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Click here to open up the week.

Time Period: Start Date: End Date:
| Current Pay Period ~ | | 1212025 @ | | 12/14/2025 Q | [ Find ]
= Timecard Totals Schedule Time Off Balances
In - Qut Pay Code Hours  Daily Totals ~ Regular
0.00 0.00 0.0C
Week 1 Totals 0.00 0.0C
Week 2 In - Out Pay Code Hours  Daily Totals ~ Regular
= Men 12/08 0%27AM - 09:45AM = 030 0.3C

= 12/08 09:58 AM

1@ 0.00 0.30 0.0C

Week 2 Totals 0.30 0.3
Pay Period (0.50) Week 1(0.00) Week 2 (0.30)
=
|' Current Pay Period “ | | 1212025 =) | | 12/14/2025 ] | [ Find ]
= Timecard Totals Schedule Time Off Balances
. . Week 1 In - Out Pay Code Hours  Daily Totals ~ Regular
Select the appropriate date and click day on = [oms 8 000 w0 oad
the calendar. Weok 1 Totals 000 oo
[€] December © Pay Code Hours  Daily Totals ~ Regular
= 030 0.3C
_ Su Tue Wed Thu Fri  Sat
= ’u 2 3 n 5 6 0.00 0.30 0.0C
‘Week 2 Totals 0320 0.3C
T & 9 o # 2 =
Pay ® B ¥ 7 B Eed 28 0)
= 2t 22 25 24 25 26 2F
28 25 I8 It
.
Click the In field and type in the time you “Time Period:  Start Date: _ End Date: }
started work. | Current Pay Period v || 1212025 =] || 12114/2025 e | [ Find ]

Totals Schedule Time Off Balances
Week 1 n = Out Pay Code Hours  Daily Totals + Regular
=, Men 12/01 I08:00 AM 0.00 0.00 0.0C
Week 1 Totals 0.00 0.0
Week 2 In - Out Pay Code Hours  Daily Totals ~ Regular
Men 12/08 0%27 AM - 09:45 AM 030 0.3C

12/08  09:59 AM

Pay Period (0.30) Week 1(0.00)

1@ 0.00 0.30 0.0C

Week 2 Totals 030 0.3C

Week 2 (0.30)
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Next, click the Out field and type the time you “Time Period:  Start Date:  End Date: \
ended work. | Current Pay Period w | | 1202025 e || 12142025 & | [ Find ]
Tetals Schedule Time Off Balances
Week 1 In-Q Pay Code Hours  Daily Totals ~ Regular
E‘ Men 12/01  08:00 AM —| 8.00 8.00 0.0C
Week 1 Totals 800 0.00
Week 2 In - Qut Pay Code Hours  Daily Totals ~ Regular
= Men 12/08 09:27AM - 09:45 AM =030 0.3C
= 12708 09:52 AM -l -] 0.00 0.30 0.0C
Week 2 Totals 0.30 0.3
Pay Period (0.30) Week1(0.00) Week 2 (0.30)
. 0
To add another row of time for the same day, “Time Period:  Start Date: _ End Date: i
click the menu at the beginning of a row. The | cument Payperiod v || @z g| ez g [ Find ]
new row you add will insert BELOW the one = = Totals Schedule Time OFf Balances
yOU SeIeCt' Week 1 In - Out Pay Code Hours  Daily Totals ~ Regular
Men  12/01 - 0.00 0.00 0.0C
Week 1 Totals 000 0.00
Week 2 In - Out Pay Code Hours  Daily Totals ~ Regular
= Men 12/08 09:27AM - 09:45 AM 030 0.3C
= 12/08 09:59AM -| @ 0.00 0.30 0.0C
Week 2 Totals 0.30 0.3
Pay Period (0.30) Week 1(0.00) Week 2 (0.30)
0
'Time Period: \ 'Slart Date: \ 'End Date: \
Click Add Blank Row. | Current Pay Period v || 12112025 =2 || 12114/2025 =) | [ Find ]
= Timecard Totals Schedule Time Off Balances
Week 1 In - Qut Pay Code Hours  Daily Totals ~ Regular
- 0.00 0.00 0.0C
I_ Week 1 Totals 0 oo
In - Qut Pay Code Hours  Daily Totals ~ Regular
i & CopyRowto Next Day - 09:45 AM * 030 0.3C
; © Delete Row 1 @ 0.00 0.30 0.0C
View Transaction Details e TET, Tz
Add Mote
E] Override 20) Week2 (0.30)
‘H’ Refresh

3of4



ADP - How to Enter and Edit Timecard

Scan to go to the
interactive player

E‘ Mon 27U - (WRN1Y) uuu uuL

10. = Tue 12/02 - 0.00 0.00 0.0C
‘Week 1 Totals 0.00 0.0

Week 2 In - Out Pay Code Hours  Daily Totals ~ Regular

Click to submit. = Mon 12/08 09:27AM - 09:45AM £ 030 0.3C
= 12/08 09:59AM [ @ | 0.00 030  0.0C

Week 2 Totals 0.30 0.3C

Pav Periad (0.30) Week 1(0.00) Week 2 (0.30)

(-

11. Tutorial completed.

And that's it! You've
Congratulations on finishing this tutorial.



