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Registering for Self Service

1. Click theEmployee Self Servicdink on your institution’s webpage.

2. Click theFirst Time Users Register Here linkon the Self Service Login page.

User Login Administrator Login

< m First Time Users Register Here >
u i .

n Update My Security Profile

= Change your Password
w Make This Site Your Home Page

w Forgot vour User Id
w Forgot your Password

B PRIVACY B LEGAL

3. Click Register Now
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Y/ D

Welcome!

Ready to gq

6 Verfy your identity

Already Registered?

Welcomel ADP is committed to protecting your privacy and ensuring that only you can access your personal information. To assist Privacy & Security
us in meeting that commitment, you must register with us before using our services. During registration, you'll be assigned a user D

and you'll create a unique password. Then you'll be ready to log on and start using ADP services = Dur Security Commitrment

) = ADP Privacy Statement

= | egal Information

The Registration Process At-a-Glance
Here is how to register for ADP services

@ Enter your registration pass code

© Enter your contact infarmation
€} Enter your security information

© wiew your user 1D and create your pazsward

What you need to register:
» Registration pass code Learn More

Da you already have an ADP user 1D in the following format: JSmith@Company?
If yes, you are already registered for ADP serices. Do you want to add a service?

4. Enter yourRegistration Pass Codend clickNext.

Note: Your Self Service Registration Pass Code was provided to you by your Human Resources

Department.

Y/ PP

Register for ADP Services

Step 1 of 6

1. Enter Your Registration
Pass Code

2. Werify Your [dentity
3. Enter Your Contact
Infarmatian

4. Enter Your Security
Information

5. View Your User Id & Creatg
Your Password
. Confirmation

Flease enter the following information to register for ADP services.

Enter Your Registration Pass Code

‘four employer provided you with a registration pass code when they instructed you to register online for ADP services. If you dont know
what your pass code is, contact your administrator for assistance

Note: The pass code is not case-sensitive.
b = Required

Registration Pass Code: » l:l (Example: Genco-1234abc)

W e

5. Select to verify with either your SSN or TIN, using th# number of digits.
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IRegister for ADP Services
Please enter the following information to register for ADP services

Step 2 of 6

Verify Your Identity

1. Enter ¥Your Registration

Pass Code ADP is committed to protecting your privacy and ensuring that only you can access your data. VWe ask for some personal
2. Verify Your ldentity information so we can confirm that you are the individual you claim to be. Then we can provide you with the appropriate
3. Enter Your Contact online access to ADP senices
Information
4. Enter Your Security I want to verify my identity using:
Information & Social Security Mumber (SSN)
5 View Your User ID & :
Create Your Password & Individual Taxpayer Identification Mumber {ITIN)
&. Confirmation . . . _

Your SSH is used during the account creation process: it is not used for any other purpose

»= Required

First Name: Pi | (Your legal first name: do not enter a nickname .}

Middle Initial: ]

Last Name: Pl |[Apostrophes and hyphens are allowed )

SSN: 'i | (Al nine digits in any format)

Confirm SSN: PI_ _| {All nine digits in any format)

Date of Birth: ’ ~ | (Month) » [~ Day)

&) @ Gnea

Copyright © 2007 ADP Inc. # PRIVACY & SECURITY & LEGAL

€D Internet H100% -

6. Enter your data in the fields with the. After completing these fields, clid¥ext.
Please Note — you must enter your name as it appears in the HR/PRygtelin of
record.

o et

7. Inrare circumstances, a second page (belowedfy Your Identitynay appear. This
may be due to incorrect data being entered in the previoeesrs If this occurs, click
Canceland verify your entered information. Note — you must eyagar name as it
appears in the HR/Payroll system of record. If aladatcorrect and you are still
seeing this form, please contact the SS Help Desk foe méormation.

50f 34



£3P

Register for ADP Services
Please enter the following information to register for ADP services.

Step 2 of 6

1. Enter Your Registration verify Your Identity

Pass Code We need some maore information in arder to verify your identity. Please complete the information on this page
2, Verify Your ldentity

3. Enter Your Cantact b = Required

Information

4 Enter Your Security A. Select a Service

Information . -

5. \iew Your User Id & Create| Service: » | Self Senice W

Your Pagsword

5. Confirmation B. ADP Self-Service Information

Your employer sent you a letter with your Employee 1D and PIN. If you do not know what your Employee 1D or PIN is, contact your manager
ot system administrator.

