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Welcome to ADP®

Hello, KENNETH

User ID
KMiller@nccsda.com

Password

[ ]

1. Log in to your ADP account.



2. This is your homepage. Select “Myself” from the menu.

O

9 S

Home Resources ~ | Myself ~ | My Team ~

Things to Do

Notifications (1)

Thingsto Do  Calendar Support

Reports & Analytics ~

ADP Workforce Now is always evolving. Click here to
learn more about recent enhancements, learning
resources and what is coming soon.

My Pay
Compensation

TAKE HOME
\ $X XX
GROSS PAY

$X XX

@ Mark as Read

@ Show

[ Configure homepage ]

Termination Process for Managers

Please Note:- All termination requests are not final until reviewed and
approved by HR.

Dashboards

= =

Reports Learning

/O”

My Time Off >
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3. Under “Myself” select “Dashboard” under Workforce Management header

o & O

Thingsto Do Calendar Support

Home Resources ~

Myself ~ My Team ~

Team Information
My Team
Delegated Activities
Organizational Chart
Company Policy Status
Team Calendar

Manage New Hire
Onboarding

My Pay
Compensation

TAKE HOME
$X XX

GROSS PAY

$X XX

Employment
Employment Profile
Employee Documents
Company Property

El-9 Management

Time Off

Reports & Analytics ~

Personal Information
Request Time Off Personal Profile
Time Off Balances Employee Profile Report
List Of Requests Employee Notes

Request Carryover Talent Profile

> Reports

@ Show

My Time Off

Balances as of

Talent
Recruitment

Learning Management

Workforce Management

Dashboard

=

Learning



Note: Clicking “Dashboard” takes you to a new page. Refer to this example.

ADP Login Page Time and Attendance Page

j Home Resources ~ Myself ~ My Team ~ Reports & An :
Welcome back, Laurie

Things to Do

Notifications (1)

ADP Workforce Now is always evolving. Click here
to learn more about recent enhancements, learning @ Mark as Read
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4. Possible view of your home page —first Login only.

G Welcome back, Laurie

Because we are constantly improving ADP, you
may see tiles. That is great! We will address the

tiles toward the end of this PDF.

Our focus is finding Your Timecard.



5. Find menu

G Welcome back, Laurie

Click
Will show you a menu of

items



Note: Menu Options

Laurie Trujillo

LT
Welcome back, Laurie

Edit Profile ¢ signout (3>

Search O

Schedule

Dataviews & Reports

My Information

Maintenance




6. Find My Information

Laurie Trujillo

LT
Welcome back, Laurie

Edit Profile & signout (3>

Search

Home y

Time v
Schedule v
Dataviews & Reports v

Click
Will show options under My Information

My Information

Maintenar



7. My Timecard

Laurie Trujillo

LT

Welcome back, Laurie

Edit Profile y Sign Out C—)

Search O

Home y

Time v

Schedule v

Dataviews & Reports v

My Information ~
My Calendar

Click
Will open your timecard

My Timecard

Maintenan My Timecard

ttos:/Inccsda.ord.mvkronos.com/timekeenina#/mvTimecard?paaeld=497



8. Welcome! This is an example of your timecard. Because you work at more than one entity, you will need to do a
little more work to record your time. First, lets look at your timecard.

= QO 4 Employee Timecards O ® &
_ £ v CurrentPay Period & v AllHome 5 Loaded: 9:58 AM
= A v B~ 8- <
List View Zoom Approve Analyze Go To 1 2 3 4 Share
Date Schedule Absence In Transfer Out In Transfer Out Pay Code Amount Shift Daily Period
4+ O Sun 5/05 10:01 AM 2:01 PM 4:00 4:00 4:00
4+ O Mon 5/06 7:35AM 12:12 PM 12:43 PM 5:55 PM 9:49 9:49 13:49
4+ O Tue 5/07 7:45 AM 13:49
+ Wed 5/08 .. 13:49
Beginning Lunch Return End of Total Hours
+ Thu 5/09 of Shift Break from Shift 13:49
Lunch

+ Fri 5/10 13:49
- Sat 5/11 13:49
+ Sun 5/12 13:49
+ Mon 5/13 13:49
+ Tue 5/14 13:49
<+ Wed 5/15 13:49
- Thu 5/16 13:49
+ Fri 5/17 13:49
- Sat5/18 13:49

( Accruals Totals Historical Corrections Audits W



9. Because you work at more than one entity, you will see information in the transfer columns. This information will be
automatically added when you “Punch” into the time clock as seen on the next pages.

