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Registering for Self Service

1. Click theEmployee Self Servicdink on your institution’s webpage.

2. Click theFirst Time Users Register Here linkon the Self Service Login page.

3. Click Register Now

User Login Administrator Login

m First Time Users Register Here

n Update My Security Profile

= Change your Password
w Make This Site Your Home Page

w Forgot vour User Id
w Forgot your Password

B PRIVACY B LEGAL

Y/ D

Welcome!

Ready to get started?

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

@ Enter your registration pass code
6 Verfy your identity

© Enter your contact infarmation
€} Enter your security information

© wiew your user 1D and create your pazsward

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

Already Registered?

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 services. During registration, you'll be assigned a user D

and you'll create a unique password. Then you'll be ready to log on and start using ADP services

= Qur Security Commitment
= ADP Privacy Statement

= | egal Information

Da you already have an ADP user 1D in the following format: JSmith@Company?
If yes, you are already registered for ADP serices. Do you want to add a service?

4. Enter yourRegistration Pass Codend clickNext.
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Note: Your Self Service Registration Pass Code was provided to you by your Human Resources
Department.

5. Select to verify with either your SSN or TIN, using ta# number of digits.

AR

IRegister 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 ADP is committed to protecting your privacy and ensuring that only you can access your data. VWe ask for some personal
2. Verify Your ldentity information so we can confirm that you are the individual you claim to be. Then we can provide you with the appropriate

= Enter Your Contact onling access to ADP senices

Information

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

oo & Saocial Security Number (SSN)

5 View Your User ID &

Create Your Password O Individual Taxpayer Identification Number (ITIN)

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

»= Required

First Name: D| | {our legal first name: do not enter a nickname. )
Middle Initial: ]

Last Name: D| |[Apostrophes and hyphens are allowed.)

SSN: ’l:l (All nine digits in any format)
Confirm SSN: Dl:l {All nine digits in any format)
Date of Birth: L S wont) > ©ay)

. Next | lCancel 1

€D Internet 100% -

5o0f 77



6. Enter your data in the fields with the. After completing these fields, clidkext.
Please Note — you must enter your name as it appears in the HR/PRygtelin of
record.

7. Inrare circumstances, a second page (beloweafy Your Identitynay appear. This
may be due to incorrect data being entered in the previoeesrs If this occurs, click
Canceland verify your entered information. Note — you must eygar name as it
appears in the HR/Payroll system of record. If aladatcorrect and you are still
seeing this form, please contact the SS Help Desk foe méormation.

8. Complete the fields on your Contact Information amckdext.
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9. Complete all the fields on your Security Informationl @fick Next.

10.The View Your Userid & Create Your Password will app&arur 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.

11.Enter your password in tlereate Passwordfield.

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

13. The Confirmation page will appear. You are now regestdor Self-Service. Click
Close

-

The next step is to add Additional Services, so you hazsesado eTIME.
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Adding eTime

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

2. Click Add a Service
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3. On the Enterprise eTIME line, choo&dd.

>

4. Enter your Employee ID number and cliSkbmit.

5. Upon successful completion, you will see the followsegeen:
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Log On

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

1. Click the Employee Self Service link on your institut®mwebpage.

2. Click ‘User Login’ button.

-

3. Enter User Name and Password and diiék.

4. The Netsecure Portal will appear. The application ladksv you to enter into each
application.
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Application links

. Click the Time application link

—O

. Click the Here link for Managers/Approvers since you amgaager or approver of

time cards.

. Now you are in the eTime application

. You will see four tabs — General, My Quicknavs, Tineggkag, and My Information

. The My Information section applies to you as an emm@oyéou will click the
various links —
a. My Timecard will take you into your time card
b. My Reports allows you to view you leave accruals and tiard for printing
c. My Actions allows you to request time off if you areddle for time off
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Your Time Card and Accruals

Hourly View Time Card

The Hourly View timecard is where you will enter, review, edit, and approve the time
that you spend in job-related activities. Your Supervisor will then review, edit, or
approve the timecard and release the information to the payroll department.

Benefited Employees Only

If you are a benefited employee, on the 28" of each month the accrual
process will be generated automatically by eTime. It will add to the Accrual
buckets the amount of monthly accrual that your leave enrollment permits.

The recording of the Exception Time to be taken will only be allowed if you
have the amount within the Accrual bucket. If you do not have the time in the
bucket, a message will be displayed to you when you try to enter the time on
the time sheet.

For example, you need to take 16 hours of Vacation leave but you only have 10 hours in your
Vacation Accrual. eTime will only allow you to use the 10 hours. eTime will display that you
only have 10 hours and it will not allow you to save your timecard until you only enter the 10.

