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Introduction

ADP eTime is a “Time & Attendance” program that allows managers on the internet to:

Review, edit and authorize exception time requests (i.e. vacation, sick, etc.);
Review, edit and approve their employee’s time card;

Appoint manager proxy delegation;

Modify employee’s work schedules;

A wNe

View reports.

Registering for eTime as a first time user

For more information about how to register as a first time user please see the Registration
Manual found at the Roger Williams University Payroll website.

[ User Login | { Administrator Login |

u First Time Users Register Here
= Need Help Getting Started?
= Update My Security Profile

= Change your Password
= Make This Site Your Home Page

= Forgot your User id
= Forgot your Password
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©2014 Automatic Data Processing, Inc f; PRIVACY




Logging Into eTime

1. Loginto ADP eTime at https://portal.adp.com/public/index.htm

Please save this site as a “favorite” on your website.

Click the ‘User Login’ button and enter your User Name and Password created when
registering.

UserLogin | )  Administrator Login |

u First Time Users Register Here
» Need Help Getting Started?

= Update My Security Profile

» Change your Password

u Make This Site Your Home Page
» Forgot your User Id

u Forgot your Password

©2014 Automatic Data Processing, Inc B privacy B LEcAL

il Y
Windows Security ﬁ

The server agateway.adp.com at Portal Access [08:40:16:8954] requires a
usernarme and password.

' 1 [User name l

| Password |

[7] Remember my credentials

| ok || cancel |



https://portal.adp.com/public/index.htm

4. The ADP Time and Attendance home page will appear. Click the “Time and
Attendance” drop box and select “eTime”.

5. Click on eTime

Time & Attendance w

Welcome

eTime

Welcome to Time and Attendance where you can record and review your work,sick,vacation and personal time using eTIME. You can also see your
time off balances.



How to Approve Exception Time Requests

Employees may request exception time (i.e. vacation, sick, etc.) through ADP eTime. The manager will
receive an e-mail alert when a request is submitted notifying them to review the pending Scheduled
Exception Time Request.

1. After logging into eTime an “Alert” icon with a number will appear in the top center of the tool
bar. Click on the Alert”.

m " . @ Workspaces ~ / WP
# Mylnformation 2
My Calendar IEEed e

2. Inthis example a manager has a time-off request alert and a manager delegation request that
have not been resolved.

_F

Request Manager Alert X

+ Request Manager Alert ()

0 EM_Mgr_Delegation 1

T

View All

3. When the manager clicks on the Time-Off request, he/she will be brought to the request that
will provide details as well the option to edit, approve, refuse, retract etc. Once the manager
has completed the action an e-mail message will be sent to the employee notifying them, i.e.
their vacation request has been approved. That specific manager alert will also go away once
the manager has completed the action, saved and signed off of eTime.

* My - ag n|x

7/13/2014 - 1/08/201% [=) & Al - [
T e — . I
< Details Edit Apprave Refuse Pending Retract >

Subject Pay Code Start Date End Date Comments Submit Date tes a new timeoff request |
Scheduled T‘ Vac D-N-C OT 8/12j2014 8/12j2014 Reguest Time ... B8/11/2014 1... b Submitted




Reviewing Timecards

1. Click on ‘Workspaces” in the upper right hand corner of your screen.

Marco Test02
PP 5=

A My Information o
My Calendar

Current Pay Period == & () (& )

August 3 - 19,2014 (rn) = Request Time Off

Sun 8/03 Mon 8/04 Tue8/05 Wed 8/06 Thu 8/07 Fri 8/08 Sat 8/09

(] rmecara
8:00AM

10:004M
11:00AM E My Timestame
12:00PM —

1:00PM

S

2:00PM
3:00PM
4:00PM
5:00PM

6:00PM [
7:00PM

Accrual Code 1 4 i i i Pending Grants Planned Takings Prior Ending Ba_ Prior End Vested  Prior Em *
Bereavement | 1/01/2014 - 12/3... Hour 0o 0o 0o ] 0o 0o oo 00 ﬁ

Conference 1/01/2014 - 12/3..  Hour oo 0.0 0.0 00 oo 0.0 0.0 0.0

2. Click on “Timekeeping”

[1of 3 Items ]

3. Once you have clicked on “Timekeeping” it will bring you to the “Quick Links” screen.

* w Information @ Tu | = !il X
C_Quicklinks - D
CuickFimd
Pay Period Close
Reconcile Timecard
Shift Start
Shifit Close




4. Click on “Reconcile Timecard” to review your employee timecards.

A My Information + Timekeeping | x
Quick Links  ~
QuickFind
< Reconcile Timecard >
Shift Start
Shift Close

5. Click on “Show” and based on your security access to a Department you can select it from

the drop down menu and select “Apply.”

