Accessing Online Training

Click on the Support icon (?) 
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NOTE: It takes a little time for the online training site to load. During the load, the page will be blank. 
On the right side of the page, you will have Learning Resources
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Click on Essential Time & Attendance Learning Resources link.
[bookmark: _GoBack]There are 3 categories of Learning Resources—Employee, Supervisor, and Practitioner and under each category there are links to the specific topics listed.  You will find the link below.
Time and attendance recorded Webcasts for managers:
https://reg.abcsignup.com/view/view_month.aspx?as=4&wp=372&aid=ADP
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 On-Demand Recorded Webcasts provide pre-recorded topics for Supervisors.
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Learning Bytes provide additional pre-recorded tutorials for various Supervisor tasks. Once you click on Time & Attendance Learning Bytes for Supervisors, it will list the recordings available. 
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A sample list of topics is shown below. Managers would click on the topic and see an audio / visual guided tour of the topic. These can be accessed via this link as well: https://support.adp.com/basic/cr/matraining/sims/wfn/80908/80908coursemenu.htm
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A more human resourc Learning Bytes

Know How, Right Now

£ ese presentatons contanauco

ADP Workforce Now Time & Attendance Supervisor

Fixing Timecard Exceptions
Fixing Zero Hours on Time Pair Exceptions
Fixing Missing Out Punch Exceptions
Fixing Overlapping Time Pair Exceptions

Editing Timecards

Adding One Missed Punch

Adding Multiple Punches

Deleting Punches

Performing Mass Punches

Entering Nonworked Time for Hours-Based Employees
Entering Nonworked Time for Time PairBased Employees
Entering a Time OFf Request on an Employee's Timecard

Approving Time
Approving a Single Employee’s Timecard
Approving All Employees’ Timecards

Charging Time to Different Departments

Charging Time for Hours-Based Employees
Charging Time for Time Pair-Based Employees

Supplemental Earnings
Entering Supplemental Earings

Reports
Running a Report
Applying a Filter to a Time & Attendance Team Report

Scheduling
Creating a Schedule Template
Assigning a Schedule Template to Employees
Overriding an Assigned Schedule
Ending an Employee’s Schedule Assignment

Delegation
Delegating Activities
Performing Delegated Activities
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Essential Time & Attendance Learning Resources

For Practitioners

‘The following resources are designed to help you, your supervisors, and your employees learn how to
‘perform your Time & Atiendance tasks. Learning resources for the Time Offfeature are also listed, if

applicable to your company.

* Employee Job Aids
* Time & Attendance Leaming Bytes for Employees.

* Time OF Leaming Bytes for Employees

* Resolving Common Timecard Exceptions Job Aid

* Time & Atiendance Leaming Bytes for Supervisors

*Time OF Leamning Bytes for Managers and Supenvisors

= Time & Atiendance Leaming Bytes

= Time OF Learning Bytes
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ADP Workforce Now

Essential Time & Attendance — Supervisor Training

For supervisors who are responsible for managing their employees' imecards and schedules, ADP offers on-demand recorded
‘webcasts, interactive hands-on practice, and on-the-job support after training!

B4 0n-Demand Recorded Webcasts

‘You will need computer speakers or headphones to hear the audio portion of the webcasts. It is recommended that you download or
print the handout manuals before completing the webcasts.

Supervisor Timecard Basics

« Print the Supervisor Timecard Basics handout manual

* Module 1 Introducing ADP Workforce Now Time & Attendance (4:52)

* Module 2: Editing Timecards (18:01)

Module 3 Preparing for Payroll (1225)

Module 4 Running Reports (7:23)

Supervisor Scheduling Basics

« Printthe Supervisor Scheduling Basics handout manual

* Module 1 Creating Schedules (10:17)

* Module 2 Managing Ongoing Schedule Assignments (9:14)

* Module 3 Editing Schedules (15:42)

Give us your feedback on the webcasts.
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Essential Time & Attendance Learning Resources

For Practitioners

‘The following resources are designed to help you, your supervisors, and your employees learn how to
‘perform your Time & Atiendance tasks. Learning resources for the Time Offfeature are also listed, if

applicable to your company.
* Employee Job Aids
* Time & Attendance Leaming Bytes for Employees.

* Time OF Leaming Bytes for Employees

* Supenvisor Instructor-Led Virtual Training

ime & Attendance Learning Bytes for Supenvisors.

*Time OF Learning Bytes for Managers and Supervisors

= Time & Atiendance Leaming Bytes

= Time OF Learning Bytes
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