eTime for Timecard Supervisors
College of Coastal Georgia



Employees record their time using either a time clock or a PC with internet
access. After eTime receives this information, it is translated into a readable
format resembling an electronic timecard. Your responsibility as a timecard
supervisor/manager is to review this electronic timecard data and ensure it
accurately reflects the worked and non-worked employee time.

At the end of every pay period, you will perform one final review of the timecard
and approve the time that is recorded. The approved timecard data can then be
exported via a utility interface to your payroll system for appropriate tax and
benefit deductions and check processing.

You may be approving time for ‘Project View’ timecard employees, Hourly View
time card employees, or both. Project view timecards record total hours worked
per day. Hourly timecards record in and out punches.



Uger Login | | ) Administrator Login

m Firzt Time Users Register Here
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Access ADP Employee Self Service through the college web page
or type http://portal.adp.com into any web browser.



http://portal.adp.com/

Connect to portal.adp.com

l The server portal.adp.com at Emplovee Access
€ [11:19:20:5228] requires a username and password,

User name: | L% w | Er Here
ed?
file:

1 Password: | |

[ remember my password i
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[ Ok ] [ Cancel
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Thiz zite requirss Microsoft Internet Explorer Version 6.0 ar higher.

Type in the user id you were assigned by ADP during registration
(ex: jsmith@usg)
and the password you created during registration. Click OK



Select Time & Attendance and then click on Welcome.

m Welcome, Gale Barr

Hame = | Time & Attendance - | Pay & Taxes - | Personal Information = | Benefits = | Career =

| Welcome

To access eTime click on Here for Managers/Approvers.

Time and Attendance
Managers/Approvers: Clic @ access ellME

All other employees: Click Here to access eTIME.

After you log on, the system first checks the access profiles that were assigned to
you when your system was configured. Depending on the access rights given to
you in your profiles, eTime displays the appropriate time and attendance
information in your web browser. This means that when you log on to eTime, a
customized view of the information you are responsible for displays.



GENERAL - MY QUICKNAVS TIMEKEEPING - MY INFORMATION ~

Timecarg/ People | Reports | My Timeca| QuickFind

i = |-\' =
QUICKFIND "y Penoc Flese
Reconcile Timecard worid * m
Last Refreshed: 11:31AM Shift Start
=hit=ta e Period | Current Pay Period - |
Shift Close
1= Summary

Actions * Punch * Amount * Apprc

Leave Cazes

Mame | | eave Hourz 1- I
Abercrombie, Emily M Worked & Paid Time Off 0125303
Adams, Karen L Employee Information 0125855
Adams, Mary D Unzcheduled Closing 0125700
Alkire Jr., Jay H 0125770

QuickNavs are the starting point for navigation through the eTime system
Timecard Button takes the manager to the employee(s) timecard(s)

moom
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GENERAL - MY QUICKNAVS - TIMEKEEPING - MY INFORMATION ~

Timecard | People | Reports | My Timecard

QUICKFIND

N m Find
Last Refreshed: 11:31AM ame or
Time Period | “urrent Pay Period -
Actions * Punch ¥ Amount ¥ Approvals ~
Mame 114 D

Abercrambie, Emily M 0125803

e

To view a list of employees select Quickfind from the My QuickNavs tab. The Name
or ID search box opens with an asterisk (*) displayed. Click Find to display the entire
list of employees you have access to. If you do not find all employees under your
supervision, contact Payroll.

You can use Quick Find wildcard characters to locate an individual employee.
Wildcards are helpful if you are unsure of the spelling of an employee’s name or if
you wish to limit your view to a certain group of employees.

B* = anyone whose last name begins with b

*y = anyone whose last name ends iny

Smith* = anyone whose last name is Smith or whose last name begins with Smith



GENERAL - MY QUICKNAVS - TIMEKEEPING ~ MY INFORMATION ~

Timecard JPeople | Reports | My Timecard

QUICKFIND [ Find |

Hameorid |
Last Refreshed: 1:18PM

Time Period |“urrert Pay Period b |
w Amount * Approvals
Select Al . " 5 Frittiary Lakor
E-mail =3 Account
Prirt — 0205910 B304523 206361 010501 0AD000/EI081 01 050/854 00000000
Filter Column 3 0209165 £3045579/5304044001 0A0000/E300404000/534 00000000
Expiort to Exced 0209164 3045595530201 0001 0A000EI061 01 D50/838 01 24328000
Export to C5V 0209171 £304557400000000/5301 401 OB0/EF AD000/0000
HROO2003, TEST 0208911 30451 5500000000/5300201 D40/E3F 0000000
HROO2003, TEST 0209169 304557 F00000000/5300201 D40/E3F 0000000
HROO2011, Test 0209180 £3045585/53030 33001 0.A0000/E300303000/63T0000,/0000
HROO2011, TEST 0205937 30452435351 010001 0AD000/E3051 01 D003 TO0000000
HROO2011, TEST 0209173 3045604530201 0001 0.A0000/5304601 D00/E3TA0000000

Click in the row to select an individual record. The record line is highlighted in yellow.