A My Information '+ Timekeeping X
Quick Links  ~

ﬂ Back to Quick Links

Timecard | 5chedule | Reports

( Show ) Bursar - )
Accounts Payable :@

Time Period Admissions _‘

All Home

All Home and Scheduled Job Transf

| All Home and Scheduled Job Transf
All Home and Transferred-in

All Home and Transferred-in*

Nar All Inactive and Terminated

m

Miss




6. Select the “Time Period” you wish to review and select “Apply.” Choose “Previous Pay
Period” for hourly employees and “Current Pay Period” for salary employees.

7. Click “Select an Action” from the drop down menu and “Select All” and then select “Apply.”

A Myinformation @ Timekeeping | x
Quick Links  ~

4 ) PBack to Quick Links

Timecard | Schedule | Reports

Show Bursar -

Select an Action

Select All Unexcused o
Approve Absence
Remove Approval v
Sort Table v

Export to Excel
Export to C5V

8. Click “Timecard” to review each employee’s activity and make any edits.

W My Information # Timekeeping | x
Quick Links -

48 ) Back to Quick Links

Schedule | Reports



9. You may “Maximize” the screen. Select or move to each employee by using the “Person &
ID” dropdown box or the “Arrow” buttons.

rmation ® Timckeeping | ®1%

Maximize |5}

to Quick Links

Schedule | Reports
ARD Person & Id @
7

»

of 7 i
Time Period Previous Pay Period 122014 -7
Totals
Dare Pay Code AMmount In Transfer aut Mo Meal
¥ shift  Daily |
Sar 7{12 - Q r T
sun 7413 - Q r
Mon 7/14 - 2:004M ‘Exempt 40 - 30 minute & 4:30PM ™ 80 | 80
Tue 7{15 - 5:004M Exempt 40 - 30 minute © 4:30PM r 8.0 8.0
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Editing Timecard Exceptions

1. Review each employee’s time card for exceptions. Exceptions will be flagged by the system.
See the next page for an exception menu and description.

- Back to Quick Links

Reports

Approval removed at: /0572014

ngﬁ Date Pay Code Amount In Transfer aut ko Meal Shift Totgl;lv
& sar 7/19 - Q -

& sun 7/20 - Q r

& Mon 7/21 - 3:288M Mon-Union 30 | 539em ™ 865 865
& Tue 7/22 - B27AM Mon-Union 30 S| saamm r 93 a3
&) Wed 7/23 - g:31AM ;Men-Union 30 Q. sooem 80 &0
& Thu 7724 - 2:35AM :Mon-Union 30 S| s31em - 8.52 852
&) Fri 7i25 - B:27AM MNon-Union 30 | saapm ™ 823 823
(£ sat 7/26 - Q m

& sun 7/27 - Q r

& Mon 7728 - B26AM “Non-Union 30 Q I:. I

P — -

1

2. To fix a missed punch click inside the cell and enter the correct in or out punch time. For
example if it’s an in punch type 8a for 8 a.m. or if an out punch type 5p for 5 p.m. (If you don’t

put an “A” or a “P” after the time the system will automatically default to a.m.). Click on “Save”.

It is important to note that if an employee misses a punch that the system does not

know the amount of time worked and therefore will not pay the employee for the

entire pay period.

