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Registering for Self Service

1. Open Internet Explorer, in the address bar, type https://portal.adp.com, press Enter.

2. Click the First Time Users Register Here link on the Self Service Login page.

User Lugin Administrator Lugin

w First Time Users Register Here

w Update My Security Profile

= Change your Password
w Make This Site Your Home Page

m Forgot your User Id
w Forgot vour Password

2008 Automatic Data Pro E PRIVACY B LEGAL

3. Click Register Now.

AR

Welcome!

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

and you'l create a unigue password. Then you'l be ready to log on and start using ADP services. = Our Security Commitment

- S y
Ready to get start? . Register now | e

= | egal Information

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

&) Enter your registration pass code
€ erify your identity

€) Enter your contact infarmatian
€} Enter your security infarmatian

© view your user ID and create your password

What you need to register:
= Registration pass code Learn Mare

Already Registered?

Do you already have an ADP user ID in the following format: JSmithi@ Company ?
If yes, you are already registered for ADP serices. Do you want to add 3 service?
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4. Enter your Registration Pass Code (USG-6775) and click Next.

VPP

Register for ADP Services

Please enter the following information to register for ADP services.

Step 1 of 6

1. Enter Your Registration Enter Your Registration Pass Code

Pass Code ‘Your employer provided you with a registration pass code when they instructed you to register online for ADP services. If you don't know
2. verify Your |dentity what your pass code is, contact your administrator for assistance

3. Enter Your Contact A -

Inforrmation Note: The pass code is not case-sensitive.

4. Enter Your Security b = Required

Infarmation

5. View Your User Id & Create

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

. Confirmation

& next |
A

5. Enter your data in the fields with the »>. After completing these fields, click Next. Please Note — you
must enter your name as it appears in the HR/Payroll system of record.

AP

|Register for ADP Services

Flease enter the following information to register for ADP services

Step 2 of 6

1. Enter Your Registration WeriiyAvouchdentity;

Pass Code ADP is committed to protecting your privacy and ensuring that only you can access your data. We ask for some personal
2. Verify Your Identity 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 services

Information

4. Enter Your Security I want to verify my identity using:

I_'-'f_'j__rmaﬁ"j” @& Social Security Mumber (SSH)

5. View Your User ID &

Create Your Password O Individual Taxpayer ldentification Number {ITIN}

&. Confirmation | | | R
Your SSM is used during the account creation process: it is not used for any other purpose

= Required

First MName: ’| ||_'Your legal first name: do not enter a nickname. )
Middle Initial: L]

Last Mame: D| ||_,&pnstrnphes and hyphens are allowed )

SSN: ’l:l {All nine digits in any format)
Confirm SSHN: Dl:l {All nine digits in any format)
Date of Birth: o Swontny » ©ay)
- Next | . Cancel |

RIVACY & SECURITY

&P Internet H100% -

6. In rare circumstances, a second page (below) of Verify Your Identity may appear. This may be due to
incorrect data being entered in the previous screen. If this occurs, click Cancel and verify your entered
information. Note — you must enter your name as it appears in the HR/Payroll system of record. If all
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data is correct and you are still seeing this form, please contact the HR/Payroll Office for more
information.

£3P

Register for ADP Services

Please enter the following information to register for ADP services.

Step 2 of 6

1. Entar Your Registration Verify Your Identity

Pass Code We need some mare infarmation in arder to werify your identity. Please complete the infarmation on this page
2. Verify Your ldentity

3. Enter Your Cantact = Required

Infarmatian

4. Enter Your Security A.Select a Service

Infarmation .

