Timecard Review
and Approval
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Home Resources ~

The ADP Workforce Now Home Screen

O

9 w o

Myself ~ My Team ~

Things to Do

Notifications (1)

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

My Time Off >

Balances as of

[ 05/07/2024 a8 ] @ Show Balances

[ Request time off J

Analytics

© Show

Reports & Analytics ~

Termination Process for Managers

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

My Pay >
Compensation @ Show
TAKE HOME
\ $X XX
GROSS PAY
$XXX
Helpful Links 4

Salary Paycheck Calculator
Hourly Paycheck Calculator
Tax Withholding Estimator

Employee Discounts - LifeMart

Thingsto Do  Calendar Support

[ Configure homepage ]

Dashboards

Q =

Reports Learning

My Benefits >

As of 5/7/2024 at 9:46 AM £ ©® Show

) Medical

Ascend to Wholeness Healthcare Plan

Employee Life
s

Voya Financial

e Long Term Disability

Voya Financial



Finding Timecards

O @ O

Thingsto Do  Calendar Support

Home Resources ~ Myself ~ My Team ~ Reports & Analytics ~
My Information Personal Information Employment Pay Time Off
Profile Dependents & Beneficiaries Organizational Chart Personal Accrued Time My Time Off
. My D t Calculat
Talent Benefits y Doctments aleulators Workforce Management
Career Center Enrollments Form |-3 Payment Options Dashboard
Surveys Tax Withholdings

Employee Discounts - LifeMart

Pay & Tax Statements

Documents
Click
My Pay > .
, Will take you to a new page
Compensation @ Show
My Time Off > TAKE HOME My Benefits >
$XXX
Balances as of GROSS PAY As of 5/7/2024 at 9:46 AM £ © Show
XXX
[ 05/07/2024 ) ] @ Show Balances
Medical
. ¥ -
Request time off
Ascend to Wholeness Healthcare Plan
Helpful Links 4 e Employee Life i
Salary Paycheck Calculator Voya Financial
Analytics Hourly Paycheck Calculator

e Long Term Disability

Tax Withholding Estimator
© Show Voya Financial

Employee Discounts - LifeMart

https://workforcenow.adp.com/theme/index.html#/Myself/MySelfDashboard



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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Manage and Approve

Salary Timecard




Approving and preparing to process the SALARY Timecard

My Notifications ~ My Time Off Manage Timecards My Timecard ~»
Current Pay Period v ;
Tasks 0 > Exceptions
Employee Requests 0 >
4 X
M- >
My Requests 0 > n*/ )
Timekeeping 0 > a
No time off reasons are available. Please
use Advanced Options. ice job! You have no timecard issues to No data to display.
System Messages 0 > review.
Advanced Options >
Timekeeping Requests 0 >
Notices 0 >

No ISSUES!! Ready to be processed for payroll.
%4






Check Manage Timecards

Welcome back, Laurie

My Notifications ~» My Time Off Manage Timecards ~» My Timecard ~»
_— 5 S Current Pay Period v Exceptions
Must Fix 0
Employee Requests 0 > 4 4 Unexcused Absence
4 X
1 b he )
My Requests 0 >
&)
Timekeeping 0 >
No time off reasons are available. Please
use Advanced Options. No data to display.
System Messages 0 >
Advanced Options >
Timekeeping Requests 0 >
Notices 0 >

Notice the 4 issues to be fixed.
P74



Check Manage Timecards

Welcome back, Laurie

My Notifications ~» My Time Off Manage Timecards My Timecard ~» :
Current Pay Period v .
Tasks o > d Exceptions
Must Fix 0
Employee Requests 0 > 4 4 Unexcused Absence >
4 X
1 b he )
My Requests 0 > n*/ |
Timekeeping 0 > &

No time off reasons are available. Please
use Advanced Options. No data to display.

System Messages 0 >

Advanced Options >
Timekeeping Requests 0 >
Notices 0 >

Click the arrow to fix errors.



Find errors on the SALARY timecard.

