ADP TIME & ATTENDANCE
“ETIME” MANUAL

CARTOYS, INC. AND WIRELESS ADVOCATES, LLC




TABLE OF CONTENTS
BRIEF INTRODUCTION

TIMEKEEPING RESPONSIBILITIES
NAVIGATION TO eTIME
EMPLOYEE TASKS

Basic Timestamp Punch In/Out (hourly employees only)

Accessing Your Timecard
Resolving Timecard Exceptions (hourly employees only)
Add a Comment
Working at a Different Location — Transfer Labor (hourly employees only)
California Meal Break Penalty (hourly employees only)
Puerto Rico Meal Break Penalty (hourly employees only)
Viewing Hours Worked (hourly employees only)
Timecard Approval (hourly employees only)
Remove Timecard Approval (hourly employees only)
Requesting Time Off
View the Status of a Time Off Request
Retract a Time off Request
Cancelling an Approved Time Off Request
Viewing Schedules and Time Off Requests
View Accrual Balances in Your Timecard
Accessing Employee Reports
Run the My Accrual Balances and Projections Report
Using the Inbox

MANAGER TASKS
Quick Links
Daily Tasks
Editing Your Employee’s Timecards
California Meal Break Penalty - Manager Review
Puerto Rico Meal Break Penalty - Manager Review
Resolving Timecard Exceptions
Timecard Approval by Manager
Remove an Approval from a Timecard
Historical Edits
Manage a Time Off Request
Managing Work Schedules — Access Schedule Editor
Managing Work Schedules — Create or Change a Work Schedule
Managing Work Schedules — Create an Ad hoc Shift

Rev 03/02/16




Managing Work Schedules —Run a Report of Employees Work Schedules
Manager Delegation — “Proxy”

Delete a Manager Delegation Request

Find an Employee Using QuickFind

Find an Employee Using Search

Find Time Data Using Search

Accessing Online Help

Running Reports
GLOSSARY OF TERMS

Rev 03/02/16




BRIEF INTRODUCTION
ADP eTIME is a Time and Attendance System that allows

Employees to:
e Enter time worked (hourly employees only) via timestamp punch in and out
Submit requests for time off (i.e. paid time off, vacation, sick, etc.)
Access and view timecard details, making corrections to timecards as necessary to ensure accuracy
View paid time off balances (i.e. paid time off, vacation, sick, etc.)
View work schedule and calendar

Managers to:
e Manage employee requests for time off (i.e. paid time off, vacation, sick, etc.)
e Maintain employee’s work schedules
e Generate reports to aid in resource management and other related business operational tasks
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TIMEKEEPING RESPONSIBILITIES

Employees:

1.

Each employee is solely responsible for the accuracy of his/her timecard, and must make edits in eTIME to
document any timekeeping discrepancies. Falsifying any time record is prohibited

Timestamp punch in and out

Make edits to incorrect or missing time punches

Report missed, late, short meal or rest periods

Approve time card on the last scheduled shift of each pay period

Notify manager for corrections needed after a pay period has ended

Managers:

1.

Review all direct reporting employee’s timecards at the end of every pay period

Examples of what to look for include:

a) Unpaired punches to be corrected

b) Pattern of unpaired punches

c) Meal break variances, missed meal breaks

d) Non-compliant edits

e) Excessive edits

f) Patterns of acceptable and unacceptable edits

A manager can only edit an employee’s timecard if the individual is on a leave of absence or if the employee has
terminated and he/she is unable to enter remaining time data

Sign off “approving” all direct reporting employee’s timecards before 10:00 a.m. PST on every Monday following
the close of the pay period

Submit historical edits (i.e. missed hours worked, vacation or sick time) to the ADP Employee Service Center
Hold employees accountable to the timekeeping policies and procedures, partnering with Human Resources for
non-compliance

Run and review available timecard reports to manage timecard exceptions (see examples noted above)
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NAVIGATION TO eTIME

Login to the ADP Portal (https://portal.adp.com/public/index.htm)

User Sign In First Time User

USER SIGN IN CREATE ACCOUNT

Nee Heip Geting Started?
ADMINISTRATOR SIGN IN
Make This Ste Your Home Page

& Forgot Your User ID?
@, Forgot Your Pessword?

Change Your Possword

From the ADP Portal > Time & Attendance > eTIME

Welcome, Test Kiosk Employee

Home | Time & Attendance - | Pay & Taxes | Personal Information +

Managers you need to be in your “employee” role to access the Time & Attendance tab

A new browser window will open in eTIME. The eTIME system view is based on your specific role and access.
Example Employee View in eTIME
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Example Manager View in eTIME
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Basic Timestamp Punch In/Out (hourly employees only)
Starting Point: My Information > My Timestamp

1. Click Record Timestamp to record your start and end times

A Myinformation ™

My Timestamp

Last Timestamp: Tuesday, November 11, 2014 9:43AM Eastern Time

9 1 1 12 13 14
16 17 18 13 20 21

28 37 e
——

Inbox - ‘ni

|| Cancel Deductions Link Name  Inbox

@ Record Timestamp

Applicaton  Not Applicable

Timecard

Time Period  Current Pay Pe___

Pay Code Amount
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Accessing Your Timecard
You can access your timecard to view how timestamp recorded your time.
Starting Point: My Information > Timecard

1. Inthe Timecard widget, click the gear icon [ 3

2. Select Pop-Out

W —
- C——

L L R L QS
. - s

Preferences...

Pop-out

Close

s

A My Information w

Timecard

dﬂiii My Calendar

Current Pay Period

Date Pay Code  Amount
Sun11/09
Mon 11..
Tuel11/11
Wed 11...
Thu 11
Frill/14

sat11/15

[=) & | Refresh

Transfer Out

Link Name  Inbox
Application  Not Applicable

4]

Account
91300/21H/NCO02/11400/720050/0/2670
S1900/21H/NCO02/11400/720050/0/2670

[z] Account E]
Pay Code
Daily - OT

Regular

I L

My Temestame -
Transfer
- L]

Qﬁ Record Timestamp

Timecard

In the following example, the employee punched in at 9:00 a.m. and out at 6:00 p.m. Because the employee skipped
lunch and cancelled his meal deduction, his timecard shows that he worked nine hours.
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Resolving Timecard Exceptions (hourly employees only)

Exceptions highlight unexpected or unusual transactions, such as when an employee works outside his/her scheduled
time frame, scheduled day or misses a time punch. Exceptions may be resolved by entering, editing or deleting timecard
data.

Starting Point: My Information > Timecard

1. Inthe Timecard widget, click the gear icon k22
2. Select Pop-Out

o -
W C——

Possclind S & UMW S Sine
C et o

w

Preferences...

Pop-out
Close

-

3. Inthe Timecard screen, hover your mouse over highlighted fields to see the explanation for the highlight. In the
example below there is a Missed In Punch on 2/23. To fix this exception, enter your actual start time

Timacard | Schedule People | Raports | Aty B

TIMECARD
Loaded: 12:17PM

Hame & TD Manager, TestKiosk 006017

Time Period |Current Pay Period

| Actions ¥ Punch ¥ Amount * Accruals v Comment v Approvals ¥ Reports ™
Date Pay Code Amount mn | Transfer

Sun 2/21
Mon 2/22
Tue 2/23
Wed 2/24
Thu 2/25
Fri 2/26
Sat 2/27
Sun 2/28
Mon 2/29
Tue 3/01
wed 3/02

ed In-Punch

| 39 (3 Bl B¢ ¢ 3¢) (3¢ ) %) ¢ )

168 64 69 0 ) ) ) ) ) ) )
444444
4 4 4 4 4 4 4 4 4 4
4 4 4 4 4 4 4 4 4 41

TOTALS & SCHEDULE | MY ACCRUALS | ACCRUALS | AUDITS

Date Start Time
Sun 221
Account |‘ Pay Code | i * Mon 2/22 2:004M
TOY/TOY/0000/766/LLS missing/WIWE/006015 | | RS | 3300 * Tue 2/23 10:00AM
Vied 2{24 F:004M
Thu 225 F:004M -

All 4

4. Add, edit, and delete information as required to accurately reflect your timecard information, then click Save.
®| Erase data for the entire row

|Insert a new row
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Resolving Timecard Exceptions (continued)

Timecard indicators and colors

lcons and colors enable you to quiddy recognize items in the timecard. The following icons and indicators might appear:

Descripth
Solid red in a cell indicates a missed in- or out-punch.
Mouse over the red for more information.

Avred border around 3 cell indicates an exception,
such &s a late punch. Mouse over the c2ll for more
information.

ue 1129 A blue border around a date field indicates an

excused absence.

A red border around 2 date field indicates an
unexcused sbsence.

A=almon border around a date field indicates that an
employee has justfied an absence.

Asalmon border around a cell indicates that an
employee has justified an exception.

A green border around a cell indicates missing time
10:13 AM that 2 manager has justified or marked as reviewed.

I“‘IU AMB Agresn border around a date indicates an absence
that 2 manager has justfied or marked as reviewed.

5P 5] Asmall orange and yellow note icon indicates a
: comment about the cell's contents. Click the cell, then

the Comments tab to view the comment.

Atran=action shown in purple on a white background
indicates that the system added a transaction, and
that you can edit it

Atran=action shown in purple on a gray background
indicates that the system added a transaction, such
as 3 holiday, and that you cannot edit it

An () before 3 [abor account in the Totals section
(0102013054041, indicates that the: 2ccount is not the primary lzbor

00103 2017305/4041.. ccount.

An () after 3 date in the Schedule section indicates
that there is a stheduled transfer in that shift.
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Add a Comment

If you punch in late, miss a punch or edit your timecard in any way, you need to provide a comment.
Starting Point: My Information > Timecard

1. Inthe Timecard widget, hover your mouse over the field in which you want to add a comment
2. Select the Comments hyperlink to open the available comments
A My Information @
'_T-md

Current Pay Period E] = Refresh

Date in Transfer Out Wl
Sun 2/07
Mon 2/08
Tue 2/09
Wed 2/10
Thu 2/11

izl o —

Sat2/13 Comments

Sun2/14

This is to edit comments and notes

3. Checkmark the applicable comment and select OK
Add Comment E

01-Customer Service

{ 02-Forgot

03-ADP Access System Issue
04 - Miss_late_shrt MB-Inval
05-Miss_late_shrt MB-Vol
06-0ff-the-Clock Communication
07 -0Off-Site Training_Mtg
08-Other

09-Travel Time

10-5ecurity Delay
11-Injury_Accident_llines
12-Bank Dep Military Only
13-Missed_short RE

14-DM Edit-EE LOA_Sick

L
%)
L
L
L
L
L
L
L
L
L
L
L
L

f——
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Working at a Different Location — Transfer Labor (hourly employees only)

Your manager may require you work temporarily at a different location. You can perform a transfer labor transaction on
your timecard for hours worked at the temporary location.

