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Clocking In and Out on MyADP

1. Log into myaccess.adp.com

2. From the Employee Access Dashboard, click the Clock In icon. When complete, an “Operation
Successful” Message displays.
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3. Click the Clock Out icon. When complete, an “Operation Successful” message displays

Clock

10:19:36 AM
Oct 21

CLOCK IN

CLOCK OUT

TRANSFER

Copyright © 2020 ADP, Inc. ALL RIGHTS RESERVED. ADP, the ADP logo and Always Designing for People are trademarks of ADP, Inc. ADP Confidential.




ﬂ? Employee Guide - Website Clocking Inand Out

Alwags Deslgning with MyADP & ADP Time and Attendance

for People”

Clocking In and Out on Time & Attendance.com

1. From the Home page of ADP Time and Attendance, click the Clock In icon. When complete, an
“Operation Successful” Message displays.

My Time

Thursday, Oct 22, 2020, 12:55 PM

Transfer & Punch

2. Click the Clock Out icon. When complete, an “Operation Successful” message displays
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Transferring Departments with MyADP

1. From the Employee Access Dashboard, click the Transfer icon.
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2. From the Advanced Clock Options page, select the department from the drop-down box.
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3. Click the Transfer Icon to complete your request, an “Operational Successful” message displays
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Transferring Departments with ADP Time & Attendance

1. From the Home page of ADP Time & Attendance, click the Transfer & Punch icon.

Transfer & Punch

2. Click the Select icon.

3. Click the Department.
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4, Click Save.

Reviewing Your Timecard in MyADP

1. From the Dashboard of MyADP Click the Clock Icon.
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2. Onthe Timecard page Click on the Print Icon.

PAY CODE SUMMARY
HOURS A
Holiday 16.00 HRS
Doubletime 13.08 HRS
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Reviewing Your Timecard in Time & Attendance

1. From the Home page of ADP Time & Attendance, click the My Timecard icon.

My Time
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2. Click the Timecard Menu icon.
| My limecard @ "
rrent Pay Period v 10102020 £ 10232020 £23 Q AND APPROVE TIMECARD
= Timecard Totals Pay Codes
WEEK 1 PAY CODE HOURS  DEPARTMENT LOCATION DALY TOTALS v  REGULAR OVERTIME

Sat 1010 0.00 ADMIN 0.00 0.00
1010 000 ADMN 0.00 000 0.00

3. Click Print Timecard.
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Print Timecard

|| View and Print Options:
S PRINT

Exceptions «” | Notes «  Supplemental Pay Codes Signature Lines
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