Or use Ctrl + click to select multiple employees.

Or click on the Actions menu button and Select All to select all employees in the list. The
selected employees are highlighted in yellow.

Use the ‘Timecard’ Quick Link to access the Timecard Editor.



£3P

RECONCILE TIMECARD

Last Refreshed: 1:37PM

Actions ¥ Punch * Amount ¥ Approvals

Mame

HRO02003, Test
HRO02003, TEST
HRO02003, TEST
HRO02011, Test
HRO02011, TEST
HRO0Z2011, TEST
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B3F
B3F
B3F
53T
B3T
B3T

Pay
Graup

Show

GENERAL - MY QUICKNAVS - TIMEKEEPING ~ MY INFORMATION ~
@eople Reports | My Timecard

| &1 Home -
Time Period |Curren’[ Pary Period - |
Missed Early In Late In

-
Unexcused
Absence

Punch

Early Cut Late Ot

You may also access employees by selecting ‘Reconcile Timecard’ from My QuickNavs.
Make a selection in the Show display box. “All Home” will show only the employees you
have access rights to see. Reconcile Timecard displays exceptions that appear on
employee timecards. You may select and view records by highlighting the employee or

employees and selecting the Timecard quick link.



£3P

GENERAL ~ MY QUICKNAVS - TIMEKEEPING - MY INFORMATION ~

Timecard | People | Reports | My Timecard

RECONCILE TIMECARD

Last Refreshed: 1:3TPM

Actions * Punch * Amount ¥ Approvals *

Matme 14
HROO2003, Test B3F
HROOZ003, TEST G3F
HROOZ2003, TEST B3F
HROO2011, Test G3T
HROO2011, TEST G3T
HROO2011, TEST B3T

O I U Y e

L e—

Show All Home

Iz

Tithe Period |Current Pay Period

Previous Pay Period
Current Pay Period
Mext Pay Period

i

P

Current Schedule Period
Mext Schedule Period

Previme-schedils Dosiat=—"_ n Late In

Today
Yesterday
Week to Date

Last inek —

e

SF2TH2009, Specific Date
272009 - 55272003, Range o

Each QuickNav view displays information relative to a particular time period. For

example, you can display the Reconcile Timecard or Quick Find QuickNav for the current

pay period, previous pay period, next pay period, or for a specific date.

Pay periods begin on Saturday and end on Friday. If you want to approve timecards on
the Monday morning after a pay period ended, you will need to select the Previous Pay
Period from the Time Period drop down box to view those records. Timecards must by

approved by 9 AM on Monday morning after the pay period ends.



@ Log Off | Change Passward | Setup | Help
GENERAL ¥ | MY QUICKNAVS v | TIMEKEEPING * | MY INFORMATION v

People | Reparts | My Timecard ﬂ

"TIMECARD
Last Calculated: 1:51PM

Name & 1D \HRnnznﬂ,Test \0209180

Time Period Current Pay Period v

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

Date Pay Code Amaurt In Transfer Ot In Transfer Ot hift Daily Cumulative

B saane v v v 4|
B B sinsnT v v v

B B tion &g \ T.00AM v 0P \ il il il

B B uesns \ T.00AM v 0P \ il il 1600

s R \ T.00AM v 0P \ il il 240

s IR \ T.00AM v 0P \ il il 2

g | s v ] v J00PH v 20

) R v v v 20

B 8 anam v v v 20

Once you have selected the employee(s) to view and clicked on the Timecard quick link,
the employee’s electronic timecard will display. For employees with an Hourly View
timecard, you will see the punches for the period you selected. For employees with a
Project View timecard, you will see hours worked instead of in and out punches.
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GENERAL ~ MY QUICKNAVS ~ TIMEKEEPING - MY INFORMATION ~

People | Reports | My Timecard

TIMECARD

Name & ID  |HRO02003,Test 0209171
Loaded: 1:20PM
Wurrem Pay Period -
@ Actions * Punch * Amount * Comment > Approvals = Re@
Date Hay Code Aot In Tranzfer out
| Fri Si01 - -
| Sat 502 - -
x| Sun 303 - -

Hourly View Timecard with menu buttons

The menu bar located at the top of the screen provides access to various
functions that you can perform within eTime.
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Timecard Menu Bar

O

Save Saves any changes made to the employee timecard.