Employee ID: » | |
PIN: » |

. Next | . Cancel |
- ________________________________________________________________|

8. Complete the fields on your Contact Information amckd\ext.

AP

Register far ADF Serdces
[ aaan atier f1a 12 lomang mizaTeon f2 regrater o1 ALV zemazen

Siap 3 of

I restiricaay, pra i ehargs Prs ebanaies e

1 First Herrea: L] LB
irprmabon
=W oA L 1] B T (Lo Sarme L] (Aptilvpivr owl yphars am dlowed |
YVoaw Papewaad
& Ceatrraaton BusinessPerial E-Meil: L] (This e-Faid eeraas 16 onfy uieed B rotdcasaa )
LCardiim E-Bali: [
Pheni (Aaai oida ared Puribat ey ke
[ NITH [ T

9. Complete all the fields on your Security Informatioil @hick Next.
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egister far ADP Services

P sl 0 Ty vl & it o il i,
Siapd of
TR Ty —— Enlar Fowr Smcunly Inomaticn.

Fin SoSunty raasees, o ries st we Gloront soiuiy quasions: ied pooedda et seseirs. iy Reged o bgon nfsrration g
will oy Bbondl 20 ool thale Q00D iy ke 18 vy e oty

Impaartare: B mire to ChECAS AR TWESE yT4l CIE PETRMEM

I A Eroes Youwr descanry b = P
Wdzrrnaban
et ¥ L 1] e L

R it et C it Tamm off Birth: F

CuTd Ak

B Talec) 8 ueation e the b ped swer yoar e,
Swanity Guestian 1: T w
Areuer 1; L5

Saleci a cfernsi quealen bom the et arc! evder yoan AT,

SaEmiriny CRitn 5 L 5
Arowmer §: "
W = W cocm

10.The View Your Userid & Create Your Password will app&aur user ID is
displayed.

Note: The security questions and answers are used if you forget your logon credentials. Be sure to
choose information that you can readily remember.

£A3P

%AW_WADF‘ Sarvices
et the dolaing imlormanion o s w bor ADF geraes.

Enoge 5 ol &
1 Erier Your Fegistaborn i ¥irir &OP Sarviores lleee 1T
Pk e ) L i i and poveeeors B kg onida ADP esmicen. A carimiasiza s-mal eond g your aes: D sl
& T ansi Iotha midreaa
e e Hom: ¥ ewn w1055 0TG-SRt silhan
& miwr Yo 36

e
S VWA 0L L W
Crieala Your Fasoword

Lser 1D R hpVFLY

E Corfrmskee

Croabs our AOP Sarvicos Peswwerrd

owr parrsord et be of bl £ charsclen l2a3 and recel! condmn o et 1 biter ored adban 1 remas or 1 speasl SAeacder

it ¥ Bl peirmnn o5 SRS ST

+ = Rpgaaed

Crasis Pmrsant ] (Exampis: Panzweedd1]
Canlhm Pamsced: ]

| E [ =TT

11. Enter your password in ti@reate Passwordfield.

Note: Your password must be a minimum of 8 characters and contain at least one alpha and either one numeric or
special character. Your password is case-sensitive.
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& VA T U W E - FC——
Creain Yoor Fasrweed

£ Cordrmidor

Creabes Four AP Servicos Passweord

Yew prrread reaet ba of bl § charscten lzag and mes! corden of least 1 beiter e adban 1 romber or 1 specel Shesten

Hoar: ¥ it el 15 S ST

b = Rpgaisd

Crasin Fearaa: L] [Exampls: Fawveedd ]
Carltim Pamscrd: [

[ T il cercw

12.Re-enter your password in t@®nfirm Password field and clickSubmit.

& VA T U W E - FC——
Creain Yoor Fasrweed

£ Cordrmidor

Creabes Four AP Servicos Passweord

Yew prrread reaet ba of bl § charscten lzag and mes! corden of least 1 beiter e adban 1 romber or 1 specel Shesten

Hoar: ¥ it el 15 S ST

b = Rpgaisd

Crasin Fearaa: L] [Exampls: Fawveedd ]
Carltim Pamscrd: [

[ T il cercw

13.The Confirmation page will appear. You are now regestdor Self-Service. Click
Close

