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Mobile Punch

£2?

Good Morning




Tap the Clock tile or
Clock button

Hello!

Clock

Tap to perform your next Clock action

Recommended

@ Pay m.o,o Timecard @ Clock

Things to Know

What do you think of the new
mobile experience?

or Tap More then Clock

Q Search faatures

Features

0 Benefits

m @© Clock

(O Group Clocking

€ Learning

® Pay

Tap Start Work

SERET

& Cock

Current Time

10:49:15 AM

Aug 22rd
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|

M View All Clock Options v

or tap View All Clock
Options

Start Work >
End Work >
Take Meal >

Transfer



Mobile Punch
with Note
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NEW? GET STARTED

This feature allows a Clocking employee to add a note when punching via
the ADP Mobile App.




On any Punch action
tap the Arrow icon

Start Work
End Work
Take Meal

Transfer

3

Or on the Transfer screen,
tap +Add a Comment

Clock

Advanced Clock
Options

12:22:32 PM

Sep 2nd

Transfer
Salect whare you wilt be charging your time

Job

Please Select

Department

i Please Select

e —
H

| @ Read QR/NFC |

© Add a comment <G

Enter Note/Comment in box,

then tap punch action button

Advanced Clock
Options

12:22:10 PM

Sep 2nd

Comment
Reason

Figase Select

Note

512 /512

G ——————————

The punch was recorded
with the note

Timecard

12:22PM - B Gu=

+ Add entry

+ Add entry

+ Add entry

+ Add entry

0.00
HRS




Good Morming

Quick Clock

Online punching

Allows employees to clock in/out from the ADP Mobile App login screen.

Note: This feature requires the user to check ‘Save My User ID’ and log in

periodically in order for credentials to be saved. Only available for Clocking
employees.




Tap Quick Clock

Good Afternoon

User iD

3 Save myuser D

@ Quick Clock

Forgot user iD

Help New? Get started Privacy

Clocking just got easier!

Clocking just got easier!

Now you can clodk in or out directly
from the sign in 5Creen.

Tap the Punch
transaction button

The Online Punch was
recorded




Submitting a
Time Off
Request
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Allows employees to submit a Time Off Request from within the ADP Mobile App.

Note: Entering a Time Off pay code directly on the mobile timecard does not
create a Time Off Request.




Tap z._o_d

Recommended

® pay

ﬂ” Timecard @ Clock

Things to Know

=

What do you think of the new
mobile experience?

Tap Time Off

@ Learning

® Pay

£ Schedule

{5} Team Schedule
(& Team Timecard

& Time Manager Actions

& Time Off

ﬂx@ Timecard

Tap the Request Time
Off button

& Time Off

Balance As Of

| Aug 26,2022 a

& Balances do not include 2 pending requests.
80 Hours

Jury Duty Revised Uniimited
Personal 40 Hours

Sick 40 Hours
+2 more
View time off requests

Request time off

Select the Palicy, Date,
Time & Hours. Tap
Review & Submit

€ Back

Request Time Off

Step 1: Add Time Off Request

Request Type *

 Sick-S —p - |

Duration *

Hours

Start Date *

' Aug 15,2022

End Date ©

 Aug 15,2022

Start Time *

@O AM

Hours Per Day *

< Previous




Review the request then
tap Submit Request

& Back

Request Time Off

Step 2: Review & submit

Sick - S (Hours}

Aug 15, 2022
8 hours, starting at 8:00 AM

E Delete

| © Add another request

o

H

| ¢« Previous / W w Submit request w |
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The Time Off Request
has been submitted

€ Back

Request Time Off

Completed

Sick - S (Hours) © Pending

Aug 15, 2022
8 hours, starting at 8:00 AM




Approving
your

timesheet , //
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Note: Once enabled, the Employee Approval button will only be available if
there are no errors on the timesheet.




Tap More then tap on
Timecard

® Learning
® Pay
™ Schedule

&) Team Schedule

& Team Timecard

& Time Manager Actions

& Time OFf

Tap Approve Timecard

2

£ Timecard

Pay Period

| Current Pay Period

Pay Period Summary

08/14/2022 - 08/27/2022

5.00 Total Hours

7 You have not yet approved this timecard

Pay Code Summary

Weekly Summary

SUN  Units O.OO
14 © HRS

MON Tips
15 1o0us

Approve Timecard

Confirm by tapping on
Ok

Timecard

p Attestation

This approval is for both Time pair and
Supplemental Pay Codes. Do you
want to continue?

| Cancet :

The timesheet is now
approved

L Timecard

Pay Period

| Current Pay Period

Pay Period Summary

08/14/2022 - 08/27/2022

5.00 Total Hours

7 Employee Approved On August 26, 2022 T

Pay Code Summary

Weekly Summary

Remove Approval