= Q0 4 Employee Timecards o @ &
[ MILLER, KENNETH ¥ ] © 20394 10f1 5 ~ Current Pay Period & ~ 1Employee(s) Selected 4> Loaded: 10:15 AM
< = A % E- £~ -
Previous List View Zoom Remove Analyze Go To Share
Approval
Project Sun 5/12 Mon 5/13 Tue 5/14 \Wed 5/15 Fri 5/17 Sat 5/18 Week Timeframe

Home 38:00
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 38:00

These are the four issues
on a salary timecard.




Find errors on the SALARY timecard.

= Q0 4 Employee Timecards O O 4L
[ MILLER, KENNETH ¥ ] © 20394 10f1 5 ~ Current Pay Period & ~ 1Employee(s) Selected 4> Loaded: 10:15 AM
< = A % E- £~ -
Previous List View Zoom Remove Analyze Go To Share
Approval
Project Sun 5/12 i Monsn3 B Tuesns I Weds/ns Fri5/17 Sat 5/18 Week Timeframe

Home 38:00
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 38:00

There is no time in the
cell.







Unable to making changes to the SALARY Timecard

= 0 4 Employee Timecards O ® 4

‘ MILLER, KENNETH ¥ J © 20394 10f1 5 ~ Current Pay Period & ~ 1Employee(s) Selected 4> Loaded: 10:15 AM

< = A % G- £~ T
Previous List View Zoom Remove Analyze Go To Share
Approval

Project Sun 5/12 I Mons/13 B Tuesis I Weds/s (] Thusie Fri5/17 Sat 5/18 Week Timeframe

Home 38:00
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 38:00

* Notice the pink fill. This mieans the timecard was approved, and the employee cannot make changes.

* Notice the Approved button is grey.

* This confirms that the timecard was approved before the end of the pay period.



Making changes to the SALARY Timecard

= Q0 4 Employee Timecards e @ o
[ MILLER, KENNETH ¥ J © 20394 10f1 &) ¥ Current Pay Period & v 1Employee(s) Selected ¢ Loaded: 10:15 AM
4 i= 2A S~ &~
Previous List View Zoom Remove GoTo Share
Approval
Project Sun 5/12 I Mohs/13 I Tuesns I Weds/is [ Thusne Fri 5/17 Sat5/18 Week Timeframe
Home 38:00
Schedule 8:00 Al - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM
Daily Total 38:00

To add the time worked, click the Remove Approval button.



Making changes to the SALARY Timecard

= 0 4 Employee Timecards o) @ 0
| MILLER, KENNETH ¥ ] © 20394 10f1 £ v CurrentPay Period & v 1Employee(s) Selected ¢ Loaded: 10:15 AM
4 © = 2A v s <
Previous Add New List View Zoom Approve Analyze Go To Share
0 Information Timecard Approval removed by Trujillo, Laurie 5/16/2024410:15 AM X
Project Sun 5/12 i Mon 5/13 i Tue 5/14 i Wed 5/15 Ij Thu 5/16 Fri5/17 Sat 5/18 Week Timeframe

Home 38:00
Schedul 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 Togal 38:00

» | The Approve button is blue (not grey).
* Notice that Timecard Approval was removed.

* The pink color is gone.



Adding total hours worked to the SALARY Timecard

= Q0 4 Employee Timecards O ® &

[ MILLER, KENNETH ¥ J © 20394 10f1 &5 ~ Current Pay Period & v 1Employee(s) Selected ¢ Loaded: 10:15 AM

- — e
4 o = AA (g) o $ A E
Previous Add New List View Zoom Analyze Go To Calculate
Totals

Project Sun 5/12 B Mon5/13 i Tue 5/14 i Wed 5/15 l:] Thu 5/16 Fri 5/17 Sat 5/18 Week Timeframe

Home 9:30 9:30 9:30 9:30 38:
Schedule ‘(@AM - 6:00 PM 8! M - 6:00 PM @AM - 6:00 PM ‘M0 AM - 6:00 PM
Daily Total 38

Enter total hours worked for each day and SAVE.



