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Introduction to eTime

eTime is ADP’s new system for managing all time, clock punches, vacation and sick accruals, and other forms
of attendance monitoring. eTime will be used to manage the time card punches currently used at USG
institutions. This data will be directly fed into Ev5, and populate payroll so that these employees can be
correctly paid for their actual time worked. eTime offers advanced tools to allow a supervisor to approve their
employees time cards, the ability to request and receive approval for future dated vacation requests, and to
monitor how much time off an employee will have accrued at a future date in time.

Navigating through eTime

The log in default places you in the Manager’s role. You will need to change your role to Employee to see the
Tabs for Time & Attendance, Pay & Taxes, Personal Information, and Benefits. Click in the Role box on the
far left (under the ADP logo) and select Employee, then click Time & Attendance > Welcome. That should
take you to eTime.

W & | @Portal Integration

Welcome, Gale Barr

pme | Time & Attendance ~ | Pay & Taxes v | Personal Information ~ | Benefits v | Career v |

Managers can view their employee’s time and time cards through the Managers/Approvers link. All other
employees can view their own time, by accessing the All other employees link.

Click on the Managers/Approvers link.

m Welcome, Gale Barr
Time & Aftendance | Pay & Taxes = | Personal Information « | Benefits « | Career =

Welcome to the Time page - you can record and review your work, sick, vacation and personal time using ADP eTIME. Please
select one of the links below to get started.

Managers/Approvers: Click Here to access eTIME

All other employees: Click Here to access eTIME.




Adding Leave or Viewing Your Time Card

1) Click on My Timecard and select the Time Period.

Please note: You can view the past pay period; however, you cannot make any changes to a past pay
period. You can save changes to the next pay period, but you cannot approve the next pay period. In the
current pay period, you can approve your time card as well as make and save changes.
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QUICKFIND

Actionz = Punch v Amount * Approvals v

pr— — 0 PrmaryLabor

OR — under the My Information tab, select My Time Card.
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Timecard | Pecple | Reports | My Timecard

2) After selecting “My TimeCard”, your time card will appear.
Please note: EXEMPT MONTHLY employees will only record the leave taken (vacation or sick time)
BI-WEEKLY BENEFITED employees will type in the hours worked. Therefore, if an employee worked 8

hours each day, they will enter 8 hours. BI-WEEKLY BENEFITED employees will also record the leave that
they took. At the end of their pay period, they will approve their leave.




@ Log OFF| Setup | Help

GENERAL ~ MY QUICKNAVS ~ MY T RMATION ~

=]
MY TIMECARD
tame s [ ]
Loaded: 3:47PM
Time Period [Current Pay Period -
Actions ¥ Punch ¥ Amount ¥ C ~ Approvals ¥ Reports ¥
Week starting: Sat 5/30
Pay Code Transfer Sat 5730 Sun 5531 Mon 601 Tue 6102 Wied 603 Thu 6104 Fri 6105 Total
% | Haurs Warked - -
Week starting: Sat 6/06
Pay Code Transfer Sat 606 Sun 607 Mon 6108 Tue 6108 Wied 610 Thu BA1 FriGMz2 Total
HOLIDAY
Week starting: Sat 6/13
Pay Code Transfer Sat 613 Sun BA4 Mon 615 Tue BHE Wied BM 7 Thu BAE FriGMa Total
Hours Wiorked - -
Week starting: Sat 6/20
Pay Code Transfer Sat 6120 Sun 6121 Mon 6/22 Tue 6123 Wied /24 Thu Bi25 Fri G/26 Total
| < | Haurs Warked - -
‘Week starting: Sat 6/27
Pay Code Transfer Sat G127 Sun 6125 Mon 6/29 Tue 6130 Wied 701 Thu 7102 Fri 703 Total
| < | Haurs Warked - -
TOTALS & SCHEDULE | ACCRUALS REPORTING PERIOD | AUDITS | SIGN-OFFS & APPROVALS
Date Start Time End Time: Pay Code Amount
All_K Mon 601 -
Account ‘ Pay Code Armourt Tue B/02
00131 30000/0000/38003501 01 /394 062004/0000| | HOLIDAY &00 (i EE
Thu B/04
* FriGos
Sat 606
Sun 07
hion B/08
Tue B0
Werd RN j
Done € mternst H100% -




Pay Code

| Hours ¥yorked b The “X” on a row indicates to remove a row. The “arrow” creates a new row. By
adding a new row, you can add annual leave, sick leave, and other additional

types of pay codes. Holidays are already populated.

