
Editing Project View Time Cards 

Project view timecards record total hours worked per day.   

Access ADP Employee Self Service through the college web page 
 or type http://portal.adp.com into any web browser.  

 

 

The log in default places you in the Manager’s role.  You will need to change your role to 

Employee to see the Tabs for Time & Attendance, Pay & Taxes, Personal Information, and 

Benefits.  Click in the Role box on the far left (under the ADP logo) and select Employee, then 

click Time & Attendance > Welcome.  That should take you to eTime.   

 

 
 

 
Click on Managers/Approvers: Click Here to access eTime 
 

  
 

QuickNavs are the starting point for navigation through the eTime system 
Timecard Button takes the manager to the employee(s) timecard(s). 

Manager 

http://portal.adp.com/


 
 
Select QuickFind and click Find to display the entire list of employees you have access to.  If 
you do not find all employees under your supervision, contact Payroll. 

 
 

Click in the row to select an individual record.  The record line is highlighted in yellow. 
Or use Ctrl + click to select multiple employees.  Or click on the Actions menu button and 
Select All to select all employees in the list.  Use the ‘Timecard’ Quick Link to access the 
Timecard Editor.  Quickfind defaults to the Current Pay Period. 

 
 
Once you have selected the employee(s) to view and clicked on the Timecard quick link, the 
employee’s electronic timecard will display.   



 
To enter hours in a Project View timecard, select the appropriate Pay Code and tab over to the 
cell in the column for which you need to add hours and enter the number of hours.  You must 
Save any edits made to employee time cards.  
 
Keep in mind: 

 Employees need to approve their own time cards.  Once you approve your employee’s 
time, it will be submitted to payroll.  You will want to review your employee’s time 
weekly or daily. 

 Biweekly time cards must be approved by 9 AM the 
Monday after the end of each pay period.   

 