5. vigw four User Id & Create| Service: » | Self Service b
Your Password

. Canfirmation B. ADP Self-Service Information

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

Employee 1D: » | |
PIN: q |

. Next | . cancel |

7. Complete the fields on your Contact Information and click Next.

AP

Rigister for ADP Serdcies
[iaaan avier 32 F2komvrg mizTradion 12 regriter o1 ALY aamazen

Siap Sofd
(frarRagatate | Emler ¥owr Contact Iafszmation

2 it s-mil B i dandp uised B eodBCitiani. I restincain’y, 3o Sl Ped ek iSas e
- -

[ Evwn v Gt 7 Felpsnd

| fomassoa

4 Erdw: Faar Sacady | Firset Hewmea: v i

Irprmadan

=Wy T Ly W BT Ll a e L] 1Aptal v ared yphars or dbewed |

oux Pangwaad

5. Coafraasan Beasiiass Perional E-Meil: ] (T c-ml slvans is anly ursed Fas rotBe biaas )
Canflirn E-Mali: ]
Fume (Aund sy ol Puribar i oy beea
[ 0T W casce
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8. Complete all the fields on your Security Information and click Next.

AP

egister far ADP Services

tagakil Enlar Towr Secudby Infomsaticn

Fiof Bata ATy IS EEE, o Meas] el vl Srenl Felaily Guasiind B8d Sl Uhee fanits. Iy rged ies? Mg aaanad . i
el Do b o e T (RAESHON: ) IR 1 VY et T,

Impaariani: B o to chocas asrweas 4o Can neTambe

I L o Youmr Secaminy ¥ = Requad
wlerriabz
Vot T T W e L h:
et CitpTamn of Bith: P

(= Lyl ]
e - DHIR] B s o VO Lhe B B0 BT BT AR
Sty Chgatian 1: * e
dArguer 1 L

Sainci a cfsrest quealon fom the E: arg ATHY JTUL ST

Fempriry Quegian * ———
firowrer I *
W e Wl i

The View Your Userid & Create Your Password will appear. Your user ID is displayed.

Note your Userid here: @USG

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

£33

%h&r‘lurhﬂp Sarvicas
et thit dollwalng imke e 10 s E bor AOF gerae.

Enop il &

i E i Your Feglatabor Wiew Your MOP Sendons Ueer I
- et upsr Dm pacaded Bafcw ol uos fs F and poeeeors o bog onda ADP serscen. A caalimiasza s-mal condaning your ass: D wd

Li

B WHR VL L W B
Creaia Your Fanrwesd

E Confrmakor

Craabka Your AP farvicos Pessweced

fewr parwsord meset ke of bt § charsclen lzag and reead conbmn of teast 1 biter s sdbo | romser o 1 spenal ceescde

W1 Vit Pl i DO ST

+ = Rpgaand

Crasis Pmrsand: [ Exampis: Poaweeddl]
Carliim Pamsaced: k

Bl 5o [ T
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10. Enter your password in the Create Password field.

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. _ -

BV T Ly W E -
Creals Yeor Fasswesd

£ ConfrTodon

reake Your ADP Frrvicos Passwerd

¥ prrweerd went be of bl charscten izag and mes! conlen o least 1 elter and sdbar 1 romse or 7 special Sl

o] ¥t prasnond 15 S SOrRaE

b = Rgqaaed

Crasis Pmrsard: L] Examgs: Fanaeveedd]
Canltim Pamsced: k

il sore Wl cercn

11. Re-enter your password in the Confirm Password field and click Submit.

BV T L W E Smren S
Creaia Yoor Paarwerd

£ ConfrTodon

reake Your ADP Frrvicos Passwerd

¥ prrweerd went be of bl charscten izag and mes! conlen o least 1 elter and sdbar 1 romse or 7 special Sl

o] ¥t prasnond 15 S SOrRaE

b = Bpguasd

Crasis Pmrsard: L] Examgs: Fanaeveedd]
Canltim Pamsced: k

il sore Wl cercn

12. The Confirmation page will appear. You are now registered for Self-Service. Click Close.

AP

Register for A0P Sarvices
[Tnaze aver (1 fzlomng Irormutian Lo regatat b SO0 Tenizen

Siap b of 6
Tl TamiF sirates B Thasrk: yon for ieapstonin
ey ol Vi @ e kg 0 18, ond Sl i vour ADP seiin

Wiodes: e vl coannadaing oar Lbser 10 g sy st 1 the pidveas v proskded

Log 0w Bo an ADP Sarvics

16 Coayw  Tha fobowiag S0P seracea m cumenlly svadadie 4o you. Salecl 2 wersice and chick Lag Oa. Fpog want 12 lag an Later, dick
Your Piasswesd {icaw

. Caali b
= o Yeen AOF Samci
il Lo

Relbd AP Sarrvies

Thee bollpwing pditional ADF seracos | wvalable oo vou. To decocimg onothor Sesice Wi your sser oot Chok Add
Araiher Serdcs

= AOF Service

il /22 inoter Saraca
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The next step is to add Additional Services, so you have access to eTIME.