Actions Allows data to be refreshed or calculated. Also offers the option to print the displayed
timecard data.

Punch Allows edits of punch information in Hourly view timecards.

Amount Allows pay code entries to be moved to other pay codes, labor accounts, or dates.
Historical amounts can also be added, moved, and deleted.

Accruals Provides options to reset the employee’s calculated accrual balances, move accrued time
from one accrual code to another, and delete previous accrual resets and moves.

Comment Allows a test explanation to be attached or removed from a punch or pay code amount.

Approvals Allows approval or sign-off to be added or removed from the displayed timecard.

Reports Generates a Time Detail report for the displayed timecard.
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GENERAL ~ MY QUICKNAVS - TIMEKEEPING - MY INFORMATION ~

People | Reports | My Timecard

“TIMECARD
Name & ID  |HROO2011,Test  |0203180
Last Calculated: 1:51PM
Time Period |Current Pay Period -
Actions * Punch * Amount * Comment ¥ Approvals ¥ Reports *
Date Pay Code Aot I Tranzfer out
H Sat 516 - -
| Sun 517 - -
x| hon 5615 - 7004 w | 3:00Ph
| Tue 5149 - 70040 - | Z:00PK
% | Wed 5120 - 7:004M ~ | 3:00PM
[ % | Thu 5/21 - V- -
% | Fri 5/22 - | Z:00Ph
5 | Sat 5023 - -
H Sun 5124 - -
| fon 525 - -
| x| Tue 5026 - -
| Wed 5027 - -
o | Thit 5178 - -

To enter In or Out punches for an employee, click in the appropriate IN column and enter
the starting time. Press the TAB key and move to the first OUT column. Enter the ending
time and click the SAVE button.
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GENERAL ~ MY QUICKNAVS ~ TIMEKEEPING ~ MY INFORMATION ~

Log Off | Change Password | Setup | Help

People | Reports | My Timecard

‘“TIMECARD
Name &ID [HRODZ00Z, Test |ozoag1g ° e 10f9
Last Calculated: 2:00PM

Time Period |Currerd Pay Period v |

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

Week starting.

Pay Code
B B Hours Worked

Tranzfer St Si6 aun SH7 ldon 5418 Tue 5/14 Wed 520 Thu 521 Fri5f2 Total
- 00 800 G 00

&0 800 &:00 &0 &:00
Week starting: 5at 5,23
Pay Code Tranzfer Sat 5123 50N 5124 Ion 5625 Tue 5726 Wed 527 Thu 5528 Fri 59 Total
B B Hours Worked v v &0 &00 800 800
B B | Memarial Day &0
800 &:00 &:00 800 800

TOTALS & SCHEDULE = ACCRUALS REPORTING PERIOD | AUDITS

To enter hours in a Project View timecard, select the appropriate Pay Code and tab over
to the cell in the column for which you need to add hours and enter the number of hours.
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\_¢

TIMECARD

Name &ID [HRO02011,Test | [0208180 O O oo
Last Calculated: 2:09PM

Time Period |Currernt Pay Period v |
w Amount * Comment ¥ Approvals ¥ Reports v

Refresh Pay Code Amourt In Tran=fer out In

E = Fefresh Data = =
i | Sy Calculate Totsls - -
% | Mo E-mail - - 7:008M -~ | 330PM
B Tul Print —=» - 700N + | 330PM
% | Wi Print Screen —= - 7:004M - | 3:30PM
% | Thu 5021 - 7:008M » | 3:30PM
H B rrisee - TooEM ~ | 3:30PM
B B satses - -
| Sun 224 - -
B hon 5125 - -
H Tue 5126 - -
x| Wied 5i27 - -
- | Thit 5287 - -

As you apply edits, you must remember to save these changes to the database. The
word “TIMECARD” at the top of the header section appears in gold letters to indicate
unsaved changes. When you select the SAVE button, the letters turn black.

Actions > Refresh: If you do not save your edits, the system cancels the edits and
returns the data to the most recently saved timecard view. Refresh is a way to undo
the changes you have just made on the screen.



In Cell Editing
If you need to enter IN or OUT punches in a timecard, you can easily enter the
time by typing directly in the timecard.

Tab Key
You can move from one cell to the next using the Tab key. The key moves the
cursor horizontally to the next cell on the right. Shift + Tab key combination
moves the cursor horizontally to the previous cell on the left.

Arrows
Within one column, you can move up or down one cell using the up and down
arrow keys. If you are in a pay code cell with the drop-down list visible, the up
and down arrow keys move from one item or previous item respectively.