=]

Quick Links ~ ~

L] Back to Quick Links

Repaorts

Approval remaoved at: 8/05/2014

’;g\:‘f Date Pay Code Amount In Transfer out Mo Meal ShiftTO[SIaﬁi\y
& Sar 7119 v Q r

& sun 7420 - Q r

& Mon 7721 - 8:28AM Nan-Union 30 | s5:39pm I~ 3.65  B.BS
£ Tue 7/22 - 8:2 7AM :Non-Unicn 30 S| snsem - 33 93
= Wed 7723 - g:314M Mon-Union 30 S soorm - 8.0 8.0
EA] Thu 7/24 - B:35AM Mon-Union 30 | siziem r 852 852
& Fri 7/25 - 82 7AM Mon-Union 30 S| siapm ~ 823 &.23
(] sat 7/26 - Q r

& sun 7{27 - Q -

&  mon7izs v 5:26AM Man-Union 30 Q r

P e— ~

i}
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3. Time Card Exceptions Guide:

@ MNational Account Services

[P T e g R S——y Cu—r
1 ¥

Enterprise eTime - Exceptions

Exceptions

Exce ptions highlight unexpected or unusual transactions; such as when an employes works outsick
their scheduled timeframe or scheduled day.

Menu Options

Indicator Color Code Descrption

Indicate s that there is either a missed fnor Out

_ Solicd Red cell punches. Movirg the mouse over the cell will
provick more irformation,

Red border around a Irdlicate 5 that it iz an unexcused absence for the

fon 10101 ot chay. Moving the mouse over the ce ll will provice
more infomnation.
Indicate 5 that the re 15 an exce ption to the time

4:00F E‘I_IE_IE horcer around 2 stamps. Moving the mouse over the cell will provide

more infomnation.

I ue 1225 I

Blue border amund a
chate

Indicate 5 that it is an excused abse nce for the day.

Red outlined cell

Indicate s that the re is an exce ption a s sociate o with

110080 5B S the time stampanda comment associated with the
Yellow hox inside cel corte rits of the cell

o Green onflined cell & dura;i-an payv code has besn used to review the

SXCoAphan.
i @ . Indicate 5 that the re is & comme nt a ssociate o with

T O0FN ellow box inside a cell the corte rits of the cell
Purple fransaction Indicate 5 the transaction was added to the timecad

11 00Fh by the totalizer (ie., systemn gererated). Ifthe cell is
(Phantom Punch) aray, the trnsaction can not be edited.

9:00

o0 Gray cells Indicate the transactioncan not be edited.

[0z 30 0

(%) befare a khar
Accau r

Indicate s that the account is not the primary account
that is being indicated in the transfer.

Exceptions Notes

¢ Exceptions rust be configured in the Erterprizse e TIME system.
+ Exceptions can be associated with date 5, punches or durations.

¢ |fyou move the mouse ouver an exce ption a message provides more specific information such as
Missed Out-Punch®, *Late* or *Excusec)®.

¢ Missed punchexceptions should always be edited.

12




4. You may also review each employee’s time card for any pay code exceptions. By using the drop

down menu you may change a pay code, i.e. Vacation.

Timecard | Schedule | Reports

TIMECARD

RA:: Date Pay Code
= Sun &/10

M

Primary Account

Person & Id

Time Period

Amount n

wac D-MN-C OT

BRV D-N-C OT
Conference
FMLA-Sick
FMLA-Unpaid

Mil D-N-C OT
oT 1.5

oT 2.0

Per D-N-C OT
Regular
Regular SD.25
Regular SD.30
Regular SD.85
Regular STR

sick Counts OT
Sick D-N-C OT
Student
WC-Sick

s-Federal Work Study

FMLA-—Vac
Jday

Ho C

Jury D-N=

LWF-Law FWS

RWS—College work Study

m

5. Enter the hours taken in the “Amount” column.

ECARD

Timecard successfully saved on: 8/11/2014 11:36AM

Person & Id

Time Period Current Pay Period

T T |

~ 8/10/2014 - §/10/2014

Select an Action ~

Transfer out No Meal

[ [

T 8/02/2014 - B/15/2014

Date Pay Code
5at 8/02
Sun 8/03
Sat 8/09
Sun 8/10

Victory Day

Tue 8/12 vac D-N-C OT

Wed 8/13

6. Then click “Save”.

- "

13

Transfer Qut No Meal

.

PPLPLPLPLLLPP
| T o |

:I’(:)’(:l
|

Totals
shift Daily
Total:
Tortals
shift  Daily
8.0
8.0



Transferring Multiple Positions

1. To perform a job transfer for an employee who has more than one position click on the
magnifying glass in the transfer column. The system will default to the employee’s primary

position.
Time Period I Previous Pay Period ;I Filzi2old - 7/25/2014
Add
Date Pay Code Amount In Transfer aut Mo Meal

R

o - > -
Sun 7413 | =] C{, -
Mon 714 =] & r
Tue7/15 | =] Q [
wed 715 | =] Q Il
Thu 7z =] Q Il
Fri 7/18 | =] Q r
— -

2. The “Transfer Selection” box will open.

c2utetfn1jb006.dcapl.adp.com; ?transfer =& JobTransfer =no&Account Transfer =yes&WorkruleTra - Windows I... =] E3

—<I RANSFER SELECTION > .