Starting Point: My Information > My Timestamp

Select Transfer
| My Information @
| My Timestamp

Last Timestamp: Tuesday, February 03, 2015 12:47PM Eastern Time

Apphcanon  Not Appleable

—
Temecard i

Time Pesiod  Current Pay

Click Search
In the Select Transfer window, select the appropriate Location. Ask your manager for the location code, if

necessary.
Sk Tramster kd

= &
=@

!‘:ﬂ
v?u
Ol A

o] o

Click OK
Click Record Timestamp to punch in using the new labor account (Location)
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California Meal Break Penalty (hourly employees only)

An employee and employer can mutually agree to waive an employee’s meal period. When an employee works through
a meal period, the employee will receive an extra hour of pay. In the eTIME system the extra hour of meal period pay is
tracked as MEAL BK PNTLY.

Starting Point: My Information > Timecard

1. The employee can view the red flag that something has occurred as a result of the punch
2. Onthe employees’ time card there is a MEAL BK PNLTY applied
3. The Totals tab gives the total of the MEAL BK PNLTYs that are applied for the period shown in the timecard

TH2MI015 - FEront (=l IR | Reesh

L] Traaler Cha
San TNE
Mg 7113 VACATION

Tt Fiila
e Fiid
Tra?l18

FriTfIT

&l

Airnnad
Wl b T P00 FLLS. i) S e pRDE 0 7
WA [TOAD000 1 LS mbsing [ i j00601 7
W b TFT PR § § FLLS. probpieeg S Do PO 7

Tkl Arongah

4. When the day with the flag is highlighted, and
5. DAILY is selected the employee can see the MEAL BK PNTLY is for that specific day, which is 7/15 in this example

) W by bndcrrraanssn =
e — HEE

PIN2J200S - FrEia0f (el B L Bafensh

Trasfer ot
L P12
[T s T
Tue 714 SOk - DR
& wed P15 004 M B

Thu TG ol b6 Dl

Fai Py SO0 M o DRI

Totak Detadls for  Wed 7/ 1520015 Duady B L

A e
W O 00 N TLLS rrppang W Qa8 O0s0 1 TF SEAL B PHLTY
Wk | (T 000 {1 JLL g (W1 DMODSD1 7 RECULAR
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California Meal Break Penalty (continued)

6. Thereis a column the represents the Meal Bonus/Deduction. Hover your mouse over the fork & knife field to view

the description. This field is used for an employee to opt to cancel the meal period.
T by Il ermnaabion: "
fi Tivarcaardd

TH12F200E = F18/200Y ol M | R Bgag =

Dhate Py Cods i Tawnader The Ty
sen 712
L .:

Mg FP1S NACATICN WDt MY Ddiims
Tue P4 [F2 0

La=r L 2]
Wed P15 L=

it LRC
(BT
donnim ang
(R (BT

Torsh Deasde for Tn 7/17/2000  Daly
A Py Conid:
L) (T OB | FLLE rrésshag (W1 D6 (308017 FECULAR
Put a check in the box of the meal period to opt out for that particular day and meal period
A My information &
Tmexard

TAIZfT01S « TAEIF01Y (M | Bafnih

e L] Trarater =]
Faam FILT
Hen 7013

Tt Frld

L R

Toa 7116

FRFfIF

Totals Decals for Wed FriT200% Dy
A
W1 Y (0001 [LLS s W [ 80601
WAL T 3090/ 1 ILLS missng IWTES 9601 7 BECLLAR

The employee is required to add comments to the meal penalty cancellation by clicking in the box
W ey bl rmastion. =

-
T wvrc el

TH1ZF201E « TA1E/201T o B | Rafonsh
ety Fay Code L Trarder [ 3
San FINZ
Mo T[S VACATION
Tuse Pl
wed P15

Thea 7Fj 1

LO RS RS

Totaly Dieeads for  Wad TP152015  Dady

AA R
A TG 00U | LS ardssing (W) D po0s01 7
T IDO0ATT JLLE rigging W1 DMTODE0I T
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California Meal Break Penalty (continued)

9. When an employee cancels the meal period and saves the timecard, the red flag is removed, and
10. There are no longer MEAL BRK PENLTY hours reflected

A My Information w
r-Timet:ard dEIi‘-’i

7,!'\2/20'\5—7:’18;’201EE]E Refresh

Date Pay Code In Transfer Out i il Schedule

sun7{12

Mon 7§13 WACATION

Tue 7§14 12:00PM S:00ANM-6:00PM

6:00FM

Wed 715 4:00PM S:00AM-E:00PM

G:O0PK

Thu7 (16 1:00PM S:00AM-5:00PM

f:00PK

Friz {17 1:30PM S:00AM-5:00PM

E:00PM

= (Bccour: [

Account

WA TOY /00001 (LLS missing (W1 DM{006017 REGULAR

WA (TOY (00001 [LLS missing /W1 DM/006017 VACATION

Totals Accruals
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Puerto Rico Meal Break Penalty (hourly employees only)

Employees can submit a time off request to your manager, access the Calendar widget
Starting Point: My Information > Timecard

UNDER DEVELOPMENT
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Viewing Hours Worked (hourly employees only)

You can view the total hours you have worked from your timecard.
Starting Point: My Information > Timecard

1. On your timecard, click the Totals tab, if necessary

o8B sosn

.
e

Al [=] Account [=]
CAl ~ Account T
! Daily ! Pay Code -
91900/21J/NY002/11400/920119/0 oo oo | Regular

Shift

[ ]

Note: You can view totals by account or by pay code. You can also filter the totals by a range of time, such as Daily,

Period to Date, or Shift
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Timecard Approval (hourly employees only)

You must approve your timecard on your last scheduled shift of each pay period. Each employee is solely responsible
for the accuracy of his/her timecard, and must make edits in eTIME to document any timekeeping discrepancies.
Falsifying any time record is prohibited.

Starting Point: My Information > Timecard

1. Click More and select Approve

Approve
Remove roval

Ll

..
L
L
L
-

-
-
-
-
aham

After you approve your timecard, you will see a message in the upper-left corner

Timecard

Timecard is Approved

Previous Pay Period E} I | Refresh

(s Approved by michaell 2/03/2015 9:24AM

Date Pay Code Amount
[l Sun1/25 ' -

Mon 1/26 ' [ | I ‘ ‘ ‘ X | [ 7 2 ' 5 I 8:00AM-5:00PM
» Tue 1/27 » » ‘ . ‘ . « - ' i 8:00AM-5:00PM

Wed 1/28 g - 8:00AM-5:00PM

Thu 1729 8:00AM-5:00PM

Fri1/30 : : : 8:00AM-5:00PM
sat1/31
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Remove Timecard Approval (hourly employees only)

If you need to make a change on your approved timecard, you must first remove your approval.

Starting Point: My Information > Timecard

1. Click More and select Remove Approval
Timecard &h

Timecard is Approved

- —_
Previous Pay Period l=J & | Refresh MO  oorove

Date In Transfer ou Yo
Sun1/25

Mon 1/26 [ 5:00PM ! | A A 8:00AM-5:00PM

Tue 1/27 [ [ [ [ 5:00PM [ | 2, 3 A 8:00AM-5:00PM

Wed 1/28 | [ [ [ [ 5:00PM [ | 3 X ¥ 8:00AM-5:00PM

Thu1/29 [ [ | 12:00PM | [ 8:00AM-5:00PM
| 5:00PM | I

Fri1/30 [ [ S ! “ 8:00AM-5:00PM

Sat1/31

When you remove the timecard approval, you will see a message in the upper-left corner
Timecard &h

Timecard is Approved

- —_
Previous Pay Period l=J & | Refresh MO  oorove

Date In Transfer ou Yo
Sun1/25

Mon 1/26 [ 5:00PM ! | A A 8:00AM-5:00PM

Tue 1/27 [ [ [ [ 5:00PM [ | 2, 3 A 8:00AM-5:00PM

Wed 1/28 | [ [ [ [ 5:00PM [ | 3 X 5 8:00AM-5:00PM

Thu1/29 [ [ | 12:00PM | [ 8:00AM-5:00PM
[ | 5:00PM | I

Fri1/30 [ [ S ! “ 8:00AM-5:00PM

Sat1/31

Update your timecard and click Save
3. To approve your timecard again, click More and select Approve

+ 8 enan Approve
Remove Approval
R ad -~ ‘- e~

1~ L .

-
-
-
-
aam
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Requesting Time Off

Employees can submit a time off request to your manager, access the Calendar widget
Starting Point: My Information > My Calendar

1. Inthe My Calendar widget select Pop-Out to make the calendar your primary view
Hourly employees’ view

Test Hourly Employee
Sign Out

| Hourly employees’ landing page view |

Last Timestamp: Wednesday, September 23, 2015 8:46AM Pacific Time

Time Period  Current Pay Pe

Date In Out

u

QOO e

=
My Timestamp

Note: Salaried employees, to locate your “My Calendar” widget, click gear icon to pop-out screen as primary
screen

Manager’s view (salaried managers only)

3 1
mp - EOE
~ A Timekeeping ® Manager's landing page view

Quick Links  ~

QuickFind

Accrual Reporting Period

Al Time & Attendance Exceptions
Approve Timecards

Approvals Summary

Employee Demographic Info
Employee Timecard Info

Pay Period Close

Reconcile Timecard

Managers - select drop down
from Workspace to open up
carousel, then select 'My
Information’ link to access the
'My Calendar' widget and
follow remaining steps in
process

Quick Links
2. Select the appropriate pay period and select Request Time Off

A My Information k2

My Calendar

Current Pay Period
. Previous Pay Period

En

Sun 2/14

. R < Time OFf
Current Pay Period equest Time

Next Pay Period Wed 2/17 Thu 2/18

' Previous Schedule Period

Current Schedule Period
 Next Schedule Period

* Week to Date

 Last Week

* Yesterday

* Today

* Yesterday, Today, Tomorrow
* Yesterday plus & days

* Last 30 days
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Requesting Time Off (continued)

3. Inthe Request for Time Off screen
Single Day Off Request

Type defaults to appropriate option
Enter Start date of day you are requesting off Type Basic Global Tme O Redym]
Enter End date of day youare reqUESting off Start date End date Pay code Duration Start time  Length
Select appropriate pay code x| 12/07/20150 12/07/20150 VAC-VA.. =] Hours | =] 8:00AM | 8:00
Duration defaults to hours + Add another time-off period
Enter start time of your work schedule for that day
Enter length of request for time off for that day (Hourly A:mh‘m 12/02/201 4 e
employees enter 4 or 8 hour increments; salaried Sick 25.40 Hour
employees enter 8-hour increment only) Yacauon 2300 Hoen
Enter any notes you would like your manager to view in
regards to your request.
Click submit and your request will be sent to your time . ovsona
off request approver. Enter any notes here for your manager regarding this request.