Adding eTime

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

User Login Administrator Login

< = First Time Users Register Here >

» Update My Security Profile

w Change yvour Password
» Make This Site Your Home Page

3 W = Forgot your User Id
iy . w Forgot vour Password

2008 Automatic Data Proc E PRIVACY B LEGAL

2. Click Add a Service and log in using your Userid from step 9 above and your new password.

/PP

Welcome!

Welcomel ADP is comrmitted to protecting your privacy and ensuring that only you can access your personal '
infarmation. To assist us in meeting that commitment, you must register with us before using our services. During o = |
registration, you'll be assigned a user ID and you'l create a unigue password. Then you'll be ready to log on and start = Qur Security Commitrent

uging ADP services.

= ADP Privacy Statement
Ready to get started? (] Revisternow < Already Registered? (@ Adda Senvice |

= | egal Information

The Registration Process At-a-Glance
Here is how to register for ADP sewvices Do you already have an ADP user ID in the following
@ Enter your registration pass code farmat: J3mithi@Cornpany?

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

© View your user ID and create your password

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

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

Manage My Services

The following ADF 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 service that is pending and want to use your pay statement or form W-2 to associate that service with your user account, click Try
Again.

Important: If ADF serices 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

Enterprize eTIME Add

4. Enter your Employee ID number and click Submit.

@ Welcome, Diana Grillo
Yerify Your Identity
Wye need some infarmation in order to verify your identity. Flease complete the infarmation on this page.
b = Required
Enterprise eTime Information

Employee ID: » 122223| (our Employee ID is provided by your manager or systerm administrator.)
. Submit_| cancel |

5. Upon successful completion, you will see the following screen:

m Welcome, John Doe
Manage My Profile | Change My Password [RERVELE!TRUVE-CIZILLH

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 fram your account, click Delete.

<<8ervice Name>> hag been added successfully.
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Log On

Access the eTime Timesheets link from the Employee Self Service Portal.

1. Open Internet Explorer, in the address bar, type https://portal.adp.com, press Enter.

2. Click *User Login’ button.

N
[] Administrator Lngin
N
|

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

= Change your Password
w Make This Site Your Home Page

» Forgot your User |d
w Forgot vour Password

E PRIVACY B LEGAL

Employee Access [09:35:37:3927]

User name: |ﬁ | v |

Passward: | |

[CIremember my password

4. The Netsecure Portal will appear. The application links allow you to enter into each application.
| e

Home Home | Manager | Time | Myself | Money | Benefits | Career

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

USG Employee Self-Service Portal Appl ication IinkS

& Toaccess the eTime system, goto the "Time" tab above sitory for all forms employees may require
» Toaccess your benefits, select the "Benefits” tab above

Recommended Links

Click the links below for additional information:

USG Site:
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5. Click the Time application link

e

Todayis Apr 7, 2075

Home Home | ys-elf | Money | Benefits
Language Option: nghsh | Espaficl

6. Click the Here link for All other employees if you are not a manager or approver of time cards.

Time and Attendance

ManagersiApprovers: Click Here to access eTIME

All other employees: CIiMccess eTIME.

N’

7. Now you are in the eTime application

My Information
s My Timecard
= by Reportz

® My Actions

8. You will click the various links —
a. My Timecard will take you into your time card
b. My Reports allows you to view you leave accruals and time card for printing
c. My Actions allows you to request time off if you are eligible for time off

Project View Time Card for Monthly Employee

The Project View timecard for Monthly Employees is to record the usage of Exception time such as
Vacation or Sick. It records the total number of hours to be deducted from the accrual of the
Exception Time Accrual buckets.