Formatting Punch Times

You can enter punch times in a number of ways:
12 or 24 hour formatting acceptable (1:00 p.m. or 13:00)
Leading zeros are optional: 0730 is converted to 7:30
e Colons are optional: 730 is converted to 7:30
* AM is presumed for all hours except 12:00 (12:00 PM is assumed)
* Am, A.M., A, am, a, or a.m. is converted to AM
Pm, P.M., P, pm, p, or p.m. is converted to PM

Given these rules, the most efficient way to enter a punch is:

Entry eTime Formatting
7 7:00 AM
730 7:30 AM
10p 10:00 PM

1130p 11:30 PM



"TIMECARD

Name & ID  |HROO2011,Test | [o209180 (e T+ R
Last Calculated: 2:09PM

Time Period |Currerrt Pay Period hd |

m Actions * Punch * Amount * Comment * Approvals * Reports *
Diate Fay Code A ot [n] Tranzfer it

B B satane v -
B Sun 517 v -
B hon SHE - T:004M * | 330PM
B Tue 519 - 7:004M * | 330PM
B Wied 5720 - 7:004M * | 330PM
B Thu 5121 - : w | 330PM
B Fri 5722 - @ » | 330PM
| Sat 5123 v >
B Sun 5024 b L
B han 5125 v -
| TiR SI7F - -

To edit an IN or OUT punch:

Click in the cell that you wish to edit.

Enter the new IN or OUT time. The new time replaces the previous time (or hours in a
Project View timecard).

Press the TAB key to move to another cell if desired.
Click SAVE



Actions * | Punch Amount * Comment * Approvals * Reports =
Edit —=»

For Hourly View Timecards Only

Date Pay Code Aot In
Sat SHE -
L IENELE -
Mom 51 5 - 7:002M
Tue 5419 - 7:00AM
Wied 5120 - 70080
B Edit Punch
If an employee worked through their Date SH5I2008
meal break or did not take a meal break | Timehmmy A
. Rounded Time 5M 82009 70080 GMT-04:00
for the day, it must be added back to |
Time Zone [T -05:000 Esstern Time (US4, Canada)
the total work hours. You have the
Override In Punch -
ability to cancel a meal deduction for R
an employee. EQT\:II?J:AUTO DEDUCT ME&L
i i xception 45 MIN ALTO-DEDUCT MEAL
Click on the cell you want to edit. Except 45 MIN ALITO-DEDUCT MEAL
From the Menu bar, click PUNCH > EDIT Comments i AHTO-DEDLCT MEAL
Cox ] concel | e

From the Cancel Deduction drop-down list,
select the appropriate deduction
Click OK

Click SAVE on the Timecard menu bar. 0

X]



TIMECARD

Loaded: 2:44PM

For Hourly Timecards View Only

Mame &ID |HRO02011, Test | [0208180

Time Period |Currer|t Pary Period

-]

Actions * Punch * Amount * Comment > Approvals * Reports *

Date Pay Code
Sat SHE

han 2525
Tue 5526

EEOECEEEEEEE
AT T
2
=
()]

r

Tranzfer

VEALLIM MOT On CALL

Search... ) AltS

Amount In
-
-
= F:00AM
- F:004M
- 70040
- 7:004&h
- 70048
- 7:00&h
-
-
-

To pay Call-In

-

OO0

F00PR
F:00PR
F:00P
F:00PR
F:00PR
S:00Pm
g 00AmM

Select the Transfer cell for the call in punch and click on Search
In this example, the employee was called in on Sat 5/23 and clocked in at 7 AM and out at
8 AM. He should be paid for 3 hours per the call in pay policy.
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For Hourly Timecards View Only

x]

B Select Transfer

Labor Account

Hame or Description: Clear Account

Awvailable Entries: ® Position

) Account Code
{) Business Unit
! Department
! Pay Group

. ] Approver

. O Reserved

Work Rule

=Mone=

=Mare=
SCALL-IM MNOT M CALL
OMCALL

Tancal

Java Applet Windome

From the Work Rule drop down box, select the appropriate work rule.
Click OK
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For Hourly Timecards View Only

TIMECARD
Last Calculated: 2:52PM

lmed O T v e Q@Tons

Time Period \Currem Paiy Period M \

Actions ¥ Punch ¥ Amount ™ Comment¥ Approvals ¥ Reports ¥

Dete Pay Catle Amaurt n Tranafer Out n Transfer ot Shift Daily Cumulative

0 B s v v v

d @ Gt v . ,

0 B bion 38 v 0N v 300 v Gl Gl Gl

B M muesng v 004 v 3P v Gl Gl 1600

B s v T 00AM v 0P v Gl Gl 400

g A tedn v 0N v 300 v Gl Gl 200

B B3 Fis v TN 2 30— x il il i)

i s v < ALIIOTONCALL 3108 v W men >
0 A ana v v v 4300

H 4 tonsz v v v 90

Three hours are added to the total
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@ Log Off | Change Password | Setup | Help