Approving and preparing to process the SALARY Timecard

= Q0 4

[ MILLER, KENNETH * J © 20394

Employee Timecards

&) v Current Pay Period &

¥ 1 Employee(s) Selected

O @ 4

> Loaded: 10:18 AM

10f1
4 i= 2A Q beRg S~ 2~
Previous List View Zoom Remove Analyze Go To Share
Approval
o Information Timecard Approved by Trujillo, Laurie 5/16/2024 10:18 AM X
Project Sun 5/12 Mon 5/13 Tue 5/14 Wed 5/15 Thu 5/16 Fri 5/17 Sat 5/18 Week Timeframe
~ ] ~ ~

Home 9:30 9:30 9:30 9:30 38:00 76:00

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 9:30 9:30 9:30 9:30 38:00 76:00

* Notice the color red is gone.
* Note that the pink color is back.

 The Approve button is greyed out.

Because 5/16 is the end of the pay period, the timecard needs
to look like this for successful payroll processing.



Supervisor Dashboard with there are no issue

My Notifications ~ My Time Off Manage Timecards My Timecard ~»
Current Pay Period v ;
Tasks 0 > Exceptions
Employee Requests 0 >
4 X
M- >
My Requests 0 > n*/ )
Timekeeping 0 > a
No time off reasons are available. Please
use Advanced Options. ice job! You have no timecard issues to No data to display.
System Messages 0 > review.
Advanced Options >
Timekeeping Requests 0 >
Notices 0 >

No ISSUES!! Ready to be processed for payroll.
%4



Tracking Time Reminder

* Enter the total and actual hours you worked.

e Only enter sick time, holiday time, and days off on your scheduled days.

* Your supervisor must approve your timecard.



Vacation Reminder

 When you plan to take a vacation, you must request and receive approval from your

supervisor. Once approved, your vacation hours will be visible on your timecard but
cannot be modified.

* If there are not enough hours in your vacation bank to match your request, the system
will automatically not approve your vacation request.

* Vacation time is now hours (not days) based on your schedule. You can only take a full
day of vacation. The system does not allow half days.



Manage and Approve

Hourly Timecard




THIS IS HOW THE HOURLY EMPLOYEE ENTERS TIME. THE TIME IS AUTOMATICALLY ENTERED INTO THE TIMECARD.

@ 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

Wed i ~ ,
8 You have nothing planned. mf/ q

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

use Advanced Options.
No data to display.

Fri i Advanced Options >
10 You have nothing planned.

Sat .
1?] You have nothing planned.




HOURLY EMPLOYEES PUNCH IN FOR THE DAY WHEN THEY BEGIN WORKING. THE ADP SYSTEM CLOCK WILL AUTOMATICALLY
FILL THE TIME THEY PUNCH ON THE TIMECARD.

[/

-

@ Welcome back, NATHAN
My Schedule ~ My Time Off My Timecard ~» Punch
Edited Tue 5/07 by Fong, Greg
Tue Last Punch: 51062024 209PM ()
7 Today Exceptions
You have nothing planned. O won b
- b 4
Wed ~ x
8 You have nothing planned. mf/ q

Thu A )
9 You have nothmg planned_ No time off reasons are available. Please
y.

use Advanced Options.

Fri _ Advanced Options >
10 You have nothing planned.

1 You have nothing planned.



THEY PUNCH OUT FOR A MEAL. ACCORDING TO POLICY, THEY GET A MEAL BREAK AFTER WORKING 5 HOURS. ADP WILL
CHARGE A MEAL PENALTY IF THE EMPLOYEE IS 1 MINUTE PAST 5 HOURS.

[/

-

@ Welcome back, NATHAN
My Schedule ~ My Time Off My Timecard ~» Punch
Edited Tue 5/07 by Fong, Greg
Tue Last Punch: 51062024 209PM ()
7 Today Exceptions
You have nothing planned. O wont ) v

-
Wed . ~

8 You have nothing planned. m+ q
Thu A )

9 You have nothmg planned_ No time off reasons are available. Please

use Advanced Options.

Fri _ Advanced Options >
10 You have nothing planned.

1 You have nothing planned.



WHEN THE EMPLOYEE RETURNS FROM LUNCH, THEY HAVE TO PUNCH IN AGAIN.

@ 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 ; 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 > S _ —
10 You have nothing planned.

Sat
1?] You have nothing planned.



