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Registering for Self Service

1. Click theEmployee Self Servicdink on your institutionOs webpage.

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

User Login Administrator Login

= First Time Users Register Here
L K- i e
= Update My Security Profile
= Change your Password
= Make This Site Your Home Page

= Forgot your User Id
= Forgot your Password

©2008 Automatic Data Processing, Inc = PRIVACY B LEGAL

3. Click Register Now

£3P

Welcome!

Welcome! 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 ID

and you'll create a unigque password. Then you'll be ready to log on and start using ADP services. = Qur Security Cormitrent

i ADF Privacy Statement
Ready to get started?C_ ] Register now = ADP Privacy Statement

= Legal Information

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

€ Enter your registration pass code
€ Verify your identity

© Enter your contact infarmation
€ Enter your security infarmation

© view your user ID and create your password

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

Already Registered?

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

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

AP

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

Step 1 of 6

Enter Your Registration Pass Code

1. Enter Your Registration

Pass Code Your employer provided you with a registration pass code when they instructed you to register online for ADP serwvices. If you don't know
2. Verify Your ldentity what your pass code is, contact your administrator for assistance.

3. Enter Your Contact . .

Information Note: Thg pass code is not case-sensitive.

4. Enter Your Security » = Required

Information

5. View Your User |d & Create)

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

6. Confirmation

Next |

5. Sdect to verify with either your SSN or TIN, using the full 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. We ask for some personal
2. Verify Your Identity information so we can confirm that you are the individual you claim to be. Then we can provide you with the appropriate

3. Enter Your Contact online access to ADP senices

Information

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

Information ® Social Security Number (SSN)

5. View Your User ID &

Create Your Password O Individual Taxpayer |dentification Number (ITIN)

6. Confirmation . - ] e
Your SSN is used during the account creation process: it is not used for any other purpose

»= Required

First Name: " ‘ (Your legal first name: do not enter a nickname_)
Middle Initial: []

Last Name: P‘ ‘ {Apostrophes and hyphens are allowed )

SSN: > (All nine digits in any format)
Confirm SSN: > (All nine digits in any format)
Date of Birth: [ %] Monthy » v | (pay)

- Next | Cancel |

Internet
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6. Enter your data in the fields with the. After completing these fields, clidkext.
PleaseNotebyoumust enter your name as it appears in the HR/Payroll system of
record

& next

7. Inrare circumstances, a second pémgtow)of Verify Your Identitynay appear. This
may be due to inceect data being enteraad the previous screen. If this occurs, click
Canceland verify your entered information. Nddgou must enter your namess it
appears in the HR/Payroll system of record. If all data is correct and you are still
seeing this form, please contact the SS Help Baskore information.

£

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 more information in order to verify your identity. Please complete the information on this page.
2. Verify Your ldentity

3. Enter Your Contact » = Required

Information

4. Enter Your Security A. Select a Service

Information . N

5. View Your User Id & Create| Service: » | Self Senvice M
Your Password

6. Confirmation B. ADP Self-Service Information

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

Employee ID: »
PIN: »

@ next @ cancel

8. Complete the fields on your Contact Information and diekt.

£3D

Register for ADP Services

"e3ze aver 938 42 lowng rfaration iz regrater ot AL semezes

SepScts
Enter Your Contact tafcemation
Your e-nul sddrens 1 ondy uied B et Scions ¥ ety poa G chinge Pvs elamusas i

[3 e o ot * T Redued

e .

4 Criet ¥3a: Secany | Fiest Merre: ’ LN

Wome on

E 15 Oreide Lot Nanse » (Agest ad bypbars i owed )
BusnessPersonal EMeil ’ ul ¢ s awed F> fow )
Carfinm EMeil '
Py (A GO0 and rurabet n anry Kemat

W ea W cance
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9. Complete all thdields on your Security Information and cliblext.