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.
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Entering Exception Time in a Project View Timecard

Click in the cell on the day where you need to record Exception Time. Type the number of hours to
be recorded. To enter your Exception Time, follow these steps:

TIMECARD

Loaded: 2:40PM

Name & ID |M\IIer, Stanley MONTHLYS220

Time Period |Currem Pay Period -

| save | ns = Punch ¥ Amount~ Accruals * Comment > Approvals * Reports ¥ Leave =

Week starting: Sun 3/29
Pay Code Sun 3129 Mlon 3530 Tue 331 Wed 401 Thu 402 Fri 4103 Sat 4/04 Total

] wacstion - - 200 00
00 &0
WMUH 4/05
ay Code Transfer Sun 405 Mion 4106 Tue 4i07 Wed 403 Thu 4109 Fri4nn Sat 411 Total

< ] wacation - - 4:00 . 4:00,
] Sick - - a00 5 & on
400 &00 1200
Week un 4712
Pay Code Transfer Sun 412 Mon 443 Tue 4114 Wed 415 Thu 416 FridnT Sat 418 Total
| < ] Hours Warked - - -

1. Click the drop down in the Pay Code column, select the Pay Code that applies to the Exception
Time (vacation, sick) used

2. The actual hours used will be entered on the day of the Exception Time.

3. If both types of Exception Time (vacation, sick) need to be recorded on the same week, insert a
row by clicking the icon. A new row will appear below the Pay Code for the first Exception Time.

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) used.

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

6. To remove a Pay Code if placed in error, click the ] icon. You will be asked to “Erase data for
the entire row?” Click Yes. The row will disappear when you Save the Timecard.

7. Click ‘Save’. Notice that the TimeCard title is orange but once saved turns black.
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Adding Comments

To add a comment to any cell, right-click in the cell and choose ‘Add Comment’, or Comment > Add.

Actions * Punch * Amount ¥ Accruals, rovals * Reports * Leave ¥
A Comment Add Comment X
Dielete Comme :

Week starting: Sun 5/17 r

Pay Code Tranzfer Delete Mote — Mon 518 ] Comments - -
a Hours Wiorked - - 200 d 12 Hour Off Violation j
500 Absence with =1hr notice
Absence with 1hr notice

Absence with no notice
Week starting: Sun 5724

Approved
Pay Code Tranzfar Sun 5024 Mon 5525 .
| Hours Worked - - Company Meeting
B ‘acation - - &00 - Decrease QTY Reported
200 Depanrment Shortage j
Hote

|Java Applet Window

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.

£

Schedule | People | Reports

*“TIMECARD |
Loaded: 4:28PM Hame &ID  |Barker, Mincty

Time Period |Previous Pay Pe

Actons * Punch * Amount ¥ Comment ¥ Approvals ¥ Reports «

GEMERAL = MY QUICKHNAYS - MY INFORMATION ~
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Approving the Timecard

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

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

IHVIECARLD

Hame &10  [Miler, Stanley [MONTHL Y3220
Last Saved: 3:22PM

Time Per]

Approvals

m Actions * Punch ¥ Amount > Accruals ¥ Comm:

Approye
Week starting: Sun 3/29 Remove Appraval
Pay Code Transfer Sun - Tue 331 Wiz 401 Thu 402
B B vacetion = - prove o 800
Sign Off 200
Remave Sign-Off
Week starting: Sun 4/03
Pay Code Transfer Sun 405 Mon 4106 Tue 407 Wi 4103 Thu 409
< | Sick - - 4:00
B Wacation - - 00
4:00 00

Click on ‘Approvals’ then ‘Approve’
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Viewing Accruals in eTime

Accrual Balances are updated instantly once the Timecard is saved. The Accruals Tab at the bottom
left of the Timecard will reveal the balances for your Exception Time.

Accrual Detail Tab

Accrual Detail Tab reveals 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.

TOTALS & SCHEDULE ACCRUAL DETAIL ACCRUALS AUDITS .
Balance as of | /302003 ~| I

Carryover Earned Taken Planned Pending

Type r Reporting Perioc Units TR To Dete To Date Available Takings Grents
Perzonal 10172009 - 1213172003 Hour oo 4000 oo 40:00 0:00 o0 4000 J
Sick 410172009 - 4 2/31 2003 Hour o0 40:00 4:00 36:00 0:00 o0 G600 j

Wacation 10172009 - 1243172003 Hour Qa0 &0:00 16:00 B4:00 00 00d SE:00

g

1. Balances will be reflected based on the date selected in the Balance as of field. Select the date
then click the Apply button.