Example - Single Day Off Request

Multiple Days Off Request
Type defaults to appropriate option
Enter Start date of day you are requesting off Type Basic Global Time Off Red| = |
Enter End date of day you are requesting off Start date End date Paycode  Duration Start time | Length
Select apprOprlate pay code X | 12/07/2015(H# 12/07/2015( VAC—VA...t] Hours [T] E-00AM 8:00

. X | 12/08/2015H 12/08/2015(H VAC—VA...E] Hours E] 8:00AM | 8:00
Duratlon defaults to hOUFS X | 12/09/20150H# 12/09/2015/H VAC—VA,,,E] Hours [- 8:00AM | 8:00

Enter start time of your work schedule for that day
Enter length of request for time off for that day (Hourly Example - Mutiple Days Off Request
employees enter 4 or 8 hour increments; salaried Acombson | 1210272013

employees enter 8-hour increment only) s e
Select + Add another time-off period and repeat steps Vacadan 24:00 Hour
a-g for each additional day off you are requesting. In

this example, the employee is requesting 3 days off for

a total of 24 hours of vacation. Notes Optionad

Enter any notes you would like your manager to View in | emer notes here for your manager reqarding this request.
regards to your request.

Click submit and your request will be sent to your time
off request approver.

In the Request Time-Off window, you can view your accrual balances. To view your accrual balances for a different
date, update the Accruals On field.

Reques: Time OFf %]

Twpe
Sra dave Pay code Duratios Stamume  Length
X | 2/05/2015 @ 2/06/2015 @ Wacavon e Mours w| 700AM @ 500

= Add another time-off period

Accruab on 2j0s/2005 [
Ealamce

Sagk 742 Howr
120:00 Mour
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View the Status of a Time Off Request

Depending on the status of your manager’s action regarding your time off request, you will receive a notification of the
approval, refusal, or retraction of your time-off request. These notifications are displayed in your Inbox. If your
manager has put a time off request in a pending state, you will be notified that the request has been acknowledged, but
the final decision has not been made.

Starting Point: My Information > My Timecard

1. If your manager approved your time off request, the time off is displayed in your timecard, and is displayed on your
calendar as blocked time
Timecard i ""“i

Current Pay Period E] & | Refresh

Date in Transfer Out Hle e Schedule
Sun 2/01
Mon 2/02 7:00AM 4:00PM : : 7:00AM-4:00PM
Tue 2/03 7:00AM 4:00PM : : : 7:0DAM-4:00PM

Wed 2/04 7:00AM 4:00PM % % A 7:00AM-4:00PM

Thu 2/05 Vacation 7:00AM

Fri2/06 Vacation 7:00AM

sat2/07
Sun 2/08
Mon 2 /09 7:00AM 4:00PM % % % 7:00AM-4:00PM

2. You can view the status of your time-off request in the My Calendar widget. Point to the time off request status to
review the tool tip for more information

Thu 2/05 Fri 2/06
v | Employee Time Off R...| || Employee Time Off R...

i Approved Vacation [1.00 d]

Various status indicators available for time-off request

Status Indicator Description

- employee Tme i .| | Y OUr time-off request or your time-off request cancellation is sent to your
manager.

v  employee Tme 0 R.| | YOUr manager approved your time-off request or your time-off request
cancellation.

=/ employee Tme 07 R.| | YOU retracted your pending time-off request.

# emploee Tme Of .| | Y OU Saved your time-off request as a draft.

x| Employee Tme Off R..| | YOUr manager refused your time-off request.
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Retract a Time off Request
You can retract the request for time off if your manager has not taken action on the request (i.e. approved)
Starting Point: My Information > My Calendar

1. Point to the pending time-off request and click the arrow
Thu 2/05 Fri 2/06
[=2] Employee Time Olfﬁ || Employee Time Off R...

2. Select Retract. To view the specifics of the time-off requests, select Details
Thu 2/05 Fri 2/06
|=*| Employee Time Off R |l Fmnloes Time OFf R..
Details

I Retract [

3. Inthe Retract Time-Off Request window, confirm the retraction and click Submit. The request is removed from
your manager’s view.

Retract Time-Off Request X

= Submemed 2/04/2015-9:41:07AM
Modified by Sampson, Phillip
Requested
Type Employee Time O Req

Pay code Vacation
Start date 2/05/2015 End date 2/06/2015
Durason Full Day
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Cancelling an Approved Time Off Request
You can cancel a time-off request that has been approved by your manager
Starting Point: My Information > My Calendar

Point to the approved time off request and click the arrow
Thu 2/05 Fri 2/06
[w] Employee Time Ofl‘& v| Employee Time Off R.,

Vacation Vacation

Select Cancel. To vie the specifics of the time-off request, select Details

Thu 2/05 Fri 2/06
|w| Employee Time Off Rl Fmnlowes Time Off R..
Detalls

Cancel

The Cancel Time-Off Request window is displayed. In the Notes field, enter any additional information regarding the
cancellation
Cancel Tiene-Off Request %}

& Approved 2/04/2015-9.03:54AM
Moddied by Bentey, Chars
Requested  Approved
Type Employee Time Off Request
Pay code Vacation
Seart date 2/05/2015 End date 2/06/2015
Duration Full Day

[ Sebme | Camcel

Click Submit. A cancellation time-off request is sent to your manager for approval.
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Viewing Schedules and Time Off Requests
In the My Calendar widget, you can view your schedule, request time off, and view the status of your time-off requests.
Starting Point: My Information > My Calendar

1. Click the gear k22 and select Pop-Out

Phillip Wiggins
mP

| My bdematicn. |
w

Currer Pay Persd (= meteean

 Payrose Amoue W Tamse 0wl
o0 L0
700 4ot
o0 400
700 A0
T 40,

2. Click the resize button@/ to maximize the My Calendar widget
T ———]

r o —
ComecPuyPered (il (0N D 0N ; (e - e

i Febwury | - 7, 2005 [T - . Bbguest Tieest O
Rk Marme bk
Thay 185 fnjd  Apphcaton  Nor Apploable

Son 101 Rlon 1A Wed 13

3. Use the My Calendar widget to view your schedule and manage your time-off requests

Cuarrare Pay Pavicd =i E W a)
. Fetnsary | = 7, 701% el =, . Regueit Tine GHT

n 10 Mgn 12 Tue 203 Wed 104 Thay 105 Fri 108 Sat 0T
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View Accrual Balances in Your Timecard

When you want to see how much time off you have accrued, you can access the balances from your timecard
Starting Point: My Information > Timecard

1. Select a date on your timecard
2. Click the Accruals tab

Accrual Code 14 Reporting Period ProbationaryB_.  EamedtoDate  TakentoDate  Pending Grants Planned Taking
Sick 1/01/2015 - 12/3... 1:50 0:00 0:00 0:0
Vacation 1/01/2015 - 12/3... 80:00 0:00 0:00 0:0

-

Note: Your accrual balances may vary based on date you select on your timecard
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Accessing Employee Reports

You have access to view reports about your schedule, time detail, and accrual balances for paid time off (vacation, sick,
PTO). The available reports depend on your access permissions.

Starting Point: My Information > My Calendar

1. Inthe Related Items pane on the far right side of the screen, select My Reports to access the My Reports widget

s -

Lead i T~ - O
;s . :

From the available reports, select Schedule or Time Detail
My Reports  ~

o Back to My Reports

REPORTS Name: Wiggins, Phillip

AVAILABLE REPORTS

Time Period ICurrent Pay Period

Previous Pay Period

Next Pay Period

Previous Schedule Period
CurrentSchedule Period
MNextSchedule Period

Yesterday
Week to Date
Last Week

Specific Date
Range of Dates

3. Inthe Time Period field, select a time period
4. Click View Report. The Schedule or Time Detail report for the selected time period is displayed.
5. Click Return to go back to the Reports menu

The Schedule report can be run for a selected time period and shows shift start and end times, scheduled transfers to
another temporary work location, shift labels, shift totals, and comments.

The Time Detail report can be run for a selected time period and shows detailed information about the hours you
worked, including start and stop times or durations, jobs, and pay codes.
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Run the My Accrual Balances and Projections Report
You can view your accrual balances and accrual balance projections via a report.
Starting Point: My Information > Reports

1. From the available reports, select My Accrual Balances and Projections. The As Of field is displayed
2. Inthe As Of field, enter a date or select a date range using the Calendar button

My Reporis - e
& Back to My Reports

February

2015
REPORTS Name:Wiggins, Phillip Wed Thu

AVAILABLE REPORTS

Time Period |Specific D

Schedule
Tirme Detail

My Accrual Balances and Projections

&
O

Click View Report. The report for the selected time period is displayed
| MyRepors - .‘Eiéi |

‘J Back to My Reports

MY ACCRUAL BALANCES AND
PROJECTIONS

Date Selected: 2{27 /2015 Printed: 2/04/2015
Name: Wiggins, Phillip ID: 720051

Accrual Period Ending  Furthest Projected Projected Projected Projected Balancew{o

A | Cod
Lt £ Type Balance Taking Date Takings Credits Balance Proj. Credits

Sick 1{01f2016 0:00

Vacation 1{01j2016 120:00

4. Click Return to go back to the Reports menu
Note: Accruals totals are updated only after the time card is saved

RELATED TERMS

Accrual Code = The unique identifier of the accrual, such as vacation or sick

Accrual Type = Hours, the unit in which the accrual code is stated

Period Ending Balance = Balance of the accrual as of the selected date

Furthest Projected Taking Date = The furthest date in the future when a taking is scheduled that affects the accrual
code

Projected Takings = The total amount of the accrual scheduled to be used (taken) from the end of the pay period on
display through the Furthest Projected Taking Date

Projected Credits = The total amount of the accrual scheduled to be granted from the end of the pay period on
display to the Further Projected Taking Date

Projected Balance = The accrual balance as of the Furthest Projected Taking Date, including projected credits and
debits

Balance Without Projected Credits = The accrual balance as of the Furthest Projected Taking Date, excluding
projected credits
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Using the Inbox

The Inbox widget contains one or both of the following tabs, depending on your access rights and system configuration:
e Tasks: You can complete a task or reassign a task to someone else
e Messages: You can use the internal messaging system to read or send messages

Starting Point: My Information > My Calendar

5. Onthe Inbox widget, click the gear icon k22 and select Pop-Out
...— i e

o) e}
Pop-out
Link Name  Inbox Close
Application  Not Applicable

The Tasks tab is displayed. You can filter your tasks by status, date, or category, as in the following example
|| ™ My Iinformation L

Inbox ~ dmi‘i
jj Back to Inbox

INBOX

Last Refreshed: 10:44 AM

TASKS MESSAGES

-
status [active ¥| As of Date: [1/05/2015 EH categories

Active All

From [Fajled t Date {Time Received Complete| Overtime Approval Timer Current Location
This tabld Complete ains no data, Scheduling Workflow
All Attendance Setup

Leave Management Setup
Leave Management
Request Transitions
Notification Templates
GTOR

Validation

You can also access messages by clicking the Messages tab. You can create a new message, open or reply to an
existing message or delete messages. You can also filter the messages by date.

