM  VACATION 800 410001 8.00
v L4 Thu 08/02 08:00AM - 0400PM  VACATION 800 410001 8.00
3 v Fri 0803 0800AM - 0400PM VACATION 800 410001 2.00
Sat  08/04 - 000 410001 0.00
WEEK 1TOTALS 40.50

To remove PTO hours, you have to delete the entire line

by clicking on the box on th :
4 v P 0503 0500AM - 0S00PM VACATON B0 awot 80

[--7-“
© AddBnk Row You will see this drop-down menu.
: o Click on “Delete Row” and hit the SAVE button
View Transactlon Detalls
Add Note
[F] Override

You now have a blank row on that date that you need to add the correct number of hours to bring
them to 40 hours.

v Wed  08/01 08:00 AM - 04:00PM  WACATION 8.00 000 8.00
v Thu 0802 08:00AM - O04:00PM  VACATION 800 Moom 8.00
Frl  08/03 - 000 410001 0.00

Put your cursor in the “In” column with a time (i.e. 8A
the Pay Code Column. Either choose from the li

hen hit your TAB button until you get to
r start typing the type you want & choose it with

7 v Wed o8/ og00AM - O0400PM  VACATION 8.00 410001 cursor.
v Thu 08/02 og00AM - O400PM  VACATION 8.00 410001
Fri 08/03 84 - 0.00 41000
DI
VACATION Vacation
s mam
The week’s total should now equal 40 hours for your employee.
< APPROVE ‘WEEK 3 IN-OUT PAY CODE HOURS DEPARTMENT DAILY TOTALS v ADJUSTED DATE
Sun 07/29 - 0.00 410001 0.00
Mon 0730 OB08AM - 0445PM 870 410001 870 Don't Forget to SAVE
Tue o7 0812 AM - 04:02PM 780 410001 780 B SAVE
o v Wed o8/ 08:00 AM - 0400PM  VACATION 800 410001 8.00
o v Thu 08/02 08:00 AM - 04:.00PM  VACATION 800 410001 8.00
Fri 08/03 08:00 AM - 0330PM VACATION 750 410001 750

'WEEK 3 TOTALS 40.00



Fixing Missing Punches:

If an employee forgets to log in or out, you will see the empty boxes as shown in the example
below. Please rely to your employee the responsibility they have to view their time at least at the
end of every pay period, but preferably, once/week and report to you the necessary correct times.

Current Pay Perlod w Tna2ms B | s3zme =i q, FIND Show Pay Class 'y APPROVE TIMECARD:
= Timecard Totals Schedule Time OFf Balances.
£ APPROVE WEEK 1 IN-OUT PAY CODE HOURS. DEPARTMENT DALY TOTALS ¥ ADJUSTED DATE
Thu 0719 - 000 51000 0.00
Fi 0720 O0B:MAM - 7] Q00 51000 0.00
Sat  Om - 000 510001 0.00
WEEK 1 TOTALS 0.00
£ APPROVE WEEK 2 IN - OUT PAY CODE HOURS DEPARTMENT DALY TOTALS ¥ ADJUSTED DATE
Sum 0722 - 000 510001 0.00
Mon 0723 - 000 51000 0.00
Tue 07724 0B:28AM - 1209 PM 370 51000
0724 UM - @ 000 51000 370
Wed 0725 - 000 51000 0.00
Thu 0726 0B:39AM - | @ 000 51000 0.00
Fri 0727 - 000 51000 0.00
Sat 0728 - 000 51000 0.00
'WEEK 2 TOTALS 370
< APPROVE WEEK 2 IN-OuUT PAY CODE HOURS. DEPARTMENT DALY TOTALS ¥ ADJUSTED DATE
Sun 0729 - 000 51000 0.00
Mon 0730 0740 AM - 1213PM 450 510001
[l 0112 PM - (7] 000 51000 450
Tue  OF31 0B:200AM - OLOTPM 470 51000
i fei] OI9PM - O512PM 320 510001 790
Wed 0201 0234 AM - 1244 PM 410 510001
0B/ 0512PM - 02:33AM 1540 510001 18950
Thu  0B/02 12Z3NPM | @ 000 51000 0.00
Fri 0802 - 000 51000 0.00
'WEEK 2 TOTALS o0

To add a missing punch, type in the time with and whether it is AM or PM. (Ex: 9:30PM) (/f you do
not put a “P”, it will automatically default to AM on the timecard).