Ending Balance

2. The column labeled “Earned To Date” reveals the balance of your accrual as of the date selected
in step 1.

3. The column labeled “Available” reveals the amount of hours that have been recorded as taken
during the calendar year as of the date selected in step 1.

4. The column labeled “Taken To Date” reveals the amount of hours that are available for use which
is the result of subtracting the hours in the Taken column from the hours in the Earned To Date
column.

5. The column labeled “Planned Takings” reveals the amount of hours that have been recorded to be
taken during the calendar year after the as of the date selected in step 1.

6. The column labeled “Ending Balance” reveals the amount of hours that are available after those

hours in the Planned Takings column have been subtracted from the Available hours. This balance
will be reflected on the Accruals Tab in the “Balance Without Projected Credits” column.
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Accruals Tab

Accruals Tab reveals the projected Balances based on the accruals that will be produced during the
calendar year.

Important Reminder: You are not allowed to take Exception Time (Vacation, Sick) that has not yet
been earned and deposited into the Accrual buckets.

TIMECARD

Hame & ID ‘Miller‘ Stanley MONTHL Y9220
Loaded: 3:45PM
Time Period |Current Pay Period -
Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ™ Approvals ¥ Reports ¥ Leave ¥
Week starting: Sun 2/20
Pay Code Transter Sun 3/29 Mon 3130 Tue 331 Wi 4101 Thu 4102 Fri 403 Sat 4104 Tatal
%] ‘acstion - - 00 8:00
00/ 8:00/
Week starting: Sun 4/05
Pay Coce Transter Sun 405 Mon 406 Tue 4007 e} 400G Thu 4103 Fri4f0 Sat 4411 Tatal
[ | Sick - - 400 400
x| ‘acation - - 00 &:00
400 200/ 12:00

Week starting: Sun 4,/12 -

TOTALS & SCHEDULE | ACCRUAL DETITs
Accrual " Balance d Units Balance Projected Projecte Projecte Prof o Balance without
Code Selectsd Date Thraugh Debits Credits Balance Projscted Crecits
F oliciz 20 Day 10172010 0o 20 20 20
P 1 40:00 Hour 10172010 ooo 40:00 40:00 40:00

Sick 400 Haur 10172010 ooo 4000 4000 3600
“acation 000 Howr 101200 800 8000 120:00 5600

1. The column labeled “Balance on Selected Date” reveals the balance of your accrual as of the last
accrual update which occurs on the 28™ of each month when your amount earned is added and the
hours used is subtracted.

2. The column labeled “Balance without Projected Credits” reveals the balance of your accrual with
the amounts used during the current month that have been recorded on the current timecard or any
future request.

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: 1026 PM

Refresh
Categories | All bt

Actions

s Cancel Leave Time 8 Cancel Time Off Reguest

s Reguest Leave Time Fegquest Time Off
16 of 24



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.

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 Ty Comp Time Off | v
e —

* Start Date: [E=i

Message:

* Hours: @ Specify Hours © Same Hours as Scheduled Shifts

Fill in only if Specify Hours is selected above
Start Time:

Day Type: © geheduled and Man-scheduled Days (& Scheduled Days
-
& Dene S @ Iternet
=

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

* Start Date: E=
* End 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 Hour® O Sarme Hours as Scheduled Shifts

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

Start Time: | |
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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-schedule@) Scheduled Days

Click Next.

[Next] [R‘eset ] [ Cancel ]

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

ey = o [ [OX) |
Thank you for your TimeOff Request

Save & Close

@Dnne é O Inkernet

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.

