Valdosta State University - Shared Services/ADP User Guide
For Biweekly/Timestamp Employee Time Approval
and Leave Request

Purpose of this Guide:
This guide provides answers to many common questions regarding the new Shared Services/
ADP system access for parallel testing and going forward into production.

For any issues or gquestions relating to registration, user accounts or assistance with navigating
through the system, please send an email to: sharedservices@valdosta.edu In the email please
include your full name, description of problem and contact information. A VSU Shared
Services/ADP representative will get in touch with you as quickly as possible.

The first step to approve time for biweekly and/or timestamp employees or request leave in the
Shared Services/ADP system, is to be registered into the portal and add eTIME. Appropriate
guides can be found at:

http://www.valdosta.edu/finadmin/training/sharedservices

NOTE: Please use Microsoft Internet Explorer as your browser when accessing the Shared
Services/ADP system. To date, Firefox and Safari are not supported.

To approve time for biweekly employees:

1. Select: the Shared Services/ADP link under Faculty and Staff menu option on the
Main VSU website and then
2. Select: ADP Portal from the Main Menu — or -

use the following link to go directly to the webpage:
https://portal.adp.com/public/index.htm
3. Select: User Login button

Administrator Login

m First Time Users Register Here
m Need Help Getling Started?

m Update My Security Profile

= Change your Password

m Make Thig Site %our Home Page
m Forgot your User id

m Forgot your Password

@2007 Automatic Data Processing, Inc. = PRI ACY = LEGAL

Thiz site requirez Microsoft Internet Explorer Version 6.0 or higher.
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4. Login: using your ADP username/password used during the registration process
5. Select: OK

Connect to portal adp.com

The server portal.adp.com at Emplovees Access
[13:46:39:75802] requires a username and password.

Iser name: | |

Passward; | |

[ remember my password

I (0]4 | I Zancel |

6. The application links available to you are listed below. Please be aware, at this point
in time not all the links are available for use.

7. Select: the Time application link:

Welcome

Todayis un1, 2009

Home Time Ay=zelf Money Benefits Career

University System Of Georgia Parallel Testing and Production Site

Campus Coordinators: Please start thinking about any specialized content, links andior downloa
name, ESS page name, and the content text to USGaccountsi@ssc.usg.edu.
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8. Select: the Managers/Approvers: Click Here to access eTIME link:

Welcome

.
-

Welcome to Time and Attendance, where vou can record and review your wo

Time and Attendance

Managers/Approvers: Click Here to access eTIME

All other employees: Click Here to access eTIME.

NOTE: Please be patient, as this screen may take some time to display.
If your employees display on the screen, skip to step 10.

If your employees do not display on the screen:

9. Select: Red Find button to see all your employees
10. Select: My Quicknavs Tab
11. Select: Reconcile Timecard

£3P

GENERAL MY QUICKNAVS i MY INFORMATION ~
Timecard People Reports My Timec A
Reconcle Timecard
QUICKFIND
ay Feno 1 rorin "
Last Refreshed: 11:25AM

Accrual Reporting Period
Worked & Paid Time Off
Actions ¥ Punch ¥ Amount ¥ Apprg Employes infrmation

Period | Current Pay Period

Hame
Lee, Carghn R
Mahmoodi-Ashliani, Shereen M
Schamich, Danvid A
Workey, Timothy E

NOTE: Currently, not all the links are available for use.
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12. Select: All Home from the drop-down list, if necessary

13. Select: the appropriate Time Period from the drop-down list, if necessary
Show IA” Home M Show |'ﬂ‘" Hare h
] _ JpdHoc =
Time Period s Time Period [ esterday v
All Home and Scheduled Job Trans Previous Pay Period

::: :ume and Scheduled Jn_h Trans Current Pay Period
T ome and Transferred-in e Erew Bt

All Home and Transferred-in® w = aYy Feriol
[Comp Time To Be Paid Out Unexcuse

Previous Schedule Period

C ntJobE “Worked H

cggz::::m ‘::_.,h;:? orkedtirs ADSENCEN ¢ \rert Schedule Period

Concurrent Jobs - T Mext Schedule Period
Today
YYesterday
Week to Date
Last Wezek

B05/2009, Specific Date
Edit &d Hoc... EE;EEEE _ EEEEEEE EEEEE EI EEEE

14. Double-click: on the biweekly employee’s name you wish to review/edit.

Below is an example of the project view time card for benefited biweekly staff. This view is
used to review/edit any time worked by your employee:

KRN  Actions ¥ Punch ¥ Amount ¥ Comment ¥ Approvals ¥ Reports ¥
Week starting: Sat 3/10

Pay Code Transfer Sat 570 Sun S Mon 601 Tue 802 Wed!
B B rous Worked - - 830 830
Week starting: Sat ¢/06

Pay Code Transfer Sxt 608 Sun 807 Mon 608 Tue 809 Wed
B B rous Worked - =

If more than one exception code is required, for example vacation and sick, for the same week,

insert a row by clicking the add row icon B A new row will appear below the Pay Code for
the first exception time.

On the new row from the drop-down list in the Pay Code column:
15. Select: the pay Code that applies to the exception time used

On the new row of the Pay Code:

16. Enter: in the day column the hours which were used for the Pay Code
17. Select: Save button to save your changes
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To remove a Pay Code if placed in error:

18. Highlight:  the cell data and press your DELETE key on the keyboard
The row will disappear when you Save the timecard.

19. Select: Save button to save your changes

NOTE: You must save all edits to the biweekly timecard. If the changes have not been saved
the word TIMECARD in the upper left corner will be orange:

"TIMECARD
Once you have saved the changes the word TIMECARD will change to black:

TIMECARD

The last step in the process is to approve your employee’s timecard. Approving your employee’s
timecard “submits” it to Payroll. Approval lets Payroll know that the employee’s timecard is
accurate, complete and ready to be processed.

20. Select: the Approvals drop-down list:
21. Select: Approve
TIMECARD
H &0 |Lee
Loaded: 2:37PM ame =5
Time Period | Currel
Actions * Punch * Amount * Comment * | Approvals Reports
Approve

Week starting: Sat 5/20

Pay Code Tran=stfer
Henk s iavl-acd

Femove &pprosval

Repeat this process for all employees’ timecards that must be reviewed/edited.
Timecard has now been sent to Payroll for processing.
Manager can remove the approval until 9:00 am Monday morning.

Another approval method can be used to approve multiple timecards:

22. Select: My Quicknavs tab to begin the approval phase:
23. Select: the Pay Period Close option
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GENERAL - MY QUICKNAVS W

Timecard | People | Reports | My Timeca QuickFind

RECONCILE TIMECARD I.mmw_
Pay Period Cloze

Last Refreshed: 12:52PM
a reshe Accrual Reporting Peried

Period
Worked & Paid Time Off

Actions * Punch * Amount ¥ Apprc Employee Information

24. Select: all employees whose time you wish to approve

NOTE: You can select multiple lines by clicking the top name, holding the SHIFT key down
and clicking the bottom name, or by using the CTRL key to select individual names in the list.

Actions * Punch * Amount ¥ Approvals ¥
Pay Unexcuzed
hiame 1- GI’DLEI Absence
_
Lee, Caralyn B 51H
Schmictt, Dawvid A S1A
Yarkey, Timothy E a4
25. Select: the Approvals drop-down list
26. Select: Approve
Actions * Punch ¥ Amount *
Approve
el 1- Remove Approval
Lee, Caralyn R 51H
Schmictt, Dawvid & 214
“orkey, Timothy E 514
27. Select: the Yes button to complete the approval process
Enterprise eTIME Suite E|

Are you sure you want to Approve?

=L

Java Applet Window

The approvals have now been sent to Payroll for processing.

Shared Services/ADP Biweekly & Timestamp Employee Time Approval/Leave Request User Guide Page 6

Last Update: 7/9/09



To approve time for timestamp employees:

=

Follow instructions #1 through #11 of approving biweekly employees.
2. Select: Appropriate time period from the drop-down list (if necessary)

3. Double-click: on the timestamp employee’s name you wish to edit

NOTE: The system will highlight the missed punch cell red if a missed punch was recorded.