EA A Employee Timecards e @ o
= PA v %~ g~ <
List View Zoom Approve Analyze Go To Share
Date Schedule Absence In Transfer Out In Transfer Out Pay Code Amount Shift Daily Period
4+ O Sun 5/05 10:01 AM . 2:01 PM . 4:00 4:00 4:00
Moving to Moving to
4+ O Mon 5/06 7:35 AM another 12:12 PM 12:43 PM another 5:55 PM 9:49 9:49 13:49
work work

4+ O Tue 5/07 7:45 AM location location 13:49

Wed 5/08 13:49
+ Total Hours

Thu 5/09 thni 13:49
+ Beginning Lunch Rfeturn End of

i rom H
+ Fri5/10 of Shift Break Shift 13:49
Lunch

- Sat 5/11 13:49
+ Sun 5/12 13:49
+ Mon 5/13 13:49
+ Tue 5/14 13:49
<+ Wed 5/15 13:49
- Thu 5/16 13:49
+ Fri 5/17 13:49
- Sat5/18 13:49

( Accruals Totals Historical Corrections Audits W



The following pages show you how to record the
time you worked and when you took lunch.

Record your work time




10. Go back to the dashboard.

Employee Timecards

&) v CurrentPay Period & v AllHome &

Loaded: 9:58 AM

= A v 8-~ <~

List View Zoom Approve Go To Share
Date Absence In Transfer Out In Transfer Out Pay Code Amount Shift Daily Period
4+ o Sun 5/05 10:01 AM 2:01 PM 4:00 4:00 4:00
4+ O Mon 5/06 7:35AM 12:12 PM 12:43 PM 5:55 PM 9:49 9:49 13:49
4+ O Tue 5/07 7:45 AM 13:49
+ Wed 5/08 13:49
<+ Thu 5/09 13:49
- Fri5/10 13:49
4= Sat5/11 13:49
=4 Sun 5/12 13:49
+ Mon 5/13 13:49
+ Tue 5/14 13:49
+ Wed 5/15 13:49
<+ Thu 5/16 13:49
- Fri5/17 13:49
4= Sat5/18 13:49
Accruals Totals Historical Corrections Audits



10. This is how you will track your time. The ADP system will use its internal clock to fill in your timecard
automatically. Allyou do is Punch (click).

[/

-

@ Welcome back, NATHAN

My Schedule ~ My Time Off My Timecard ~»
Edited Tue 5/07 by Fong, Greg
Tue
7 Today Exceptions
You have nothing planned. O
- b 4
X
Wed

-
8 You have nothing planned. m*/ q
Thu - I
0 You have nothlng p|anned_ No time off reasons are available. Please

use Advanced Options.

No data to display.

Fri _ Advanced Options >
10 You have nothing planned.

Sat
1?] You have nothing planned.




10. Click when you BEGIN your shift. The ADP system will use its internal clock to fill in your timecard automatically.

@ Welcome back, NATHAN

My Schedule ~ My Time Off My Timecard ~»

Punch
Edited Tue 5/07 by Fong, Greg
Tue Last Punch: 5/06/2024 2:09 PM @
7 Today Exceptions
You have nothing planned. O None b

Wed i ~4

8 You have nothing planned. q
Thu - I

0 You have nothlng p|anned_ No time off reasons are available. Please

use Advanced Options.

No data to display.

Fri _ Advanced Options >
10 You have nothing planned.

Sat
1?] You have nothing planned.



10. Click when you LEAVE FOR LUNCH. The ADP system will use its internal clock to fill in your timecard
automatically.

@ Welcome back, NATHAN

My Schedule ~ My Time Off My Timecard ~»

Punch
Edited Tue 5/07 by Fong, Greg

Tue
7 Today Exceptions

You have nothing planned. O ; v

None
Wed i ~4
8 You have nothing planned. m*/ q
Thu - I
0 You have nothlng p|anned_ No time off reasons are available. Please

use Advanced Options.

