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Running Timecard Reports in ADP® Time & Attendance

1. Click Reports > Standard Reports.

HOME PEOPLE AND PROCESS REPORTS SETUP

T| me & Atte n d an > Time & Attendance My Reports

I Standard Reports I

2. Click the Edit Report icon next to the Timecard Report.

| |‘ = | Tirrsegang Pepon | Durtnilod liemssand rpoi or each empknyee.

3. Inthe Time Frame section, select Define at Run Time.

Time Frame

Current Pay Period s

Current Pay Period

2 This Week
Last Week

of This Month
Last Month
Last 30 Days
Last 7 Days
Today
Yesterday

Define at Runtime |

4. Inthe Employee Status section, select All Employees using Time & Attendance
(includes Active, Inactive, Scheduled for Termination, and Terminated).

Important: This is to ensure that all employee information is included in the report.

Employee Status

All employees currently using Time & Attendance (includes only Active, Inactive, and Scheduled for Termination)

| @ All employees using Time & Attendance (includes Active, Inactive, Scheduled for Termination, and Terminated)
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5. Click Save. The report is saved to My Reports.

6. Click Reports > My Reports.

HOME PEOPLE AND PROCESS REPORTS SETUP

Standard Reports

Time & Attendanl > Time & Attendance >
I‘Z

7. Click the Download Report icon next to the Timecard Report.

My Reports @

OPTIONS NAME DESCRIPTION
(<] @ | Timecard Report

Detailed timecard report for each employee.

8. On the Report Display page, complete the following:

a.

b.

In the From Date field, enter 1/1/2000, and in the To Date field, enter 12/31 of the
current year. This will ensure all timecard data will appear in your report

In the File Name field, enter a filename. The timecard data will be provided in a CSV
file.

Click Submit. The CSV file opens. Save the file to your PC.

Report Display

Enter Date Range and Download Repornt

From Date: | VY2000 [

To Date:  123V2017 68

File Mame:  Timeecard Report

oF | Inchuch Column Hosoors

Employes Status
Al omployees cuently using Time & Altondance (INCIUCOS Cnly ACTAD, INSCIve, and Schoduled for Forminatson)
B Al employees using Time & Atendance Inchudos Active, Inactive, Schedulod for Termination, and Teminated)
Inciude only employees who ane.
Mctive
aCtiv
Schaduled for Tormination
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