
 

Viewing Your Time Card and PTO in ADP 
 

 
 

 

  
 

Instructions for Hourly Staff 
1. Log into workforcenow.adp.com 

 
2. Click on “Myself” 
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3. Click on “time and attendance” 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Click on “time” to view your time card. 
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5. On your time card, click on “accrual available balance” to see your current PTO balance. 
 

 
  

 
 
 

 

 


