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Registering for Self Service

1. Click theEmployee Self Service link on your institution’s webpage.

2. Click theFirst TimeUsers Register Herelink on the Self Service Login page.

User Login Administrator Login

m First Time Users Register Here

w Update My Security Profile

= Change your Password
w Make This Site Your Home Page

» Forgot your User |d
w Forgot vour Password

B 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

us in meeting that commitment, you must register with us before using our serices. During registration, you'll be assigned a user 1D
and you'll create a unique password. Then you'll be ready to log on and start using ADP services. = Our Security Commitrment

SUF Privacy statement
Ready to get starte(I = ADP Privacy Statement

= Lenal 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

© wiew your user 1D and create your password

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

Already Registered?

Do you already have an ADP user ID in the following format: JSmithi@Company ?
If yes, you are already registered for ADP services. Do you want to add a3 service?

4. Enter yourRegistration Pass Code and clickNext.
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Note: Your Self Service Registration Pass Code is USG-6775

VPP

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

Step 1 of 6

Enter Your Registration Pass Code

1. Enter Your Registration

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

3. Enter Your Contact . .

\nforrmation Note: The pass code is not case-sensitive.

4. Enter Your Security b = Required

Infarmation

8. View Your User Id & Create

Your Password Registration Pass Code: » l:l [Example: Genco-1234abc)

B. Confirmation

0 rext )
|

5. Select to verify with either your SSN or TIN, usiting full number of digits.

L3P

|Register for ADP Services
Flease enter the following information to register for ADF senices

| Step 2 of 6
1. Enter Your Registration Veisy Your tHentity
Fass 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 sernices
Information
4 Enter Your Security I want to verify my identity using:
Information @ Social Security Numbar (SSN)
5. VWiew Your UserID &
Create Your Password O Individual Taxpayer ldentification Number {ITIN)
&. Confirmation N , . 3
Your SSM is used during the account creation process: it is not used for any other purpose.
¥= Required
First Name: "| | {our legal first name: do not enter a nickname.)
Middle Initial: [l
Last Hame: Pl |(Apnstrophes and hyphens are allowed }
SSHN: ’| |(AII nine digits in any format})
Confirm SSN: ’I |[AII nine digits in any format)
Date of Birth: L3 i ~ | (Month} » M| (Day)

et ) @ cancel |
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6. Enter your data in the fields with thee. After completing these fields, clid¥ext.
Please Note — you must enter your name as it agpgeahe HR/Payroll system of
record.

o rext

7. Inrare circumstances, a second page (belowgofy Your Identitynay appear. This
may be due to incorrect data being entered in te@iqgus screen. If this occurs, click
Cancd and verify your entered information. Note — yousinenter your name as it
appears in the HR/Payroll system of record. Ifialla is correct and you are still
seeing this form, please contact the SS Help Dasknbre information.

A3

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

Step 2 of 6

1. Enter Your Registration Verify Your Identity

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

3. Enter Your Cantact = Required

Infarmatian i

4. Enter Your Security A. Select a Service

Infarmation .
5 Wiew Your User Id & Create| Service: b
Your Password
6. Confirmation

Self Service v

B. ADP Self-Service Information

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

Employee ID: » | |

PIN: q |

@ nea | @ cancel |
|

8. Complete the fields on your Contact Information ahck Next.

A2P

[Register for ADP Services
[Fiaasn wviar T Fikang F3aTrat on 1 raglar o AP RRSAZER

b Ceafrreaion

Swp ol
Errinr Vo Contact isbormalinn
oot i inml iddvirin 16 oy uieid B dolbeationi B rinSariciy, rra S chetgs P flatinsaa il
[1 o v Covet. T AR
| e 3
& Crlwi V33 Dacady Flost Hesrsa: ] i
[ Ts
= ey Yone Ly 1 B Dt Linl Mame L [Apedlvgias ol byphars as slewsd |
oaw Prapwamad iF
BershwasTimaoasl F el ] (Ths el aeeirann o oy riad Fad notdic oo )
[

