
  

 
 ADP, the ADP Logo, and ADP A more human resource. are registered trademarks of ADP, LLC. All other marks are the property of their respective owners.  

Copyright © 2017 ADP, LLC.         adp.com  

Approving your Timecard in ADP® Time & Attendance 
 

 

 

 

 

 

 

 

 

 

 

  

Approving Your Timecard 
Approve and remove approval from your timecard. 

Approving Your Timecard via ADP® Mobile Solutions 
Approve and remove approval from your timecard with the Mobile 
application. 
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Approving Your Timecard 
 

1. Click My Timecard. 
 

 

 

2. Review and confirm the information is accurate. Then, click Approve Timecard. 
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3. Click Approve. 
 

 

 

4. Point to the Approved button to see an approval timestamp. 
 

 
 

5. To remove the approval, click the drop-down arrow and then click Remove Approval. 
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Approving Your Timecard via ADP Mobile Solutions 
 

1. Log in to ADP Mobile. Scroll down to Timecard and tap View Details. 
 

 

 

2. Review and confirm the information is accurate, and then tap Approve Time Sheet. 
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3. Tap OK. 
 

 

 

4. Once the refresh is completed, tap OK. 
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5. To remove the approval, tap Unapprove Time Sheet. 

 

 

 

 

6. Once the refresh is completed, tap OK. 
 

     