You must still adhere to the Board of Regents Policy (802.07.02 SICK LEAVE WITH
PAY) regarding Sick Leave. This policy can be viewed at this website.
http://www.usg.edu/regents/policymanual/800.phtml.
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Entering Time in an Hourly View Timecard

The timecard grid contains In and Out columns in which you enter punches. You
should have an out-punch for every in-punch.

To enter your punches:
o)
2
1 2
O
~

1. Click the first ‘In’ cell across from the appropriate date and enter the time that you
start work. AM does not have to be typed but PM does.

2. Click the first ‘Out’ cell and enter the time that you end work. This time can be at
the end of the day or for a break or lunch.

3. If you punched out for a break or meal, click the second ‘In’ cell for the day and
enter the time that you returned to work.
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4. Click the second ‘Out’ cell and enter the time that you ended work.

5. Click ‘Save’ .

For some users, your hours might already be entered for any of the following
reasons:

= You punched in at a data collection device such as a timeclock.
* You used the Time Stamp feature.

# A holiday or scheduled time off was preloaded by ADP or your manager.

Recording Comp Time in a Timecard

The University System of Georgia will now track Comp Time earned and taken on
the Time card. Comp Time will now be calculated and applied based on the
Overtime rules where an employee must physically work 40 hours before Comp
Time will be calculated at Time and a half. The Tuesday following the end of the
Pay Period the Comp Time will appear in the Comp Time bucket for you to begin
using. After 20 weeks from the Tuesday the Comp Time was placed in the bucket, if
the Comp Time has not been used, eTime will process the Comp Time to be paid in
the upcoming pay period. Comp Time cannot exceed 60 hours. Once 60 hours has
been reached overtime will be paid.

For example, the Pay Period is April 4 — April 17. Comp Time is earned on April 7 of 2 hours. During
the week of April 4 — April 10, you physically worked 40 hours; therefore, the 2 hours for April 7 will be
calculated at Time and a half giving 3 hours to be placed in the Comp Time bucket for you. You will
not be able to use this 3 hours until Tuesday April 21 (Tuesday after the pay period end date of April
17) when it will be placed in the Comp Time bucket.

To record Comp Time Off on a partial day, insert a row on the day the Comp Time
was taken. On this new row select the Pay Code for Comp Time Off. On this same
row in the column of the day the Comp Time was taken, enter the total time that will
be documented as Comp Time taken.
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Pay Code o€omp Time Off
will be selected from this drop

down.
Enter amount of time that was
/ taken for Comp Time.

Transferring Time in a Timecard

Each employee is assigned a primary labor account, primary job, and default work
rule. However, you may sometimes be asked to work at a different area or job and
charge your hours there. This is referred to as a timecard transfer.

To perform a timecard transfer between Position or Account Code:

In the timecard grid, click  in Transfer column on the row associated with the
punch or amount that you want to transfer.

Click Search. The Transfer Selection box will appear.
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Click the radio button for Position number if you want to transfer one position to
another OR any other radio button for the level you want to transfer.

In the Name or Description field, enter the first part of the labor level with % as wild
card.

The List of Positions will appear in the box on the left.
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Click the Position number you need and it will show in the right side.

Click m button. The Transfer will appear in the Transfer field of the timecard.

S

Note: Transfers remain in effect on each day one is added, until you cancel them.
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Entering Time Off in an Hourly View Timecard

To report time off, enter the correct Pay Code. Instead of entering in-punches and
out-punches for time not worked, enter the number of hours in the Amount column.

The following example shows 4 hours of Comp Time Off for Wednesday and 8 hours
Vacation for Thursday:

Refers to number of
hours when adding
time off

Note: There cannot be a Pay Code change on the same line as a punch. If there is a
need for this to happen on the same day as a punch, simply add a line.

An example of a time card that shows time worked and then Comp Time Off taken
on the same day:

Adding Comments

To add a comment to any cell, click within the cell and click ‘Comment’ and then Add

Comment from the menu bar.

The Comments box will appear.
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Click one of the Comments and click OK m button.

You will see beside the cell where the Comment was added.

You can view the Comments from the Comments Tab at the bottom of the Timecard.

-

Deleting Comments

To delete a comment in any cell, from the tab ‘Comments’ at the bottom of the time
card, highlight the comment you wish to delete.

-

From the menu bar, click Comment and then Delete Comments.
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-

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.

[}

Approving the Timecard

Approving your timecard ‘submits’ your time card for Supervisor approval. Approval
lets a Supervisor 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.
IMPORTANT! Make sure time is correct: Don’t approve until any missed punches

are fixed. These are identified as a solid red box where the punch should be.
Missed punches will cause the time card to not be paid.