Tue 07/24 08:28AM - 12:09 PM Put your cursor in the box you are needing to add time and

_—:l| type it in — DON”T forget to add PM if relevant.

OL4PM -

Always select “SAVE” once any edits are completed.

01-14 PM _ 05:25 PM = 420 REFRESH (i ] Operation Successful.



Time Card Approvals: If you have an employee that only works in your dept, at the end of each pay

period, (but preferably weekly) you should approve all the times they worked. Make sure you see

“Current Pay Period”.

Current Pay Period | [oroe e8| [eazoe @ @Fno ) SnowPay Ciass - APPROVE TIMECARD.
m Tos schedue Time o Baiances
< | APPROVE  WEEK1 IN-ouT PAYCODE  HOURS  DEPARTMENT DAILY TOTALS v ADJUSTED DATE
T o710 O7S7AM - 1050AM 280 40300
ome  masAM - 0asTPM 520 40900 s00
FI 0720 O738AM - 10:304M 230 640900
0720 mooAM - 0427PM 550 640400 800
sat o 000 640800 000
WEEK 1 TOTALS 1600
< | |APPROVE  WEEK2 IN-ouT PAYCODE  HOURS  DEPARTMENT DAILY TOTALS v ADJUSTED DATE
sun 0722 - 000 640300 000
Mon 0723 0327AM - 10:42AM 220 640300
0723 TooAM - 0445PM 580 640900 800
Tue o724 osBAM - 1037AM 230 640400
0726 M30AM - 0443PM 520 40800
0724 0346PM - 0516PM 050 640300 800
wed o725 o7I7AM - 10:00AM 200 40900
o725 wmAMm - 0435PM 640 640900 840
Tw o 0726 Os24AM - 1252°M 430 640400
0726 OraoPM - o4usPM 310 640400 760
Pl 0727 0309AM - 1057AM 280 640300
omz  masam - o4zzPmM 480 g40900 780
sat ovzs 000 640400 000
WEEK 2 TOTALS. 3960
< | |APPROVE  WEEK3 IN-ouT PAYCODE  HOURS  DEPARTMENT DAILY TOTALS ¥ ADJUSTED DATE
sun o9 000 640400 000
Mon 0730 OST0AM - 102AM 280 40400
070 120sPM - 0522PM 530 640300 810
e o7m  o7EIAM - 1043AM 280 40900
o7 naam - o04s2EM 530 640900 s10
Wed 0Z01  O745AM - 09358 AM 220 640400
ool omAM - 0S2PM 560 40400 780
Thu 002 O7SOAM - 09:48AM 180 640400
F v Thu 07719 0757 AM - 1050 AM 280
- v 0719 1148 AM - 0457PM 520
F v Frl 0720 0758 AM - 10330 AM 250
- v 07/20 1100 AM - 0427PM L 550
Sat 0721 - 000
WEEI
< + APPROVE 'WEEK 2 IN-OUT PAY CODE HOURS
Sun 07722 - 000
- v Mon  07/23 08:27AM - 10042 AM 220
F v 07123 11:.00 AM - 0445PM 5.80
- v Tue 07/24 0819 AM - 1037 AM 230
F v 07124 130 AM - 0443PM 5.20
- v 07/24 04:46 PM - 0516 PM 050
F v Wed  07/25 0757 AM - 10:00 AM 200
- v 07/25 101 AM - 0435PM 640
F v Thu 07126 0824 AM - 1252PM 4.50
- v 07/26 0140 PM ~ oaa5PM 210
F v Frl 0727 0809 AM - 1057 AM 280
- v 07127 1149 AM - 04:38PM 480
Sat 07128 - 000
'WEEH
< + APPROVE 'WEEK 3 IN-OUT PAY CODE HOURS
Sun  07/29 - 000
- v Mon  07/30 0810 AM - 1102 AM 280
F v 07130 12.05 PM - 0522PM 530
- v Tue 07731 0763AM - 10043 AM 280
F v o 137 AM - 0452PM 530
v Wed 0801 0746 AM - 0958 AM 220