Carflun E-Mail:

Frlvemie {Area code and Furrbel n iy Rania

[ NOT W camw

5 of 25



9. Complete all the fields on your Security Informatiand clickNext.

£3P

thlmrhfmF' Bardcas
{nnan Wiy B 12 kag riTTalen 13 e o ALP aRcE

Laapdoidl
Enler ¥ Securily Indomo Eion
T 20AT FREE00E, i el Bt el oo Ul Sty Quuidiands dBd Soralld U dfdiviin I Raped pibt Wadponi il i, pia

I ¥ A D B 00 e Ol Gl W) RS D bty il bR

Cres di
. Inpoenare: B aue o cRECas LINWSI Yo4 COR ASTamER]
ll AL Erewr P Sy o = Fegurad
i e

e O R 1 L
o' Panrweod
G

ChipTewn of Bian [

Seimer) 1 opated it o e Ban and ey AT

Seuilly Gaeatian 1: ! -
m‘: ¥

Sewci a difyrest ueaden om e ket are arir yro s

Fe-piing QriEtkan 1 ¥ o
Arower i "
- Mgren . Caacel

10.The View Your Userid & Create Your Password wilpapr. Your user ID is
displayed.

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

A2

Iater for AP Sarvices

Aat enLET ITah BB w Ay IERATLAN LD Mg 30w o7 FOF LRI

B 5 ol 6

¥iew Your BOP Seryions g TH

Tt w0 pacased Sesw. Yool ums i TF e persesS oo lag onks ALE meedosn A soximorase sl condameng your aee el
p— .

Crmnle Your A0 Farvicn Penwweed

T oo parrssye! el bu: of lemd B chacscie 1833 ared reesd conlen o faasd 1 Bl o adfe | siSed or 7 speoel canesciar

W : Vi pretessrll o DO v

# = Rpqaind

Crams Parsand ¥ iEaare: Poerced 2]
Caolim Paxsaced: ]

B sore W e

11. Enter your password in ti@reate 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.
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Crenla Your ADP farsiens Passwest

T oy oy el ke o kel B cheseinm (233 and rrL:Imllmilu:ﬂ I sl -'-dll!lll I mumiSal or 7 spmor canesedar

Wi Vil paritestnd o DB B0V

b = Bpjaind

Crams PFaarseard ¥ {Eanrls: Poxarraddl]
Canltm Paracrd: ]

. BT .. [

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

| % Wi Tl e bl & i T

Crenla Your ADP farsiens Passwest

T oy oy el ke o kel B cheseinm (233 and rrL:Imllmilu:ﬂ I sl -'-dll!lll I mumiSal or 7 spmor canesedar

Wi il parieCrll o SR Vi
b = Bpjaind

Crams PFaarseard ¥ {Eanrls: Poxarraddl]
Canltm Paracrd: ]
. BT .. [

13.The Confirmation page will appear. You are nowstged for Self-Service. Click
Close.

£3P

Fagistar for ADP Sarvices
[anza aviar e Ry Fkrmaiias o mgals b 200 cerazen.

Siap Eodd

B Thark & Bl Pedpasa ey
R LI i B O T, el BT i) W AL B

Wb e # rosl Cantmalng wons Liser 35 5 a g sent 12 the prcves s s prosdisd

Log Om in an ADP Sereice

i e [ i Sonw P foliowry S0P wrw currendly wvad i S ined 0 serwce mid chok Eog O Fpod seant e fag an b, diek
i ol Tiean

A LTk
e e ADF Saween
il irain

il CRHT CAD T

Ther bl i el BDF 580000 10 Svlabd Do i T Dm0 W30 et bt ieel B W You BB 0oL ok A
AR e

= RGP Sarvice

B A2 ioofer Saaca

The next step is to add Additional Services, solyawe access to eTIME. You must add
eTime in order to record your daily work hours.
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Adding eTime

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

User Login Administrator Login

m First Time Users Register Here

= Update My Security Profile

m Change your Password
= Make This Site Your Home Page

= Forgot your User |d
= Forgot your Password

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

2. Click Add a Service.

AP

Welcome!