*MV - nw
(| b wEk

* Back to Inbox

INBOX

Last Refreshed: 12:22 PM

e
[ new [ open [ vepty i oetete J rerresh |

As of Date: ﬁ

From Subject Received

Bartlett, Peggy Your Timecard Has Been Edited
Bentley, Chris Time-Off Request is Approved
Bartlett, Peggy You have submitted a time-off request

2/06/2015 10:57AM (GMT -05:00) Eastern Time
2/06/2015 10:51AM (CMT -05:00) Eastern Time
2/04/2015 9:45AM (CMT -05:00) Eastern Time
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Quick Links

Hyperlinks to frequently performed manager tasks or resources are maintained in the Quick Links widget.
Starting Point: Quick Links

Test District Manager 1
Sign Out 2 N\, @ Workspaces ~ /

E:=] | Daily Tasks i

Current Step
Steps Remaining 0

“Timecard Approval - l'.'

Current Step Approve ...
Steps Remaining 2 D

—
Quick Links
—

Quick Find — to search for an employee’s timecard

Accrual Reporting Period — view employee accrual information for a defined period of time

All Time & Attendance Exceptions — view all time and attendance exceptions for your employees
Approve Timecards — approve timecards for your employees

Approvals Summary — view approval summary information for your employees

Employee Demographic Info — view employee demographic information for your employees
Employee Timecard Info — view timecard information for your employees

Pay Period Close — view pay period close activities for your employees

Reconcile Timecard — view timecard reconciliation items for your employees
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Daily Tasks

A wizard type format has been set-up for managers to assist in handling employee requests, fixing time punch issues,
and running reports.

Starting Point: Daily Tasks

Locate the Daily Tasks widget, select Pop-Out to make the Daily Tasks widget your primary workspace

Test District Manager 1
sign Out Q E2) (O @® Workspaces  + ()]

—4

)

OUOO0 %g

Pop-out
Current Step Ma  Close
Steps Remaining 2

Timecard Approval

Current Step Approve ...
Steps Remaining 2

Use the Next button, or click on the title in each chevron to maneuver between the different screens
m ;E; g;[(ric( Manager o ) (O @ Workspaces ~ (7]

r-[hif{:ﬂs n N [|:5:  Daily Tasks

—_
| Manage Employee Request @ Punch Issues @ > Run Reports | Next b Timecard Approval
Current Schedule Period [=] & [ All =) Current Step Countof ...

Time-0Off [=) [Submited ] Steps Remaining 3

Request Time Off

Subject  Employee PayCode StartDate EndDate Commen  SubmitD_ Submitte  Modified Status
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Editing Your Employee’s Timecards

Each employee is solely responsible for the accuracy of his/her timecard, and must make edits in eTIME to document
any timekeeping discrepancies. Falsifying any time record is prohibited.

It is important to note that there are only two circumstances under which a manager should edit an employee’s
timecard:

e If an employee is on a leave of absence, or

e If an employee has been terminated and unable to enter his/her remaining time data

Managers should NEVER speculate the exact time of a missing punch! Managers must also add a comment in the
exception situation of editing an employee’s timecard.

Starting Point: Quick Links > Employee Timecard Info

1. Inthe Quick Links widget, select Employee Timecard Info

M Timekeeping @

Quick Links

QuickFind

Accrual Reporting Period

All Time & Attendance Exceptions
Approve Timecards

Approvals Summany

Employee Demographic Info
Employee Timecard Info

Pay Period Close

Reconcile Timecard

Use the default employee group to query in the Show field or edit as needed. Then, use the default Time Period or
select a different period and Refresh
Double click on the employee’s name to view the timecard

Timecard ||Schaduls  People | Reparts | Auvailabiity

FMPLOYEE TIMECARD INFO Show Time period

Last Refreshed: 12:17PM

Actions ¥ Punch ¥ Amount ¥ Schedule ¥ Approvals ¥

Missed Unexcused Standard Pay
Punch Absence Period Hours.

Manager, Test Kiosk i |006017 | v | | 33:00| | 0:00\ )
In the Timecard widget, hover your mouse over highlighted fields to see the explanation to the highlight. In the
example below we have a Missed In Punch on 2/23. To fix this exception, enter the employee’s actual start time

Timacard | Scheduls Psople | Reports | Availssiity B

TIMECARD
Loaded: 12:17PM

Regular | Overtime |

Person Name 17 Person ID |

Name & ID Manager, Test Kiosk 006017
Time Period |Current Pay Period

| Actions ¥ Punch v Amount ~ Accruals v Comment ¥ Approvals ¥ Reports
Date Pay Code Amount | In | Transfer Transfer i Cumulative

Sun 2/21

Mon 2/22

Tue 2/23 10:00AM

Wed 2/24 g:00am | Missed In-Punch

Thu 2/25 [10:00AM
8:00AM

:00AM

10:00AM

Fri 2/26
sat 2/27
Sun 2/28
Mon 2/29
Tue 3/01
Wed 3/02

) (34) (39 (3¢ (3 (3¢ <) 3¢ 3¢ 3¢ (4] )
| 69 69 Y 68 6 6 B ) ) ) )
44 4 44444 A
4 4 4 4 44 a4
4 4 4 4 44444

TOTALS & SCHEDULE | MY ACCRUALS | ACCRUALS | AUDITS

Date Start Time End Time Pay Code

5un 221

e n 4 Pay Code [ Amount |7 Men222 9:00AM 5:00PM
TOY/TOY /0000 /766 LL5 missing/\W 1WE/0060 16 | | RG | 33:00 * Tue 223 10:00AM T:00PM
Wed 2/24 8:00AM 5:00PM
Thu 225 8:008M 5:00PM -]

Al <

5. Add, edit, delete information as required to reflect an accurate timecard for the employee, then Save.
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California Meal Break Penalty - Manager Review

When the manager accesses the eTIME system, the manager will not see the California meal break penalties in their
exceptions list. A meal break penalty is not considered an exception but a business rule in the eTIME system. Below are
the instructions on how a manager can view meal break penalties for California based, hourly employees.

Starting Point: Quick Links > Reconcile Timecards

Under Quick Links select Reconcile Timecards

Select the employees to query
Enter the pay period for review or specific dates, then refresh
There is a custom column set to show who has MEAL BK PNTLY applied and how many

Timecard | Schedule | People | Reports | Availability

RECONCILE TIMECARD show 7 13 =] timeverod 0

Last Refreshed: 9:17PM

Actions * Punch ¥ Amoup{ ™ Schedule pprovals =
MEALBK Unexcused Unsched Tatals Up
16 &
Mame 1 ‘ PULTY \_/ e ‘ Missed In-Punch | Eatly In | Early Out ‘ Late In ‘ Lake Cut | e | ToDate
Emploves, Test Hourly w v | | | | w

5. Highlight the employee(s) and go directly into the timecard

UNDER DEVELOPMENT
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Puerto Rico Meal Break Penalty - Manager Review
UNDER DEVELOPMENT
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Resolving Timecard Exceptions

Exceptions highlight unexpected or unusual transactions, such as when an employee works outside of his/her scheduled
time frame or scheduled day. Exceptions may be resolved by entering, editing or deleting timecard data for your
employees.

Access the Exceptions Alert
1. Click the Exceptions Alert, a list of employees with timecard exceptions is displayed, and select an employee whose

exceptions you want to resolve
il ' @ Automatic Data Processing, Inc. (US) | hitps://eetd2.adp.com/17t84t/applications/navigator/Navigator.do

Test Kiosk Manager
oo

A Timekeeping Exceptions Alert: 0

Quickbnls - ST 3|

Mark a Punch as Reviewed

Mark unexcused exceptions in timecards to indicate that you have reviewed them and do not want to see them

repeatedly in general queries or searches

1. Select the punch you want to mark as reviewed

2. Click Mark as Reviewed. The punch is now green, indicating that it has been reviewed. Note: to unmark the
reviewed punch, select the punch and click Unmark as Reviewed.

Add a Missed Punch

If an employee has asked you to insert a missed punch on their behalf
1. Double-click the appropriate punch

2. Enter the missed punch and press Tab

3. Click Save

Add Comments

1. Select the punch exception and click Comment to add a comment
2. Select the appropriate comment from the list

3. Click Save
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Timecard Approval by Manager

The Timecard Approval wizard combines multiple tasks into a single workflow including resolving punch issues,
approving timecards, reviewing group edit results, and running reports. All timecards must be approved no later than
10:00 a.m. on Monday of the payroll week.

Starting Point: Timecard Approval

1. Open the Timecard Approval widget by clicking on the gear k21 icon and select Pop-out

Test District Manager L
B2 s meeem \e— -

M Timekeeping
pu
QuickFind *:
Accrual Reporting Period Current Step Punch Iss... b
Al Time & Amtendance Exceptions Steps Remaining 1
Approve Timecards
Approvals Summary
Employee Demographic Info

Employee Timecard Info
Pay Period Close E
‘Twnecard Approval IF

Reconcile Timecard
Pop-out
Current Step Coi Close

3

2. Inthe Timecard Approval widget click Next to navigate to the Approve Timecards chevron

Test District Manager 1
=R TeeeT

W Timekeeping
—
Timecard Approval dmili

Count of Exceptions by Employee @ Approve Timecards. @, Croup Edit Results for Approvals @ ! More»

¥ o

Timacard | Schadula Paopla | Reports | Ausisbsiicy

COUNT OF EXCEPTIONS BY EE show Time period

Last Refreshed: 2:27PM

Actions ¥ Punch ¥ Amount ¥ Schedule ¥ Approvals v
Early Out ‘ Late In ‘ Late Out | Short Break ‘ Long Break | Short shift |Lw‘g].nta'val‘u‘sd‘edjed |VeryEar|yl.r| |VeryLatEmt

Name 14 Niﬁedl.n?u”“ Early In
0 | 0 | 0 | 0 | 0 | 0 | 0 | 0

Manager,'resmm\ 0 \ 0 | 0 \ 0 \

3. Select one or more employees whose timecards you want to approve
Select multiple employees: Press the Ctrl key and select individual employees
Select a group of employees: Select he first name in the list, press the Shift key, and then select the last
employee in the list. All employees between the first name and last name will be selected.
Select all employees: In the Select an Action field, choose Select All
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Timecard

Approval by Manager (continued)

4. Inthe Approval field, select Approve to approve the timecards

£3?