No data to display.

Fri _ Advanced Options >
10 You have nothing planned.

Sat
1?] You have nothing planned.



10. Click when you RETURN FROM LUNCH. The ADP system will use its internal clock to fill in your timecard
automatically.

@ Welcome back, NATHAN

My Schedule ~ My Time Off My Timecard ~»

Punch
Edited Tue 5/07 by Fong, Greg
Tue Last Punch: 5/06/2024 2:09 PM @
7 Today Exceptions
You have nothing planned. O None b

Wed i ~4

8 You have nothing planned. q
Thu - I

0 You have nothlng p|anned_ No time off reasons are available. Please

use Advanced Options.

No data to display.

Fri _ Advanced Options > - = —
10 You have nothing planned.

Sat
1?] You have nothing planned.



10. Click when you END YOUR SHIFT AT THE FIRST LOCATION. The ADP system will use its internal clock to fill in
your timecard automatically.

@ Welcome back, NATHAN

My Schedule ~ My Time Off My Timecard ~» Punch
Edited Tue 5/07 by Fong, Greg
Tue 9PM @
7 Today Exceptions
You have nothing planned. O None‘ b
- b 4
X

Wed i ~4

8 You have nothing planned. q
Thu - I

0 You have nothlng p|anned_ No time off reasons are available. Please

use Advanced Options. - v :
No data to display. f

Fri _ Advanced Options >

Sat
1?] You have nothing planned.




11. Click when you move to the next job.

Welcome back, NATHAN

My Schedule > My Time Off My Timecard ~> punch
Edited Tue 5/07 by Fong, Greg
Tue Last Punch: 5/06/2024 2:09 PM @
7 Today Exceptions
You have nothing planned. O None‘ b
-~ X

X
Wed i ~4
8 You have nothing planned. q
Thu - I
0 You have nothlng p|anned_ No time off reasons are available. Please

use Advanced Options.

No data to display.

Fri _ Advanced Options > — =
10 You have nothing planned.

Sat
1?] You have nothing planned.



Click
To move to a new job location.

Punch

None

X  Transfer

~CIANDITV eall nded
NCC/ANPIIV/Locally Funded

Payroll/Church Treasurer

None

(+) Add Business Structure

Click

To find a new job location.

Then Apply.

—
X Jansfer

Add ess Structure

Church Treasurer
"‘\‘:.’(c ANPIIV Locally Funded Payroll ®

ANPIIV Locally Funded P

urch Treasurer

ANPIEG Locally Funded P

Can't find
Ca T}

Change Job

Click
To choose the new job
location. Then click OK.




Final Step: Customize Your Time and Attendance Dashboard

Q Welcome back, Laurie

Tiles

Select Tiles

All (15)

Search

&

Click the tiles you want and then apply.

) Restore Home Page

Manage Schedule Manage Timecards

U
©
My Business Proc...

7/

My Schedule

=

Cancel

0

My Notifications

My Time Off

ax

Apply

|

]
i



Final Step: Customize Your Time and Attendance Dashboard

Q Welcome back, Laurie

Here they are!

My Notifications

Tasks

Employee Requests

My Requests

Timekeeping

System Messages

Timekeeping Requests

Notices

My Time Off

No time off reasons are available. Please
use Advanced Options.

Advanced Options >

Manage Timecards

Previous Pay Period v

>



Final Step: Customize Your Time and Attendance Dashboard

= 0 Y

Tiles

Select Tiles
Welcome back, Laurie All(15)

Search

My Notifications A My Time Off Manage Timecards > Wl ) Restore Home Page

Previous Pay Period v

Tasks 0 > x Q

Employee Requests 0 >

4
My Requests 0 D n+/ My Schedule My Time Off

Timekeeping 0 > '
No time off reasons are available. Please ‘

use Advanced Options.

System Messages 0 >

Advanced Options >
Timekeeping Requests 0 > My Timecard
Notices 0 >

My Charts (0) H+

o Add more tiles to
your dashboard.

Cancel Apply E




Need Help: Ask your supervisor or a practitioner

==

HR@NCCSDA.COM PAYROLL@NCCSDA.COM