WHEN AN EMPLOYEE ENDS THEIR WORKDAY, THEY HAVE TO PUNCH OUT FOR THE DAY. THE ADP SYSTEM CLOCK WILL
AUTOMATICALLY IMPUT THEIR TIME ON THE TIMECARD.

[/

-

@ Welcome back, NATHAN
My Schedule ~ My Time Off My Timecard ~» Punch
Edited Tue 5/07 by Fong, Greg
Tue Last Punch: 51062024 209PM ()
7 Today Exceptions
You have nothing planned. O won b
-~ X
Wed

X
e . -
8 You have nothing planned. m+ q
Thu A )
9 You have nothmg planned_ No time off reasons are available. Please
y.

use Advanced Options.

Fri _ Advanced Options >
10 You have nothing planned.

1 You have nothing planned.



End of the Pay Period - Supervisor

Approve all Review and fix Review Meal Review
timecards Time Punch Penalties Overtime
Errors







Check Manage Timecards

Welcome back, Laurie

My Notifications ~» My Time Off Manage Timecards ~» My Timecard ~»
_— 5 S Current Pay Period v Exceptions
Must Fix 0
Employee Requests 0 > 4 4 Unexcused Absence
4 X
1 b he )
My Requests 0 >
&)
Timekeeping 0 >
No time off reasons are available. Please
use Advanced Options. No data to display.
System Messages 0 >
Advanced Options >
Timekeeping Requests 0 >
Notices 0 >

Notice the 4 issues to be fixed.
P74



Check Manage Timecards

Welcome back, Laurie

My Notifications ~» My Time Off Manage Timecards My Timecard ~» :
Current Pay Period v .
Tasks o > d Exceptions
Must Fix 0
Employee Requests 0 > 4 4 Unexcused Absence >
4 X
1 b he )
My Requests 0 > n*/ |
Timekeeping 0 > &

No time off reasons are available. Please
use Advanced Options. No data to display.

System Messages 0 >

Advanced Options >
Timekeeping Requests 0 >
Notices 0 >

Click the arrow to fix errors.



<+
<+
+
+
+
+
-
4
<+
<+
<+

Employee Timecards

CORDIS, GEORGE @ 20708 ¢ 30f6 > Drop down arrow to view the

- employees you manage.

Go To

CARDENAS MONTEALEGRE, SOFIA

CORDIS, GEORGE Absence In Transfer Out

FRIDLEY, GREGORY
GRANUCCI, JAMES ‘

MONTEALEGRE GRANADIN, HERMINIA

List of employees with
timecards.

Wed 5/08

Thu 5/09

Fri 5/10

Sat 5/11

Sun 5/12

Mon 5/13 10:30 AM
Tue 5/14 1:30 PM
Wed 5/15 11:00 AM
Thu 5/16 11:00 AM
Fri 5/17

Sat 5/18

@ v Current Pay Period

Transfer

& v AllHome

<L~

Share

Pay Code

> Loaded: 11:43 AM

Amount




Employee Timecards

8 ~ Current Pay Period & v AllHome > Loaded: 11:43 AM

19

Analyze

Date Schedule Absence Transfer Transfer Pay Code Amount

Sun 5/05

Mon 5/06

Tue 5/07

Wed 5/08

Thu 5/09

Fri 5/10

Sat 5/11

Sun 5/12

Mon 5/13 10:30 AM
Tue 5/14 1:30 PM
Wed 5/15 11:00 AM
Thu 5/16 11:00 AM

Fri 5/17

+
+
+
+
+
+
+
+
+
+
+
+
+
+

Sat 5/18




Employee Timecards

@ ©@ 20708 ¢ 3of6 > @ v Current Pay Period cﬁ, v AllHome ¢ Loaded: 11:43 AM
= A i - ¥
List View Analyze
Date Schedule Absence Transfer Transfer Pay Code Amount
Sun 5/05

Mon 5/06

Tue 5/07 First issue:
Wed 5/08 Did nOt
Thus09 Punch In.