A Timekeeping (0
pu

Test District Manager

1
Sign Out & =) &) (O

Timecard Approval SOl

ntaim

|
Count of Exceptions by Employee q Approve Timecards kCroup Edit Results for Approvals g 1 More bb | Next p
L

Timacard | Schadula  Peopla | Reports | fwstsistity -]

APPROVE TIMECARDS

Last Refreshed:

Show ‘AH Home - ‘ Time Period |Current Pay Period - ‘

2:33PM

Actions ¥ Punch ¥ Amount ¥ Schedule v [Approvals

\ Name

Approve i
| Eitas Pay Rule

Approval | Remove Approval

” | ‘ Unreviewed | | Totals Up |

Exceptions To Date

Manager, Test Kiosk | ‘ | ‘ 0 | | v | SHQ Salary WA

5. Select Yes to “Are you sure you want to Approve”

Time & Attendance suite

Are you sure you want to Approve?

i

Additional Notes:
- Once you have approved a timecard, neither you nor the employee can make any edits to the timecard, unless you
remove the approval from the timecard.
An employee can remove an approval, unless the manager has already approved the timecard. In that case, the

manager

must remove approval before the employee can do so.

Approval Statuses

Symbol

Definition

4

Pay period approved or signed off

One manager approved (appears in cases where multiple manager approvals are
necessary.)

(Partial)

Only a few days of the pay period are approved.

1 (Partial)

One manager approved. Only a few days of the pay period are approved.
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Remove an Approval from a Timecard

The Timecard Approval wizard combines steps into a single workflow to perform the business tasks of resolving punch
issues, approving timecards, reviewing group edit results, and running reports.

Starting Point: Timecard Approval

1. Open the Timecard Approval widget by clicking on the gear k21 icon and select Pop-out

Test District Manager 1 N e
@ Sign Out g (] |1E| af)) ® @ Workspaces ~ @

A Timekeeping
—

sk ks~ Elcs: | Daily Tasks T3 +|
QuickFind o %
Accrual Reporting Period Current Step Punch Iss_
Al Time & Attendance Exceptions Steps Remaining |
Approve Timecards
Approvals Summary
Employee Demographic Info

Employee Timecard Info
Pay Period Close —
Reconcile Timecard Timecard Approval o

Pop-out
Current Step Cot Close

Steps Remaining 3

~

2. Click Next to navigate to the Approve Timecards chevron

Test District Manager 1
@ Sign Out @ =) ) (0]

Timecard Approval g

Count of E ons by Employea [@) Approve Timecards @ Group Edit Results for Approvals @ More»
Timacard | Schadula Paopla | Raports | Ausisbiticy f g

EITEEEOTNEE —

Last Refreshed: 2:27PM

Actions ¥ Punch ¥ Amount ¥ Schedule ¥ Approvals ¥

Neme 1/ Nisedl.rH’uH“ Early In | Early Out ‘ Late In ‘ Late Out |ShortBreak ‘ Long Break | Short shift |Lw‘glﬂta'va|‘lj\sd‘edjed|VayEaﬂyln|VayLatemt

Manager,'resmm\ 0 \ 0 | 0 \ 0 \ 0 | 0 \ 0 | 0 | 0 \ 0 | 0 | 0
3. Select one or more employees for whose timecards you want to remove the approval

4. Inthe Approval field, select Remove Approval

Test District Manager 1
Vo B eoe

A Timekeeping
—
Timecard Approval imii

|
[ 4 Prev l Count of Exceptions by Employee q Approve Timecards l:mup Edit Results for Approvals e 1 More bl | Nexz p
L

Temecard | Schadula Pecpla | Reparts | fusitabiity <]

APPROVE TIMFCARDS show Time period

Last Refreshed: 2:33PM

Actions ¥ Punch ¥ Amount = Schedule ¥ [Approvals

Approve
Employes
\ ans | Approval | Remove Appraval Pay Rule

Manager, Test Kosk | ‘ | 5HQ Salary WA
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Historical Edits

If an employee has missed hours (i.e. missed time worked, vacation hours, sick time, paid time off, etc.) or a request for
time off adjustment is required in a pay period that has been closed, the employee must notify their manager to request
a historical edit for retroactive pay to be processed for those hours.

1.

Manager calls ADP at the CarToys and Wireless Advocates Employee Service Center (ESC) to report the historical edit
information, such as the missing hours from the previous pay period for an hourly employee.

CarToys and Wireless Advocates Employee Service Center
1-866-377-4638, select Option 6 from the menu options to report a historical edit
Hours of Operations: Monday through Friday, 5:00 a.m. — 5:00 p.m. PST

The ADP ESC Representative takes the historical edit information and processes the historical edit on behalf of the
Manager.

The ADP ESC Representative will indicate the historical edit will be processed on the next payroll.

If the Manager requests the pay associated to the historical edit (i.e. missing hours) are to be paid via manual check
and that it is not acceptable to wait until the next regular payroll, then ADP will submit the Managers’ request to the
CarToys and Wireless Advocates’ internal payroll team for approval of the manual check request.

ADP will notify the manager when the historical edit has been fully processed and when the pay will be issued.
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Manage a Time Off Request

Review and take action on an employee’s time off request.
Starting Point: Request Manager

1. From Time & Attendance landing page, you can select the “Request Manager Alert” icon, or click gear icon on
Request Manager widget to pop out screen as primary screen

Test District Manager 3 1 - 7
@ Sign Out (] E at)) ® %, @ Workspaces ~ /
N ’ Request Manager Alert: 3 |
A Timekeeping

Quick Links  ~

WlEE] ot —

QuickFind
Accrual Reporting Period Current Step Punch Iss___
Al Time & Antendance Exceptions Steps Remaining 1

Timecard Approval

Current Step Count of ...
Steps Remaning 3

Pop-out
Last Refreshed 6:1
_ Close
Time Period 9/2

Tme-Off 3

Request Manager Alert icon — double left mouse click on Time Off or select View all. The Request Manager Screen
opens
@3 «f) @l

Reguest Manager Alert
+ Request Manager Alert (3)

o Time-Off 3

—

Select the period of time you would like to review if you want to view a time period other than the default

Test District Manager

3 1
Sign Out (5] =) €0) (O) \, @® Workspaces v /

° iy Doy Tk i
9/26/2015 - 3/23/201¢ = All

= Current Step Punch Iss...
9262015323201 =@ A | [Muhiple (m) Steps Remaining 1

7022005 - 71822015
Detz, 9/06/2015 - 9/1212015 Select Dates ;se Pending Retract Request Time Off
972012015 - 9,26/2015
| 92772015 - 107032015
Empiloyee  Pay Code m‘l‘ 10/25/2015 - 10/31,2015 tD_. Submitte . Modified Status Primary . EmailAd _ Assigned._.

BasicGl.. Manage... VAC-VA. 9728 Freous Scheduie Perod 2. Manage.. Manage... Submited Tov/To.
Currem Schedule Pero

Manage...

Global T... Manage... VAC-VA... | Nexz schecule Peri 2.. Manage.. Manage... Submitted ToY/TO... Manage... [S—

| Basic CI. Manage... VAC.VA. 10/3 :‘:“t,,k __ Manage.. Manage . Submitted TOY/TO. famccerl Aonenal
vesterday
P Current Step. Count of __.

Steps Remaining 3

Manege |

+ 9/26/2015 - 3/23/2016, Selected Range of Dates.

Submitted 10/26/2015 9:15AM
_
Quick Links  ~ ‘li
QuickFind -
Accrual Reporting Period
10/30/2015 All Time & Attendance Exceptions
10/30/2015 Approve Timecards
Approvals Summary
Employee Demographic Info
Employee Timecard info

Basic Global Time Off Request
Manager, Test Kiosk

VAC-VACATION

10/26/2015 9:15AM
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Manage a Time Off Request (continued)
4. You can filter your employee view — Please note only your direct reports will be viewable in your output.

Test District Manager 3
LD N o o +/

H = = =
9/26/2015 - 3/23/201¢€ [=) All
Time-Off =
Details Edit Approve Refy Active EEs with no paid time
All Home
Subject  Employee PayCode StartDate EndDate Commen_ Submit All Home and Scheduled Job Transfers Primary . Email Ad_  Assigned__
Basic Gl... Manage... VAC-VA.. 9/28/2.. 9/23/z All Home and Scheduled Job Transfers |+ | TOY/TO... Manage...

Current Step Punch Iss...
Steps Remaining 1

Global T.. Manage.. VAC-VA . 9/28/2 . Manage . Manage . Submitted TOY/TO... Manage. .

[Besic e Manage . VAC-VA 10/30/- " Manage.. Manage.. Submited TOV/TO... Manzge | Joorous i

Current Step Count of ...
Steps Remaining 3

Submitted 10/26/2015 9:15AM

Basic Global Time Off Request
Manager, Test Kiosk
VAC-VACATION

10/30/2015

10/30/2015

10/26/2015 9:15AM

You can filter by status of Time Off Requests and refresh view
Test District Manager 3
B e o0t

9/26/2015 - 3/23/201¢ [=] & Al
Time-Off =]

Details. Edit Approve Refuse. = A SR Request Time Off

Approved

Current Step Punch Iss...
Steps Remaining 1

Subject = Employee  PayCode StartDate  EndDate Commen_ SubmirD: ¥ Cancel Approved | g Primary_ Email Ad_ Assigned_
Basic Gl Manage.. VAC-VA. 9/28/2.. 9/28/2. 9/23/2.. ¥ Cancel Refused submited Tov/TO... Manage...
Cancel Submirted
Global T Manage.. VAC-VA_. 9/28/2._ 9/28/2.. 9232 |, o Submited Tov/To.. Manage __ —
.

[Eesic T Manage VAC VA.. 10/20/.. 10/30/.. T0/26/.. v Offer Refused Submited TOY/10... Manage | gsmecaal

Offered
Pending Current Squ . Count of ___
Refused Steps Remaining 3

Retracted

Submitted
Suspended
Submitted 10/26/2015 9:15AM
Basic Global Time OFf Request
Manager, Test Kiosk
VAC-VACATION
10/30/2015
10/30/2015

10/26/2015 9:15AM
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Manage a Time Off Request (continued)

6. You can highlight the specific request and take action from this screen: View details, edit, approve, refuse, pend or
retract

Test Qistnct Manager B B
L3R o ‘| ' et

Ay DTk sy
9262018 « 32320 =i W - - sl
Time-ON = Mebale o
DL AR AL Re0e. L Peeeea. A | Reawess Do Of

Currene Serp Punch hs
Soegn Rewwowryy |

St Tmptoyee  PayCode  SeutOsie  DdDme  Comwmon. Sdei D, Sebwwme.  Madfied . S Py . Ut A Assigmed.
B O Marage VAC-VA . 92812 2342 9232 Nansge Manage Sabsrmere ToNTO Narsge
Clobel T Mamage VAC-VA . 92812 92872 0/23/2 . Manage  Mansge  Sebowmed TOY/T0

Mansge
[EnTT Wamage - VACVAT 10307 10710 TO26) Mamage  Wanage  Sebemed YOVIT0 Warere ]

Sutwerwmed 10/ 26/2015 9 15AM
—

Basic Giobal Time O Request "] Ok Ly~ —

Manager, Teat Kosk O -

VAL -ACATION Acrd Beguwtireg Peresd
10,30 2018 A Tirw & Aserddare e Exceptionn

101902018

10,24 2015 9 1 5am

Select the action (delete, edit, approve, refuse, pending, retract) you would like to take, add any comments and
submit.

