
1.

When starting your day from the ADP Website, 
find the My Time section of your home page 
and click Clock In.

2.

Before any breaks, including lunch, and at the 
end of your workday, select Clock Out in the 
same location.

3.

Sometimes, you may need review or make 
edits to your timesheet. To view these options, 
click the arrow in the top right corner of the My 
Time tile.
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4.

Click here to open up the week.

5.

Select the appropriate date and click day on 
the calendar.

6.

Click the In field and type in the time you 
started work.

ADP - How to Enter and Edit Timecard

Scan to go to the 
interactive player

2 of 4



7.

Next, click the Out field and type the time you 
ended work.

8.

To add another row of time for the same day, 
click the menu at the beginning of a row. The 
new row you add will insert BELOW the one 
you select.

9.

Click Add Blank Row.
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10.

Click Save to submit.

11.

And that's it! You've Entered or Edited Your 
Timesheet. 

Tutorial completed.
 

Congratulations on finishing this tutorial.
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