
     
 
Managing Your Team in ADP 

If you have employees reporting to you, you will have a menu called “My Team” available to you in ADP. 

 

Under the My Team menu, you can manage Time & Attendance for your team members. 

 

The Team Dashboard under Time & Attendance will give you a quick snapshot of what’s happening with 
your team, including: 

• Who is currently clocked into ADP 
• Employees who have overtime 
• Total hours for your team for the week 
• Things that need to be done 

 

Clicking on the 
links will show 
you the 
individual 
names of the 
people in each 
category. 



     
 
When you need to review an employee’s timecard, you can either click on Individual Timecard from the 
Team Dashboard or go My Team > Time & Attendance > Individual Timecard. 

 

To find a specific person’s timecard, click on the Employee Search button (1).  You can select from the 
list of employees by clicking on the employee’s name. 

To approve time punches, you can click on the individual boxes beside each time pair, or you can click 
the box beside Approve at the top of the column (2) to approve all time pairs that are complete.  Be sure 
to click the Save button at the bottom once you have done an approval.   

At the end of the pay period, you will approve the total timecard by clicking on Approve Timecard (3). 

There may be times when you need to edit the timecard.  The instructions that follow will show you how 
to: 

• Insert a punch (missing punches) 
• Delete a punch 
• Delete a row from the timecard 
• Add notes to the timecard (either individual rows or the entire timecard) 
• Change department or time task associated with a time pair 

 

 

 



     
 
 

 

 

 

 

 

When entering time in ADP, you 
must indicate AM or PM or use the 
24-hour military time!! 



     
 

 

 

 

 

 

 

 

 

 



     
 

 

 

 



     
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



     
 

 

 

 

 

 

 

 

 

Go to My Team > Time & Attendance > Timecard Exceptions 



     
 

 

 

Go to My Team > Time & Attendance > Group Timecards 


