
 We have created a step-by-step demonstration in 
using the ADP Workforce Now Portal to enter and 
approve your UCorp hours worked.

 If you already have registered you may skip to page 8 and 
sign in.

1



2



3



4



5

If they have no record, contact UCorp HR
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Answer all questions
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#2 Click
My Timecard 

#1 Click
Time & Attendance
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Things to ensure are correct:
 Current pay period
 Project number

Enter hours worked here
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Info:  Yellow triangle means ready for Supervisor review.

#1 Enter hours worked
See #2 below

#2 Hours entered.
Click Save. See #3

#3  Click Employee Approval Required