A2

||Register for ADP Services

fhease avier Pre Klonmyg rfzrrateon $3 regater for ADE sevces

Stepdcts
Enler Your Security Information
For % A4 Srohde Uhw Beswers. I you BN pout Kgon Kfsnation yoe
wibe as
: InpOrtane: 5 pire 1o chocas 3TUARSE YOU CIE oNTArter
4. Erene Yo Secunty b = Reqased
|_Wferaadon

Ll Greoed] CitpTawn of Bieth: 4

Sa0eCt 3 QUOttion YT the Bt aed ATy Yol M
Security OQuestian 1: » v

Armeer 1 »

Sefect 3 cferest queaton yoes the §x and evser yoer amwer
Security Question 2 » -
Arower 22 »

o e @ caxcw

10.The View Your Userid & Create Your Password will appear. Your 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.

£

|Register for ADP Services

oo (v’.‘(l the 83w eg iefrmanon 10 ) suy Y0 A0P servces

Sop S0l 6

View Your ADP Services Liser 1D

Yeoor upw D = pecudes Selcw Youl ue fax D and povspwors to log on 99 ADP saices A cotimiasss erad contaring your sse: D wd

Yoot uidy 015 0 Cis-sensitin

e S h GV
S WWn Your User M B
c

Croate Your ADP Servicas Passweed

Yeor prewecrd vand be o bt § characters 1293 and reca! contan of least | letter and edber | romder or 1 3pecs’ Shascier
NOa0 Y el paidnint 15 Ca%8 v

o Reqard

Craate Paarward ’ (Exargie: Paxxwveedd )

Corfirm Paswced: '

B sooe B caecu

11. Enter your password in ti@reate 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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[ A Whrw Your v 8 -
|_Creals Yoor Faszavoed
£ Conferoten

Craanta Your ADP Servicas Paswwoed

Your prxwecrd yant be o bt § churactens 1293 and reca! contan of leas! | letter and edber | ramter or 1 3pecs’ chanscier

R0 Y eer paridnint 15 Ca%8 v
» o~ Reqarnd

Create Paarasard ’ (Exargie: Paxxwveedl )
Corfirm Pasaced: '
B sore B cacn

12.Re-enter your password in tl@onfirm Passwordfield and clickSubmit.

[ A Whrw Yo ar e 8 -
|_Creals Yoor Faszavoed
£ Conferoten

Craate Your ADP Servicas Paswweed
Your prxwecrd yant be o bt § churactens 1293 and reca! contan of leas! | letter and edber | ramter or 1 3pecs’ chanscier

R0 Y eer paridnint 15 Ca%8 v
» o~ Reqarnd

Create Paarasard ’ (Exargie: Paxxwveedl )
Corfirm Pasaced: '
B sore B cacn

13.The Confirmation page will appear. You are now registered forSifice. Click
Close

2P

Register for ADP Services

Teaze evier 13 fzdowmng irkenaio lo regater b ADD sereces

Stepbots
" § v Roghialies Thark yee for rogrirng
el You <9 00w 103 On 18, and SUaf ugan) your ADP senices
Not: An &l comainng yeur Lizar 10 225 Dosn aand 13 the adcvess you prokdsd

Log On to an ADP Sorvice

.} Mae folovensg ADE servces are curertly svadatie 43 you Select 2 zernce and chek Log O Fyoa vart $2 23 on Later, ek
"a3ywesd Ozae

4 Conlimuabes
@ Yeer ADP Semce
M o

! ADS ADI Services

The Sdewng a¢caondl ADP seracos ae 3 lbie 10 you. TO 22400000 dN0ther SanCe Wil YOur sser 2000w ok Add
Arceher Sovace

. AOP Servce

Bl 722 iooter Serace

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

1. Go back to the Portal main login pagén:/portal.adp.com and select OFirst Time
Users Register HereO

User Login Administrator Login

= First Time Users Register Here

= Update My Security Profile
= Change your Password
-
3 g = Make This Site Your Home Page

\: \ 3 = Forgot your User Id
= Forgot your Password

= PRIVACY B LEGAL

2. Click Add a Service

Y/ PPl

Welcome!

Welcome! ADP is committed to protecting your privacy and ensuring that only you can access your personal
information. To assist us in meeting that commitment, you must register with us before using our services. During SRR
registration, you'll be assigned a user ID and you'll create a unigue password. Then you'l be ready to log on and start
using ADP services.