To add a pay code:
1) Select Hours Worked under Pay Code.

2) Click on the drop down arrow and select the type of leave.

3) Scroll across the week, and select the day of the week you took the leave. Enter the amount of leave

taken. Any days that are left blank during the work week are co
Worked.

ST >
»
Transfer Sat 620 Sun Bi21 Mon B/22

@ & vacaTion - -

4) After making your changes or adding your leave, select SAVE. Throughout the pay period employees

will SAVE their time card.
«—

Pay Code
B Hours Wiorked|

-

JURY DUTY
SICHK

WACATION

UMCOMPENSATED
¥eek sY | yscHEDULED L

FLOATIMG HOLID.E.Hj

[ | WACATION M LIEL ¢

Howurs Worked

1 | |

[™

-

nsidered Hours

Tue Bi23
5:00 §:00
fEotala} 00

Actons * Punch * Amount * Comment Approwvals * WReports *

5) At the end of a pay period, an employee will approve their time

by clicking on the Approvals Tab.

Wied 6124

H

i Bf26




Add a Comment to Your Time Card

1) Highlight the time or leave where you want to add a comment. Click on the Comment tab + Add
Comment. In order to enter a comment, you must highlight the date where you have entered your leave.

Actions * Punch = Amuunt< Comment znppmvals * Reports *
& omiment —=x

Yeek starting: Sat 3/30 Dielete Comment —
Pay Code TransTer =ar afal =

2) An Add Comment field box will appear. Scroll down to see all the options.

Comments
Clock Down j

Department Shortage

Daoctor Appaintment

Early - Superdsor Approved J
Excused

Family Emergency

Fargot Badge

Late - Supervisor Approved
Lost Badge j

I|..|ava Applet Window

View Your Time Report
1) Under the Reports tab click on Time Detail. Or you can click on the My Information tab and then My
Reports.

Actons * Punch * Amount * Comment ¥ Approvals Reports
Tirme Detail —=»

Week starting: 5at 5730




Below is an example of a Time Detail report

TIME DETAIL

Time Period: Current Pay Period Printed: &/03/2009
Dates: §/01/2009 - §/304200%

Mame: I{ ] Pay Rule: 350 MONTHLY HOLS
Primary Account(s): 4/01/2009 - forever  33001313/0000/0000/3800350101/39.4/0062004/0000
- In Out AdyEnt Totaled Cum. Tot.
Date Apply To In Punch e Out Punch . SAmt Amount Amount  Amount Abzence

Mon 6/01 0:00
Tue §/02 0:00
Wed 8/03 0:00
Thu /04 0:00
Fri 8/05 0:00
Zat 8/06 0:00
Sun S/07F 0:00
Mon 8/08 0:00
Tue §/05 0:00
Wied 610 2:00
Thu &M11 2:00
FrigH2 &:00
Zat&M32 2:00
Sun 6M4 2:00
KMon 615 2:00
Tue 616 &:00
Wed 817 2:00
Thu &§M18 2:00
FrigHg 2:00
Sat 8/20 &:00
Sun §/21 2:00
Mon 6/22 2:00
Tue 823 2:00
Wed 6/24 &:00
Thu &8/25 2:00
Fri 6/26 2:00
Sat 827 2:00
Sun 6/28 &:00
Mon 6/25 2:00
Tue 6130 2:00
Totalz 0.00 &:00 0:00 8:00

Account Summary
Account Pay Code Money Hourz

Adjusting Time or Leave to your Non-Exempt and Exempt Employee’s Time Card

1) Select My QuickNavs, and then Reconcile Time.




