
 

1. Log on to https://adpeet.adp.com/44hy3e/logon 

 

2. Enter User Name – this is the same as the beginning of your email address 

 

3. Enter Password – initially your password will be ‘welcome’ 

 The first time you log in you will be prompted to change your password 

 

4. Go to the ‘Timekeeping Tab’ (see black arrow on diagram below) and select ‘Pay Period Close’     

 This will display your employees, a checkmark will appear for each completed step (i.e. Employee Approval, 

Manager Approval, Signed Off (Payroll Approval) and Missed Punch – this tells you if someone forgot to clock in or 

out during the pay period 

 If you are missing people or seeing people that you don’t think you should be please contact the Payroll Office at 

x2052 

 

5. Double Click on an employees name causing that individuals timecard to pull up. 

 Select ‘Previous Pay Period’ in the Time Period drop-down (see green arrow) {If you are approving on Friday before 

the close of the pay period, select ‘Current Pay Period’ in the Time Period drop-down} 

• Review the employees time card 

 The first ‘In’ box = Start time (see red arrow), the first ‘Out’ box = Out for lunch (see orange arrow), the 

second ‘In’ box = Return from lunch (see purple arrow), the second ‘Out’ box = Out for the day/End of Shift 

(see blue arrow) 

 A ‘Missed’ Punch (when someone forgets to clock in or out) will be noted by a red box.  (see pink arrow) 

 The box titled ‘Totals and Accruals’ shows you total time entered for the pay period.  It displays total hours 

of regular time worked, OT worked, and any non-work time taken (i.e. sick, vacation, etc)  (see tan arrow)  

 

6. When you are satisfied that all the information on the time card is correct you must ‘Approve’ the time by clicking the drop-

down arrow by approvals (see bright blue arrow). 

 This will give you a selection box (see right) 

• Click ‘Approve’ (see bright green arrow at right) 

 Note:  You should only approve timecards that have already been approved by the employee 

 Once you and Payroll have approved the electronic time card neither yourself nor the employees will be able to 

make changes to it, though you will still be able to view it 

 Repeat for each of your employees   
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