
How to Edit & Approve your Timecard in ADP 

 Go your Home Screen My Time tile and click on the carrot in the top right-hand corner OR  

 
 

 Go to Myself > Time & Attendance > My Timecard 

 
 

If you have a missed punch or an error, you can click on the field with the missing or 
incorrect information and type in the corrected data.  

 

 
 

 
 
 
 
 
 
 
 
 



 
 
If you click on the hamburger icon next to the day you are editing, you can delete/add a row or add a 
note for your manager. 

 
 

Once you’ve adjusted your timecard, click Save. 
 

 
 
Once your timecard is correct, you can approve it. 
 

 
 
 
 

 
 

All timecards must be approved by 10am on Monday prior to payroll. Once you approve your timecard, 
you may not make additional changes. 