VAP

GENERAL

-

MY QUICKN

ANVS

MY INFORMATION ~

QuickFind

MY TIMECARD

Last Saved: £:05PM

Actions * Punch * Amoun

( Receoncile Timecard )
Pay Period Cloze
Acecrual Reporting Period

Worked & Paid Tims Off
Employes Information

e & 1D .[

e Period |Currer|t Pavy Period

wals * Reports =

Week starting: 5at 5,/30

Please note: Monthly exempt and Biweekly non-exempt employees should review and record their own time
on a regular basis. In addition, these employees should approve their own time at the end of each pay period.

If an employee is out on extended leave (i.e. FMLA) or on vacation at the end of a pay period, the approver
is able to go into the employee’s time card to add the appropriate leave. Additionally, the approver can
approve the employee’s timecard. Nonetheless, it is the employee’s responsibility to approve their own time

card.

2) A list of your employees should appear. If not, go to Show — and select All Home from the drop down

menu.

lmecard | People

RECONCILE TIMECARD

Last Refreshed: 2:06PM

-

GENERAL

Reports | My Timecard

Actions * Punch * Amount * Approvals =

Pay

i
Mame 1 Graup

-

Unexcused

Absence

MY QUICKNAVS - MY INFORMATION ~

-

Ad Hoc

Ad Hoc -

AllHome > B
ome and Scheduled Job Trans

All Home and Scheduled Job Trans
All Home and Transferred-in

All Home and Transferred-in*
Comp Time To Be Paid Out
ConcurrentJobEmps-Worked Hrs
Concurrent Johs - C

Concurrent Jobs - T

Employees A-B

Employees C-D

Employees E-F

Emplovees G-H

1 | |

Time

ey, ..

Refresh

Late In

Edlit &d Hoc...

3) To view an employee’s time card double click on an employee’s name.
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GENERAL ~ MY QUICKNAVS - MY INFORMATION ~

Timecard | People | Reports | My Timecard

RECONCILE TIMECARD
Last Refreshed: 4:08PM

Time Period | Yesterday -]

Actions * Punch * Amount * Approvals *

Pay nexcused Mis=sed
Group Abzence Punch
Burtan, Linda G —

Mame 14 Early In Late In

Please note: You can change the time card view based on the time period, by selecting the drop down arrow
next to Time Period.

GENERAL MY QUICKNAVS - MY INFORMATION ~

People | Reports | My Timecard

TIMECARD (
Hame &
Loaded: 4:09PM ’
ime Period |Current Pay Period hd

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

Week starting: Sat 5/30

Pay Code Transfer Sat 5530 Sun 5531 Maon 601 Tue 602 Wed 603 Thu 604 Fri B/0S
| Hours Worked - -

Week starting: Sat 6/06

Pay Code Transfer Sat GG Sun 607 Mon E/0S Tue 609 Wed 610 Thu 611 Fri B2
B SICK - - 00 00 300

.00 .00 .00

Week starting: Sat 6/13

Pay Code Transfer Sat 613 Sun 614 Mo 615 Tue GG Whiecl 61T Thu GHM& Fri 613
| Hours Worked - -

Week starting: Sat 6/20

Pay Code Transfer Sat 6120 Sun 621 Mon B[22 Tue BI23 Wed 624 Thu Bi25 Fri Bf26
| Hours Worked - -

Week starting: Sat 6/27

This above screen shot is an example of a monthly view. You can add leave the same way you do for your own
time card. When complete, select Save. The supervisor can also approve the employee’s Time Card during their

absence at the end of the pay period. To approve an employee’s time card select Approvals and then select
Approve.

@ Actons * Punch * Amount * Comment ¥ Reports *

A bi-weekly employee’s time card is very similar, but it only displays two weeks. A bi-weekly employee must
enter the hours worked or leave taken. If a bi-weekly employee does not enter time for a day, then a red border

11




will appear around the date. By the end of the pay period all of the weekdays need to have hours entered (either

for leave or hours worked). Please encourage your employees to keep up with their time.