Click on ‘Approvals’ then ‘Approve ’

Viewing Accruals in eTime

Accrual Balances are updated instantly once the Timecard is saved. Accruals will
reveal the balances for your Exception Time. Monthly earned accruals are granted
on the 28" of each month. You must have been employed on the 15" of the month
in order to be granted a leave accrual for the month per Board of Regents policy
found in the Human Resources Administrative Practice Manual. Accruals may be
viewed in two ways — Timecard or My Reports.
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From Timecard View Accruals

Click the Accruals Reporting Period tab at the bottom left of the Timecard will reveal
the balances for your Exception Time.

Accruals Reporting Period Tab reveals the balances of your Accruals for the current
calendar year as well as the totals of the Exception Time taken to date along with
the requested that has not be used as of yet.

S
Bg

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

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 “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.

4. 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.

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.

My Reports to View Accruals

Click My Information tab and then click the My Reports link.
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-

In the 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 be used as of yet.

Click Accrual Balances and Projections to highlight it. Click the View Report button

Your balances will appear.
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Y @ @&

1. Balances will be reflected based on the date you entered when generating the
report.

2. The column labeled “Period Ending Balance” reveals the balance of your accrual
as of the date selected in step 1.

3. The column labeled “Furthest Projected Taking Date” reveals the date furthest
into the future that you have scheduled to us accrued time.

4. The column labeled “Projected Takings” reveals the amount of hours that you are
scheduled to take between the selected date and the furthest projected taking date.

5. The column labeled “Projected Credits” reveals the amount of hours that you are
scheduled to earn between the selected date and the furthest projected taking date.

6. The column labeled “Projected Balance” reveals the current balance minus all
projected takings and plus all projected credits up through the furthest projected
taking date.

7. The column labeled “Balance w/o Proj. Credits” reveals the period ending balance
minus any scheduled credits. This balance ignores scheduled resets.

Click the Return button m to return to the My Reports.

Holidays in eTime
The holidays for your institution will be posted to your time card by eTime. You will

not be able to edit the holiday time. New policy has been applied to which any time
worked on a holiday will be paid along with the holiday pay. For example: if your
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institution works 8 hour days and has scheduled July 4™ as your holiday. You have
to work 3 hours on July 4™ for some reason. You will be paid the 8 hours holiday
and the 3 hours worked. You will not be allowed to move the holiday to another day.

Other Reports Available in eTime

Other Reports available to you on the My Reports page is the Schedule Report and
the Time Detail Report.

The Schedule Report will show your schedule that you are set to work.

The Time Detail Report reveals the time cards for the Time Period you select.

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 , from the My Information Tab click My Actions.

To request Time Off, click the link for Monthly Employee - Request Time Off.

_ D

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

_ >

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

_ >

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

Click Specify Hours.

>

In the field of Start Time: enter the time your leave is to begin.
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Enter the number of hours per day you will be requesting off.

For Day Type click Scheduled and Non-scheduled Days

_ >

Click Next.

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

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 Information Tab click My Actions.
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To cancel a request for Time Off that has been submitted, click the link for Monthly
Employee - Cancel Time Off Request.

_ _>

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

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

>

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

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

>

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

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

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

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

Extended Lengths of Leave Time Off Request

Extended lengths of leave time 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 Information Tab click My Actions.

To request leave for an extended period of time, click the link for Request Leave
Time.
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Use the drop down for Leave Category to select the type of leave you wish to
request.

>

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

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

>

Enter the date for when the leave starts.

>

Enter the date for when the leave ends.

>

Select how the leave hours will be used.
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Enter how many hours will be used each day.

Describe why you need the leave in the description box.

Click Send and Close. The request is routed to your Campus Leave Administrator
who will approve or reject your request.

>

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

Your Campus Leave Administrator will process your request, the PayCode for the
leave you requested will be recorded from your timecard.

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

Cancelling Extended Lengths of Leave Time Off Request
After logging into eTime , click My Information Tab click My Actions.

To request leave for an extended period of time, click the link for Cancel Leave
Time.
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Use the drop down for Leave Category to select the type of leave you wish to
cancel.

Click Next.
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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.

>

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

Enter the date for when the leave starts.

_ >

Enter the date for when the leave ends.

_ >
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Enter the reason why you are cancelling your original request.

Click Send and Close. The request is routed to your Campus Leave Administrator
who will approve or reject your request.

>

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.

Your Inbox

After logging into eTime , click the General Tab and then Inbox.

Your Inbox is much like your email account at your campus except it reflects any
messages or tasks associated with your Time Card, Time Off Requests, and Leave
Case Requests.
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The Inbox will default into the Tasks section. Click the Messages link to show the
Messages section.

Any messages you have regarding leave and time of request s will appear in this
section. You may Open, Reply, or Delete the messages by using the tool bar.

You may also send a new message by clicking the New button from the tool bar.

