
 

 

ADP WorkForce now Employee login and time punch guide 

This quick-reference guide is intended to assist employees with login and time punch instructions 

 

 Employees will launch web browser and go to the website www.workforcenow.adp.com 

and enter their credentials into the User ID fields. 

 
 

 After logging in, you will be taken to your employee homepage. 

 

-Clicking on the “MYSELF” will display all personal options and will be where all employee 

activitity such as clocking in and out, viewing timecard, and requesting time off will be 

located. “MYSELF” will also show employee’s their Personal and Employment information. 

 

http://www.workforcenow.adp.com/


 

 

-Employees will find all Time & Attendance related activity by clicking on “Time & Attendance” 

 

 

-Clicking on “My Time Entry” will present the “Clock In/Out” screen. 

  

 

 

 



 

 

-To view pay statements, employees will click on “Myself” >  “Pay” > and then “Pay Statements” 

 

 

-“Time Off” will display all options related to Time Off. Employees will be able to request time off, 

view the time off balances, and view past requests. 

 

 

 

 

 

(Time off requests instructions continued on next page) 

 



 

 

- Follow the below screen shots below for how to submit a time off request 

 

1) 

 
 

2) 
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