How to Clock In and Clock Out in ADP
Using the Mobile App

This guide walks you through how to clock-in and clock-out in ADP using the ADP
Mobile app on your smartphone. You'll learn how to log in, record your work time,
take meal breaks, and verify your punches so your time card is accurate for every
pay period.

Prerequisites

e A smartphone with internet access.

e Your ADP User ID and Password.

e Location services enabled on your phone (required for on-site time
tracking at supported locations).

Step 1: Download and open the ADP Mobile app

Download the ADP Mobile app using one of the following methods:

e Scan the QR code from the ADP quick guide on iConnect.
e Scan the QR code provided in your training slides.
e Search for "ADP Mobile" in the App Store.
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Once installed, locate the ADP Mobile app icon on your home screen and tap it to
open the app.
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Smartphone home screen displaying the ADP Mobile app icon among other apps, with the time
showing 9:30.
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Step 2: Log in to your account

Enter your User ID in the provided field. If you'd like the app to remember it, check
the Save my user ID box, then tap Next.
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ADP login screen with the User ID "samsmithtest” entered, the "Save my user ID" checkbox, and
the Next button visible.
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On the next screen, enter your Password. You can enable Face ID if prompted
and desired, then tap Sign in.
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ADP password screen with the User ID and password fields filled in, the "Enable Face ID" option,
and the Sign in button.
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Step 3: Access the clock in/out feature

After signing in, you'll see a greeting message (for example, "Good Morning,
Sam"). Tap the Clock hyperlink under the greeting to open the time clock
functions.
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ADP app home screen showing "Good Morning, Sam," the Clock hyperlink, and recommended
actions.
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Step 4: Clock in at the start of your workday
On the Clock screen, tap Start Work to clock in at the beginning of your day. An
UNDO button with a three-minute countdown timer will appear immediately after.

If you clocked in by mistake, tap UNDO within the countdown period to remove
the punch as if it never happened.
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ADP Clock screen showing “Started Work 9:30 AM Nov 30th," the UNDO button with countdown,
and the End Work and Take Meal options.
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Step 5: Clock out or take a meal break

To end your workday, tap End Work. To record a meal break instead, tap Take

Meal. If you select either option by accident, tap UNDO within the countdown
period to remove the punch.
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ADP Clock screen with the UNDO, End Work, and Take Meal buttons, showing a recent punch and
countdown timer.
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Step 6: Verify your recent punches

If you're unsure whether you've clocked in or out, look for the Recent Punches

hyperlink under the current time on the Clock screen. Tap it to review your recent
time card punches.
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ADP Clock screen showing the "Recent Punches" hyperlink under the current time, along with
punch details and options.

Note: The UNDO feature is available for three minutes after any punch —
@ whether a clock in, clock out, or meal break. Your location status (for example,
"You're currently in-range") appears at the bottom of the Clock screen.
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Step 7: Take a meal break

When you're ready for your lunch break, tap Take Meal on the Clock screen. Your
time stops recording for the duration of the break. The screen displays your
current punch details, the UNDO button with its countdown timer, and options to
End Work or Start Work when you return.
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ADP Clock screen showing “Started Work 9:31 AM Nov 30th," the UNDO button with countdown,
End Work, Take Meal, and View All Clock Options, with location status "You're currently in-range."
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Step 8: Return from your meal break

After your lunch break ends, the Start Work button becomes available again. Tap

it to resume recording your work time — the app updates your punch details and
continues tracking your hours.
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ADP Clock screen after a meal break, showing "Started Work 9:31 AM Nov 30th," the UNDO
button, End Work, Take Meal, and View All Clock Options, with location status "You're currently in-
range."
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Step 9: Clock out at the end of the day

When your workday is finished, tap End Work to stop recording your time. All your
punches are automatically added to your time card, where your supervisor
reviews and approves them at the end of the pay period.
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ADP Clock screen showing "Started Work 9:31 AM Nov 30th," the UNDO button, End Work, Take
Meal, and View All Clock Options, with location status "You're currently in-range."

Generated with docsie.io
19/27



Step 10: View all clock options

To see every available clock action in one place, tap View All Clock Options. This

displays the same options as the main Clock screen, including End Work, Take
Meal, and UNDO.
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ADP Clock screen with the "View All Clock Options" button, punch details, and location status.

Location requirements

Keep your phone's location services enabled when using the ADP Mobile app.
Your location status appears at the bottom of the Clock screen (for example,
"You're currently in-range"). Location tracking is set up for the Woburn site and

TCIl in Manchester.
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If you're working from a third-party site, from home, or prefer not to enable

location services, you can use the desktop version of Workforce Now to clock in
and out instead.
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ADP Clock screen showing location status "You're currently in-range" and punch options.

Correcting mistakes and getting help
If you forget to punch in or out, or make a mistake with your punches:

e Refer to the additional training video in your training slides for instructions
on correcting missed punches.
e Your supervisor can approve corrections you submit.
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Ask your supervisor or contact payroll if you're unsure how to correct a
punch.
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ADP Clock screen with punch details, the UNDO countdown, and location status.
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Note: The UNDO feature is available for three minutes after any punch. Always
verify your location status before clocking in or out to ensure your punches are

L] recorded correctly. All time punches are automatically sent to your supervisor
for approval at the end of the pay period.

Accessing additional help and resources

After making any changes or corrections in the app, verify that your punch details
and location status are correct on the Clock screen. If you have questions or
need further assistance:

e Refer to the ADP Quick Guide available on iConnect for step-by-step
instructions and troubleshooting tips.
e Stop by your HR or payroll office for in-person help.
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Confirm your location status at the bottom of the screen reads "You're currently
in-range" before making any punches.
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ADP Clock screen showing punch details, the UNDO countdown, End Work, Take Meal, View All
Clock Options, and location status "You're currently in-range.”
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What's next

e Consult the ADP Quick Guide on iConnect for the most up-to-date
instructions.
e Contact your supervisor, HR, or payroll for any unresolved issues.

By following these steps, you can confidently clock in and clock out in ADP,
manage meal breaks, and resolve any time-tracking issues using the ADP Mobile
app or the desktop version of Workforce Now.
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