36 of 77



Your Employee’s Time Card and Accruals

Review Your Employee’s Time Card

It is very important to review your employee timecamtgularly BiWeekly timecards must
be approved no later than 9:00 am on the Monday folloviiaghd of the pay period.
Payroll must adhere to a very strict timeline to propaessoll and submit it to ADP.

Two types of views are associated with employees —d&rdjew and Hourly View.
Project View — time is recorded as hours worked during a day
BiWeekly (not required to record actual hours)
Monthly = record Leave Time only or Uncompensatedelim
Faculty = record Sick Leave only or UncompensatedeTim

Hourly View — time is recorded as in and out puncheb®#fttual hours worked
BiWeekly (required to record in and out time) and Sttgle

My Quick Navs section allows you to view, edit, and apprgour employees’ time cards.
You can select employee timecards from Reconcile damte Pay Period Close, or
QuickFind.
QuickFind will allow you to select one employee by NaoméD or all at one time.
Reconcile Timecard and Pay Period Close will allow yoselect groups of your

employees based on various groupings. These two Quickdivallow you to
view timecards based on certain exceptions and actions.

QuickFind

QuickFind allows you to see all the employees for wiyomnapprove their timecards.

1. Click QuickFind from the My QuickNavs Tab.
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2. In the Name or ID field, you can use the * to seleldth@l employees that report to
you or enter part of their last name with the * or lzetne.

3. Inthe Time Period field use the to select the time period of the time card. You
will be approving the Current Pay Period if the day you ppeaving is still within
the pay period. You will be approving Previous Pay Perigdufare approving after
the pay period has ended.

4. Click them button. Your employees will appear.

5. Select the employee whose time card you want to review
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6. Click Timecard from the menu bar.

-

7. The timecard will appear.

8. To edit the timecard, see Edit Timecard section.

9. If you want to select all your employees, from QuickHRnnghlight the first one then
hold down the Shift key and click the last employee tmbleided. All will be
highlighted. When you click the Timecard link, you can nevibe next employee by

clicking the arrows . To select a group of employees that are not athé |
with one another, hold down the Ctrl key and click eatiployees name to be in the
group.
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10.1f you selected only one employee in Step 4, to reviestraan employee’s timecard,
click the My Quick Navs tab and then QuickFind.

11.Repeat steps 1 through 9

Reconcile Timecard

Reconcile Timecard allows you to see groups of your erap®jor whom you approve their
timecards. It also identifies all time cards that hees¢ain types of punches on their cards.

IMPORTANT! Any timecards with a Missed Punch will not be paid.

1. Click Reconcile Timecard from the My QuickNavs section.

2. To select the employees to show in the list, inNbene field click the to select
the grouping of employees.

3. Inthe Time Period field use to select the time period of the time card. You will
be approving the Current Pay Period if the day you are apgre still within the
pay period. You will be approving Previous Pay Period if e approving after the
pay period has ended.
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. Click them button. Your employees will appear.

. Each column identifies a type of punch that occurs erethployee’s timecard. If the

condition occurs, a will appear in the column for the employee.

. To see all the employees who have @ the column, click the column heading to
sort the column. Click the column heading twice for th® show at the top.

. Highlight the employee who has a missed punch.
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8. Click the Timecard link from the menu bar.
9. See Edit Timecard section to correct punches.

10.To review another employee’s timecard, click the MydRNavs tab and then
QuickFind.

11.Repeat steps 1 through 10.

Pay Period Close

Pay Period Close allows you to see groups of your emgdofge whom you approve their
timecards. It also identifies all time cards who heagain types of punches on their cards,
if the employee has approved their time card, if manageroval has been made, or if
payroll has signed off on the timecard.

IMPORTANT! Any timecards with a Missed Punch will not be paid.

1. Click Pay Period Close from the My QuickNavs section.

2. To select the employees to show in the list, inNbene field click the to select
the grouping of employees.
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3.

In the Time Period field use the to select the time period of the time card. You
will be approving the Current Pay Period if the day you ppeaving is still within
the pay period. You will be approving Previous Pay Perigdufare approving after
the pay period has ended.

Click them button. Your employees will appear.

If the employee’s timecard meets the condition ofddel, a will appear in the
column for the employee.

To see all the employees who have @& the column, click the column heading to
sort the column. Click the column heading twice for th® show at the top.
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7. Highlight the employee who has a missed punch.

8. Click the Timecard link from the menu bar.
9. See Edit Timecard section to correct punches.

10.To review another employee’s timecard, click the MydRWNavs tab and then
QuickFind.

11.Repeat steps 1 through 10.

Edit Your Employee’s Timecard
Two types of views are associated with employees —d&rdjew and Hourly View.

This section will address how to edit the two types afddards. Editing involves editing
the punch, adding Pay Codes or adding Comments.

