Client Implementation Learning Bytes

Navigation and Timecards

Please review the learning bytes with a check mark in the Required column. To access the learning bytes, click the Enable All Features
button on the yellow banner at the top of the Reader window. You must use Adobe Reader version 9 or later to view the learning bytes.

Topic

Duration

Required

ADP Time & Attendance Basics

Link

View the Employee Workspace 3 minutes [l Learning Byte
View the Manager Workspace 5 minutes (] Learning Byte
Find an Employee Using QuickFind 3 minutes M Learning Byte
Find Employee Data Using Search 2 minutes [ Learning Byte
Observe the Time-Entry Methods 2 minutes ] Learning Byte
Use the Inbox 2 minutes ] Learning Byte
Access Online Help 2 minutes M Learning Byte
Understand Internal Training Security 11 minutes ] Learning Byte
Observe the People Editor 9 minutes L] Learning Byte

Project-View Employee Tasks

Enter Time 2 minutes ] Learning Byte
Add a Pay Code 3 minutes (] Learning Byte
Add a Comment 3 minutes ] Learning Byte
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Topic Duration Required Link
Transfer Time 3 minutes [ Learning Byte
Resolve Exceptions 3 minutes [] Learning Byte
Approve Your Timecard 1 minute [] Learning Byte
Remove a Timecard Approval 1 minute [] Learning Byte
View Totals 1 minute O] Learning Byte
View Accrual Balances 1 minute [ Learning Byte
Enter Time 2 minutes 0 Learning Byte
Transfer Time 3 minutes 0 Learning Byte
Cancel a Meal Deduction 2 minutes [] Learning Byte
Enter Time 2 minutes O Learning Byte
Add a Pay Code 3 minutes | Learning Byte
Add a Comment 3 minutes M Learning Byte
Transfer Time 3 minutes 0 Learning Byte
Cancel a Meal Deduction 2 minutes O Learning Byte
Resolve Exceptions 3 minutes ] Learning Byte
Approve Your Timecard 1 minute N Learning Byte
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Topic Duration Required Link
Remove a Timecard Approval 1 minute O Learning Byte
View Totals 1 minute 0 Learning Byte
View Accrual Balances 1 minute O Learning Byte
Use the Inbox 3 minutes O Learning Byte
Access and Run Reports 3 minutes O Learning Byte
Use the Daily Tasks Wizard 2 minutes O Learning Byte
Observe Timecard Editor Basics 3 minutes [] Learning Byte
Enter Time 3 minutes l Learning Byte
Resolve Exceptions in a Timecard 2 minutes L] Learning Byte
Resolve Exceptions in the Punch Exceptions Widget 2 minutes O Learning Byte
Perform a Pay Code Edit in a Timecard 2 minutes 0 Learning Byte
Perform a Pay Code Edit in the Punch Exceptions Widget 2 minutes [ Learning Byte
Cancel an Automatic Meal Deduction 2 minutes l Learning Byte
Perform a Labor Account Transfer 2 minutes [ Learning Byte
Perform a Work Rule Transfer 2 minutes 0 Learning Byte
View the Audits Widget 2 minutes [] Learning Byte
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Credits

The ADP® logo and ADP® letters are registered trademarks of ADP, LLC.

Adobe® is a registered trademark and Acrobat™ is a trademark of Adobe Systems Incorporated.
All other trademarks and service marks are the property of their respective owners.

Copyright © 2014-2015 ADP, LLC. ADP Proprietary and Confidential - All Rights Reserved. These materials may not be reproduced in any format without the express written
permission of ADP, LLC.

ADP provides this publication “as is” without warranty of any kind, either express or implied, including, but not limited to, the implied warranties of merchantability or fitness for a
particular purpose. ADP is not responsible for any technical inaccuracies or typographical errors which may be contained in this publication. Changes are periodically made to the
information herein, and such changes will be incorporated in new editions of this publication. ADP may make improvements and/or changes in the product and/or the programs
described in this publication at any time without notice.
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