ACCOUNT

Position ID I Mone ;I

WORK RULE

_] INDI"IE ;I
[0 | Cancer | Primary Account |

14




3. Click on the drop down arrow in the position ID field and choose the correct position. Click OK.

—| TRANSFER SELECTION

ACCOUNT

c2utetf01jb006.deapl.adp.com,/ ?transfer =&JobTransfer =no&AccountTransfer =yes&WorkruleTra - Windows L... [H[=] B

Position ID | None

Maone

WORK RULE
123030055 TDEMP, University Student Empl ayees

INone 123040055TUDMT, Student Employes
123230055 TDEMP, University Student
ox ] canc

LAST, Student ch ; :
223461 255TUAST, Student Employes - Cad
223462455TUAST, Student Research Assistant
325060055 TDEMP, University Student Ermpl oyes
325102055 TDEMP, University Student Empl ayee
83201 0155TDEMP, University Student Ernpl oyes

123450855TUAST, Student Research Assistant - Biolog

4. Select the correct Position. Click OK.

dc2utetfnl jbons.dcapl.adp.com/?transfer =8:JobTransfer =no&Account Transfer =yesg&Workrule Tra - Windows I... =]

TRANSFER SELECTION

ACCOUNT

Position ID

WORK RULE

INDne

@

=

-

I_ I_ I_ I_ I_ I_ | " Trusted sites

Fa - [ iz5

o

15



5. The timecard should now display the position selected.

Time Periad [ Frevious Pay Period =l 7nzrema-7izsi2014
Qgﬁ Date Pay Code In Transfer out Mo Meal SJ:[ TD(;EW
sat 712 | =] Il
sun7s = ]
Mon 714 | = 2a i
Tue7j15 =] |—
Wed 7716 | = Q I
Thu?z7 =] Q ]
Frizne | = Q -
saziie =] Q -
sun7/20 | = qQ -
Mon7/21 =] Q, ]
&= Tue 72z | = Q l_

6. By selecting the “Totals Summary” tab from above you can also view an employee’s total hours
worked by position.

You will see the total hours worked for each position on the totals summary screen.

‘dc2utetfdl jb006.dcapl.adp.com/?flagRaised =false&timeperiodId =D&ti i Pr - Windows Internet Explorer

TOTALS SUMMARY - L
Name:

Time Period Previous Pay Period (771272014 - 7/25/2014)

=+ 1

ACCOUNT SUMMARY

Account Pay Code Maney Hours

T ()1 /15765001 /7320100/041 7289/ 73201/123450855T1
; UG/ University Student Payroll Prowork Study/Student A

Fins-Federal Work Study

T/US 65007 732071 00/041 7985/ 73201/ 7320T005FPWEC
UG/ University Student Payroll Prowork Study/Student A

ent Aid - Eudgeted/Student Research Assistant - Biology
8.5

ent Aid - Eudgeted/ Federal College work Study

Fins—Federal Wwork Study 8.5
8
I PAY CODE SUMMARY
Pa{k@ode Maney Hours
- Fivs—Federal Work Study 17.0
Totals 0,00 17.0

Sl o [ o

16




Approving Timecards

Important information on approving timecards:

e Review and edit your employee’s time during the pay period rather than wait until the
end of the two-week time period.

e All time must be approved by 10:00 a.m. on the last Monday of the pay period.

e [f there are missed punches in eTime, no payment will process for that hourly employee.