= Qur Security Commitment

= ADP Privacy Statement

Ready to get started? Register now | < Already Registered? ] Addaservice | = Leqgal Information
The Registration Process At-a-Glance

Here is how to register for ADP services: Do you already have an ADP user ID in the following

@ Enter your registration pass code format: JSmith@Company?

€ Verify your identity
© Enter your contact information

If so, you are already registered for ADP services.

@) Enter your security infarmation

© view your user ID and create your password

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

R0nf17



3. On the Enterprise eTIME line, choo&dd.

m Welcome, Diana Grillo

Manage My Services

The following ADP services are currently available to you. To associate another service with your user account, click Add. To remove a service from
your account, click Delete.

If you have a service that is pending and want to use your pay statement or form WW-2 to associate that service with your user account, click Try
Again.

Important: If ADP services are displayed without Add/Delete options next to them, you automatically have access to those products. You don't need
to add them separately.

Self Service

iPayStatements

g
ju
Q.

Enterprise eTIME

4. Enter your Emploge ID number and clicRubmit.

m Welcome, Diana Grillo
Manage My Profile Change My Password Hanage My Services

Verify Your Identity
We need some information in order to verify your identity. Please complete the information on this page.

» = Required

Enterprise eTime Information

Employee ID: » 122223| | (Your Employee ID is provided by your manager or system administrator.)

@ sunit | Cancel |

5. Upon successful completion, you will see the following screen:

m Welcome, John Doe
Manage My Profile | Change My Password |RERUELEFTRIVHENH

| Manage My Services

The following ADP services are currently available to you. To associate another service with your
user account, click Add. To remove a service from your account, click Delete.

<<Service Name>> has been added successfully.
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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 institutionOs webpage.

2. Click OUser LoginO button.

N
ussiioain)
N

Administrator Login

= First Time Users Register Here
= Need Help Getting Started?

= Update My Security Profile

= Change your Password

= Make This Site Your Home Page

= Forgot your User Id
= Forgot your Password

©2008 Automatic Data Processing, Inc = PRIVACY B LEGAL

3. Enter User Name and Passwairtd clickOK .

Connect to portal.adp.com

A

Employee Access [09:38:37:3927]

User name: l (<2l v l

Password: l ]

[Iremember my password

4. The Netsecure Portal will appear. The application lalksv you to enter into each
application

100f17



Home Home | Manager | Time | Myself | Money | Benefits | Career

LS English LEs Benefits News
0 bra at's I =] Customized text is entered here.
AQ Welcome To The
USG Employee Self-Service Portal Application | | n kS
e To access the eTime system, go to the "Time" tab above sitory for all forms employees may require
 To access your benefits, select the "Benefits" tab above

Recommended Links

Click the links below for additional information:

USG Site:

5. Click theTime application link

Todayis Apr7,2007

Home | _W

Language Option: nglish | Espafiol

Home lyself | Money | Benefits

6. Click theHere link for All other emjmyees if you are not a manager or approver of
time cards

Time and Attendance

ManagersiApprovers: Click Here to access eTIME

All other employees: CIiMccess eTIME.

7. Now you are in the eTime application

My Information
s My Timecard
s My Reports

= My Actions

8. You will click the various link®
a. My Timecard will take you into your time card
b. My Reports allows you to view you leave accruals and time cardifdimgy
c. My Actions allows you to request time off if you are eligible for time off

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.

11 n0f17



TIMECARD

Hame & ID Jarvis, Frank 430
Loaded: 1:17PM

Time Period | Current Pay Period

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

Date Pay Code Amount In Transfer Out In

EY Monsi2s - 7:00AM v | 3:30PM

EY Monsi2s Memorial Day ...| 0:30

Tue 5129 - T:00AM v | 3:30PM

By vved 5130 v 7:004M v | 3:30PM

Thu 5i31 v 7:004M v | 3:30PM

By Frism v 7:004M v | 3:30PM

Sat 6/02 - -

By sun603 v v

Entering Time in an Hourly  View Timecard

Transfer

4 4 4 4 4« «

Out

Shift

730

7:30
7.30
7:30

730

Daily

.00
7:30
7.30
7:30

730

Cumulative

8:00

15:30
23.00
30:30
38:.00
38:.00
38:.00

The timecard grid contains two sets of In and Out columns in which you enter

punches. The two sets of In and Out columns allow you to enter more than one start

and stop time; for example, if you punch out for a meal or break and then punch

back in when you return to work.
You should have an out-punch for every in-punch.