AP

Register for A0P Sarvices
[1naze aver 110 Izbomng Tormutan o mgatat o S0 Tevizen

SepbofE

B Thark: you for ieapatonig
Yewoaa o b o iE, oned Sles wmang your ADP soeioes

Wi e 8-l connaining woar Lbser 100 s ey st 12 the peidvea s o proskdsd

Log Om Bo an ADFP Sarvics
sbg & Qv The Folovng S0F mn
Llcan

o ewn ADF Samics
Ml Lain

A AT SariCes

42 you . Salect 2 zermce e chok Lag Qa. Fpou sant 12 ko3 on leter, dick

Thte olipwing pddaional ADF sers0os B8 Fvaskabbe o woi. T Seaadim srwthar Sanar e with yoir E580 3000 Chik Add
Annibe Sanacs

= AOP Servica

il A inother Saraca

The next step is to add Additional Services, so you hazesado eTIME.
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Adding eTime

1. Go back to the Portal main login pagép://portal.adp.com and select “First Time
Users Register Here”

User Login Administrator Login

m First Time Users Register Here

n Update My Security Profile

= Change your Password
w Make This Site Your Home Page

3 w Forgot vour User Id
- . - ’ = Forgot your Password

008 Automatic Data Pro ng, Inc. E PRIVACY [E LEGAL

2. Click Add a Service

AP

Welcome!

Welcomel ADP is committed to protecting your privacy and ensuring that only you can access your personal
information. To assist ug in meeting that commitment, you must register with us befare using our services. During |
registration, you'll be assigned a user ID and you'll create a unigue password. Then you'll be ready to log on and start
using ADP services.

= Qur Security Commitrment

= 40P Privacy Statement

Ready to get started? Already Registered? ] Asaaservice |

= | eqal Information

The Registration Process At-a-Glance
Here is how to register for ADP services Do you already have an ADP user ID in the following
@ Enter your registration pass code format: JSmith@Company?

@ Werify your identity If g0, you are already registered for ADP services
€ Enter your cantact information
@) Enter your security information

@ wiew your user ID and create your passwaord

What you need to register:
= Registration pass code Learn More
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3. On the Enterprise eTIME line, choo&dd.

@ Welcome, Diana Grillo
Hanage Hy Profile Change My Password Hanage My Services

Manage My Services

The following ADP services are currently available to you. To associate another service with your user account, click Add. To remove a service from
your account, click Delete.

If you have a serice that is pending and weant to use your pay statement or form YW-2 to associate that service with your user account, click Try
Again.

Important: If ADF services are displayed without Add/Delete options next to them, you automatically have access to those products. You don't need
to add them separately.

Self Service

iPayStatements

L=
puly
tul

Enterprise eTIME

4. Enter your Employee ID number and cliSkbmit.

@ Welcome, Diana Grillo
Hanage My Profile Change My Password Hanage My Services

Yerify Your Identity
We need some information in order to verify your identity. Please complete the information on this page.

b = Required

Enterprise eTime Information

Employee ID: » 122223 (our Employee ID is provided by your manager or systern administrator.)

. Submit_| . cancel |

5. Upon successful completion, you will see the followsegeen:

m Welcome, John Doe
Manage My Profile | Change My Password [RERUELELCRIVE-CIHLH

Manage My Services

The following ADP services are currently available to you. To associate another service with your
user account, click Add. To remove a service from your account, click Delete.

<<Service Name>>has been added successfuly.
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Log On
Access the eTime Timesheets link from the Employee Self Service
Portal.

1. Click the Employee Self Service link on your institut®mwebpage.

2. Click ‘User Login’ button.

N
[] Administrator Login
N
|

m First Time Users Register Here
w Meed Help Getting Started?
n Update My Security Profile

= Change your Password
w Make This Site Your Home Page

w Forgot vour User Id
w Forgot your Password

©2008 Automatic Data Process E priVACY [E LEGAL

3. Enter User Name and Password and diiék.

Connect to portal.adp.com

i \\

3l =

Employee Access [09:38:37:3927]

User name: | [ <} v |

Password: | |

[CIremember my password

4. The Netsecure Portal will appear. The application ladksv you to enter into each
application.
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Home lome | Manager | Time | Myself | Money | Benefits | Career

English | Es Benefits Hews
= =] Customized text is entered here.
Welcome To The

USG Employee Self-Service Portal Application "nkS

* Toaccess the eTime system, go to the "Time" tab above sitory for all forme employess may require
= Toaccess your benefits, select the "Benefits" tab above

Recommended Links

Click the link= belaw for additional information:

USG Site:

5. Click the Time application link

Todayis 2pr7, 2072

nglish | Espaficl

elf | Money | Benefits

6. Click the Here link for All other employees if you aret a manager or approver of
time cards.

Time and Attendance

ManagersiApprovers: Click Here to access eTIME

All other employees: Climg:ess eTIME.

