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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.

Y/ PP

Register for ADP Services

Flease enter the following information to register for ADP services.

Step 1 of 6

Enter Your Registration Pass Code

1. Enter Your Registration

Pass Code ‘four employer provided you with a registration pass code when they instructed you to register online for ADP services. If you dont know
2. Verify Your |dentity what your pass code is, contact your administrator for assistance

3. Enter Your Contact . .

Inforration Note: The pass code is not case-sensitive.

4. Enter Your Security » = Required

Information

A View Your User Id & Create)

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

. Confirmation

W e
|

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

o et

7. Inrare circumstances, a second page (belowedfy 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 eyagar 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.

£3P

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

Step 2 of 6

1. Enter Your Registration verify Your Identity

Pass Code We need some maore information in arder to verify your identity. Please complete the information on this page
2, Verify Your ldentity

3. Enter Your Cantact b = Required

Information

4 Enter Your Security A. Select a Service

Information . .

5. \iew Your User Id & Create| Service: » | Self Senice W

Your Pagsword

5. Confirmation B. ADP Self-Service Information

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

Employee ID: » | |
PIN: » |

- Next | - Cancel |
- ________________________________________________________________|

8. Complete the fields on your Contact Information anckdext.

R-gl:llr for ADF Services
Nnaas avter v lolloseng nizaradon iz regoder fo ALY sesuzma
Siap 3cf §
B T Co st el i o)
Yarut e-mial sddvan ia andy uised B relBetions . T retiricaay, g i changs Prs ekaraies e
[TEmrvarcaves = P
|dnfermarfas =
& Entw: Toa: Sacady First Hearea: ] M
g rrabon
=W oA L 1] B T (Lol Mame L] (Aptilvpivr owl yphars am dlowed |
oax Famwaaad
& Cealmnion BasimessPurional E-Nail: L] (Thes e-ral eddvass 18 anly wied R rotBiesani )
Canfirm E-Medl: ]
Phoni (Auni et sl pPusabar oy beea
[ N W casce
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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.

£A3P

[Ezainter for ADF Services.
P onies the dolkawing imlonmon i s s lor ADF geraes

Enoge 5 ol &
e Yiorir ROP S ruho e Leer D

Fewr uesr I m pacuded afew Feal uns i3 fFand porevenrs ta kg onida ADE esrecen. A corimasaa a-read condarng your aes: D sl
b= amat . 731 PICerr

i v e w6 A Cag-SREET b

Aoy Y hiERLY
S VWA 0L L W

Cranbe Your ADR Services Peswwssr

e parrssd reret ke of laml § charsclen l2ag ared rees! conlen of laasd 1 elle ored sdbor T romias or 1 speasl chaesclo

it ¥ Bl peirmnn o5 SRS ST

b= Bpgaded

Crasis Pmrsandt L (Exampis: Panzweedd1]
Canlhm Pamsced: ]

[ ET, B carce

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

5. Click the Time application link

—O

6. Click the Here link for All other employees if you aret a manager or approver of
time cards.

O

7. Now you are in the eTime application.

8. You will click the various links —
a. Inbox will allow you to see the messages from your &gm when you
request time off.
b. My Timecard will take you into your time card.
My Reports allows you to view you leave accruals and tard for printing.
My Actions allows you to request time off if you arey#dle for time off.

Qo
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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:

< K1

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 insert a row box  for the day
you are currently recording. Click the second ‘In’ cell for the day and enter the time
that you returned to work.

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.
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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.

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

Enter amount of time that was
taken for Comp Time.

/

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.

Transferring Time in a Timecard

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

>

= Select the transfer from the drop-down list of recent transfers.

Click the magnifying glass in the Transfer cell that you selected to show the
Transfer Selection box.

1. Usethe for the Account Code you need to transfer the charge.

2. Usethe for the Approver who needs to approve the account for the
transfer of the charge.

3. Click Ok.

>

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:

Note: There cannot be a Pay Code change on the same line as a

™~

Refers to number of
hours when adding
time off

need for this to happen on the same day as a punch, simply add aTmne:

An example of a time card that shows time worked and then Sick taken on the same

day:

Adding Comments

To add a comment to any cell, highlight the cell and choose ‘Comment’ from the tool

bar.

>

The Comments box will appear.
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Click one of the Available Comments and click the to move the comment to the
Selected Comments section. Click OK.

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

O

18 of 35



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.

[]

A message will appear showing the save was successful and the work TIMECARD
will return to black.

- >

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.
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-

I Missed punch I

Click on ‘Approve’ from the toolbar.

O

Returning to eTime Home page

To return to the Home page where you can select another option, click the Home
link from the upper right hand corner of the Time Card.
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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 by clicking the My Reports link.

-

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.
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Click Accrual Balances and Projections to highlight it. Use the calendar to select the
date you want to see your accruals. Click the View Report button.

-

Your balances will appear.
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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 , click My Actions.

To request Time Off, click the link for Request Time Off.

_ >

Use the drop down for Request Type to select the Pay Code for the type of
Leave you are requesting. Types of leave include Comp Time Off, Vacation, and
Sick.
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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 Actions.
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To cancel a request for Time Off that has been submitted, click the link for Cancel
Time Off Request.

-l D

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.

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

>

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 Request

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

After logging into eTime , click My Actions.

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

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

O

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.

>
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Cancelling Extended Lengths of Leave Time Request

After logging into eTime , click My Actions.

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

< >

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 may return to your Home page by clicking the Home link

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

>

Your Inbox

After logging into eTime , click Inbox.
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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.

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.

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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