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Log into the ADP website: https://portal.adp.com

Select the Time tab.

Under Time and Attendance click All other employees: Click Here to access eTime.
The Enterprise eTime window will open.

Under My Information select My Timecard

Your timecard will open.
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Enter the hours worked for the current pay period.
After entering hours worked, click the SAVE button (click SAVE only when confirming hours

worked are entered correctly).

Next click the APPROVE button (Approving your timecard “submits” your timecard for manager

approval.

10. YOU HAVE SUCCESSFULLY SUBMITTED YOUR TIMECARD!


https://portal.adp.com/