7. Now you are in the eTime application

My Information
u [nbox

® My Timecard

® My Reports

® My Actionz

8. You will click the various links —
a. Inbox will allow you to see the messages from your &fgm when you
request time off.
b. My Timecard will take you into your time card.
My Reports allows you to view you leave accruals and tard for printing
My Actions allows you to request time off if you areyddle for time off

oo
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Project View Time Card

The Project View timecard records the total number of hours worked displayed for
each day per pay period the employee is scheduled to work, along with the pay code
associated with those hours. This view also displays the total number of hours for
the week.

Benefited Employees Only

If you are a benefited employee, on the 28" of each month the accrual
process will be generated automatically by eTime. It will add to the Accrual
buckets the amount of monthly accrual that your leave enrollment permits.

The recording of the Exception Time to be taken will only be allowed if you
have the amount within the Accrual bucket. If you do not have the time in the
bucket, a message will be displayed to you when you try to enter the time on
the time sheet.

For example, you need to take 16 hours of Vacation leave but you only have 10 hours in your
Vacation Accrual. eTime will only allow you to use the 10 hours. eTime will display that you
only have 10 hours and it will not allow you to save your timecard until you only enter the 10.

You must still adhere to the Board of Regents Policy (802.07.02 SICK LEAVE WITH
PAY) regarding Sick Leave. This policy can be viewed at this website.
http://www.usg.edu/regents/policymanual/800.phtml.

Hours are entered manually by an employee or automatically populated based on
the employee’s schedule (Georgia State University only).

< Home Y
TIMECARD Person & Il TRAINING, PROJECT EE (ADPTRN3)
Time Period |Current Pay Period > | sr30r2009 - 61122009

Add P Gl Transter sat Sun Mon Tue ed Thu Fri
Row i S50 5031 B 602 603 604 605

[Hours Wiorked =] Q 0:00

0:00 0:00 0:00, 0:00 0:00 0:00 0:00 0:00

Total

Add Py Coe Traster Sat Sun Mo Tue sl Th Fri
Row i 606 807 808 ] 810 811 812

[Hours warked =l Q 000

Total

Entering Time in a Project View Timecard

Click in the cell for Hours Worked on the day that has been worked. Type the
number of hours worked. Because a schedule is applied to this type of time card for
the University System of Georgia, the total hours for the day must equal that which
the schedule states is the daily hours for the employee. If the total physically worked
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does not equal the schedule, then a pay code(s) with its time must be entered to
balance the day to the schedule or the day will be considered to have a missed
punch.

To enter your punches:

TIMECARD Person & I TRAMNG, FROJECT EE (ADPTRNI)
Time Period [Currert Pay Period = sm0m009.- 5122009
A Sat el Mon Tue Wil Thu Fri
Row Layeode renster 5730 5131 s 802 813 B4 605 =
[Hours Worked =l Q 500 00 00 500 e
o0 oo 800 800 3 00 00 so0 a0

A Sat Sun Mon Tue, Wizl Thu Fri
Row paveode renster 66 607 808 50 810 811 Bi12 =

[Hours Worked =l Q 500 00 500 500 =l

Ez £ a
000 0.00 .00 8.00 00 .00 .00 40:00

1. Click the cell in the column for the appropriate date and enter the total time that
you worked.

2. If Exception Time (vacation, sick, comp) needs to be recorded for a full day, insert
a row by clicking the Edicon. A new row will appear below the hours worked.

3. The actual hours worked will be entered on the day of the Exception Time. In the
example above the whole day was used for Exception Time so 0:00 no hours must
be entered in the Hours Worked row.

4. On the new row from the drop down in the Pay Code column, select the Pay Code
that applies to the Exception Time (vacation, sick, comp) taken.

5. On the new row of the Pay Code enter in the day the hours which were used for
the Pay Code.

If a combination of Exception Time is used, insert another row to be able to select
the second Pay Code.