To cancel a request for Time Off that has been submitted, click the link for Cancel Time Off Request.
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MY ACTIONS
Last Refreshed 10:26 PK

Refresh

Categories | Al v |

u  Cancel Time Off Request
a s

Actions

u Cancel Leave Time

| = Recguest Leave Time

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

3 https://eetimetest6.adp.com - Cancel Time Off Request - Microsoft Internet Explorer

Employee ID; 0117253
Employee Hame: Ellis, Sharon L
Comp Time Balance:
Floating Holiday Balance:
Sick Balance: 16:00
Vacation Balance: 20000
* Request Type: ‘ Comp Time Off  w '
[ Save & Close ] [Reset ] [ Cancel ]
&] Done 2 @ Incernet

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

* Start Date: |

* End Date: | vl

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

* Start Date:

| |
* End Date: (

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

Save & Close | eset Cancel

\/
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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 Off Request

Extended lengths of leave time refers 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.

MY ACTIONS

Last Refreshed 10:26 PK

Refresh
Categories Al v '

Actions

® Cancel Leave Time = Zancel Time Off Regquest

< u Reguest Leave Time > Request Time Off

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

2} https:/leetimetest6.adp.com - New Leave Case Request - Micr... E@§|

Employee ID: 0117243
Employee Hame:
Manager: UATTEST1, MANAGER
* Leave Cateuo
’ Mext = ] ’Reset ] [ Cancel ]
%.Done é @ —
Click Next.
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A hitps:/eetimetest6.adp.com - New Leave Case Request - Micr.... [= |[B][X)

Employee ID:
Employee llame:

Manager: UATTEST1, MANAGER

Leave Category: FHLA

* Leave Reason: chilg ~
Leave Frequency: | Continunus v |

Intermitient leave frequency means you will be taking off only
some of your scheduled work time.

* Leave Start Date: /—\

Leave Hours: © Same hours each day O Variable hours

ximate Daily /—
ave Hours:

Example: 2o 4 hours

* Describe Details of your Request:

&) Done S P Internet

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

* Leave Reason: i Child V—|

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

T ———
|

L S e TR | ontnooe
Intermittent leave frequency means you will be taking off only
some of your sche ark tirme.

Enter the date for when the leave starts.

* Leave Start

Leave End Date:

=t

Enter the date for when the leave ends.

* Leave Start Date: |

=0

Leave End Dat |

Select how the leave hours will be used.

Leave Hours: () same hours each day () variable hours

Enter how many hours will be used each day.

* Approximate Daily ‘ |
Leawve Hours:

Example: 2 t0 4 hours
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Describe why you need the leave in the description box.

* Describe Details of your Request:

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

= Eiat:kg Send & C|D@QESH ] [ Cancel ]

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 Off Request
After logging into eTime®, click My Actions.
To request leave for an extended period of time, click the link for Cancel Leave Time.

MY ACTIONS
Last Refreshed: 10:26 P

Refresh
Categories | Al B

Actions
® Cancel Leave Time Cancel Time Off Reguest
C] ® Request Time Off

Use the drop down for Leave Category to select the type of leave you wish to cancel.
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A https:/eetimetest6.adp.com - New Leave Case Request - Micr... |Z||E|fz|

Employee ID: 0117253
Employee Hame:

Manager: LUATTESTH, MANAGER

e Cmego

’ Mext = ] ’Reset ] ’ Cancel ]

@ Done é 0 Inkernet

Click Next.

2 hitps:/eetimetest6.adp.com - Cancel Leave Case Request - Mi...

Employee ID:
Employee Hame:

Manager: LIATTESTT, MANAGER
Selectthe samewalues as in the original reguest.

Leave Category: FrLA

o

* Leave Reason: Child h

Leave Frequency: Continuous V]

* Leave Start Date: vl
Leave End Date: vl

for C ing the

[ < Back ] [ Send & Close = ] [Reset I I Cancel I

@ é ‘ Inkernet

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.

* Leave Reason: Child w

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

Leave Frequency: |—I_C|:|ntinuc|us ~

Intermittent leave frequency means you will be taking off only
some of your scheduled waork time.
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Enter the date for when the leave starts.

@n Date: =5

Leave End Date: [ v

Enter the date for when the leave ends.
* Leave Start Date: | |:=r::|_|v

Enter the reason why you are cancelling your original request.

Reason for Canceling the Request:

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

—
< Back Send & Close = eset ] [ Cancel ]

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.
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