Employedimecard

Yourtimecardcanbe found in ADPfollowing this path:
Myself > Time& Attendance> My Timecard

Onceyourtimecardis pulled up, verify you are usingthe CurrentPayPeriodwith the correctdates
showing.
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Youmayenter time by enteringtime in the In Outfields. Thiswill calculatethe total hoursfor eachday,
week,andpayperiod.

Notes: youshouldnot chooseanythingin the PayCodecolumn. Thiswill defaultcorrectly.
enter PMhoursasmilitary time 1 =13,2=14,5=17 ,etc.

Youmayalsoenter total hoursin the Hourscolumn,but it will auto completethe In Out column
startingat 8:00AM

Submit/Approveyour timecardat the end of the payperiod andit will then needto be approvedby

your supervisor. Studenttimecardsmustbe submittedfor approvalby 10 AM the Mondayfollowing

the endof the submiwgrbutvith gidomerdto choosethe costnumberassociatedvith the job
you are enteringhoursfor. Thedrop downlist for your jobsshouldbe availablein the Costcolumn.

Both supervisorswill needto approvehoursfor their department.