Second issue:
Punched Out when

they needed to
Friene Punch In

Sat 5/11
Sun 5/12
Mon 5/13 10:30 AM
Tue 5/14 1:30 PM
Wed 5/15 11:00 AM
Thu 5/16 11:00 AM

Fri 5/17

+
+
+
+
+
+
+
+
+
+
+
+
+
+

Sat 5/18




Employee Timecards

8 ~ Current Pay Period & v AllHome > Loaded: 11:43 AM

19

List View Analyze

Date Schedule Absence Transfer Transfer Pay Code Amount
Sun 5/05

Mon 5/06 Click to see error

Tue 5/07

wed 05 ]

Thu 5/09

Fri 5/10

Sat 5/11

Sun 5/12

Mon 5/13 10:30 AM
Tue 5/14 1:30 PM
Wed 5/15 11:00 AM
Thu 5/16 11:00 AM
Fri 5/17

Sat 5/18

+
+
+
+
+
+
+
+
+
+
+
+
+
+




List View

<+
<+
+
+
+
+
-
4
<+
<+
<+
+
+
+

Analyze

Date Schedule

Sun 5/05

Mon 5/06

Tue 5/07

Wed 5/08

Thu 5/09

Fri 5/10

Sat 5/11

Sun 5/12

Mon 5/13

Tue 5/14

Wed 5/15

Thu 5/16

Fri 5/17

Sat 5/18

Punch Actions

Date:
5/08/2024

Rounded Time:
12:00 AM

Override:
In Punch

Exceptions:
I Missed Punch

V4 N

Edit Comments

r :cards

10:30 AM

1:30 PM

11:00 AM

11:00 AM

5 v Current Pay Period

Transfer

go
(:3:]

v AllHome

Pay Code

> Loaded: 11:43 AM

1Y)

Amount




List View

<+
<+
+
+
+
+
-
4
<+
<+
<+
+
+
+

Analyze

Date Schedule

Sun 5/05

Mon 5/06

Tue 5/07

Wed 5/08

Thu 5/09

Fri 5/10

Sat 5/11

Sun 5/12

Mon 5/13

Tue 5/14

Wed 5/15

Thu 5/16

Fri 5/17

Sat 5/18

Punch Actions

Date:
5/08/2024

Rounded Time:
12:00 AM

Override:
In Punch

Exceptions:
I Missed Punch

V4 N

omments

Click to Edit

10:30 AM

1:30 PM

11:00 AM

11:00 AM

5 v Current Pay Period

Transfer

go
(:3:]

v AllHome

Pay Code

> Loaded: 11:43 AM

1Y)

Amount




Employee Timecards
Punch

@ v Current Pay Pe
Date
5/08/2024

List View Analyze .
Y Time*

[

Rounded Time
12:00 AM

Ed|t bOX will open up — Transfer

Mon 5/06 [

Date Schedule Absence In Transfer Out Transfer

Sun 5/05

Override

[ In Punch

Thu 5/09 [

Tue 5/07

Cancel Deduction
Fri 5/10 [

Sat 5/11 Exceptions
Missed Punch

Sun 5/12

Mon 5/13 10:30 AM

Tue 5/14 1:30 PM

Wed 5/15 11:00 AM

+
+
+
+
+
+
+
+
+
+
+
+

Thu 5/16 11:00 AM

Fri 5/17




Employee Timecards
Punch

@ v Current Pay Pe
Date
== 5/08

st View Analyze «™ Enter time: For example, 8:00 AM - Time*

| !

Date Schedule Absence In Transfer Out Transfer Q mn /
~ ]

v

v

12:00 AM
Sun 5/05
Transfer

O -

Mon 5/06 [

Override
Tue 5/07

[ In Punch

Wed 5/08 Time Zone

Thu 5/09 [

Cancel Deduction
Fri 5/10 [

Sat 5/11 Exceptions
Missed Punch

Sun 5/12

Mon 5/13 10:30 AM

Tue 5/14 1:30 PM

Wed 5/15 11:00 AM

+
+
+
+
+
+
+
+
+
+
+
+

Thu 5/16 11:00 AM

Fri 5/17




Employee Timecards
Punch

@ v Current Pay Pe
Date

Repeat the same process to enter the 5/08

correct punch-out time. e ‘Time*

|

Date Schedule Absence Transfer Oft Transfer Q mmmn /
)

v

v ]

