
} We have created a step-by-step model that 
will assist you in using the ADP Workforce 
Now Portal with which to review, edit and 
approve your employee(s) timecard(s).

} If you already have registered you may skip to page 8 and 
sign in.
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Yellow triangle indicates needs Supervisor approval

Ready for Supervisor approval 
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Green checkmark indicates Supervisor approval completed
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Sick leave charged to project.
Hours entered on day employee did not work.
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Supervisor corrects error.  
Select to delete row.
(Click select, delete and save)
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Errors corrected.  
Ready for Supervisor approval
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Green checkmark indicates Supervisor approval completed