Al Sat Sun
it Pay Code Tranzfer B BT

I Hours Warked
[

[vacaTion

Q
Q
3

Ll L 1

0:00

6. Click ‘Save’ .
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Recording Comp Time in a Timecard

The University System of Georgia will now track Comp Time earned and taken on
the Time card. Comp Time will now be calculated and applied based on the
Overtime rules where an employee must physically work 40 hours before Comp
Time will be calculated at Time and a half. The Tuesday following the end of the
Pay Period the Comp Time will appear in the Comp Time bucket for you to begin
using. After 20 weeks from the Tuesday the Comp Time was placed in the bucket, if
the Comp Time has not been used, eTime will process the Comp Time to be paid in
the upcoming pay period. Comp Time cannot exceed 60 hours. Once 60 hours has
been reached overtime will be paid.

For example, the Pay Period is April 4 — April 17. Comp Time is earned on April 7 of 2 hours. During
the week of April 4 — April 10, you physically worked 40 hours; therefore, the 2 hours for April 7 will be
calculated at Time and a half giving 3 hours to be placed in the Comp Time bucket for you. You will
not be able to use this 3 hours until Tuesday April 21 (Tuesday after the pay period end date of April
17) when it will be placed in the Comp Time bucket.

To record Comp Time Off, insert a row &1 on the week the Comp Time was taken.
On this new row select the Pay Code for Comp Time Off. On this same row in the
column of the day the Comp Time was taken, enter the total time that will be
documented as Comp Time taken.

TIMECARD Person & Id TRAIMING, PROJECT EE (ADPTRM3)

Time Period ICurrent Pary Period ﬂ 5/30/2009 - 6122009

Al Sat Sun Mon Tue
Rarw Evtad {ancTer 5130 5131 B0 802
[Hours Wiorked - %00 &00
Pay Code o€omp Time Off o o
will be selected from this drop Enter amount of time that was i i
down. taken for Comp Time.
Ao Sat Sun Maon Tue
Row R VeI 606 807 605 609
I Hours Warked ;I O\
| coMP TIME OFF =l Q 00
ISICK | Q &00

0:00 .00 00 .00

Transferring Time in a Timecard

Each employee is assigned a primary labor account, primary job, and default work
rule. However, you may sometimes be asked to work at a different area or job and
charge your hours there. This is referred to as a timecard transfer.
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TIMECARD Person & ld TRAINNG, PROJEST EE (ADPTRM3)

Time Period ICurrent Pay Period LI SI30/2009 - 61 272009

Add Sat Sun Waon
po Pay Caode Transfer 20 231 B
Q 400

I Hours Yarked

[
IHDurS ‘Worked j O\ 4:00
000 000 RN

To perform a timecard transfer:
1. In the timecard, insert a row E4.
2. Inthe Transfer column on the new row, click the magnifying glass to show the
Transfer Selection box.

TRANSFER SELECTION

ACCOUNT
Account Code INDne a j
Approver More m -

WORK RULE

INl:une ;I

C

Use the =l for the Account Code you need to transfer the charge.
b. Use the =l for the Approver who needs to approve the account for the

transfer of the charge.
c. Click Ok.

3. On this same row in the column of the day that the transfer time is to apply,
enter the total amount of hours that are to be transferred. If it is not the total
amount of the scheduled hours for the day, enter the amount not to be
transferred on the row for the Hours Worked.

Acled Sat =N han
S Pay Code Tranzter =m0 511 &1
|H0urs Wiorked LI O\ 4:00
IHours Wiorked ;I J09GFO00AL 3579999 Ck 4:00
0:00 0:00
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Adding Comments

To add a comment to any cell, highlight the cell and click ‘Comments’ from the tool

bar.

Prir .ary Account Totals Summary

Al

St Pay Code Tranzfer

| Haurs Wiorked ;I Q
| Hewrs wiorked ~| | |mesrooneLasTimeaas A4
:dei Pay Code Tranzfer

I Howrs Wiorke: ;I O\
[comP TE OFF =] Q
[icK =] Q

The Comments box will appear.

