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Essential Time & Attendance Employee Basics: 
For Exempt Employees 

Overview

This job aid guides you through some of the basic Time & Attendance tasks that you will complete. As an exempt employee, use ADP Time & Attendance for only reporting leave time taken. 

You must have access to ADP Workforce Now with a username and password to complete the tasks described in this job aid. This training includes U.S. spellings and the date construct of month/day/year. You will see your expected spellings and date constructs in your solution back on the job.

Accessing Learning Bytes in ADP Workforce Now

Learning bytes are short demonstrations that show you how to perform specific tasks. A narrator describes the processes, highlighting key points. These learning bytes will support you with the help you need, right when you need it. Learning bytes are available on many pages throughout ADP Workforce Now. This procedure describes how you can access the learning bytes relevant to your timecard.

Starting Point: Myself > Time & Attendance > My Timecard
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Logging out of ADP

Starting Point: Top left hand corner of your screen

Beside your name is an icon with an arrow pointing to the right. Click on this icon to log out of ADP. 
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Viewing Your Timecard

When viewing an exempt employee timecard it will be blank. Only time off/leave is to be reported in exempt employee timecards. By default, you will view the Current Pay Period. You can change this to Previous Pay Period or Range of Dates using the fields available at the top of the timecard.

[bookmark: _GoBack]Starting Point: Myself > Time & Attendance > My Timecard
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Entering Your Non-worked Time via Time & Attendance

To enter non-worked time such as vacation, sick, or personal time, follow these steps.

Starting Point: Myself > Time & Attendance > My Timecard
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Adding Notes to Your Timecard

You can add notes that apply to individual transactions and rows or to the entire timecard. Your supervisor and Juniata’s HR & payroll offices may view all of the notes that you enter.

Adding a Note to a Timecard Transaction or Row

Starting Point: Myself > Time & Attendance > My Timecard Action
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Adding a Note to an Entire Timecard

Starting Point: Myself > Time & Attendance > My Timecard
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Viewing and Printing Your Timecard

Starting Point: Myself > Time & Attendance > My Timecard
[image: ]
[image: ]

image6.png
(row menu) or right-click on a transaction such as

or Out time and select Add Note.
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Result: The Add New Note window opens.

In the entry field, enter a note.

In the Apply Note To field, select the timecard element to which you want to apply the note.

Add New Note
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In the Reason field, select a code, if applicable.
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Click Save.

Result: The & (note) indicator is now visible on the timecard. You can right-click the note and select Edit or point to it
to display the contents of the note.
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1 Click = (tmecard menu) and select Add Note.
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Result: The Add New Note window opens.

2 In the entry field, enter a note.

3] In the Reason field, select a code, if applicable.

Add New Note
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Click Save.

Result: The & (note) indicator is now visible on the timecard menu. You can right-click the note and select Edit or
point to it to display the contents of the note.
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1 In the Pay Date Range fields, select the time period that you want to view and click Find.
Result: Your timecard for the selected time period is displayed.
2 Click == (tmecard menu).
Current Pay Period v 3/020XX 2 320000 2 Q FIND

Totals Schedule Time Off Balances

Result: The timecard menu is displayed.
3 ‘Select Print Timecard

View Annual Summary

Result: The Print Timecard window opens.
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‘Select the applicable view and print options and click Print

Print Timecard

View and Print Options:

Schodies  Bcoptons  Owrdes  y Motss  SgnatwoLines

Pt T 325200 03387

Timecard _ 3/9/20x¢ - 3/22/20XK (Current Pay Perlod)

Employee: Hann, Brenda (FIGO00TE)
Payroll D: 000118 Company Cods: FIG  Suporvicer: Abright, Anthory (FIGO00127)

Employes Approval: Not Appioved  Supervisor Approval: Not Approved

Wock1 n-ow Pay Codo Hours Department  Dally Totale
Mon 0305  OB30AM - 0330PM 700 012000 700
800 012000 200

Tue 00  0830AM - 0430PM

Click Done.
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Step Action

1 In the upper left of the page, click B (leaming bytes).
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Result: The leaming bytes menu is displayed.

2 ‘Select the desired leaming byte.
Result: A short video demonstration faunches

3 To exit the leaning byte, ciick €} (close) in the upper-right comer of the window.
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Totals ‘Schedule ime Off Balances
WEEK 1 PAY CODE HOURS  COSTNUMBER  DAILY TOTALS. | REGULAR OVERTIME

Sat  09/01 0:00 0:00 0:00 0:00
Sun  09/02 0:00 0:00 0:00 0:00
WEEK 1TOTALS 0:00 0:00 0:00

WEEK 2 PAY CODE HOURS  COSTNUMBER  DAILY TOTALS. | REGULAR OVERTIME
Mon  00/03 0:00 0:00 0:00 fo:00
Tue  00/04 0:00 0:00 0:00 0:00
Wed  00/05 0:00 0:00 0:00 0:00
Thu  09/06 0:00 0:00 0:00 0:00
Fri  00/07 0:00 0:00 0:00 0:00
Sat  00/08 0:00 0:00 0:00 0:00
Sun  00/09 0:00 0:00 0:00 0:00
WEEK 2 TOTALS. 0:00 0:00 0:00

WEEK 3 PAY CODE HOURS  COSTNUMBER  DAILY TOTALS. | REGULAR OVERTIME
Mon  09/10 0:00 0:00 0:00 0:00
Tue  09/M 0:00 0:00 0:00 0:00
Wed 00112 0:00 0:00 0:00 0:00
Thu 0913 0:00 0:00 0:00 0:00
Fri  00/14 0:00 0:00 0:00 0:00
Sat  09/15 0:00 0:00 0:00 0:00
WEEK 2 TOTALS 00 00 00
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1 In the Pay Date Range fields, select the time period for which you want to enter time and click Find.
Result: Your timecard for the selected time period is displayed.

In the In field for the appropriate day, enter the time when you will begin taking nonworked time.
In the Hours field for the appropriate day, enter your total nonworked hours.

In the Pay Code field, cick Q (search) and select the appropriate pay code for the nonworked time.
Click Save
Result: The hours that you entered are saved on your timecard.
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