If you would like to view who else has approved time off at the same period, the fastest option is for you to use this
Request Manager screen to filter your view selection:

1. Time period = select from pre-defined options or define specific date(s)

2. Status of requests = Approved

3. Refresh screen

A Timekeeping
P
Request Manager

o 9/01/2015 - 12/31/201 E]E

Al a]
Time-0ff [=] | Multiple Q _

Details Edit Approve Refuse Al Status X =

v Approved
Subject = Employee PayCode StartDate EndDate Commen_ Submitp ~ Cancel Approved Status

Global T... Manage... VAC-VA.. 9/11/2.. 9/11/2... ojog/2. Cancel Refused SuBmr

Cancel Submitted
Basic Gl... Manage... VAC-VA__ 9/25/2... 9/25/2... 9/23/2.. Draft Submitt

Basic Gl... Manage... VAC-VA... 9/28/2... 9/28/2... 9/23/2..  Offer Refused Submitt
Global T_.. Manage... VAC-VA___ 9/28/2.. 9/28/2... 9/23/2. Offered Submitt
Pending
Refused
Retracted
Submitted
Suspended
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Manage a Time Off Request (continued)

You can run the GTOR Summary — Excel Export report to show time off requests based on your report selection criteria.
You can access the Reports widget from Workspace > General Maintenance located in the upper right hand corner of
the ADP Time & Attendance screen.

People = all Home or filter

Time period = specific date, range of dates, relative specific date, or relative range of dates

GTOR status = select status types to query [2 of 3 ltems]

Display GTOR Notes = no or yes

GTOR Date Filter Type = date create or date requested

GTOR Subtypes = GTOR Subtype Name 1

Output format = .pdf or .xls

Run report (upper left hand corner of Reports widget)

View report in Check Report Status tab General Maintenance

Highlight report you want to view and select View report
Open or save the file k@ Workspaces

o

b.
C.
d.
e.
f.

g.
h.
i

j.

k.
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Managing Work Schedules — Access Schedule Editor

Managers are responsible for adding, editing and deleting an employee’s work schedule in the eTIME system
Starting Point: Workspaces > Scheduling

ACCESS SCHEDULE EDITOR

1. From the Time & Attendance landing page, in the upper right hand corner click on the Workspaces arrow, then use
the arrows to maneuver within the Workspace to the Scheduling workspace then click on Scheduling hyperlink
which will open the Schedule Editor.

e ADP Time & Attendance - Mozilla Firefox
il ' @ Automatic Data Processing, Inc. (US) | hitps://eetd?.adp.com/17t84t/applications/navigator/Navigator.do

Test District Manager
P eoe
.

[10f3 ltems] [20f 3 Items ]

Quick Links  ~

——

My Inform:i:inn

The Schedule Editor will appear in the primary workspace. This is the widget you will use for most of your
scheduling tasks such as creating, viewing and editing schedules for your employees. All managers will be
responsible for creating and maintaining work schedules for their direct reports. Pop out the Schedule View

widget (select gear [ 3] icon) to see alternative view of employee’s schedules and shifts.

v gy owards _ N @ Worspaces =/ (5]

Time Period Curremt Pay Period v & Show Al Home = A |~ i}
Mls—uu— I d
&

Today
$/126/2013 10:22AM
Incoming Employees 0

SCHEDULE EDITOR e R e aaarans
A S = e Outgoing Employees 0

4 5/26/2013-6/01/2013 » B
BYEpLOEE | BY GROUP

Tl Actons ™ SMRY PayCode ™ View >

Nome i/ Sheds  Swdap S8 Hesocul Oy Py Pop out Schedule
¥ N View widget to see

ol it o = alternative view of
Backer, Mndy 40.00Dsy Office 90-p %60 . 9 s
Benitez, Oesso 37.50Fest st 7a- 330 » employee's
Bech, Troy 37.505econd shft 7a-30p . n schedules & shifts
Budert, trad 7. 50Prst st 7
Carson, Randy 37.505econd Shift »-|
Schedued Hours | 1,149.00
Number of Englo.. 7

Below is an example of the Schedule View widget which provides a convenient visual display of employees’
schedules and shifts.

TN - T e—

Time Period Curcent Pay Period > & Show AllHome = A (=) o
Gl Schedule View ks
R — 4
Previous Schedule Period =/ Al Home u=J o Schedule Edaor - “ "i
- e & @0 @I a s 9. SCHEDULE EDITOR
Loaded: 10:28AM
524 Sax5/25 # (5/26/2013-6/01/2013 » B

Employees. 14:00AM 8:00aM 12:00PM 4:00PM 8:00PM 12.00aM BY EMPLOYEE | BY GROUP

& tancnoft, Holly 144 ﬁ Actions ¥ Shift v Pay Code *

A Barker, Mindy Neme 1/ Schedhs  Schedr
Banchoft, Hoby 7. spett
Barker, Mindy 0.000ay Offce
Benttez, Desto 37.50pest shft

& surcn, Troy = Bech, Troy 37.505econd St
Budett, trsd 3.0prstshft

A sutiest, Brad Carson, Rardy 37.505econd Shift

& Benitez, Desso

Schedded Hours | 1,149.00
Numbe of Engio. |

& Carson, Randy
& Carson, Tods

& Donaldson. Seb. L COMMENTS

Date 4

11—

& Donovan, Roger

Rev 03/02/16




Managing Work Schedules — Create or Change a Work Schedule

As a manager, you are responsible for maintaining the work schedules for all of your direct reporting employees in the
eTIME system. You have multiple options within the Schedule Editor widget. You can add a schedule, change a
schedule, create an ad hoc shift, or view the schedule audit. Schedule changes impact time card calculations, such as
overtime and accruals. You cannot change schedules for signed-off or closed pay periods. You can only adjust current
pay periods or future dated schedules.

Starting Point: Workspaces > Scheduling

CREATE A WORK SCHEDULE

1. Inthe Schedule Editor widget, select and highlight the name of the individual for whom you are adding the schedule.
a. To add a schedule pattern to more than one employee, select and highlight all employees that apply. You can
also select all employees under Action > Select All. It is important to note when selecting more than one
employee, whatever pattern you are adding, will be applied to all selected employees and the schedule
pattern will have the same effective date.
Right click on the employee’s name and select Add Pattern.
Select “Shift or Pay Code” option

Schedule Editor  ~

4 | Back to Schedule Editor

Timecard | Schadula  Peopla | Reports. | Auzilabilig

SCHEDULE EDITOR Shom —

Loaded: 9:15AM
4 2/21[2016-2[27[2016 } W
BY EMPLOYEE | BY GROUP

@ | Actions > shift ¥ Pay Code > View

Name 14 | SchHrs. Sun 2/21 Man 2/22
Manager, Test Kiosk 0,00

Add Pattern »[ Shift or Pay Code
Edit Pattern
Delete Pattern

3
3
13
3

Lock
Unlock:

Schedule Qutline
Accruals
Audits

Enter information in the Pattern Editor screen

a. Work Start Date
Pattern Start Date
Select Pattern to remain in place Forever (until other wise changed) or enter an End Date
Check box Override other patterns

Click Insert Pattern

Effective Dates:
*Work Start Date:  2/21/2015

+ (@ Forever

Override other patterns
+ i) End Date

* Pattern Start Date:  2/21/2016

Recurring 15 @ Weeks ) Days Itemsin rotation i

Mo, Sun Mon Tue i Sat ___Insert Pattern =
x 1

Shift Editor =>

Pay Code Editor =
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Managing Work Schedules — Create or Change a Work Schedule (continued)

5. Inthe Select Pattern screen, choose the pattern closest to the employee’s schedule shift, then click OK.
| Select Pattern H

Patterns:

Name Al Description
8a-5p MF 8am-5pm thr lunch Mon-Fri
M-F 10am - 6pm 30 min break
M- 8am - Spm L hr break
M 9am - Spm 30 min Break 9am 1om 130pm Spm-30 break Mon-Fri

[0 e

6. The pattern you selected will populate in the Screen Editor, then select OK
Effective Dates:
*Work Start Date:  2/21/20156

* (@) Forever
Override other patterns
.

*Pattern Start Date:  [2/21/2016 - () End Date

Recurring 15 @ Weeks () Days 8a-5p __ TInsert Shift —»

Mo. Sun Mon Tue

® & 1

__Insert Pattern =

| Shift Editor =

|_Pay Code Editor =3
Delete

e
7. Click Yes to overide other patterns

Time & Attendance suite

I selecting 'Override’ may delets shifts or unavailable days - except for locked days or locked shifts. Are you sure that you want to do this?

(s =

8. Click Save on the Schedule Editor screen to make sure you do not lose the changes you have already completed

CHANGE/EDIT A WORK SCHEDULE

9. Right click on the name of the individual for whom you are changing the schedule and Edit Pattern
10. Select Shift or Pay Code option
bttt

Schedule Editor -~

aEk
ﬁ. 'II Back to Schedule Editor

Timecard | Schadule  People | Reports | Awsilabiling

SCHEDULE EDITOR
Loaded: 9:15AM hos) Time Period

o

4 4 2/21/2016-2/27/2016 ¥ W

| BY EMPLOYEE ‘ BY GROUP

| Actions = shift ¥ Pay Code ™ View ¥

Neme 1/ | Schirs. | Sun 2/21 | Monzy2 | Twes | Wedz24 | Thuss | Fri 2/26

Manager, Test

Add Pattern » |Sa -5p |Ba -5 ‘Sa -5p |Sa -5p |Ba -5p

Edit Pattern »{ Shift or Pay Code
Delete Pattern »

Lock ]
Unlock »
Schedule Qutiing
Accruals

Audits
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Managing Work Schedules — Create or Change a Work Schedule (continued)
11. Double click in the first day field you would like to change to open the Shift Editor

Effective Dates:
=Work Start Date:  2/21/2016 - - @ Fo .