COMMENTS

Available Comments

sh
Sat
5130
0:00
Sat
B/0E
0:00

Hame:

Zelected Comments

Sun
5131

Sun
BT

Appraved Y
Bereavement

Car Trouhble

Clock Dovwen

Department Shortage

Dactar Appaintmert

Early - Supervisor Approved

Excused

Family Emergency

Forgot Badge LI

Mar
B0
4:.00
4:.00
0:00 8:00
han
E/DG
0:00 8:00

Click one of the Available Comments and click the Il to move the comment to the
Selected Comments section. Click OK.
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COMMENTS =

Hame:

Available Comments

elected Comments
Approved s

Farmily Emergency
Bereavement
Car Trouble
Clock Dovwen
Department Shortage
Doctor Appointment n
Early - Supervizor Spprovved
Excuzed

Forgot Badge
Late - Supervizor Approved ;I

You will see a = beside the cell where the Comment was added.

han
GI0S

=

Saving the Time Card

You need to save your changes to your timecard. The word TIMECARD will be
orange indicating changes had been made and saving is required. Click Save from
the menu bar.

TIMECARD Person & Id TRANNG, PROJECT EE (ADPTRNS)
Time Period |Currem Pary Period ;I S130/2009 - B4 22009
soprove
= Sat 3un fdan
P Pay Code Transfer 5130 5131 il

A message will appear showing the save was successful and the work TIMECARD
will return to black.
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TIMECARD

L -

Approving the Timecard

Approving your timecard ‘submits’ your time card for Supervisor approval. Approval
lets a Supervisor know that the timecard is accurate, complete and ready to be sent
to payroll for processing.

Approval can be removed if a Supervisor has not submitted the timecards to payroll.

TIMECARD Person & ll  TRAINING, PROJECT EE (ADPTRIS)

Time Period |Currerﬂ Pay Period ;I 573062009 - 61 2/2009

Co nments =3 Primary Account Totals Summary
Sat

s Pay Cod Tranzter Sl b
Raw Siitie 5/30 5131 B/01
I Hours Wiorked LI Cl. 00

oo 000

Click on ‘Approve’ from the toolbar.

Make sure time is correct: Don’t approve until any missed punches are fixed.
These are identified as a red box around the day the punch should be. Missed
punches will cause the time card to not be paid.

< Home

TIMECARD Person & Id TRAIMING, PROJECT PFS EE (ADPTRNMA)
Time Period [Current Fay Period ] smnonms - 6120008

=

Add Sat Sun Thu Fri

L Pay Cade Transfer S =t e s Total

[Hours Warked =l Q 500 500 =
000 00 00 son 3200

Add Sat Sun Thu Fri

Row el e 606 507 508 609 MO0 611 612 AREE]

[ Hours Wiarked =l Q 200 00 &00 00 00 gL
000 o0 B0 &00) 00 00 gon| 4000
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Returning to eTime Home page

To return to the Home page where you can select another option, click the Home
link from the upper right hand corner of the Time Card.

<Home Y
TIMECARD Person & Id TRAINNG, HOURLY EE (ADPTRNZ) |—]
Time Period [Current Pay Period ~| siz0r2009 - 81272009
<. Home ﬂ
= -

Add Totals
Fars
R Dste Pay Code Amourit n St Bay

My Information
u [nbox

® My Timecard

® My Reports

® My Actionz

Viewing Accruals in eTime

Accrual Balances are updated instantly once the Timecard is saved. Accruals will
reveal the balances for your Exception Time. Monthly earned accruals are granted
on the 28" of each month. You must have been employed on the 15" of the month
in order to be granted a leave accrual for the month per Board of Regents policy
found in the Human Resources Administrative Practice Manual. Accruals may be
viewed by clicking the My Reports link.

My Information
u [nbox

® My Timecard
® My Actionz
In the My Reports the Accrual Balances and Projections will reveal the balances of

your Accruals for the current calendar year as well as the totals of the Exception
Time taken to date along with the requested that has not be used as of yet.
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REPORTS Hame: TRAMNG, PROJECT EE

¥iew Report Primary Account

AY¥AILAELE REPORTS

Time Period ICurrent Pay Period ;I

|Time Detsil StartDate | i

End Date I E

Accrual Balances and Projections 5

asof [

Click Accrual Balances and Projections to highlight it. Use the calendar to select the
date you want to see your accruals. Click the View Report button.