1. After reviewing an employee’s individual timecard. Click Approve.

Timecard | Schedule | Reports
TIMECARD Person & Id o o 10f7 =

Time Period FPrevious Pay Period T OF2{2004 - 72572014

qued at: 8052014

Sav» Approve Zomments

m

ngﬁ Date FPay Code Amount In Transfer aut Mo Meal ShiftTOtta)l:I\/
& sal 712 - Q r

® sun 7/13 - Q -

® Mon 714 - & 00AM ‘Exernpt 40 - 30 minute & 4:30PM r 50 80
& Tuz 7/15 - 5:004M Exernpt 40 - 30 minute A 4:30PM r 80 80
® wed 716 - & 00AM ‘Exernpt 40 - 30 minute & 4:30PM r 0 &0
& Thu 717 - 5:004M Exernpt 40 - 30 minute A 4:30PM r 80 80
® Fri 7/18 - & 00AM ‘Exernpt 40 - 30 minute & 4:30PM r 50 80
& Sat 719 - Q =

2. Anapproval message will appear.

4 | Back to Quick Links
-

Timecard | Schedule | Reports

TIMECARD

Approvals:
Timecard Approval by Manager (0040051): 8/07/2014

17



3. To approve all employees at once after you have reviewed their timecards click on “Pay Period
Close”.

M My Information © Timekeeping T x

4. Please note that the “Missed Punch” column will highlight which of your employees has missed
a punch and needs to be reconciled. If an employee has a missed punch, they will not be paid
for the entire pay period! If an employee has a missed punch, double click on their name. A
solid red box will appear on the employee’s time highlighting the missed punch. See “Editing
Timecard Exceptions” above.

A My Informaton ® Timekeeping %X | Request Manager Actions-Inbox Count of Exceptions
Quick Links -

48 | Back to Quick Links
J

Timecard | Schedule | Reports

Show All Home -
Time Period Previous Pay Period -
| Select an Action -

Unexcused _ Unsched Totals Up
qs Absence Missed In-Punch Early In Late In Early Out Late Qut Hours To Date

v v

v L4

v

v v v

v v v v

(4 v

v v

v
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5. To continue approving all employees at once after you have reviewed their timecards go to
“Select an Action” and “Select All” and then click “Apply”. Select “Time Period” and select from
the drop down menu the period you wish to approve. Then click on the actions drop down box
and select “Approve.” The approved manager’s name will appear in the “Approved Manager”
box.

A My Information @ Timekeeping @ x

Quick Links ~ ~ R

‘/; Back to Quick Links

Select an Action ¥

Missed Unexcused Expected

Punch - PP Hours Cvertime Holiday Total Hours
Remove AR
o Sign off 80.0 £0.0
Sart Table v
Export to Excel 80.0 1.2 75.2
Kport 1o C5W 80.0 80.0
0.0
0.0
80.0 7.0
0.0
A My Information 4 Timekeeping X
Quick Links ~
48 | Back to Quick Links
Timecard | 5chedule | Reports
Show All Home -
Time Period Previous Pay Period - Apply
| Select am Action -
Employee ) Miss
Mame 7/ A pmrfal I T SEt Pun
PP Manager Off

19



Viewing Timecards

To view Historical time exceptions for your employee such as missed punches or late in or early out
punches you may click on Count of Exceptions.

A My Information @ Timekeeping wfx

Quick Links  ~

E

) e |

*« Back to Quick Links *

Timecard Reports
Show All Home -

Time Period Previous Pay Period -

m Select an Action =

Unexcused . Unsched Totals Up
Name 1/ Absence Missed In-Punch Early In Late In Early Out Late Qut Hours To Date

Also, the “Shift Start and “Shift Close” tabs allow you to identify which hourly employees have punched
in or out for the day and are currently working on the premises.

A My Information L
Quick Links -
CuickFind
Pay Period Close
Recondcile Timecard

20



Manager Proxy Delegation

Managers are required to review, edit and approve employee time cards for all employees that report to
them by the published due dates and times. Should a manager be out of the office without access to
eTime when time card approval is due, the manager must appoint proxy delegation to someone to
complete the approval role in their absence. eTime is designed to allow managers to delegate their
approval role to another manager in their department, college or division.

Please note that you should only choose an employee as a manger-delegate that is someone who has
appropriate supervisory authority and knowledge of your employees work schedules and is able to
verify that your staff has worked these hours. This means that they must have interaction with your
staff. Also the delegation of this function should not be used to supplant a manager’s overall

supervisory responsibilities.