Override other patterns
= () End Date

*Pattern Start Date:  2/21/2016

Recuming 1§ © Weske O Daye 52-5 - @ s
Jsn e | PR

| |no .
FIEE a-5p

Pay Code Editor
——

A = A
. Change the times. In the example below you will see the scheduled change to begin 9a.m. and end time at 6 p.m.,
with a meal period from Noon-1p.m. Click OK
Shift Editor
‘ Regular : : ) ) renete -

Break I
Regular H f U -

1]

Shift Label 8am-5pm 1hr lunch

|
13. The edited shift will populate in the Pattern Editor screen. Note the color of the field has also changed.

Effective Dates:

*Work Start Dat: 212016
o e:  2{21). . @ For .

Override other patterns
+ () End Date o

* pattern Start Date: 2212016

ol sn ] ne L -
e | —

Recuring 1§ © Weels Obavs 52-5
=

e |

. Follow steps 11-13 for each day you want to edit, then select OK in the Pattern Editor screen. Important note:
these are the same steps you use to set up any work week schedule to include 4, 5 or 6-day work week
schedules. You can have shifts entered for any day of the week.

. Click Yes to override

Time & Attendance suite H

W0 selecting 'Override’ may delete shifts or unavailable days - except for locked days or locked shifts. Are you sure that you want to do this?

. Click Yes for the pattern to be applied/re-applied

Time & Attendance suite n

W0 Thepattern will be re-applied from 2/21/2016 to Forever, The schedule will be impactad from 2/21/2016 to Forever. Are you sure you want to continue?
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Managing Work Schedules — Create a Work Schedule (continued)

17. Review schedule for accuracy and Save. You can Refresh the screen if the system seems to be taking an
extended time to reflect your saved changes.

Timacard | Schadula  Peopla | Reports | Auailabiling

=)
*
SR - Tim e

Loaded: 9:49AM

‘ BY EMPLOYEE | BY GROUP

@cﬁumv Shift ¥ Pay Code * View ¥
Name |4

| schts. | sun 2/21 |
Manager, Test Iﬁusk| 40.00|

4 42/21/2016-2/27/2016 » B

Tue 2/23 | Wed 2/24 | Thu 2/25 |

Fri 2/26
|Ea -5p |8a -5p |8a -5p

|Ea -5p
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Managing Work Schedules — Create an Ad hoc Shift

Create ad hoc shift for a temporary change, such as covering a shift, leaving early, or working extra time.
Starting Point: Workspaces > Scheduling

1. Inthe Schedule Editor widget, select the applicable employee and then click in the day during the week when
the ad hoc shift will begin. Example below, changing shift for Tue 2/23

Timacard | Schadule Peopla | Reperts | Ausilabilicg

SCHEDULE EDITOR

Loaded: 10:09AM

a
Show |All Home - Time Period |Current Schedule Period = fresh

| BY EMPLOYEE ‘ BY GROUP
E | Actions ¥ Shift ¥ Pay Code ¥ View ¥

Name 1/ | schs. | sun 2/21 |
Manager, Test Iﬁosk| 40.00|

44 2/21/2016-2/27/2016 b b

Mon 2/22 \ wed 2/24 | Thu 2/25 | Fri 226

|aa-sp |8a -5p

|9a -6p |Ba -5p

From the Shift menu, click Edit

In the Edit Shift screen, modify start and end times as necessary, then click OK
) Edit Shift

Employee Manager, Testki... ¥ Primary Job Unspecified

End Date *

Transfer
2[23/2016 z
2/23/2016
2/23/2016

| | startpate* | Type * | starttme* | EndTme* |
%] 2(23/2018 Regular - | 10:004M 2:00PM

%] 2/23/2016 Break - | 2:00PM 3:00PM
3 2{23/2016 Regular

~ | 3:00PM 7:00PM

|

[
Comments

Shift Label 8am-5pm 1hr lunct
Repeat for (D) 1

Bl

The Schedule Editor widget is populated with your changes, now Save the changes. You can Refresh the screen
if the system seems to be taking an extended time to reflect your saved changes.

Timacard | Schaduls  Peopla | Raports | Auailability

*SCHEDULE EDITOR

-]
Loaded: 10:09AM

o Al Home - Time Period | Current Schedule Period  + Fresh

4 4 2/21/2016-2/27/2016 b W
BY EMPLOYEE | BY GROUP
Actions ¥ Shift ¥ Pay Code ¥ View ¥

Name 1r|sd1rrs“ sun 2/21 |
Manager, Test lﬁnsk| 4{].[][]‘

Monzfzz | Twez23 | wedzz4 | Thuzs | Fri2f26
j9a-p ’ﬂ 102 - 79] J8a-5p Ba-5p Ba-5
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Managing Work Schedules —Run a Report of Employees Work Schedules

Managers can view an employee’s work schedule in the employee’s timecard, in the Schedule Editor widget or by
running a standard eTIME report. Below are instructions on how to run a report of your employees work schedules.
Starting Point: Workspaces > General Maintenance

1. From the Time & Attendance landing page, in the upper right hand corner click on the Workspaces arrow,
then use the arrows to maneuver within the Workspace to the General Maintenance workspace then click on
General Maintenance hyperlink which will open the Reports widget.

@ ADP Time & Attendance - Mozilla Firefox

il ' @ Automatic Data Processing, Inc. (US] | https://eetd2 adp.com/17t84t/applications/navigator/Navigator.do

Test District Manager N oA
m sign Out 2 E N ) ® N, ® Workspaces ~ <
[10f3 Items] [3 of 3 Items]
Quick Links  ~ | — 5 s
QuickFind 8 — L s
D | g tep Manage E...
Qi

: 8 : o/c)
my ...ﬁ,......,.i.,..(‘\
B

Click on the + symbol next to Scheduler to view the available reports under this o
section. REPORTS
Select one of the Schedule by Labor Account Reports based on your preference

Select your report parameters and Run Report e | et [ e |
ee— [ e o | Sam Fee | OoptmnFas | e e |

+ Detail QuickNav "

+ Roll-Up QuickNav

- Scheduler

SELECT REPORTS CHECK REPORT STATUS Accrual Balances and Projections

P g [ s [f ot [ e [ SchmiuieBoper: | Accrus! Dt Actvty Summary
o | S — ‘Accrual Debit Activiey with Gragh
5

Accrual Detail

" REPORTS

+ Detail QuickNav

+ Roll-Up Quickhiay SCHEDULE BY LABOR ACCOUNT — WEEKLY (EXCEL) Accrual Summary

- Scheduler Actual vs_ Schedule by Labor Account
Accrual Balances and Projections Desription  Shows schedules far the selected labar accounts. Employess are sorted by labor account, Shifts have

start/stop time. Displays 7 days per page. Format s optimized for Excel expart.

People [ a1 Home v| Holiday Credits.
Time Period

Actual vs. Schedule Summary by Labor Account with Chart
Accruzl Debit Activity Summary

Accruzl Debit Activity with Graph

Accruzl Datail [ current Fay Perioa v Person Attributes

Accruzl Summary Output Format | Microsoft Excel Document(xis) Parson Job Assignment

Actual vs. Schedule by Labor Account Schedule by Labor Account - Monthly

Actual vs. Schedule Summary by Labor Account vith Chart Schedule by Labor Account - Monthly (Excal)
Holiday Credits Schedule by Labor Account - Weakly

Ferson Astributzs Schedule by Labor Account - Weekly (Excel)
Ferson Job Assignment

Schedule by Labor Account - Menthly
Schedule by Labor Account - Monthly (Excel)

Schedule by Labor Account ~ Weekly

Schedule by Labor Account - Weekly (Excel)

5. Click on the Check Report Status option to view the status of your report.
6. When your report is complete, double click on the report name to open the report. Based on your internet
browser settings, you will be able to open, view, print, download or save your report output.

REPORTS

SELECT REFORTS | | CHECK REPORT STATUS
—

Report Name Dataln 7 Date Dane
Schedule by Labor Account - Wael el 2/18/2016 11:26AM 2/18/2016 11:27TAM
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Manager Delegation — “Proxy”

When a manager expects to be unavailable (i.e. vacation), the manager can authorize a delegate to complete his/her
tasks during their absence, including timecard approval and request for time off tasks. More than one delegate can be
assigned, and the initiating manager maintains visibility to the delegated transactions.

Starting Point: Related Items > Actions-Inbox

1. Inthe Related Items pane on the far right side of the screen, select Actions-Inbox

Test District M \_ % Workspaces  / P
@? Test Discrict Manager _ N @ Werkspaces + / »
— 5 Related ltems |

Quick Links Eii" Daily Tasks pane Col
QuickFind

[+1
o ?
M
Accrual Reporting Period Current Step Punch Iss__ k4
Al Time & Attendance Exceptions. Steps Remaining 1
Approve Timecards |

Approvals Summary |

Employee Demographic Info
Employee Timecard Info

Pay Period Close ’7|

Reconcile Timecard —— =

‘ )

2. Click on Actions

W Timekeeping Actions-Inbox

Artons-Inbox -

Cacsons)
3. Click Manager Delegation

Acbons—Inbox -

& ] Back to Actions-Inbox

ACTIONS
Last Refreshed:5:01 PM

Categories | Al

Actions.
= Manager Delegation ﬁ‘

4. Choose the appropriate information from the drop down fields then Save & Close. NOTE: All CarToys and Wireless

Advocates managers are available for selection in the drop down.
E:Ereate Delegation - Windows Internet Explorer

Existing Delegations
None

New Delegation

* Delegate: | ManagerName |

* StartDate: [11/11/2015 =g
* EndDate: [11/16/2015 [E=

* Role: | Manager Access for Delegation x|

Save & Close | Cancel
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Manager Delegation — “Proxy” (continued)
5. The action will show in the TASKS that the Delegation was requested

W Tk roping At el

At bllmas -
L]

=

INEDK

Lapn Eefeaanaa TR0 FE

TASC MISLACEY

Sanus [t -| An oo B (10,11, 2395 A caegoims iu -

Teges S Sate Tume Revenera € devpirte by Gaate Sammay Ewtre

. ] ity Corimgateten Maipts o] ol i v A 1055085 20 1 T -8 O asiees Tiee LLRRLIE 1T Aiteer Ta iy

The Manager is alerted that they have been requested as a Delegate. Manager Delegate clicks on the alert
20 E

Reguest Manager Alert

| * Request Manager Alert (1)

l @ manager_Delegation 1

Choose the alert

Manager Delegate chooses to Accept or Decline the delegation request

I
Siph Chal :

BOr a0 - 1 fad IR &a -
Manager Dalegation L= _Bcheg
# | Acceps Dalgation | Qugles Dedgatisn | Shos Detad
il hate oy Ve frr gyt

I 11/11/2015 VI/NEf2015 I danaoer Accers o Actee Bccept Delegasa . 1171002015 2. I I

Dbyt St Dt

Ermell Bk vy

The initiating Manager that requests to have the delegation occur will get a Message if the delegation request was
accepted or declined

LR Aumom imban
T

-

=

INBOX

Linid Beterifnd o 15 M

TASKS  MESTACES

[ e [ ore [ st [ oot et |
An ol Dt - |

- : i osrd
I [ [N TT— ]

BUA0IEINE 2 R LT 0 O0n Dadiet s Teve

Toggle between your standard role and your delegate role by selecting the arrow below your name

m g eee

T
Eripar Mg

Weeh 15 Date == AR 8
Mysiger Oelegatan = | Adlr
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Delete a Manager Delegation Request

A time may arise when you need to delete a manager delegation request that has NOT been approved by the delegate.