Welcomel ADP is committed to protecting your privacy and ensuring that only you can access your personal Privacy & Security |
information. To assist ug in meeting that commitment, you must register with us befare using our services. During - |

registration, you'll be assigned a user ID and you'll create a unigue password. Then you'll be ready to log on and start

using ADP services. /

Ready to get started? (] Revisternow | < Already Registered? (il Ataasenice |

® Qur Security Commitrment

= S0P Privacy Statement

= | eqgal Information

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

B Verify your identity

€ Enter your cantact information

If g0, you are already registered for ADP services

€} Enter your security information

@ wiew your user 1D and create your password

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

@ 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 clisikbmit.
@ Welcome, Diana Grillo
Verify Your Identity
We need some infarmation in order to verify your identity. Please complete the infarmation on this page.
b = Required
Enterprise eTime Information
Employee ID: » 122223 (our Employee ID is provided by your manager or systern administrator.)
. Submit_| . cancel |

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

m Welcome, John Doe
Manage My Profile | Change My Password [ERUELE!LRIVESEITLLH

Manage My Services

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

<<3ervice Name>> has been added successfully.

9 of 25



Log On
Access the eTime Timesheets link from the Employee Self Service

Portal.

1. Click the Employee Self Service link on your ingtibn’s webpage.

2. Click ‘User Login’ button.

N
[] Administrator Login
N
|

m First Time Users Register Here
w 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

©2008 Automatic Data Process E PRiVvACY [E LEGAL

3. Enter User Name and Password and didék.

Connect to portal.adp.com

Employee Access [09:58:37:3927]

User name: :ﬁ | v |

Passward: | i

[ 1remember my password

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

English | Fepaf: Benefits Hews
- |m Customized text is entered here
Welcome To The

USG Employee Self-Service Portal Application ”nkS

* Toaccess the eTime system, go to the "Time" tah above sitary for all forms employess may recuire
* Toaccess your benefits, select the "Benefits” tab above

Recommended Links

Click the links below: for additional information:

USG Site

5. Click the Time application link

Todayis 2pr7, 2072

elf | Money | Benefits

Espaficl

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

Time and Attendance

ManagersiApprovers: Click Here to access eTIME

All other employees:; CIiMccess eTIME.

7. Now you are in the eTime application

My Information
a My Timecard
. ® My Reports
. ®  fy 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 accruald ame card for printing
c. My Actions allows you to request time off if youeagligible for time off
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Project View Time Card for Faculty

The Project View timecard for Faculty is to record the usage of Sick Leave. It
records the total number of hours to be deducted from the accrual of the Sick Leave
Accrual buckets.

On the 28" of each month the accrual process will be generated automatically by
eTime. It will add to the Accrual bucket the amount of Sick Leave.

The recording of the Sick Leave 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 Sick leave but you only have 10 hours in your Sick
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.

Entering Sick Leave in a Project View Timecard

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

TIMECARD

Last Saved: 4:29PM

Hame & ID ‘Gu\nn‘ Patrick MONTHL Y3290

Time Period |Current Pary Period hd

[save] nsv Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Reports v Leave ¥

Week starting: Sun 3/29
Pay Code T Sun 329 hon 330 Tue 3131 Wed 01 Thu 4102 Fri 4103 Sat 404 Total

A Sick - = 800 800

800 800

Transfer Sun 405 hon 406 Tue 407 e 4105 Thu 403 Fri 4410 Sat 4411 Total
- - 00 300
500 300

Week starting: Sun 4/12
Pay Code Transfer Sun 4412 hon 4113 Tue 414 Wed 445 Thu 446 Fri 447 Sat 415 Total
B Haurs Wiorked - -

1. Click the drop down in the Pay Code column, select the Pay Code Sick

2. The actual hours used will be entered on the day of the Sick Leave.
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3. 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.

