For the Salaried Employee

Includes 12-month educators with a contract

Time and
Attendance



You've
logged into
the ADP
Web portal.

You are looking for Your Timecard
to track your work, vacation,
holiday, and sick time.
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Step 1: Finding Your Timecard

O @ O
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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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Step 2: Time and Attendance Home Screen — first Login

G Welcome back, Laurie

Yes, you will see nothing on this page the first time
you visit. This void is for you to fill with what you
consider important. More on that later.

Our focus is finding Your Timecard.



Step 3: 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




Step 4: 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



Step 5: My Timecard

X

LT Laurie Trujillo

Edit Profile y Sign Out C—)
Search ®)
Home

Time v
Schedule v
Dataviews & Reports v
My Information ~

My Calendar

My Timecard

Welcome back, Laurie

Click

Maintenan My Timecard

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

Will open your timecard



Step 6: You've Arrived

I||
(92
IS

My Timecard

O 0 4

&5 v Current Pay Period ¢> Loaded: 9:51 AM

> ) = 5 - B U
Next Add New List View Analyze Calculate Save
Totals
Project Sun 5/05 Mon 5/06 m Wed 5/08 Thu 5/09 Fri 5/10 Sat 5/11 Week Timeframe
Home | ] * 38:00 38:00
Schedule 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:0@PM 8:00 AM - 6:00 PM
A
Daily Total 9:30 9:30 9:30 9:30 38:00 38:00

Where you enter total
hours worked

Current Date

Your Schedule

( Accruals Totals Historical Corrections

Audits W



Step 7: Enter the time that you worked at least once a week by Monday Noon

= 0 4 My Timecard 0o ® 9O
&) v CurrentPay Period ¢ Loaded: 9:51 AM
4 © i= & v B
Next Add New List View Analyze Calculate Save
Totals
Project Sun 5/05 Mon 5/06 Tue 5/07 Wed 5/08 Thu 5/09 Fri 5/10 Sat 5/11 Week Timeframe
Home 5:00 9:30 9:30 9:30 9:30 5:00 5:00 38:00 38:00
A A A A A A
Schedule 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM
Daily Total 9:30 9:30 9:30 9:30 38:00 38:00
Enter a number value in each time slot that reflects actual hours worked.
r N
Accruals Totals Historical Corrections Audits



Step 9: Save your actions.

= Q0 4 My Timecard O 0 &
5 v Current Pay Period ¢> Loaded: 9:53 AM
4 4 = v %~ L
Next Add New List View Approve Analyze Share
Add New
Project Sun 5/05 Mon 5/06 Tue 5/07 Wed 5/08 Thu 5/09 Fri 5/10 Sat 5/11 Week Timeframe
Home 5:00 9:30 9:30 9:30 9:30 5:00 5:00 53:00 53300
Schedule 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM
Daily Total 5:00 9:30 9:30 9:30 9:30 5:00 5:00 53:00 53300
Make sure to save your time entry.
7
Accruals Totals Historical Corrections Audits




Step 10: When necessary, add vacation, sick, and holiday time

= 0 4 My Timecard .
Project X
Paycode *
} o H=— v [olhg Hours Worked
Next Add New List View Approve Analyze
[ Search
Project A Sun 5/05 Mon 5/06 Tue 5/07 Wed 5/08 Thu 5/09 Fri 5/10 Sat 5/11 Day Off
Home 5:00 9:30 9:30 9:30 9:30 5:00 5:00 Holiday Salary
Schedule 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM Sick
Vacation
Daily Total 5:00 9:30 9:30 9:30 9:30 5:00 5:00
Hours Worked

Click
Will show open drop-down menu

Accruals Totals Historical Corrections \ -




Example: Day Off

= 0 4 My Timecard
4 © = v e
Next Add New List View Approve Analyze For exa m ple' Choose Day Off
Project Sun 5/05 Mon 5/06 Tue 5/07 Wed 5/08 Thu 5/09 Fri 5/10 Sat 5/11

Home 5:00 9:30 9:30 9:30 9:30 5:00 5:00

Schedule 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM

Daily Total 5:00 9:30 9:30 9:30 9:30 5:00 5:00
7

Accruals Totals Historical Corrections

Project

Paycode *

{ Day Off

None

\4



Example: Day Off
= 0 4 My Timecard O ® &

v Current Pay Perio { » Loaded: 9:
C Pay Period ¢ Loaded: 9:53 AM

b o i= B~ 14
Next Add New List View Analyze Save
Project Sun 5/05 Mon 5/06 Tue 5/07 Wed 5/08 Thu 5/09 Fri 5/10 Sat 5/11 Week Timeframe
Home 5:00 9:30 9:30 9:30 9:30 5:00 5:00 53:00 53:00
Home:payort  Note: A new row is added.
Schedule 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM
Daily Total 5:00 9:30 9:30 9:30 9:30 5:00 5:00 53:00 53:00
7 ~

Accruals Totals Historical Corrections Audits



Step 10: When necessary, add vacation, sick, and holiday time

= 0 4 My Timecard .
Project X
Paycode *
} o H=— v [olhg Hours Worked
Next Add New List View Approve Analyze
[ Search
Project A Sun 5/05 Mon 5/06 Tue 5/07 Wed 5/08 Thu 5/09 Fri 5/10 Sat 5/11 Day Off
Home 5:00 9:30 9:30 9:30 9:30 5:00 5:00 Holiday Salary
Schedule 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM Sick
Vacation
Daily Total 5:00 9:30 9:30 9:30 9:30 5:00 5:00
Hours Worked

Click
Will show open drop-down menu

Accruals Totals Historical Corrections \ -




Example: When all options are included in My Timecard

= 0 4 My Timecard O ® &
8 v CurrentPay Period ¢> Loaded: 9:56 AM
4 © i= B~ B W
Next Add New List View Analyze Calculate Save
Totals
ASave
Project Sun 5/05 Mon 5/06 Tue 5/07 Wed 5/08 Thu 5/09 Fri 5/10 Sat 5/11 Week Timeframe

Home : . B : : : R 53:00 530

Home: Day Off

Home: Sick Note: A new row is added for every pay code option.

Home: Holiday Salary 9:30

Home: Vacation

Schedule 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM
Daily Total 5:00 9:30 9:30 9:30 9:30 5:00 5:00 53:00 5390
Make sure to save your time entry.
( Accruals Totals Historical Corrections Audits W
=




Final Step: Customize Your Time and Attendance Dashboard

G Welcome back, Laurie

Click the pencil to populate this dashboard with available tiles. You can
always add and remove tiles at any time.



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

]
i

Apply

|



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




Final Step: Customize Your Time and Attendance Dashboard

My Notifications ~» My Time Off Manage Timecards ~» My Timecard ~

T 5 s Previous Pay Period v Exceptions

0

Employee Requests 0 >
-4 X
> a be )
My Requests 0 > ‘nf/ )
Timekeeping 0 > a
No time off reasons are available. Please
use Advanced Options. No data to display.
System Messages 0 >
Advanced Options >
Timekeeping Requests 0 >
Notices 0 >

- 4

. y




Need Help: Ask a Practitioner

==

HR@NCCSDA.COM PAYROLL@NCCSDA.COM