REPORTS Hame: TRAIMNG, PROJECT EE

‘ Yiew Report ’ Primary Account

AY¥AILAELE REPDRTS

Time Period ISpecific Date ;I

Zchedule

Time Detail Start Date | =
End Date I E

B05/2009 @

<@l ~.ccrusl Balances and Projections

Your balances will appear.
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ACCRUAL BALANCES AND

PROJECTIONS

Date Selected: GA0552009 Printed: 60552009

Mame: TRAIMNNG, PROJECT EE IC: ADPTRMS

A norusl Code Accrual  Period Ending Furthest Projected Projected Projected Projected Balance wio
Tvpe Balance Taking Date Taking= Credits Balance Proj. Credit=s

Sick Hour 40:00 G09,2009 3200 32:00

a:00 0:00
“Wacation Howr AL 00 GOSs2009 (LO0 [ 00 0:00 4000
ng

1. Balances will be reflected based on the date you entered when generating the
report.

2. The column labeled “Period Ending Balance” reveals the balance of your accrual
as of the date selected in step 1.

3. The column labeled “Furthest Projected Taking Date” reveals the date furthest
into the future that you have scheduled to us accrued time.

4. The column labeled “Projected Takings” reveals the amount of hours that you are
scheduled to take between the selected date and the furthest projected taking date.

5. The column labeled “Projected Credits” reveals the amount of hours that you are
scheduled to earn between the selected date and the furthest projected taking date.

6. The column labeled “Projected Balance” reveals the current balance minus all
projected takings and plus all projected credits up through the furthest projected
taking date.

7. The column labeled “Balance w/o Proj. Credits” reveals the period ending balance
minus any scheduled credits. This balance ignores scheduled resets.

Click the Return button m to return to the My Reports.

Holidays in eTime

The holidays for your institution will be posted to your time card by eTime. You will
not be able to edit the holiday time. New policy has been applied to which any time
worked on a holiday will be paid along with the holiday pay. For example: if your
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institution works 8 hour days and has scheduled July 4™ as your holiday. You have
to work 3 hours on July 4™ for some reason. You will be paid the 8 hours holiday
and the 3 hours worked. You will not be allowed to move the holiday to another day.

Other Reports Available in eTime

Other Reports available to you on the My Reports page is the Schedule Report and
the Time Detail Report.

The Schedule Report will show your schedule that you are set to work.

The Time Detail Report reveals the time cards for the Time Period you select.

Requesting Leave Time Off

Since Leave is managed and monitored in eTime , the requesting for leave must be
executed in eTime

After logging into eTime , click My Actions.

To request Time Off, click the link for Request Time Off.

MY ACTIONS

Last Refreshed. 557 PM

Refresh

Categories I All LI

Actions

8 Feguest Leave Time @J'EEH:.' Employes - Request Time@

u BiWWeekly Employee - Cancel Time Off Request s Cancel Leave Time

Use the drop down for Request Type to select the Pay Code for the type of
Leave you are requesting. Types of leave include Comp Time Off, Vacation, and
Sick.
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.3 hitps:/feetimetest6.adp.com - Time Off Reg

Time Off Balances (hours) as of today
Comp Time Balance:

Floating Holiday Balance:

Sick Balance: 16:00

Vacation Balance: 20:00

Time Off Request

* Request Tyg® Camp Tirme OF
e
et —r_

Message:

* Hours: ® gpecify Hours O Same Hours as Scheduled Shifts

Fill In only if Specify Hours Is selected above

Day Type: © Scheduled and Non-scheduled Days & Scheduled Days
-
&] Done 2 B Intermet

Enter the Date from or use the calendar icon to select the date.

* Start Date: E=
* End Date: | |

Enter the Date to or use the calendar icon to select the date.

* Start Date:

* End Date: (

In the Message field you can enter any information you wish to supply for the time
off request.

Message:

Click Specify Hours.

* Hours: &) Specify Hogts O Same Hours as Scheduled Shits

In the field of Start Time: enter the time your leave is to begin.

Start Time: | |

24 of 34



Enter the number of hours per day you will be requesting off.

Hours Per Day:

For Day Type click Scheduled and Non-scheduled Days

Day Type: @heduled and Nnn-scheduh@) Scheduled Days

Click Next.

[Next] [Reaet ][ Cancel ]

Click Save and Close. The request is routed to your Reports To Manager who will
approve or reject your request.

Thank you for your TimeOff Request

Save & Close

éjDUFIE é G Internet

You will receive an email informing you that your request has been submitted.

You will receive an email informing you that your request has been approved or
rejected by your manager.

Upon approval by your manager, the PayCode for the type of leave you requested
will now appear on your timecard for the date you requested.

You will also be able to check your Inbox in eTime by clicking My Actions then
Inbox.