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

Adding Comments

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

Comment > Add .

el Comment
Dielete Comment,

Actions * Punch * Amount ¥ Accruals( rovals * Reports * Leave ¥

Week starting: Sun 5/17
Mon 515
8:00
.00

Pay Code Tranzfer Delete Mote —
| | Hours Yarked - -

Week starting: Sun 5724

Pay Code Transfer Sun 5024 Mon 5525
| Hours ¥orked -
x| “acation - - 800 -

&:00

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.

£3?P

Schedule | People | Reports

“TIMECARD

Loaded: 4:28PM

GEMERAL * MY QUICKNAYWS -
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Add Comment

Tue

Comments

12 Hour Off Wiolation

Absence with =1hr notice
Ahsence with 1hr notice
Absence with no notice
Approved

Company Meeting

Decrease QTY Reported

Department Shortage

Hote

X

|Java Applet wWindow

Hame & 1D

MY INFORMATION

EBarker, Mindy

Time Period |Previous Pay Pe

Actions * Punch * Amount * Comment * Approvals * Reports *




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.

TIMECARD
Name & ID Quinn, Patrick MONTHL Y2290
Last Saved: £29PM
Time,
I | Actions ¥ Punch * Amount ™ Accruals ¥ Comnfnt ¥ [Approvals
Approve
Week starting: Sun 3,/29 Remave Aparoval
Pay Code Transter A > = Tue 3/31 Wed 401 Thu 402 Fri 403
H B sk - - e £:00
Sign Off a0
Remove Sign-Otf
week starting: Sun 4/05
Pay Code Transter Sun 4105 Mon 406 Tue 4107 Wied 403 Thu 409 Fri 410
B Sick - - 00

00|

Click on ‘Approvals’ then ‘Approve ’

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 Sick Leave.

Accrual Detail Tab

Accrual Detail Tab reveals the balances of your Accruals for the current calendar
year as well as the totals of the Sick Leave taken to date along with the requested
that has not be used as of yet.

TOTALS & SCHEDULE ACCRUAL DETAIL CCRUALS | AUDITS

Balance as of | 3/23/2008 - m

" . Carryover Earned Taken Planned Pending .
Type ! Reporting Petiod Units: R To Date To Date Available Takings Grants Ending Balance

na

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

Wacation 0172003 - 1273172009 Hour oo
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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.

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 Sick Leave that has not yet been
earned and deposited into the Accrual buckets.

TOTALS & SCHEDULE ACCRUAL DETA ACCRUALS  ADDITS 2
Belant®a . Exlance Projected Projected Projected Proj Belance
ocle Praje

Selectad De Through Dbtz Credits Balance
Day 1i0172010 0o 20 20 20
4000 Howr 101200 000 40000 40:00 40:00
Sick 4000 Har 100172010 ooo 40:00 4000 3600

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.
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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 i..&ll bl

Actions
®  Cancel Leave Time ®  Cancel Tipe Off Reguest
s Request Leave Time Request Time Off

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. As

Faculty you will only be allowed to select Sick.

5 hatpactiatimatests.adp.com - Time.Off Raquest - Miceosoft Intarost Explora o

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 | C’nmprTirmeréff ™~

* Start Date: | EE

* End Date: | | =

Message: |

* Hours: @ Spetify Hours © Sare Hours as Scheduled Shifts

Fill in only If Specify Hours is selected above

Start Time: | |
Hours Per Day: i
Day Type: © Seheduled and Man-scheduled Days & Scheduled Days
] Dre S @ mermet

Enter the Date from or use the calendar icon to select the date.
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* Start Date: < . I%D

* End Date: [FE

Enter the Date to or use the calendar icon to select the date.
* Start Date:

* End Date: <

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

Message:

Click Specify Hours.

* Hours: &) Specify Hour®) £ Same Hours as Scheduled Shifts

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

Start Time:

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

Hours Per Day: [ l

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.
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etil- [0)|

Thank you for your TimeOff Request

Save & Close

»-9"] Dane ;%-Q Internet

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

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

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

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

Cancelling Leave Time Off Request

After logging into eTime®, click My Actions.