= Ht
TIMECARD Person & Id [ ]
Time Period | Current Pay Period | EIR02000 - §/12/2009

ea =
Add Transfer Sat Sun Mon Tue Wed Thu Fri
Row 5430 531 601 502 603 5/04 605

0:00 0:00 0:00
Add Transfer Sat Sun Mon Tue Wed Thu Fri
Row 6/06 607 608 5/09 &M10 611 612

0:00 0:00 0:00

Please note: When the Time Card appears in Orange, this is an indication that the time card still needs to be
saved.

TIMECARD
_oaded: $:09PM

12




Adding a Punch or Reconciling Time for Time Stamp and Time Clock Users

A punch represents a person’s action, such as beginning or ending a shift. Punches use work rules, which are
defined during system configuration.

Casual labor and student workers will punch in and out.

Click My QuickNavs Tab. Select Reconcile Time .

£2P

GENERAL ~ MY QUICKMNAVS MY INFORMATION ~

QuickFind
Recencile Timecard

MY TIMECARD ~ — —
T M T e &ID

Last Saved: 4:05PM ) ] ]
Accrual Reporting Period e period | Currert Pary Period - |
Worked & Paid Time Off

Actions * Punch * Amoun . walz * Reports *

Emplovee Information

Week starting: Sat 5/30

If an employee does not appear on the screen, select the drop down arrow next to Show.
You have the option to show all employees, or employees based on last names.

GENERAL - MY QUICKNAVS - MY INFORMATION ~

lmecard | People | Reports | My Timecard

RECONCILE TIMECARD

Sh Ad Hoc -
Last Refreshed: 4:06PM ow n | Edit |
Time Perj é-ﬂﬂL =l Refresh
All Home
All Hom eduled Job Trans
Actions ¥ Punch ¥ Amount ¥ Approvals ¥ All Home and Scheduled Job Trans

All Home and Transferred-in
All Home and Transferred-in* I Late In
Comp Time To Be Paid Out
ConcurrentJobEmps-Worked Hrs
Concurrent Johs - C

Concurrent Jobs - T

Employees A-B

Employees C-D

Employees E-F

Emnplovees G-H j

] | | ﬂ
Mesy ...

Edlit &cl Hoc...

Pay Unexcused

!
e : Group Absence

To view or reconcile the employee’s time card, double click on the employee’s hame. At this point you can
reconcile the employee’s time card, SAVE it, and even approve their time card.
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The Missed Punch column will highlight which of your employees has a missed punch and need
reconciliation. If an employee has a missed punch, they will not be paid for the entire pay period!
If an employee has a missed punch, double click on their name. A solid red box will appear on the
employee’s time highlighting the missed punch.

@ Log OFf | Setup | F
GENERAL ~ MY QUICKNAVS ~ TIMEKEEPING ~ MY INFORMATION ~

Timecard | People | Reports | My Timecard

RECONCILE TIMECARD

Last Refreshed: 5:13P Show (Empoyees €D - |
Time Period | Yesterday -]
Actions * Punch * Amount ¥ Approvals =
e g Vmem e ewn e | mvor | s | W T

7 \ ) v v
w
w
w
v w
w
w
w
w
w
w
w
g w*
w*
w*
w*
w*
w o o
w*
v w*
(S ) v w*
— w4 v

Please note: This screen shot was taken from the test environment.
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This is an example of a time card for an employee who punches in and out (student workers, casual labor
employees, and time clock users). Once these employees punch in and out, the data is automatically placed in
their time card.

You can view different time periods by selecting the arrow next to Time Period.
m Log Off | Setup | Help

GENERAL ~ MY QUICKNAVS ~ TIMEKEEPING ~ MY INFORMATION ~

People | Reports | My Timecard =
TIMECARD

Loaded: 5:05PM

Actions ~ Punch ~ Amount > Comment >~ Approvals ¥ Repo
Drate Pay Cace Amount In Transter oLt In Transter Ot Shift Diaily Cumulstive
Sat S02
Sun S03
Mon S0
Tue S0
Wed S06
Thu 507
Fri 508
Sat S09
Sun S0
hom 5611
Tue 512
e 5613
ThisMa

{EECCEEEEEEER
iEECEGEECEEGE
£ I TR I TR IR N I K |
LI T A B B I I T I |

COC o

TOTALS & SCHEDULE | ACCRUALS REPORTING PERIOD | AUDITS | SIGN-OFFS &t APPROVALS
Date Start Time End Time Pay Code Amount
Sat 502
Sun SO3
Mon S04
Tue 505
Wi S06

Al

Account 4 Fay Code Amount

Thu S07

I Frisms

T satsma
Sun S0
Won 5011
Tue S12
wisd 5013
Thu S
Fri 5615

Double click on a date under the In time or an Out time field. Type the “time” the employee came in or left.
You must enter the time with colons and indicate am or pm. Make certain you Save your changes.

