
Time and Attendance 
Quick Guide 

1. Register your ADP Account:  

1st time users please follow the directions 

below to register your ADP account. 

•Go to https://workforcenow.adp.com 

•Click on Create Account, then select Find 

Me.   

•Enter an email address or mobile # you 

shared with NU & verify with your SSN or 

DOB. 

•OR enter your information -- first name, 

last name, date of birth, SSN.   

•Enter the verification code sent to your email 

address or cell phone.  

•Add your primary contact information for ac-

count notifications and verification of identity.  

•Continue following the onscreen prompts.  

2. Log into ADP  

•Once registered, please Log in by using your User 

ID and Password . 

•The system will lock if the wrong information is 

entered 3 or more times.  

•To get your username or to reset your password 

please select the “Forgot your User ID/Password”. 

If you are unable to gain access to ADP, please  

contact: Nancy Redfield in Payroll.    
Phone: 425.889.4206  

Email: nancy.redfield@northwestu.edu 

3. Access your Timecard  
•To access your timecard, log into ADP and click on 

the “View Timecard” button on your home page.  



4. Completing your Timecard  

•Hourly (non-exempt) employees will record  their hours worked,  personal time off and sick leave. This 

should  be done each day.  Salary (exempt) employees will record only their personal and sick hours.   

•To complete your timecard, enter your actual hours worked each day using the “IN-OUT” section. Rest Breaks 

(10 min.) do not need to be recorded in ADP, but you will need to clock out and back in for Meal Periods.    

•Add an additional line to the 

day to reflect punching in and 

out for meal  periods. Do this 

by clicking on the three lines to 

the left of the date and 

selecting “add blank row”. 

 

•ADP will automatically input 

a 30-minute meal period if 5 

or more hours are logged on 

the same line.   

•Be sure to save your entries.  

•At  the end of the pay period 

your supervisor will access and 

approve your timecard for  

payment. 
5. Using Pay Codes 

When you need to record personal  or sick leave, 

holidays, jury duty, etc. please use the PAY CODE section. 

LEAVE: Use the “Leave” code for personal leave or 

vacation. If you request the leave through ADP the 

LEAVE code will automatically populate once your 

supervisor approves the request.   

SICK:  Use the “Sick” code when you yourself are out 

sick, or you miss work in order to care for the health of 

a family member.  

JURY:  Use the “Jury” code when accounting for leave 

associated with Jury Duty.   

PTO:  The PTO code is only used for certain contracted 

positions and for staff using approved bereavement leave.   

HOLIDAY: Holidays are generally pre-populated by 

Payroll.  

 



6. Requesting Time Off 

•To request time off in ADP, go to Myself >Time Off > My Time 

Off to view your available Leave and Sick time balances.  

•Then click on the Request Time Off button.   

•A new window will open showing the start date and end date, 

select Leave or Sick under “Time Off Policy”, adjust the time or 

hours, if necessary, click “Review”, add a comment if desired, 

then “Submit”.  (Be sure to exclude weekends as appropriate.)   

•This will generate an automated email to your supervisor that 

a time off request is pending their approval.   

•Your supervisor can then log into ADP, view the submitted 

request and choose to Approve, Deny, or Reschedule.   

All time off taken must be approved by your supervisor. 

Employee’s will also see the leave hours noted as “Scheduled” under the “Time Off Balances” tab. 

Prior to the leave being taken, if 

you need to cancel your request, 

you may do so by clicking on 

Myself >Time Off > My Time Off 

and then clicking on the three 

dots next to the approved leave 

request to either view or cancel 

the request. 

The ADP Mobile App can also be used to record your time 

worked, view time-off balances and request time-off.   

Once a leave request is submitted and approved in this manner, it 

will appear on the employee's timecard for the date(s) specified. 