Hourly View Timecard

Hourly View — time is recorded as in and out punchesettitual hours worked
BiWeekly (required to record in and out time) and Sttslen

Schedules in an Hourly View Timecard

Only benefited Bi-Weekly employees will have a scheddlee schedule is to
identify time the employee is to physically work. e€imill mark on the timecard
any day and time based on the employee’s schedule thatla igurot recorded. The
marking is a solid red box for the Hourly View Timeaar
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Hourly View Missed Punch

IMPORTANT! Any timecards with a Missed Punch will not be paid. eTime will
not allow the Payroll Practitioner to Sign Off amyaime card with a missed punch.
Therefore, the time cannot be exported to be processpayment.

Schedules are shown at the bottom right cornereofithe card.

Rounding in an Hourly View Timecard

Rounding rules apply to both in and out punches. If a punreltgsded within the
first 7 minutes of a 15 minute interval, the punch is rodraleck to the interval start.
If the punch occurs at 8 minutes or later, it rounds tctidw of the next interval.

For example, if the interval starts at 8:00AM, any puretwben 8:00AM and
8:07AM rounds back to 8:00AM. Any punch from 8:08AM to 8:14AM rounds
forward to 8:15AM.

HINT: The timecard will always show the actual punchetj but double-clicking on
the punch will open up a box that shows the rounded time.

If there is no schedule, the same rounding rules apgpth in and out punches. If a
punch is recorded within the first 7 minutes of a 15 minueral, the punch is
rounded back to the interval start. If the punch ocdu8smainutes or later, it rounds
to the start of the next interval.
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Edit the Punch

Missed PunchesTime cards must have an in and out punch. If onbesie are
missing, it is classified as a missed punch. A missed psndantified as a solid red
box.IMPORTANT! Any timecards with a Missed Punch will not be paid.

1. Select your employee’s timecard from one of the nugtlshown in th&eview
Your Employee’s Time Cargection.

2. Click within the cell that you wish to edit.

3. Type in the time for the punch. Enter in as the abtigne format 00:00 am or
pm. You may enter the a or p as a shortcut. Ndte#nelemployee did not work
and need to be uncompensated, enter 0:00 in the In and Oatt $oe missed
punch will be removed.

4. Click the sl button.

Cancel Meal Deduction

BiWeekly employees Pay Rule may include a meal dedutbi@ccount for time
spent at lunch. If the time between a punch in and poatls five hours or greater,
eTime will subtract the meal deduction assigned tethployee. You should know
which of your employees have meal deductions and which dolmtihe case where
an employee may have to work through lunch, the meal deduetll need to be
cancelled

1. Right click on the Out punch for the day that you wantancel the meal
deduction.
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2. Click the Edit Punch. Note: You can also click withie ttell and select Punch
from the menu bar and then select Edit. The Edit PBoshwill appear.

3. Usethe for Cancel Deduction.

4. Select the Meal deduction that is assigned to the emlo@lﬁckm.
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5. Click the Wl button.

6. You will see the Daily Totals change to add the Meal Dadanc You will also
see a red box around the time the Meal Deduction wan.take

7. 1If you hoover your mouse over the cell with the red,ioancel Deduction will

be displayed.

Entering Time Off in an Hourly View Timecard

To report time off, enter the correct Pay Code. Irstdaentering in-punches and out-
punches for time not worked, enter the number of houtlsa Amount column.

The following example shows 4 hours of Comp Time Off\fgdnesday and 8 hours

Vacation for Thursday:

.

Refers to number
of hours when
adding time off

Note: There cannot be a Pay Code change on the sanas lnpunch. If there is a
need for this to happen on the same day as a punch, sidpby line.

Adding a Pay Code

1. Ifthe Pay Code is for the entire number of scheduled dayo hours will be
physically worked that day, in the Pay Code field click theand select the

appropriate Pay Code.

2. In the Amount field, enter the number of hours to $moaiated with the Pay

Code.

3. If hours had already been recorded, you need to remose hwurs in the In

and Out Punch fields by clicking .
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If the Pay Code is for a partial day, insert a rovon the day the Pay Code is
to take place.

On this new row in the Pay Code field click and select the appropriate Pay
Code.

On this same row in the Amount field, enter the nunafdrours to be
associated with the Pay Code.

An example of a time card that shows time worked aed Sick taken on the
same day:

Updating a Pay Code

1.

If the Pay Code selected was incorrect, in the Pay @eldeclick  and
select the appropriate Pay Code.

If the number of hours for the Pay Code is incornedthe Amount field
highlight the number of hours to be associated withPdae Code and enter
the correct number.

Click the ldakal button.

Deleting a Pay Code

1.

If the Pay Code should not have been entered on teesdatvn, on the row
the Pay Code is entered click the

2. A message to erase the row will appear, click Yes.
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3. Click the Wl button.

