Time Supervisor
ADP Workforce Now

As a manager or time supervisor you are responsible for approving your employees’ timecards
every pay period.

Directions on how to access your employee’s timecards
Once you are logged in, you will see a home screen similar to the one below.
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To access your employee’s timecards, click on ‘My Team’ and then ‘Group Timecard’ under

Time & Attendance
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Your direct reports will appear on the next screen. If they don’t, your parish/school’s payroll

person will need to assign them to you.
next to their names.

& ADP Workforce Now - Group Tin X =

& (&

b ROMAN CATINOLIC
VoM DIOCESE
& OFCHARLESTON]

& workforcenow.adp.com/theme/unified html#/MyTeam/MyTeamTabTimeAttendanceCategory TLMWebGroupTimecard

To see their individual timecards, click on the icon
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The employee’s timecard will appear
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Totals Schedule Time Off Balances « Back to Group Timecard
< Approve Week 1 Pay Code Hours Department  Daily Totals T REGULAR OVERTIME
Sat  12/10 0.00 000000 0.00 0.00 0.00
Sun  12/11 0.00 000000 0.00 0.00 0.00
Mon  12/12 ? 800 000000 8.00 8.00 0.00
Tue 12/13 ® 800 000000 8.00 8.00 0.00
Wed 12/14 0.00 000000 0.00 0.00 0.00
Thu 12715 ® 800 000000 8.00 8.00 0.00
Fri 12/16 ? 800 000000 8.00 8.00 0.00
Week 1 Totals 32,00 32.00 0.00

Pay Period (32.00) Week1(32.00) Week 2 (0.00)

[i] Operation Successful.
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If you need to add entries for hours worked to their timecardv(for example, in the rare
occasion that your employee did not complete their timecard, and you are unable to reach
them before the payroll deadline), click in the ‘Hours’ column for the applicable day and type
the number of hours worked.
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< Approve Week 1 Pay Code Hours Department  Daily Totals T REGULAR OVERTIME
Sat  12/10 0.00 000000 0.00 0.00 0.00
Sun  12/11 0.00 000000 0.00 0.00 0.00
Mon  12/12 ? 800 000000 8.00 8.00 0.00
Tue 12/13 ® 800000000 8.00 8.00 0.00
Wed 12/14 000 0.00 0.00 0.00
Thu 12715 "800 000000 8.00 8.00 0.00
Fri 12/16 ? 800 000000 8.00 8.00 0.00 (7]
Week 1 Totals 3200 32.00 0.00 z
Pay Period (32.00) Week 1(32.00) Week 2 (0.00) i
z
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To make entries for Holiday, Vacation, Sick or PTO, etc. click on the ‘Pay Code’ column and a
drop down list of options will appear. Choose the correct option and then enter the number
of hours in the ‘Hours’ column.
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You must add a second row for a given day if you would like to record a mix of sick/vacation
hours and hours worked - one row for the sick/vac hours and one row for the worked hours.
To do so, click the lined icon the left of the applicable day and choose ‘Add Blank Row’.

@ ADP Workforce Now - Individual X 4+ NG = =] X

< C @& workforcenow.adp.com/theme/unified.html#/MyTeam/MyTeamTabTimeAttendanceCategoryT

¢ B = ® O /A

ThingstoDo Calendar Learn Bridge Support Marketplace

Home Resources ~ Myself ~ My Team ~ People ~ Process ~ Reports & Analytics ~ Setup ~

Individual Timecard © v

Mouse, Mickey o Tax ID (SSN) Position ID Hire Date Status Employee Search < 3ofd >

XXX-XX-XXXX 1CS999999 =5 10/01/2022 Active 5 .
FAFRMCO - Faith Format DA <status is active> Q
me Department : ( ) E 2+

[ Current Pay Period ™ ‘{mo»zozz e H 12232022 8 | [ Find ]Show Pay Class y— ol
) J\ )
m Totals Schedule Time Off Balances « Back to Group Timecard
27 o aviommeieiveioe) O00 U00 T00

Mon  12/12 800 000000 8.00 8.00 0.00
O Tue 12/13 ? 800 000000 8.00 8.00 0.00
Ww-a anma | SICK 4,00 000000 4.00 0.00 0.00
® 800 000000 8.00 8.00 0.00
. T A ? 800 000000 8.00 8.00 0.00
& Copy Row to Next Day
Week 1 Totals 36.00 32.00 0.00
Del R
9 Delats R Pay Code Hours  Department Daily Totals ~ REGULAR OVERTIME
0.00 000000 0.00 0.00 0.00 e
Add Note g
B Override i2.00) Week 2 (0.00) §
T
« Approve @
Preferences Legen i)
| —
[ Privacy Z'Legal [ Requirements Product Feedback About ity Cobrowse Copyright ® 2022, ADP, Inc. ALL RIGHTS RESERVED

n £ Type here to search

See Next Page



A new row appears. Then enter the additional hours as shown below.
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When entries are complete, click Save. ‘Operation successful’ will appear.

To approve the timecard, click ‘Approve Timecard’
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Sun  12/11 0.00 000000 0.00 0.00 0.00
Mon  12/12 ? 800 000000 8.00 8.00 0.00
Tue 12/13 ® 800 000000 8.00 8.00 0.00
Wed 12/14  SICK ® 400 000000 0.00 0.00
12/14 ? 400 000000 8.00 4.00 0.00
Thu 12/15 ? 800 000000 8.00 8.00 0.00
Fri 12/16 ® 800 000000 8.00 8.00 0.00
Week 1 Totals 40.00 36.00 0.00

Pay Period (40.00) Week1(40.00) Week 2 (0.00)

[i] Operation Successful.
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Once you've clicked ‘Approve Timecard’, the following confirmation will appear:
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Do you want to approve this timecard?
You are about to approve this employee's timecard from 12/10/2022 to 12/23/2022.
Once approved, this employee will still be able to make changes to this timecard if they

have edit privileges.

If you want to change this, please have your administrator contact your ADP Service Representative.
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Click ‘Approve’ and the approved timecard will reappear, now showing approve as below.
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To go back to your Group Timecards to continue reviewing your other employees’ timecards,
click ‘Back to Group Timecard’
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Approved, completed Timecards are marked with a green checkmark on the group timecard.

Once this icon shows for every employee, you are done with your Time Supervisor duties for
this pay period.
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