How to Delegate to another manager:

1. Click on “Workspaces” in the upper right hand corner of your screen. Click on “Timekeeping”

[1 of 3 Items ]

Timekeeping
S

k- Workspaces

2. Click on the expand button.

A
% @ Workspaces «~ / [P

Ej:2:  Count of Exceptions ~

Link Name Count All Time & Ar
Application Mot Applicable

21



3. Select the “Actions Inbox”

OTIIﬂmﬁg wx

E i

Pay Period Close
Reconcile Timecard
Shift Start

Shift Close

4, Select “Actions”

5. Selct “RM_Mgr_Delegation”

; Back to Actions-Inbox

ACTIONS

Last Refreshed:4:24 PM

Refresh

Categories  all -

®  RM_Mgr_Delegation

22




6. The following screen will appear.

& Create Delegation - Windows Internet Explarer E@u

‘g, https://eetd2.adp.com/15xy0p/KDWEFormServletfinitForm=trueBud=7838.C5RF_1 % Automatic Data Processing, Inc [US] | b |

Existing Delegations
Mone] -

New Delegation

* Start Date: u‘
* End Date: E=l
* Role: | Manager Delegate |~

| Save & Close | | Cancel |

7. Using the drop down menu select the Delegate, Start Date & End Date. When selecting the
delegate the search name can be narrowed by typing the first letter of the last name of the
perosn being selected. The “Role” will always be Manager Delegate. Then click Save & Close.

4 \-TE3TE LEIEgATIon - WINDOWS INTEMET EXPIOrer = | ———

£ | https://eetd?.adp.com,/15u0bp/KDWEFormServletTinitForm=true&id=8358C5RF_T % Automatic Data Processing, Inc [US] | bl |

Existing Delegations

MNone -

Mew Delegation

* Delegate: &E

* Start Date: 8/13/2014
=l

* End Date:  8/14/2014
. U 1V anager Delegate (B3

| Save & Close | | Cancel

23




How to approve or accept a manager-delegate request:

1. When the manager that you have delegated to logs into ADP eTime they will see the
following alert in their Inbox. To take action, the manager-delegate will click on

RM_Mgr_Delegation

Reguest Manager Alert 1%
T Request Manager Alert (1)
Curre 9 RM_Mgr_Delegation 1
o] :
/05 Thut

2. The manager-delegate must accept or decline the delegated request. They will click on
Accept or Decline and then click on Save & Close. After they accept or decline the
delegation, the task will be removed from their Inbox task list once they sign out of eTime.

Detail Information %

New Delegation

Delegator:

Start Date: 8/08/2014

End Date: 8/08/2014

Role: Manager Delegate

ction

Select Action: @  Accept Delegation
1 Decline Delegation

Comment: -

-

Save & Close ] [ Cancel

24




NOTE: If you are continuing to Step 3 immediately after completing Step 2, it will be necessary for you
to log out of eTime and log back in to view the “Switch Role” option. As a manager-delegate you do
not have access to the requesting manager’s personal “My Information” tab.

3. The manager delegate must now “sign off” of ADP eTime and then log back into eTime.

4. Select “Workspaces” and click on “Timekeeping”. Click on “Switch Role” (looks like a
“diamond” by your name). The “Switch Role” works after you have accepted the delegation
authority and on the day your delegate responsibilities begin. The Switch Role function
allows the delegate to move back and forth between their role of manager and manager-
delegate. l.e. “Switch Role: Myself” to approve their employee’s time cards and their
delegate role “Switch Role: John Doe”. The system will default to manager when logging in.

5. Then click on the manager’s name who delegated their employees to you.

6. The manager-delegate will now be able to view, edit and approve the other manager’s
employee’s timecards and approve time-off requests.

e —
m ( -;LI Bonnie Test01 )

Switch Rale

M My Information = lmnekeeping Q| x
Quick Links ~
OuickiFind
Pay Period Close
Reconcile Timecard
Shift Start
Shift Close
Approve Timecards

7. When the manager delegate has completed the other manager’s timecards they will need to
click on “Switch Role” again to go back to their own employee’s information by clicking on
“Myself”.

| Bonnie Test01
MR
slagasac Szt - End] |x
B wert ]
—— @idebe??S |Admin Delegate] [8/05 - i
MLI*S - 808]

25



How to remove a delegation sent to another manager:

The ADP eTime system will automatically terminate your delegated access rights to the other manager
after the end date specified in the request. However, you may need to manually cancel a delegation
early. For example, if you returned to work earlier than expected and no longer require the manager-
delegate assistance to perform your timekeeping tasks.