Cancelling Leave Time Off Request

After logging into eTime , click My Actions.
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To cancel a request for Time Off that has been submitted, click the link for Cancel
Time Off Request.

MY ACTIONS

Last Refreshed. 557 PM

Refresh

Categories I All LI

Actions

= Fe : T

® Bileekly Employees - Request Time Off
u BiWWeekly Employee - Cancel Time Off Request s Cancel Leave Time

Use the drop down for Request Type to select the type of leave you wish to cancel.

a https:/ /eet.adp.com - Cancel Time Off Request - Microsoft Internet Explorer | _|- _ID il
=
Emplovee ID:
Employee Hame:
Sick Balance: 1764:00
Vacation Balance: 35200
* Request Type "
* Start Dates | =
* End Date: I =
Save & Close | Reset | Cancel |
[
|i&] Done l_ ’_ l_ ’_ E |4 Internst A

Enter the date for the time off you are canceling starts.

* Start Date: —| E=k
* End Date: | vl
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Enter the date for the time off you are canceling ends.
* Start Date:

Tl
* End Date: <

Click Save and Close. The request is routed to your Reports To Manager who will
approve or reject your request.

[ Save & Close ] esat Cancel

v

You will receive an email informing you that your request has been submitted.

You will receive an email informing you that your request has been approved or
rejected by your manager.

Upon approval by your manager, the PayCode for the type of leave you requested
will be removed from your timecard.

You will also be able to check your Inbox in eTime by clicking My Actions then
Inbox.

Extended Lengths of Leave Time Request

Extended lengths of leave time refer to leave that will apply to Family and Medical
Leave Act (FMLA), Short Term Disability, Long Term Disability or Military Leave.
You can request this type of leave from within eTime.

After logging into eTime , click My Actions.

To request leave for an extended period of time, click the link for Request Leave
Time.
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MY ACTIONS

Last Refreshed. 557 PM

Refresh

Categories I All LI

Actions

Fequest Leave Time ® Bileekly Employees - Request Time Off
= BiWeekly EMPICYEE - Cancel Time Off Request

s Cancel Leave Time

Use the drop down for Leave Category to select the type of leave you wish to
request.

-

Click Next.
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Use the drop down for Leave Reason to select the reason for leave you wish to
request.

Use the drop down for Leave Frequency to state whether the leave is continuous or
intermittent.

>

Enter the date for when the leave starts.

>

Enter the date for when the leave ends.

>

Select how the leave hours will be used.
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Enter how many hours will be used each day.

Describe why you need the leave in the description box.

Click Send and Close. The request is routed to your Campus Leave Administrator
who will approve or reject your request.

>

You will receive an email informing you that your request has been submitted.

Your Campus Leave Administrator will process your request, the PayCode for the
leave you requested will be recorded from your timecard.

You will also be able to check your Inbox in eTime by clicking My Actions then
Inbox.

Cancelling Extended Lengths of Leave Time Request

After logging into eTime , click My Actions.

To request leave for an extended period of time, click the link for Cancel Leave
Time.
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< >

Use the drop down for Leave Category to select the type of leave you wish to
cancel.

Click Next.

31 0f34



Use the drop down for Leave Reason to select the reason for leave you wish to
cancel. This needs to be the same values as the original request.

>

Use the drop down for Leave Frequency to state whether the leave is continuous or
intermittent.

Enter the date for when the leave starts.

_ >

Enter the date for when the leave ends.

_ >
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Enter the reason why you are cancelling your original request.

Click Send and Close. The request is routed to your Campus Leave Administrator
who will approve or reject your request.

>

You will receive an email informing you that your request has been submitted.

Your Campus Leave Administrator will process your request, the PayCode for the
leave you requested will be removed from your timecard.

You will also be able to check your Inbox in eTime by clicking My Actions then
Inbox.

Your Inbox

After logging into eTime , click Inbox.

Your Inbox is much like your email account at your campus except it reflects any
messages or tasks associated with your Time Card, Time Off Requests, and Leave
Case Requests.
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The Inbox will default into the Tasks section. Click the Messages link to show the
Messages section.

Any messages you have regarding leave and time of request s will appear in this
section. You may Open, Reply, or Delete the messages by using the tool bar.

You may also send a new message by clicking the New button from the tool bar.

Logging Off eTime
After completing or reviewing your information, you need to log off of eTime

The Log Off link is located in the upper right hand corner of the eTime page.

O
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