You can click on the box next to the APPROVE,

at the top of each week,

¢ + APPROVE WEEK 1 IN -
=y v Thu 0719 0757 AM
=y L 0719 1:48 AM
= v Fri 0720 0758 AM
=y v 07720 00 AM

out PAY CODE HOURS

- 1050 AM 2.80
- 0457 PM 5.20
- 10:30 AM 2.50
- 0427 PM 5.50

Or, the box next to each individual date & time

on each row.

APPROVE WEEK 1 IN-OUT
A Thu 0719 0757 AM - 10:50 AM
0719 148 AM - D457PM
Frl  07/20 O758AM - 10:30 AM

PAY CODE HOURS

- 280
5.20
250

You need to see the check mark for each day at the end
of the pay period before you are finished.

If you have multiple employees, a good way to see what
is needed for edits and approval at the end of each pay
period is to look at the “Timecard Exceptions”



My Team — Time & Attendance — Timecard Exceptions

This notice is in your Message Center even if an employee logs in the morning and hasn’t logged out yet for the day.
You do not need to review your exceptions daily but it’s a good idea to review weekly or at least before the period
edits are due.

MY TEAM PEOPLE PROCESS REPORTS SETUP

My Team Individual Timecard Monthly Schedule
Employment Timecard Exce; ons Annual Summary
Time OFff |day List
Personal Information Group Timecard Attendance
Talent Schedules Quick Charge
Actual vs. Scheduled Manage Employee Hours

» Time & Attendance

Make sure your list is active or using one of your favorite filters. You can click on the red # by each
employee’s name to see their exception. This will take you to their timecard and shiow you the issue.

HOME RESOURCES MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP Search /6 |

Timecard Exceptions @ @ .~

<status is active> & | MANAGEMYLISTS ~SEARCH OPTIONS

Current Pay Period %

Timecard Exceptions Totals Summary

E:: : 2 .5 >
SUPERVISOR
TOTAL MISSING OUT CLOCKED IN CLCKED OUT  CLOCKED OUT  OVERTIME HOURS
EMPLOYEES (100) i Lk APPROVAL O CLOCKED IN LATE S s M
REQUIRED
Abbott Carol  [g] “ o . n
6PCI44377 - Saladmaker 1 ! 2
Abbott, Delbert |5
6PCII7670 - Cook 2 o ! 3 2
Abbott, Isabelle [5:] 3 g
PEN000G90 - Student !
Agai, George  [i] g
PENQOOG12 - Student
Ajayl, Oreoluwa (& 3
PENO00E6 - Student
Akankunda, Alys. (i 3
PENOQOBIC - Student
Amuka, Boyowa (i -
PEN000761 - Student
Amwikato, Lessly (i 7
PENOQOB! - Student
Anderson, Aprll (i n ° N
6VT000110 - On Call Staff 1 2
Anderson, Barrett i a
PEN000704 - Student
Anderson, Lance (i 2 ;
PEN221148 - Student !
. - .
,
Totals 690 o 322 a7 6 2 »n 2

Fix the time and click back on the Timecard Exception tab to go back to your list of employees.

Current Pay Period v
Timecard Exceptions Totals Summary
1 Missing Out Punch 5 Supervisor Approval Required 2 Worked different Department
EMPLOVEES (1) DATE N out PAY CODE HOURS WORKED DEPARTMENT DEPARTMENT

o, Apel
hoduie

Thu 0802 1205PM [ @ 000 231800

save REFRESH