1. Click on “Workspaces” in the upper right hand corner of your screen. Click on
“Timekeeping.”

2. Select the “Actions Inbox”
Select “Actions”

4. After clicking on RM-Mgr-Delegation a pop-up box will appear. Select “Remove Existing
Delegation”

5. Click “Next”

6. The manager delegate’s name will appear, click on it, and select, “Delete”.

A My Information /¢ Timekeeping Actions—Inbox | x
Adions—-Inbox -
‘/_ Back to Actions-Inbox
ACTIONS [ @ Select Action - Windows Internet Explorer | e ]
Last Refreshed:5:33 PM
‘E https://ectd2.adp.com/15:xybp/KDWEFor % Autornatic Data Processing, Inc [US]| b |
l
Action
Categories  All - Select Action: @ Sto bl T
) Remove Existing Delegatig
Actions
™ RM_Mgr_Delegation
7. A delegation deleted message will appear.
& Delete Confirmation - Windows Internet Explorer |. =Y i:hl

|g, https://eetd2.adp.com/ 1500 p/KDWEFormServletfid=1 % Identified by WeriSign | b3 |

@e gation Dele@

26



Manager Schedule View and Edit

Generally an employee’s permanent schedule will be approved by Human Resources and created by the
Payroll Office at the time of hire of the employee. Managers may view their employee schedules by
following the instructions below.

Also, for manager’s that need to modify schedules for short periods of time they may do so by following
the instructions below.

Note, any permanent changes to an employee’s schedule will need to be approved by Human Resources
and entered by the Payroll Office.

How to view schedules for your department:

1. Click on “Workspaces” in the upper right hand corner of your screen. Use the arrow button and
Click on “Schedule View”

[ 2 of 3 Items ]

- ©)
chedule View
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2. Click on the drop down button to obtain the “Schedule date”. Then click on the drop down

button and “Select your department”.

‘10 Mon 8/11 Tu

IPM | 12:00AM 2:00AM 4:00AM 6:00AM 8:00AM 10:004M 12:00PM 2:00PM 4:00PM 6:00PM 8:00PM 10:00PM 2

3. To edit a schedule of an employee, select the employee’s name on the left. A pop up box will
appear. Make the edits and select add. The schedule will then appear.

200 @ Samme
e
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4. To modify a current shift you can click on the schedule and a drop down menu will appear with

options to choose from.

A My Information @® Schedule View ~ @I%
| Schedule View
Next Schedule Period [=J& | Bursar [=] =
i+ is = @me @EE B & £ -

Sat 8/23

12:00AM 2:00AM 4:00AM 6:00AM 12:00PM 2:00FM 4:00FM 6:00PM

A

10:00;

[00AM

Edit Shift

Change Start

Change End

Change Segments

Breaks

Add Pay Code
Change Job

Change Labor Level

Change Work Rule,
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How to Run Reports

2
2y

ADP Time & Attendance: Run a Report

Depending on vour company” s configuration. you may have access to run reports. Perform the
following steps to run a report.

Run a Report

Step Action

1 In the Reports widget. expand the appropriate report category to view the
available report options.

Note: You can access the Reports widget in several wavs.

2 Select a report.

3 In the People field, select the hvperfind query vou wanf to use to filter the report
results.

4 In the Time Period field. select the time period for this report.

5 Complete any additional field options that appear for the selected report.

& In the Output Format field, select the appropriate output format.
T At the top left of the widget. click Run Report. The Check Report Status tab is

displayed.
Tip: If enabled. vou may also have the option to email or print your report from
the product.

8 Click Refresh Status and wait until the report status changes to Complete.
9 Click View Report. The report is displayed.

Tip: You can save or print the report from the Adobe Acrobat Eeader.

10 Close the report.

Create a Favorite Report
Step Action

1 In the Reports widget, expand the appropriate report category to view the
available report options.

2 Select a report.

3 Click Create Favorite.

4 In the Favorite Report field, enfer a name for the report.

5 In the Author’s Remarks field. enter any additional information.

G Complete the additional field options that appear for the selected report.

T Click Save Favorite. The report name is displaved below the Favorites category.
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Sighing Out

1. When finished with eTime, please sign off the system by selecting “Sign Out”

on the top left. Please note that the system will automatically log off after a
period of inactivity (approximately 20 minutes).

/2 @

A My Information ¢
My Calendar
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