To cancel a request for Time Off that has been submitted, click the link for Cancel
Time Off Request.

MY ACTIONS
Last Refreshed: 10:26 PK

Refresh
Categories [ & I |

Actions

®  Cancel Leave Time

® Request Leave Time

Use the drop down for Request Type to select the type of leave you wish to cancel.
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Employee ID: 0117253

Employee Hame: Ellis, Sharon L
Comp Time Balance:

Floating Holiday Balance:

Sick Balance: 16:00

Vacation Balance: 20000

* Request Type:

* Start Date: | [ E=
* End Date: | !
[ Save & Close ] [ Reset J [ Cancel }
EIDolje = ) Internet

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

* Start Date:
* Endl Date: | :I

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

=
ki)

* Start Date:

|
* Endl Date: ( |

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

[ Save & Close | eset Cancell

v

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

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

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

You will also be able to check your Inbox in eTime® by clicking My Actions then
Inbox.
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Extended Lengths of Leave Time Off Request

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

After logging into eTime®, click My Actions.

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

MY ACTIONS

Last Refreshed: 10:26 PK

Refresh

=

Categories i.AII

Actions

®  Cancel Leave Time ®  Cancel Time Off Reguest

< ® Request Leave Time > Redguest 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... g@@

Employee ID: 0117253
Employee Hame:
Manager: UATTEST1, MANAGER

o Cmegu

[Next » ] [Reset ] [ Cancel ]

;ﬁ Dane é Q Internet

Click Next.
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3 https:/Heatimetest6.adp.com - New | eave Case Request - Micr... E@E|

Employee ID:
Employee llame:
Manager: UATTESTY, MANAGER

Leave Category: FhLa

* Leave Reason: Child b
Leave Frequency: | Continuous

Intermittent leave frequency means you will be taking off anly
some of your scheduled work time.

Leave End Date: |

Leave Hours: ) same hours each day ) Variable hours
* Appreximate Daily ‘—
Leave Hours: L

Exarple: 2 to 4 hours

* Describe Details of your Request:

<

&) Dore 5 @ mntermet

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

* Leave Reason: : Child 7]

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

ntermittentle ency means you will be taking off only

some ofyour scheduled waork time.

Enter the date for when the leave starts.

* Leave Start Date: |

Leave End Dat |

Select how the leave hours will be used.
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Leave Hours: ) Same hours each day ) Variable hours

Enter how many hours will be used each day.

* Approximate Daily |
Leave Hours:

Example: 210 4 hours

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:ks Send & C|D@QESH ] [ Cancel I

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 Reque st

After logging into eTime®, click My Actions.

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

Last Refreshed: 10:26 PM

Refresh

Categories | Al «|

Actions
u  Cancel Leave Time Cancel Time Off Request
= ] s Request Time Off

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

<A https:/feetimetest6.adp.com - New Leave Case Request - Micr... EH@[Z|

Employee ID: 0117253
Employee Hame:
Manager: UATTEST1, MANAGER

e Cmegn

[Next > ] [Reset ] ’ Cancel ]

&l Dane 2 & Ireernet

Click Next.
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1 https:/leetimetestb.adp.com - Cancel Leave Case Request - Mi... B@E'

Employee ID:
Employee Hame:

Manager: UATTESTT, MANAGER
Selectthe same values as in the original request.

Leave Category: FrLA
* Leave Reason: i Child v I
Leave Frequency: | Continuous v |

* Leave Start Date: ’—] -'

Leave End Date: | i
R for C ling the Req
[ < Back ] [ Send & Close = I IR‘eset ] [ Cancel ]
'@ \% 0 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: < Zhild v!

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

Leave Frequency: | Continuaus v!

Intermittent leave frequency means you will be taking off only
same of your scheduled waork time.

Enter the date for when the leave starts.

Leave End Date: | | |

Enter the date for when the leave ends.

* Leave Start

Leave End Date:




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.

g

gt
< Eiat:ks Send & Close = _)Reset ] [ Cancel I

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.

Please contact Human Resources if you have questions!
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