Add Comp Time

The University System of Georgia will now track Commé&iearned and taken on
the Time card. Comp Time will now be calculated andieggased on the
Overtime rules where an employee must physically workotGs before Comp Time
will be calculated at Time and a half. The Tuesdalp¥ahg the end of the Pay
Period the Comp Time will appear in the Comp Time buakeydu to begin using.
After 20 weeks from the Tuesday the Comp Time was plac#dteibucket, if the
Comp Time has not been used, eTime will process thggQome to be paid in the
upcoming pay period. Comp Time cannot exceed 60 hours. On@aiBOHas been
reached overtime will be paid.

For example, the Pay Period is April 4 — April 17. Comp Time is earned on April 7 of 2 hours.
During the week of April 4 — April 10, you physically worked 40 hours; therefore, the 2 hours
for April 7 will be calculated at Time and a half giving 3 hours to be placed in the Comp Time
bucket for you. You will not be able to use this 3 hours until Tuesday April 21 (Tuesday after
the pay period end date of April 17) when it will be placed in the Comp Time bucket.

To record Comp Time Off on a partial day, insert a rovite day the Comp Time
was taken. On this new row select the Pay Code fopClame Off. On this same
row in the column of the day the Comp Time was takaterehe total time that will
be documented as Comp Time taken.

\ Enter amount of time that was

taken for Comp Time.

Pay Code o€omp Time Off
will be selected from this drop
down.
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Transferring Time in a Timecard

Each employee is assigned a primary labor accountapyijob, and default work
rule. However, you may sometimes need to charge worlshow different Position
or Account Code. This is referred to as a timecard fieans

To perform a timecard transfer between Position or Account Code:

1. Inthe timecard grid, click in Transfer column on the row associated with
the punch or amount that you want to transfer.

2. Click Search. The Transfer Selection box will appear.

3. Click the radio button for Position number if you wémtransfer one position
to another OR any other radio button for the level yontwatransfer.
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4. Inthe Name or Description field, enter the first perthe labor level with %
as wild card.

5. The List of Positions will appear in the box on tét.|

6. Click the Position number you need and it will showhia tight side.
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7. Click m button. The Transfer will appear in the Transfedfef the
timecard.

-

Note: Transfers remain in effect on each day one is addeitlyontcancel
them.

To perform a timecard transfer for Call In Pay

Call In pay will be calculated based on the time timpleyee has to work. If the
employee’s Call In is for less than 3 hours of timguarantee of 3 hours will be
added to the timecard with the Call In Transfer Work Rifiéhe employee hours for
Call In are greater than 3 hours then the actual hoillrsenapplied.

1. Inthe timecard grid, click the magnifying glass in Transtdumn on the row
associated with the punch or amount that you want t& agCall In.
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2. Click Search. The Transfer Selection box will appear.

3. Usethe inthe Work Rule section.

4. Select the Call In Work Rule that applies.

5. Click m button. The Transfer will appear in the Transfedfef the
timecard.

S
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Eventhough this employee only worked 2 hours for Call ktithecard
reflects the guarantee of 3 hours.

Adding Comments

1. To add a comment to any cell, click within the cell andkciComment’ and then
Add Comment from the menu bar.

>

-

2. The Comments box will appear.

3. Click one of the Comments and click (m button.

4. You will see beside the cell where the Comment was added.
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5. You can view the Comments from the Comments Tabeabolttom of the

Timecard.

Deleting Comments

1. To delete a comment in any cell, from the tab ‘Comsiaitthe bottom of the
time card, highlight the comment you wish to delete.

-

2. From the menu bar, click Comment and then Delete Cartame

-

Project View Timecard

Project View — time is recorded as hours worked during a day.
BiWeekly (not required to record actual hours)
Monthly = record Leave Time only or Uncompensated Time
Faculty = record Sick Leave only or Uncompensated Titdé the Punch

Schedules in a Project View Timecard

Only benefited Bi-Weekly employees will have a scheddlee schedule is to
identify time the employee is to physically work. e€imill mark on the timecard
any day based on the employee’s schedule that time iscatded. The marking is a
red box around the day. It will be identified as an Wosed Absence.
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Project View Missed Punch

IMPORTANT! Any timecards with a Missed Punch will not be paid. eTime will
not allow the Payroll Practitioner to Sign Off amyaime card with a missed punch.
Therefore, the time cannot be exported to be processpayment.

Schedules are shown at the bottom right cornereofithe card.

Edit the Punch

Missed Punches The Benefited BiWeekly have a schedule as parteaf Bay Rule.
The schedule identifies the hours an employee should pey day in the pay period.
If the number of hours have not been entered on orfeeafdys in the pay period, a
missed punch will be identified by a red box around the dalyeoiveek.
IMPORTANT! Any timecards with a Missed Punch will not be paid.