@ Log OFF | Setup | Help
GENERAL « MY QUICKNAVS ~ TIMEKEEPING ~ SCHEDULING mnn

Schedule | People | Reports | More * =

TIMECARD

1 i |o061542
Loaded: 12:02PM |
Time Period |Currem Pay Period -

Actions * Punch * Amount ¥ Comment ¥ rovals ¥ Reports ~
Drate Pay Code: Amount Transfer In Transfer ot Shift Draily Cumulative
Sat 502 =
=3

i
')
<
o

(] - -
B Sun 503 - - -
B Mo 5104 - - -
B Tue 5M05 - - -
< | Wied 506 - - -
% | Thu 507 - - -
< | Fri 505 - - -
[ | Sat 509 - - -
B Sun SM0 - - -
B Mor 5/ - - -
< | Tue 512 - - - |
B Wied 5013 - - -
a Thit SiMd - - = j
lFTDTALS & SCHEDULE ACCRUALS REPORTING PERTIOD AUDITS
Date Start Time End Time Pay Code Amount
All hd Sat 502
Accourt ‘ Pay Code Amourt Yages Sun 503
ton 5504
Tue 505
Wied SI06
Thu s07
. Frisiog
" satsing
Sun 5M10
ton 511
Tue 5812
ied 513
Thu 514
Fri 515

15




In addition, if an employee is out of the office at a training session, conference etc..., you can select on the Pay
Code and in the Amount column, enter the hours worked. Make sure to SAVE changes.

Please note:
e Time punch users can punch in and out multiple times in a day.
e The time stamp will record the actual time the employee punched in.
e For right now there is no need to use the “Transfer” option.
e For time clock users (physical plant and public safety) who accrue leave, their approvers must add their
employee’s sick hours and vacation hours on their Time Card.

@ Log OFff | Setup | Help
) | GEMERAL ~ | MY QUICKNAWS ~ | TIMEKEEPING ~ | MY INFORMATION ~
=~ B My Ti =l
TIMECARD

Name & ID IT 1 1

Loaded: 12:06PM

Time Period [Current Pay Period |

Actions ¥ Punch ¥ Amount ¥ Comment ¥ Approvals ¥ Reports
Date Pay Code Amount In Transter Ot In Transter Ot =hift Dy Cumulstive
Sat 502 -
Sun 503 - 0020
Mon S04 -~

“

c

3

m

=

o
[ N |

iDDCECNEEEEREE
4244
1§83
Ea8s
=g
I
2
@
3
LR |
o
o
4
4

_TDTALS &% SCHEDULE ACCRUALS REPORTING PERIOD AUDITS SIGN-OFFS & APPROYALS
Date Start Time End Time Pay Code Amourt
Al hd Sat Sm02
Account 4 Pay Code Amount Fwn 503
Man Sma
Tue 5m5
el 506
Thu 507
- Frisms
T Sat sme
Sun 510
Man 5611
Tue 512
el 5013
Thu 5614
Fri sis

If you would like to attach a comment to the Add Punch, click on the Comments, then choose from a list of
delivered comments. Click OK when completed. After you add a comment, it is immediately visible in the
Comments tab at the bottom of the employee’s timecard.

TIP: Please indicate the computer terminal that you want your casual labor employees and student
workers to utilize when punching in and out each work day.
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Request Leave or Time Off

1) Go to the My Information tab, and click on My Actions.

