
 
 

This tutorial is based on the Java version. The HTML interface will look different. 
 

ADP E-Time Cheat Sheet – Adding Notes for Webclockers 

Adding Notes for Webclockers - Introduction 
Enterprise E-Time allows all employees to add notes to different punches and information on their timecard, including webclockers. This can 

only be done via the Java interface, which is usually best for non-webclockers, but is accessible to everyone. The instructions below walk 

through the process for clocking in or out on the Java interface and adding comments / notes to the timecard.   

The Java Interface for Webclockers 
To access the Java version of E-Time, click the Java link in the ADP portal. Although this is NOT the link usually recommended for webclockers, it 

is accessible to everybody.  

Be aware that the Java version of the site loads slower than its HTML counterpart, which is why we typically recommend that employees clock in 

and out via the HTML site unless they need to enter notes.  

 

Use this link when you need to 

add notes to your timecard. 
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The Java interface looks slightly different from the regular HTML version of E-Time. If needed, you can clock in or out using the Record Time 

Stamp button in the center of the screen. 

 

Adding Comments to a Timecard 
Once you are finished clocking in or out, you’ll need to go to your timecard in order to enter notes. Click on the My Information tab on the top 

of the screen and choose My Timecard to see your timecard up to the last punch you have entered. 

 

You can clock in or out using this 

button. 
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Once you are on your timecard, you will see all of your punches in the time period selected – usually this defaults to the current week or the 

current pay period. Although you cannot change the times of the punches, you can comment on individual punches and timecard entries.  

1. Make sure you’re looking at the correct time period!  

2. Click the in- or out-punch that you need to comment on. 

3. In the Timecard options bar, choose Comment, then click Add Comment 

 

This will trigger a comment box to pop up. 

4. Select “Comments” in the top field 

5. Write your note in the Note field 

6. Click OK 
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Once you have added the comment, a comment icon will appear right next to the relevant 

punch. (Example: ) 

Finally, you’ll note that the My Timecard header has now turned orange, and is flagged with 

an asterisk – this means that there is unsaved information in the timecard. Click on Save (red 

button right below that header) to save your comments in the system. 

 

 

 

 

 

Removing / Replacing Comments 
If you need to remove or rewrite a comment in the system, you can do this from the Comments tab in the summary section below your 

timecard. Here, you will see a summary of all comments and notes you have added for the selected time period. 

1. If you want to delete an entire comment, right-click the comment (in the Date or Comment column) and select Delete Comment. 

2. If you want to re-write a note, right click the comment on the note column (third column),  and click Delete Note.  

3. Save your work above. 

4. If you need to re-write your note, right-click the Comment field again and choose Add Note.  
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Save one more time after you’re done. 

 

Delete comment or add a new note by right-

clicking a comment in one of these two columns. 

To delete just a note (so that you can re-write it), right-

click the comment in the Note column. 


