[bookmark: _GoBack]Time and Attendance Supervisor “First Day” Guide
1. Go to https://workforcenow.adp.com 
2. Click on User Login  and enter your current User ID/Password, then click Login[image: ]

You will be brought to your company’s Home screen. (Screen may look different due to your company’s preferences)

[image: C:\Users\finneya\AppData\Local\Temp\SNAGHTMLd0ce1b.PNG]


3. To view/approve your employee time cards, click on the My Team tab –Click on Time and Attendance and then Individual Timecard.

[image: ]

4. Click on the right arrow at the very top of the page (to the left of the employee’s name) 
[image: cid:image008.png@01D348F4.059A6160]

5. Under Learning Bytes, click “Approving a Single Employee’s Timecard” to  watch a short tutorial that shows you step by step how to approve your employee’s timecards (this video is less than 2 minutes).
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Company Mission

Our Mission

Our company is dedicated to maximize the potential of our greatest asset : our employees. We.

embrace change and the opportunity it brings. We are focused on delivering quality customer
service; and are committed to recruit, develop, reward and retain our global workforce.

Company News and
Announcements

Record earnings for fourth
ick here to

read more.

Quick Links

- ",;iv . Pay Statement
A

Company Spotlight

&

Mary Smith had record sales for
the month of May. Congratulations
Mary! Click here to see all sales
results for the month.

State Tax Forms.
Benefits Forms

Click here to access the full Forms
Library

B & @ &

Company Events

Making A
Difference In Our
Communities

Since the launch of our Volunteer Paid Time Off
program, our office completed three large group
projects and several smaller ones during a "Make a
Difference Day" event. The team also committed to
two year-round projects - Adopt-A-Park and Adopt-A-
Trail. In the past six months, one third of all team
members have volunteered to make a difference in
their communities and engage in team-building.

Ifyou or your team have found ways to give back to the
community through the use of our Volunteer Paid Time.
Off Program, please send your stories to the team.

We are al esponsibie to the world around us 5o keep these.
stories AND photos coming!
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TaXID(SSN)  PostioniD HreDate  Status EmployeeList REFRESH
Cavallo, Frank © XOCXXXXK  F7Q000146 5 04/04/2005  Active <USING TIME & ATTENDANCE>
ATLRSD -Regional Sals Director - Eastemn Region i)
Home Department 008000 - Sales z
Current Pay Period v oo @ 2005 g QFND APPROVE TIMECARD
Totals Schedul Time Off Balances
WEEK1 IN-ouT PAYCODE ~ HOURS  DEPARTMENT DALY TOTALS . =
Mon 0309 - 000 008000 000
Tue 0210 - 000 008000 000
Wed o - 000 008000 000
The 012 - 000 008000 000
Fi o - 000 008000 000
sat o - 000 008000 000
Sun 0315 - 000 008000 000
WEEK1TOTALS 000
WEEK 2 IN-ouT PAYCODE ~ HOURS  DEPARTMENT DALY TOTALS .
Mon 0316 - 000 008000 000 .
Pay Period (000)  Week1(0.00) Week 2 (0.00)
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Learning Bytes Courses

‘Gharging Time for Hours Based Employees Want to leam more about these tasks? Enroll in a course below
Entering a Time Off Request on an Employee’s Timecard s yiir Wenslsas 6t yéur ADE ashiton.

‘Adding Multipls Punches Essential Time and Attendance Supenvisor Timecard Basics.
Entering Supplemental Earnings

Adding One Missed Punch

Deleting Punches

Entering Nonworked Time for Hours Based Employees

Entering Nonworked Time for Time Pair-Based Employees.

Approving a Single Employee's Timecard

‘Charging Time for Time Pair Based Employees.
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