4. Select: the red cell with the missed punch

Actions ¥ Punch ¥ Amount ¥ Approvals ¥
, Pay Unexcused Missed

Name Al =25 Pt Early In Late In Early Out Late Out
Berry, Kendrick 51C é
Jouthit, Phylis $1H v
Martin, Susanna D S1A

5. Enter: the correct information in the cell
m Actions ¥ Punch ¥ Amount ¥ Comment ¥ Approvals ¥ Reports ¥

Date Pay Code Amount In Transfer Out n Transfer Out

x| Sat 530 - - -
Sun 531 - -
B B wonsm - 11:55AM 'Il I

6. Select: Save button to save your changes

NOTE: You must save all edits. If the changes have not been saved the word TIMECARD in
the upper left corner will be orange:

"TIMECARD

Once you have saved the changes the word TIMECARD will change to black:

TIMECARD
7. Select: the Approvals drop-down list
8. Select: the Approve button
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Actions ¥ Punch ¥ Amount ¥ Comment ¥ v
Date Pay Code Amount Out In Transfer Out
- Sat 530 v Remove Approval - -
| x| Sun 531 v - v
E B Monsni v 11:55AM v 315PM v
B Tue 602 - - v
| v | Wiad £4V2

Alternative Method to Approve Multiple Employees at Once:
Follow instructions #22 through #25 of approving biweekly employees.
To request time off:

1. Select: the Time application link

Welcome

Todayis =1 2009

Hom¢ Time |ly=elf Money Benefitz Career
__

What's New

University System Of Georgia Parallel Testing and Production Site

Campus Coordinators: Please start thinking about any specialized content, links andior downloa
name, ESS page name, and the content text to USGaccountsi@ssc.usg.edu.

2. Select: the Managers/Approvers: Click Here to access eTIME link:

Welcome to Time and Attendance, where you can record and review your wo

anagers/Approvers: Click Here to access eTIME

All other employees: Click Here to access eTIME.
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3. Select: My Actions from the My Information Tab

. | . |
GENERAL ~ MY QUICKNAVS - I MY INFORMATION

horts | My Timecard o Timecard
My Actions

Hame v Reports

4. Select: the appropriate Request Time Off option
| Actions |
m  Reguest Leave Time u  Konthly Employee - Cancel Time Off Request
u  Monthly Employee - Request Time Off m  Cancel Leave Time Request

NOTE: this screen shot displays what a monthly employee sees — a biweekly employee would
see:

o Biweekly Employee — Cancel Time Off Request and

e Biweekly Employee — Request Time Off

Request Leave Time — use for extended leave requests such as FMLA, Medical or Military
Cancel Leave Time — use to cancel extended leave requests

(Monthly/Biweekly Employee) Request Time Off — use for sick or vacation
(Monthly/Biweekly Employee) Cancel Time Off Request — use to cancel sick or vacation

The following example shows how to fill out a vacation or sick leave request. Format for other
requests will be similar:

5. Select: the request type (sick or vacation). When entering the Start Date and End
Date, make sure you type out the whole year (i.e. 2009) or use the
calendar to select the appropriate dates. Enter your start time for leave and
how many hours you are requesting off. Separate requests will be
necessary for any days that do not use the same hours per day option.

6. Select: Next

Time Off Balances (hours) as of today
Sick Balance: 217.00
‘Vacation Balance: 105:00

Time Off Request

~ Request Type: Sick v

* start Date:

“ End Date:

* Hours: ® specity Hours

Please enter start time and hours per day or your request will not

start Time:
Hours Per Day:

Day Type: ® scheduled and Non-scheduled Days

=] ==
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The following screen appears:

Thank you for your TimeOff Request

Save & Close

7. Select: the Save & Close button
In addition to the above screen, you will receive a message in your email inbox as shown below.

Notifies that request was submitted.

----- Original Message-----

From: crlee@valdosta.edu [mailto:crlee@valdosta.edu]
Sent: Friday, June 05, 2009 9:47 AM

To: crlee@valdosta.edu

Subject: Your Request for Time off

The request for time off detailed below has been submitted.
Request Details:

Leave Type: Vacation

Start Date: 7/23/2009

End Date: 7/28/2009

Hours per Day:

Your message: Trip to Jamaica
To cancel time off:

1. Select: the appropriate Cancel Time Off option

Actions |

m  Request Leave Time m  Menthly Employee - Cancel Time Off Request

m  Cancel Leave Time m  Menthly Employee - Request Time Off
2. Fillin: appropriate information
3. Select: the Save & Close button

The following screen shot shows how to cancel a vacation or sick leave request. Format to
cancel other leave requests will be similar:
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Employee Dt
Employee Name:
Sick Balance:

Vacation Balance:

“ Request Type: | Sick b
* Start Date: =
* End Date: =

I[ Save & Close ]I[ Reset ] [ Cancel ]

To approve a leave request:

1. Select: the General tab
2. Select: Inbox
GENERAL | MY QUICKNAVS ~ | MY INFORMATION ~
Inbox
-F‘.epurts
Actionz

3. Double-click: on the employee’s time you wish to approve

INBOX

Last Refreshed 746 PH

TASKS MILSSALES

X T

Status  Acttve v A of Date: | SOSC00% Calegories &1 W

win

Murpkyy, Rebaccs B Eivdesity Ernplorses - Racpasat Time Odf Mgy Fodmm - Specific Hes - AppeomveifaesctReChack
by, Febecca B Wiy Ermgliryes - Flegues Tere O Ertglingss Fleguesd Form Bl A0 74P [Faplei] e Task Lid

Ehurplyy, Rebatcn B Morihly Emplines - Coarcel Tire 01 Redguecd Ermplinees R Form BT 0 7 A5 [Lihise ] Aifoon Tagk Lisg

4. Verify: Approve is selected
5. Select: the Next button

Shared Services/ADP Biweekly & Timestamp Employee Time Approval/Leave Request User Guide Page 11
Last Update: 7/9/09



Rule Viclations: Honn
Agerusl Wiokstione; Higrig

Ernployes X 00=4850
Lrnployes Hame; La%, Canokm 7
ok Dalance; aT30
Wacation [Falenoe S6:00
Hoguost Type; Eitk

Start Dako; BN SC5009

Erwd Diadn: BN SC5009
Houwrs Typa: Epecily Hours
Btart Teme: 800

Howre Por Days 400

Dy Typas Schedulad Days

Urnployes Message:  Or Appoinfmant

0 7

O Reject O Recheck Rules

What do you

Mramage:

Once you have approved or rejected a request, the employee will receive an email as shown
below.

Notifies that request was approved.

————— Original Message-----

From: notification@company.com [mailto:notification@company.com]
Sent: Friday, June 05, 2009 9:53 AM

To: crlee@valdosta.edu

Subject: Your Request for Time off has been approved

The request for time off outlined below, has been approved by Murphy, Rebecca B.

Request Details:
Leave Type: Vacation
Start Date: 7/23/2009
End Date: 7/28/2009
Hours per Day:

Your message: Trip to Jamaica
Message from Murphy, Rebecca B: Have a great time!

NOTE: The approving manager also receives an email message when employee requests
time off and that time off has been approved/not approved.
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Additional Information:
[ ]

of monthly accrual that your leave enrollment permits to the Accrual “buckets”.

Leave accruals automatically run the 28" of each month. The system will add the amount

Sick/Vacation taken will only be allowed if you have the amount within the Accrual

bucket. For example, you request 16 hours of Vacation leave but you only have 10 hours
left in your Vacation Accrual, eTime will only allow you to use 10 hours. eTime will

display 10 hours remaining 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. www.usg.edu/regents/policymanual/800.phtmi

sick for unexpected events should be recorded directly on your timecard for both

Monthly and Bi-weekly paid employees.

has been reported accurately and is up-to-date.

Requested time off is only allowed for future dated events. Reporting leave taken such as

Monthly employees use the approve timecard process to “sign” that their sick/vacation

Accrual balances are updated instantly once the Timecard is saved. Accruals may be
viewed by clicking the My Reports link, from the My Information Tab. Select the

Accrual Balances and Projections link and then select View Report. In My Reports the
Accrual Balances and Projections will reveal the balances of your Accruals for the
current calendar year as well as the totals of the Exception Time taken to date along with

the requested that has not been used as of yet.

& Enterprise eTIME® - Windows Internet Explorer EE|
@ ﬁ ~ | & htips:/feet.adp.compwfcfapplications/suitenay havigation.do v % 43 X R
File Edit View Favorites Tools Help & -
w e I@Enterpr\se eTIMER [ o B = v |iPage ~ (CF Took v o
@ Log OFf | Setup | Help
P -]
o

MY REPORTS

ity Reports 0085823

Print Screen <}

Available Reports
Accrual Balances and Projections

Time Detail

As of

Dione

& Internet
r
‘s start

f ¢~ 4DP Portal - Wind... {Z Enterprisa sTIVE. ..

H100% <

] BoEC S@Et e
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