Access the Manager Request widget

Double-click the appropriate manager delegation request that you need to remove. The request is displayed if it
hasn’t been approved by the delegate

Click Delete
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Find an Employee Using QuickFind

The QuickFind widget is a tool used to search for a particular person or set of people based upon their name or ID.

1. Inthe Quick Links widget, select QuickFind
]_ Quick Links ]v
QuickFind s
Accrual Reporting Period
All Time & Attendance Excepiions.
Approve Timecards
Approvals Summary
Employee Demographic Info
Employee Timecard Info
Pay Period Close
Reconcile Timecard

In the Name or ID field, enter the last name of the employee or leave the default asterisk to view all employees.
You can also search for names using one or more characters with the asterisk.

Quick Links -~ o] 5]

- Back to Quick Links

Timecard | Schadule  Poopla | Reports | Ausilsbility

QUICKFIND

Mame or ID F ﬁ

Time Period |Week to Date |

Actions ¥ Punch ¥ Amount ¥ Schedule ¥ Approvals v

| Primary Labor

Name nt

In the Time Period field, select the appropriate time period
Click Find. To Open one or more employees’ timecards, select the employees’ names and select Timecard.

Special Key Combinations
Select multiple employees: Press the Ctrl key and select individual
Select a group of employees: Select the first name in the list, press the Shift key, and then select the last
employee in the list. All employees between the first name and last name will be selected.
Select all employees: In the Select and Action field, choose Select All.

Rev 03/02/16




Find an Employee Using Search

The Search workspace is a tool used to search for a particular person or time data

Click the Magnifying glass icon to access the Search workspace

Test District Manager
Sign Out L] * D) (O] . @ Workspaces ~ /

imiii Daily Tasks

Current Step Punch Iss. .
Steos Remainina 1

Begin the search by entering the first three characters of the employee’s last name
A Timekeeping @ Search | x
Search

|_tes

2 Suggestions Found
People [1]

| Manager, Test Kiosk

Wheo have_[1]

| Manager, Test District [Azsigned Manager]

From the search results, select the employee’s name
Review the employees’ information in the right pane
If necessary, click the Go To icon to access a widget or workspace for the selected employee

A Timekeeping @ Search B x
Results
2 Manager, Test Kiosk 1 i

Search
1D Nurber 006017 | B2dge Number - —
~ Go to widget
2 Suggestions Found Srhedule View
People [1] - Schedule Editor
~| Manager, Test Kiosk Reguest Manager
Who have__ [1]

| Manager. Test District [Aszigned Manager]

(i

[ test

Email Address:

Job Details

Labor Account: TOY,/TOY/DD00,/TEE/LLE missing, W1WE/
Hire Date: 5/25/2015

Employment Status: Active

Seniority Date: 5/25/2015

Reports To: Manager, Test District

Warker Type:
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Find Time Data Using Search

The Search workspace is a tool used to search for a particular person or time data

Click the Magnifying glass icon to access the Search workspace

Test District Manager
Sign Out L] * D) (O] . @ Workspaces ~ / )

Search
RS oot Tt ey @
¥ *

Current Step Punch Iss. .
All Time & Attenrianee Frrentinns Steos Remainina 1

Begin the search by entering the first three characters of your search query to display suggestions or turn the hints
on to display a search list

# Timekeeping @ Search R x
Search

Hints {83 On () OFf

Search for i
¥y
Abzence Unexoused
Active Badge Mumber
Azzigned Manager
Baonus Applied
Break Owt Of Sequence

Cancel Deduction Make sure to select the
Cere Hours Vioatior "On" radio button to
turn on search Hints

Eairly In

Emzil Address
Emiployes Approva
Emiployee Group
Emiployment Terms
Hire Diate

Job

Location

3. Select the appropriate entry

4. Review the information in the right pane
Example — select Manager Approval:

A Timekeeping @ Search Q| x
Search

Results

Manager Approval

[_search for [ seiectan
| Naone (1}

* Person Name

Manager, Test Gosk.

1 results during Current Pay Peried 2 of D614 PM
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Accessing Online Help

Online Help provides content and key term searches. Many search results provide links to related topics for further
explanation of a topic.

Starting Point: General Maintenance

Maintenance
ADP Time & Attendance - Mozilla Firefox
https://eetd?.adp.com/17t84t/applications/navigator/Navigator.do

From the workspace carousel, click General
e

il @ Automatic Data Processing, Inc. (US)

Test District Manager
Sign Out

=) )

@

\, @ Workspaces -<

Elzs | Daily Tasks ]

Current Step

[3 of 3 Items]

Manage E...

[10f3 Items]

L

O

Drag and drop the Help widget to the primary workspace in the middle of the screen to make it the primary screen

M Timekeeping

| ® General Maintenance !/ |

Reports  ~

e e

REPORTS

SH ECT REPORTS CHECK REPORT STATUS
e ]
[ [ | oo [ oo

* ¥
*

Help function

&
[
3

+ All

+ Accruals

+ ADP Raport Offaring
+ Corfiguration

+ Detail QuickNav

+ Roll-Up QuickNav
+ Schaduler

+ Timecard

Select the appropriate category and topic in the left pane. Tip: Click the Search tab to locate topics by a specific

word or phrase
M Timekeeping

@ General Maintenance w|x

E
Help -

Contents _

W Timeke=ping help

[2] Time & Attendance user assistance

[Z] Mew in this release
@ System Administraters
@ Managers
@ Employees
@ Transaction Assistznt help
@ Scheduler help
@ Operations Planner help
@ Archiving help
@ Integration Manager help
@ Activities help
@ Device Manager help
@ Process Manager help
@ Leave help
@ Attendance help
@ Forecast Manager help
@ Delegate Autharity help

Time & Attendance user assistance

Time & Attendance user assistance

Time & Atendance has been configured to meet the specific needs of you and your organization. There are many diffierent types of users,
each with different requirements. Barause of thes differences, the user assistance is crganized by three typical users.

For spadific topics, selact the icon that best matches your role.

System administrator — A person who performs the initial setup of
application modules, such as Labor Levels, Pay Rules.and Acorual
Policies. The system admi also creates and

data analysis tools such as HyperFind queries and QuickNavs,
implements Process Manager templates, and so forth

Manager — A persan who manages other peaple and needs to
address timecard exceptions, approve or reiect time-off and other
types of empioyes requests, approve and sign off tmecands for
payrall, and sz forth.

Employee — People who need 10 enter their time worked using
either Timestamp or 2 tmecard, verify when they are scheduled to
wark, submit time-off requests, and so forth,
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Running Reports

Managers have access to generate many standard eTIME reports.
Starting Point: General Maintenance

0.

From the workspace carousel, click General Maintenance
ADP Time & Attendance - Mozilla Firefox

il ' @ Automatic Data Processing, Inc. [US) | hitps://eetd?.adp.com/17t84t/applications/navigator/Navigator.do

Test District Manager N oA
@ Sign Out 2 ' c‘l)) ' N, @ Workspaces ~ <

Quick Links [|co; | Daily Tasks

ey

Current Step Manage E...

[10f3 Items] [3 of 3 tems]

-

In the Reports widget, expand the appropriate report category to view the available report options.
A Timekeeping @® General Maintenance !X
Reports -

REPORTS

SELECT REFORTS CHECK REPORT STATUS

= B B
W =TT

+ Al

+ Accruals

+ ADP Report Offering
+ Configuration

+ Detail QuickNav

+ Roll-Up QuickNav
+ Scheduler

+ Timecard

Select a report

In the People field, select the hyperfind query you want to use to filter the report results
In the Time Period field, select the time period for this report

Complete any additional field options that appear in the selected report

In the Output Format field, select the appropriate output format

At the top left of the widget, click Run Report. The Check Report Status is displayed. Tip: If enabled, you may also

have the option to email, download or print your report
Click Refresh Status and wait until the report status changes to Complete.

10. Click View Report. The report is displayed.
11. Close the Report

Create a Favorite Report

In the Reports widget, expand the appropriate report category to view the available report options
Select a report

Click Create Favorite

In the Favorite Report field, enter a name for the report

In the Author’s Remarks field, enter any additional information

Complete the additional field options that appear for the selected report

Click Save Favorite. The report name is displayed below the Favorites category
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Running Reports (continued)

RECOMMENDED STANDARD REPORTS

e Employee Timecard Information
e Timecard Audit Trail
e Timecard Sign-Off, Request and Approval
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GLOSSARY OF TERMS

Term

Definition

Accrual Code

The unique identifier of the accrual, such as vacation or sick

Accrual Type

Hours, the unit in which the accrual code is stated

Balance without
Projected Credits

The accrual balance as of the Furthest Projected Taking Date, excluding projected credits

Furthest Projected
Taking Date

The furthest date in the future when a taking is scheduled that affects the accrual code

Pattern

Contains one or more shifts that repeat over specific days

Pattern Template

Contains one or more shifts that repeat over specific days

Tam - 7Tam - i"am J'l-m—l'lm
Ipm | 3pm :!p.m 3|1n Ipm

Monday through Friday

jpm - 3pm -
Mpm 11pm

Saturday through Sunday

Period Ending
Balance

Balance of the actual as of the selected date

Projected Balance

The accrual balance as of the Furthest Projected Taking Date, including projected credits and
debits

Balance Without Projected Credits = The accrual balance as of the Furthest Projected Taking
Date, excluding projected credits

Projected Credits

The total amount of the accrual scheduled to be granted from the end of the pay period on
display to the Further Projected Taking Date

Projected Takings

The total amount of the accrual scheduled to be used (taken) from the end of the pay period on
display through the Furthest Projected Taking Date

Span of time with a specific start and end time in one 24-hour period such as 7 a.m. —3 p.m.

7am —|7am —|7am — 7am. —
3pm 3pm. [3pm. 3pm

Monday through Friday

7am. —
3pm.

Shift Template

Saved shift not associated to a specific date so it can be reused as necessary by a manager when
creating schedules.
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