m Employee Guide - Recording

Atways Desiging Supplemental Pay Codes in MyADP
p and ADP Time & Attendance

Objectives:

e Toprovide a guide for recording supplemental pay code amounts with ADP Time &
Attendance.

e Toprovide a guide for recording supplemental pay code amounts with myaccess.adp.com

Recording Supplemental Pay Codes with MyADP

1. Loginto myaccess.adp.com

2. Expand the Timecard option from the main dashboard page or select Clock icon on left
navigation bar.

yrool  DASHBOARD su
“ Things To Do Timecard
NOTIFICATIONS
FEB 15 - FEB 28
o Total Hours 0:15 HRS
Congratulations
° You've completed all of your Things To Do tasks.

3. Toadd a supplemental pay code to the timecard, select the plus icon on the day you wish to
record the value.

Your Timecard FEB 15 - FEB 28
One or more issues have been flagged for attention
TOTAL TIME WEEK SUMMARY PAY CODE SUMMARY
Meaiy HOURS ~
FEB15-FEB 21 0.00 HRS
Regular 025 HRS

Week 2
FEE 22 - FES 28 0.25 HRS
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4. Onthe Date pop-up Window, expand the Pay Code box and select the appropriate Supplemental
Pay Code (i.e. Mileage). In the amount field enter the total units or dollar amount for the
supplemental code. If unsure which value to enter, reach out to your supervisor. Select Save

and Close to record the value.

THU, MAR 4 X
PAY CODE AMOUNT
MIEAE X
Account
Please Select v
O NEW ACCOUNT

© ADD ENTRY

PREV DAY NEXT DAY SAVE AND CLOSE

Recording Supplemental Pay Codes with ADP Time and Attendance

1. From MyADP select Go to ADP Time & Attendance or log into https://time.adp.com

Time & Attendance

On the ADP Time & Attendance website you'll be able to:
= View Your Schedule

- Request Time Off & View Balances

Cinly features authorized by your employer will be svallable.

' G0 TO ADP TIME & ATTENDANCE

2. Click on My Timecard.

My Time

Wednesday, Dec 02, 2020, 10:05 AM

My Timecard Annusl Summary
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3. Click in the Supplemental Pay Codes tab.

My Timecard @

Current Pay Period W | | 32020 B | 3n42021 iz Q FND
Totals Schedule | Supplemental Pay Codes | Accrual Balance
WEEK 1 PAY CODE HOURS DEPARTMENT NOTES DAILY TOTALS v
Mon  03/01 ” 150 1.50

4. Torecord asupplemental pay code, select the date, search for the supplemental pay code, and
enter the amount. Hint: To add additional rows, hit the plus sign next to the day.

My Timecard © *

Current Pay Period W | | 31200 B | 311472021 =] Q FAND

Timecard Totals Schedule Supplemental Pay Codes Accrual Balances

SELECT

PAY DATE SUPPLEMENTAL PAY CODE ENTERED AMOUNT FINAL AMOUNT DEPARTMENT
© Man | 32021 & | | Q | | | Q
5] SAVE INSERT DELETE

5. Once supplemental pay code amounts have been entered, click on Save.

_Pav Period (0.00) Week 1(0.00) Week 2 {0.00)

SAVE REFRESH
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