GENERAL MY QUICKNAVS - MY INFORMATION \|

fMmecard | People | Reports | My Timecard My Timpecard

TIMECARD -

Han [iv Reportz
Last Saved: $1TPM

Time Period |Current Pay Period

2) Select whether you are requesting time off (annual/vacation) or canceling time off.

AP

GENERAL ~ MY QUICKNAVS - MY INFORMATION ~

MY ACTIONS

Lazt Refrezhed 4:24 PM

Categories | All W

Actions

n  [onthhy Emploves - Request Time Off m  [Konthhy Emploves - Cancel Time Off Request

m  BiWeskly Employees - Request Time Off SWVCT m  BiWeskly Employee Cancel Time Off Reguest - SVCT

3) A new window will appear. You can indicate the type and the duration of the leave. Your supervisor will
approve or deny your request for your leave. The system will flag any requests in which the employee
does not have enough leave.
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L
Important information on approving time and payroll:

e Approve bi-weekly, student, and casual labor employees’ time during the pay period rather than wait
until the end of the two-week time period.

e All time must be approved BEFORE 9:00 am on the Monday they are due.

e Communication will follow on how to set up proxy in eTime.

e The Payroll Department will not be able to wait past 9:00 am to get time approved, since they have a
drop dead time to notify ADP that payment is ready. If that deadline is missed, no one gets paid.

e If there are missed punches in eTime, no payment will process for that employee.
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Approving Time Cards

Under MY QUICKNAVS click Pay Period Close from the navigation bar.

£2P

MY TIMECARD

Last Saved: £:05PM

Week starting: Sat 5/30

GENERAL ~ MY QUICKMNAVS

Actions * Punch * Amoun

QuickFind
Reconcile Timecard

av Period Cloze

Accrual Reporting Period
Worked & Paid Time Off
Emplovee Information

MY INFORMATION ~

e & 1D [

wals =

e Period |Currer|t Pavy Period

Reports =

A list of your employees should appear. If not, go to Show — and select All Home from the drop down menu.

AP

lmecard | People

RECONCILE TIMECARD
Last Refreshed: £06PM

Actions * Punch * Amount ¥ Approvals =

Pay

i
Mame 1 Group

Reports | My Timecard

GENERAL - MY QUICKNAVS - MY INFORMATION ~

Ad Hoo -

Time Period

Unexcused
Absence

Ad Hoc -

ome

All Home and Scheduled Job Trans
All Home and Scheduled Job Trans
All Home and Transferred-in

All Home and Transferred-in*
Comp Time To Be Paid Out
ConcurrentJobEmps-Worked Hrs
Concurrent Johs - C

Concurrent Jobs - T

Employees A-B

Employees C-D

Employees E-F

Emnplovees G-H ﬂ

+| |

Mesy ...

Edlit &cl Hoc...
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Highlight the employee or employees that you want to approve. You can approve more than one employee at a
time by highlighting the names.

Please Note:
e Under the column Employee Approval, you can see which employees have approved their time cards.
e Under the Missed Punch column, you can see which employees have a Missed Punch.

In the example below, both the employee and approver have approved this time card.

VPP ]

GENERAL ~ MY QUICKNAVS ~ MY INFORMATION ~

Timecard | People | Reports | My Timecard

PAY PERIOD CLOSE
Last Refreshed: £29PM L A1 Fome > m

Time Period

Actions ¥ Punch ¥ Amount > Approvals «

Name ar Pay Employee Manager Signed Mizsed Unesxcused Exg
Groug Apbroyal Approval Off Punch Abzence PP

Burton, Linda G — v 1

To approve a time card(s) and submit them to payroll, first select the employees you want to approve and then

select Approve.
tons * Punch * Amount <:EEEI‘DUE||5 2

Approve

Matte 14

Remove SApprosal

L = Sn

Refresh the screen to see that all employees have been approved.

Keep in mind:
e Remember: Employees need to approve their own time cards. Supervisors with employees, who use a
time clock or the Timestamp, will approve their employee’s time cards.

e Once you approve your employee’s time, it will be submitted to payroll. You will want to review your
employee’s time weekly or daily.

e If an employee has a missed punch, the employee will not be paid for the entire pay period. Make sure
you reconcile any missed punches.
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