1. Select your employee’s timecard from one of the nugtlshown in th&eview
Your Employee’s Time Cargection.

57 of 77



2. Click within the cell that you wish to edit.

3. Type in the amount of hours worked. Notéthe employee did not work and
need to be uncompensated, enter O as hours so that thd pussé will be
removed.

4. Click the ldsal button.

Entering Time Off in a Project View Timecard

Project View shows a week at a time. To report tifiieaonew row will need to be
added to record a Pay Code and the number of hours imtbe column.

Adding a Pay Code
1. Click insert a row to add a row for the Pay Code.

2. On this new row in the Pay Code field click and select the appropriate Pay
Code.
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3. On this same row in the Amount field for the day thg Eode applies, enter
the number of hours to be associated with the Pay Code.

An example of a time card that shows a Pay Codecif\#as applied.

Updating a Pay Code

1. Ifthe Pay Code selected was incorrect, in the Pay Geldeclick the  and
select the appropriate Pay Code.

2. If the number of hours for the Pay Code is incornacthe Amount field

highlight the number of hours to be associated withPdae Code and enter
the correct number.

Deleting a Pay Code

1. If a Pay Code is recorded for an occurrence during thdogee’s pay week
and should not have been, simply clickon the row of the pay code.

2. A message to erase the row will appear, click Yes.

3. Click the Wl button.

Add Comp Time
The University System of Georgia will now track Commé&iearned and taken on

the Time card. Comp Time will now be calculated andieggased on the
Overtime rules where an employee must physically workatGs before Comp Time

59 of 77



will be calculated at Time and a half. The Tuesdalp¥ahg the end of the Pay
Period the Comp Time will appear in the Comp Time buakeydu to begin using.
After 20 weeks from the Tuesday the Comp Time was plac#dteibucket, if the
Comp Time has not been used, eTime will process thggQome to be paid in the
upcoming pay period. Comp Time cannot exceed 60 hours. On@aiBOHas been
reached overtime will be paid.

For example, the Pay Period is April 4 — April 17. Comp Time is earned on April 7 of 2 hours.
During the week of April 4 — April 10, you physically worked 40 hours; therefore, the 2 hours
for April 7 will be calculated at Time and a half giving 3 hours to be placed in the Comp Time
bucket for you. You will not be able to use this 3 hours until Tuesday April 21 (Tuesday after
the pay period end date of April 17) when it will be placed in the Comp Time bucket.

1. To record Comp Time Off, insert a row on the week the Comp Time was

taken.

2. On this new row click the

Comp Time Off.
3. On this same row in the column of the day the Comp Tae taken, enter the
total time that will be documented as Comp Time taken.

AN

Transferring Tif

Pay Code o€omp Time Off
will be selected from this drop
down.

in the Pay Code field and select the Pay Code for

/

Enter amount of time that was
taken for Comp Time.

Each employee is assigned a primary labor accountapyijopb, and default work
rule. However, you may sometimes need to charge worlshow different Position
or Account Code. This is referred to as a timecard fieans

To perform a timecard transfer between Position or Account Code:

1. A new row will need to be inserted to identify the hoanshe certain day
that need to be transferred. Click the insert a raw

2. Click Search. The Transfer Selection box will appear.
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3. Click the radio button for Position number if you wémtransfer one
position to another OR any other radio button for thellgou want to
transfer.

4. Inthe Name or Description field, enter the first prthe labor level with
% as wild card.

5. The List of Positions will appear in the box on tét.|
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6. Click the Position number you need and it will showhia tight side.

7. Click m button. The Transfer will appear in the Transfedfef the
timecard.

-

Note: Transfers remain in effect on each day one is addeitlyount
cancel them.

To perform a timecard transfer for Call In Pay
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Call In pay will be calculated based on the time timpleyee has to work. If the
employee’s Call In is for less than 3 hours of timguarantee of 3 hours will be
added to the timecard with the Call In Transfer Work Rifiéhe employee hours for
Call In are greater than 3 hours then the actual hollrbenapplied.

1. A new row will need to be inserted to identify the hoansthe certain day
that need to be transferred. Click the insert a row

<

2. On the new row click the in the Transfer field.

3. The Transfer Selection box will appear.

4. Use the inthe Work Rule section.
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5. Select the Call In Work Rule that applies.

6. Click m button. The Transfer will appear in the Transfedfef the
timecard.

>

7. Even though this employee only works 2 hours for Callia,hours to be
entered on the timecard will need to be the guarant8éotirs. If the
hours the employee works for Call In is greater thah&actual hours
will need to be recorded. The automatic calculatige will not apply to
the Project View.

Adding Comments

1. To add a comment to any cell, highlight the cell and cht@smment’ then Add
Comment from the tool bar.

OR right click in the cell and select Add Comment
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2. The Comments box will appear.