GENERAL ~ MY QUICKNAVS ¥ TIMEKEEPING ~ MY INFORMATION ~

Timecard | People | Reports | My Timecard ﬂ
RECONCILE TIMECARD
show |AlHome | it |
Last Refreshed: 1:37PM
Time Period |Current Pay Periad v |
Actions ¥ Punch ¥ Amount ¥ | Approvals
Name - ::;Lovv:ﬂ\pproval Ezgﬁizd hl;“uslfcef? Early In Leten Ealy Out Lete Ot U;zf:::d T%aésm%p
Hawel, Divie L BaT v 4]
HROOZ002, Test 34 W
HROO2002, Test G3d, v
HROOZ002, TEST 634 W
HROO2003, Test lixia v
HROO2003, TEST B3F v
HROO2003, TEST lixia v
HROOZ011, Test 63T v
HROO2011, TEST 3T W
HROD2011, TEST ix1) v

Once all timecard corrections are made, the timecards must be approved. You can do this
as a group or individually.

Go to Reconcile Timecard and select the appropriate group and time period. From the
Menu Bar, select Actions > Select All. All of the group should be highlighted in yellow.
Select Approvals from the menu bar then select Approve.

If you need to make changes to any of the employee’s timecards after it has been
approved, you will need to Remove Approval, make the change, save it, and approve the
timecard. No changes are allowed, once payroll has selected Sign-Off for the timecards.



GENERAL ~ MY QUICKNAVS ~ TIMEKEEPING - MY INFORMATION ~

People | Reports | My Timecard

“TIMECARD

Name & ID  |HROO2011,Test 0209180
Last Calculated: 2:52PM

Time Period |Current Pay Period -
Actons * Punch * Amount * Comment ™ mﬂﬁ -

Date Pay Code A SRRrove In Transfer ot

| Tt SHE = Femove Spproval =
| Sun 517 - -
B hon 515 - 7004 w | 3:00PK
B Tue 5149 - T 0040 - | Z:00PM
BE B wed 5520 - 7002 | 3:00P
B Thu 5121 - 70040 w | 3:00PK
| Fri 5/22 - 7:00AM ~ | 3:00PM
x| Sat 5023 - 7004 wLL-MWOT OMCALL | 004K
| Sun Si2d - -
| Mon 525 - -
x| Tue 526 - -
B Wigd 5027 - -
- | Thit 5177 - -

You can approve an individual’s timecard by pulling up the timecard and selecting
Approvals > Approve from the menu bar.



Exceptions highlight unexpected or unusual transactions; such as when an emplovee works
Fxceptions outside their scheduled timeframe or scheduled day.

Description

Indicator Color Code

Merrte

Indicates that there is either a missed f»n or

Optiorns _ Solid Red cell Our punches. Moving the mouse over the
cell will provide more information.

Indicates that it is an unexcused absence

Red border around - -
Mon 1001 | for the day. Moving the mouse over the
a date f : . — . e .
cell will provide more information.
: Red border around I_ndlcates that ther‘e is an exception to the
14-00F hi | a time time stamps. Moving the mouse over the
cell will provide more information.
frue 12/25 ] Blue border around Indicates that it is an excused absence for
a date the day.

Indicates that there is an exception

Red outlined cell - . -
! N associated with the time stamp and a

Yellow box inside . . .
{11 :00A0 = | cell st comment associated with the contents of
the cell.
Yellow box inside a Indicates that there is a comment
7o0PmM & cell - - associated with the contents of the cell.
Indicates the transaction was added to the
- Purple transaction timecard by the totalizer (i.e.. system
1100 n (Phantom Punch) generated). If the cell is gray. the
transaction can not be edited.
9-00 Indicate the transaction can not be edited.

Gray cells
4:00

(X) before a labor Indicates that the account i1s not the
69101/2014301/4027 account = primary account that is being indicated in
the transfer.

e Exceptions must be configured in the Enterprise e TIME systermn.
Fxceprtion -
Nortes

Exceptions can be associated with dates, punches or durations.

e I yvou move the mouse over an exception a message provides more specific information
such as “"Missed Out-Punch™, “Late”™ or “Excused™.

e NMNissed punch exceptions should always be edited.