List View Analyze

12:00 AM
Sun 5/05
Transfer

O -

Mon 5/06 [

Override
Tue 5/07

[ In Punch

Wed 5/08 Time Zone

Thu 5/09 [

Cancel Deduction
Fri 5/10 [

Sat 5/11 Exceptions
Missed Punch

Sun 5/12

Mon 5/13 10:30 AM

Tue 5/14 1:30 PM

Wed 5/15 11:00 AM

+
+
+
+
+
+
+
+
+
+
+
+

Thu 5/16 11:00 AM

Fri 5/17




Date

Sun 5/05

Mon 5/06

Tue 5/07

Wed 5/08

Thu 5/09

Fri 5/10

Schedule Absence

8:31 AM

7:09 AM

8:40 AM

Employee Timecards

Transfer Transfer

12:30 PM 1:00 PM

12:25PM 12:55 PM

12:30 PM 1:00 PM

Pay Code

6:15 PM
4:59 PM

6:36 PM

5 ~ current Pay Period

Amount

2
3]

¥ Ad Hoc

<L~

Shar

Review Meal Penalties and Overtime. If a mistake was made, you will need to work with HR
or Payroll to resolve it.

(ORI O]

£ Loaded: 12:06 PM

Period

v

Location

NCC/ANPI11/Administrative Staff

NCC/ANPI11/Administrative Staff

NCC/ANPI11/Administrative Staff

NCC/ANPI11/Administrative Staff

Job
Administrative Asst Conference
Administrative Asst Conference
Administrative Asst Conference

Administrative Asst Conference

Pay Code
CA Meal Penalty 1
CA Meal Penalty 2
Overtime

Regular

Amount




v | @ 18967 < 960f606 >

Information Timecard Approved by WAREHAM, JENELL 5/16/2024 12:09 PM

Date

Sun 5/05

Mon 5/06

Tue 5/07

Wed 5/08

Thu 5/09

Fri 5/10

Sat 5/11

Sun 5/12

Mon 5/13

Tue 5/14

Wed 5/15

Thu 5/16

Fri 5/17

Sat5/18

Schedule Absence Transfer

8:31 AM

7:09 AM

8:40 AM

Transfer

12:30 PM 1:00 PM

12:25PM 12:55 PM

12:30 PM 1:00 PM

5 ~ Ccurrent Pay Period

Pay Code Amount

6:15 PM
4:59 PM

6:36 PM

Approve all timecards before the payroll processing date, which happens every other
Monday before 11 AM.

7:30 AM

7:04 AM

7:31 AM

7:23 AM

12:00 PM 12:30 PM

12:04 PM 12:34 PM

1:20 PM 1:51 PM

12:00 PM

5:34 PM

5:09 PM

6:23 PM

& ~ Ad Hoc

L~

0 0

Period




All timecards need to be approved without issues
at the end of the pay period. This means every
other Monday before 10 AM. If you are unsure,
refer to the NCC Payroll Calendar.

Dre pa [ ng fO r Once a supervisor approves a timecard, it's

anrO‘ ‘ important to note that the employee cannot :
. change it. This underscores the need for accuracy

0rocess| ng and attention to detail in the initial submission.

Once the timecard is processed for payroll, it :
cannot be modified. If an urgent issue arises, the
supervisor must work with HR and Payroll to '
resolve it.



+ + + + + + + ++ A+ + o+

ORNORNORNO)

Date Schedule Absence
Sun 5/05

Mon 5/06

Wed

Thu 5/09

Fri 5/10

Sat5/11

Sun5/12

Mon 5/13

Tue 5/14

Wed 5/15

Thu 5/16

Fri

Sat5/18

In

Transfer Out

12:00 PM

12:04 PM

1:20 PM

12:00 PM

mployee Timeca
In
) 1:00PM
1255PM
1:00 PM

12:30 PM

12:34PM

1:51 PM

Transfer Out

6:15 PM

5:34 PM

3 ~ Current Pay Period

Pay Code Amount Shift
9:14
9:20

9:26

9:34
9:35
10:21

4:37

Daily

9:14
9:20

9:26

9:34
9:35
10:21

4:37

Period

9:14

18:34

28:00

28:00

28:00

28:00

28:00

37:34

47:09

57:30

62:07

62:07

62:07