3. Select the comment that applies then cIickm button.

4. You will see beside the cell where the Comment was added.
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S

6. You can view the Comments from the Comments Tabeaboltom of the

Timecard.

Deleting Comments

1. To delete a comment in any cell, from the tab ‘Comsiaitthe bottom of the
time card, highlight the comment you wish to delete.

-

2. From the menu bar, click Comment and then Delete Cartame

-

Saving the Time Card
You need to save your changes to your employee’s timeddrel word TIMECARD will be

orange indicating changes had been made and saving is deqGirek Save from the menu
bar.
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A message will appear showing the save was successftthanvork TIMECARD will
return to black.

- >

Approving the Timecard

Approving your employee’s timecard ‘submits’ your time candRayroll's sign off.
Approval lets a Payroll Practitioner know that thmedcard is accurate, complete and ready
for payroll to begin processing. Once you have approweéitiployee’s time card, the
employee can no longer make any corrections to e ¢ard.

Approval can beemovedf a Payroll has not signed off on the timecard fargassing.

Click on‘Approvals’ from the toolbar therApprove’.

Make sure time is correct: Don't approve until any ndgsenches are fixed. These are
identified as a solid red box for Hourly View timecardsaged box around the day the
punch should be for Project View. Missed punches wilseahe time card to not be paid
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Hourly View Missed Punch Project View Missed Punch

Reminder! You can vieway Period Closto see the approvals and missed punches on your
employees’ timecards.

Reviewing Totals of a Timecard

On each time card in the lower section, you will s¢ab for Totals & Schedule. This tab
allows you to view the totals for each Pay Code thatdegn recorded on the time card.

-

1. To view the actions, click the Totals & Schedule tab.

>

2. The Account section identifies the Labor Levels (gat&s) that apply to the Pay
Code.
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3. The Pay Code and the amount of hours that will applyPay Code are shown.

Reviewing the Audit of a Timecard

On each time card in the lower section, you will seab for Audits. This tab allows you to
view every time an action has been taken on the d¢amg.

4. To view the actions, click the Audits tab.

-
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5. From the Type of Edit field, click to select what you wish to view.

6. The detail of the actions performed against the timewdrdppear. The audit
provides what the action was and who performed and wieeaction was performed.

Returning to List of Employees

To return to the list to view another employee, clio My Quick Navs Tab.

See the sectioReview Your Employee’s Time Cafdr instructions.

Reports on Your Employees

From any of the three areas that you can select yoplogees QuickFind Reconcile
Timecard Pay Period Clo9eyou will be able to generate reports on your emplayeésu
can highlight one employee, a group of employees, or all
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To generate a report:

1. Highlight the employee(s) you wish to produce a repoonia of the My Quick Navs
(QuickFind Reconcile TimecardPay Period Cloge For the examples, Reconcile
Timecard is being used.

2. Click Reports from the menu bar.

S

3. The Reports page will appear. Note: You can also ateegmge from the General
Section of your main page by clicking Reports.

4. In the Show field, you will see Previously Selected Exyges. You can use that
selection or choose another by clicking theto select one in the list.
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You can use the scroll bar to se
maore selection

5. Click the + beside the Category for the report link yoll twiexecute.

6. Click the report you wish to execute.

7. Click the Set Options Tab to select the parameters.
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8. The report parameters box will appear.

9. Select the parameters for the report that you woksdthe report to have.

73 of 77



10. Click Run Report button. The Status box will appear.

11.Click the Refresh Status button until the Status showsp&ten

-

12.Highlight the report and click button. The report will open in a new
window.
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13.You can save or print the report by using the icons opédlge. To close the report
window, click the found in the upper right hand corner of the window. Rbport
Run Status window will appear.

14.Click the Select Report Tab to return to the Reports pageleat another report.

-

Other My Quick Navs

Other My Quick Navs provide information regarding your emeé&s.
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Worked & Paid Time Offvill provide based on the employee selection and three Reriod
selected Total Time Off and Total Worked Time for the g jperiod.

Employee Informationvill provide the specifics in eTime for your employees.

Adjustments

At some point Time Off may be missed and determined Rfgroll has been processed.
For example, an employee is sick and the Sick Pay @adeot recorded on the employee’s
time card. You will need to email your Payroll Practier the information on the employee
as to what date the time off occurred. The Payr@itftioner will have to make a historical
edit to the employee’s leave balance.

Assigning Your Approval Authority to Another

The assignment of your approval of timecards to anathée you are unavailable will be
performed through Manager Delegatioht the present time, decisions are being made as to
how this process will be executed. This manual will be updated updediseon for this
process.

Logging Off eTime

After completing or reviewing your information, you need to log off of eTime

The Log Off link is located in the upper right hand corner of the eTime page.

-
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