To enter your punches:
TIMECARD

Name &ID  |Barbato, Samuel 1130
Last Saved: 4:22PM

Time PeriHrem Pay Period
lE::!m@ons ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ A -- als ¥ Reports ¥ Leave ¥

ate Pay Code Amount In Transfer Out

Sun 4/05 v v
Mon 4106 - 7:004M v | 12:00PM
Tue 4/07 - 7:00AM v | 10:004M
Togui - 12:30PM v | 3:30PM
WG v T:00AM v | 3:30PM
Thu 4109 7:004M v | 3:30PM
Fri 4410 - T:00AM v | 3:30PM
Sat 4411 - v

In

12:30PM

1:00AM

Transfer

4 4 4 4

Out

3:30PM
12:00PM

Shift

8:00

7:00
8:00
8:00
800

Daily

800

7.00
8:00
800
800

1. Click the first OInO 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 O0utO 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 OInO cell and enter the

time that you returned to work.

4. Click the second OOutO cell and enter the time that you ended work

5. If you punch in or out more than twice in the same day, you can add a row to the
timecard and continue to enter punches. Click to add a row.

6. Click OSave®

120f17

800

15:00
23:00
31:00
39:00
39:00
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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.

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

Recording Comp T ime 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.

For example, the Pay Period is April 4 B April 17. Comp Time is earned on April 7 of 2 hours. During
the week of April 4 B 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 Taken, insert a row on the week 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.

Schedule | People | Reports | More ¥
TIMECARD
Last Saved: 10:07AM

Name & ID I Deangelis, Jade MONTHLY9250

Time Period [Nex‘t Pay Period A

m Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Reports ¥ Leave ¥

Pay Code Transfer Sun 510 Mon 511 Tue 512 Wed 513
Hours Worked v v 800 800 8:00
8:00 8:00 8:00

Week starting: Sun 5/17

Pay Code Transfer Sun 517 Mon 518 Tue 519 Wed 5/20
Hours Worked v v 6:00 800 800
acation > I 2:00 -
K Pay Code o€omp Time Off 3;00\ — B
will be selectedrom this drop
down. Enter amount of timéhat was
taken for Comp Time.

123n0f17



Transferring T ime 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:

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

In I Transfer I Out I In I Transfer I Out
| | '
7:00AM Ji1 16641 12:00PM = 1:00PM ml w | 5:00PM
3:00AM 12:30PM | 1:00PM i1 661 3:00PM
8:00AM 12:00PM | 1:00PM ii200054070

204201
207905
i 00052

Search... Alts

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

Click the down arrow in the Transfer cell that you selected to show the list of
most recent transfers. At the bottom of the list, click Search to access the Select

Transfer dialog box.
The timecard grid supports up to two transfers in each row. To transfer your time
more than twice in a given day, add a row under the day that you are currently
editing and continue your entries.

Note: Transfers remain in effect on each day one is added, until you cancel them.

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 8 hours of SICK for Monday and 8 hours for Tuesday:

14n0f17



Date Pay Code : Amourt

Mon 406 SICK v 800
Tue 4107 VACATON  lE00 Refers to number of

Wd 4108 = hours when adding

Thu 409 - time off
Fri 4/10 =

EEEEEE
CEEEEL

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 VACATION taken on
the same day:

Date Pay Code Amount In Transfer Out In Transfer
[~ SUIT4UD A v v
Mon 4/06 v 8:004M v f12:00PM -
Mon 4106 WACATION v 400 - -

Adding Comments

To add a comment to any cell, right-click in the cell and choose OAdd CommentO, or
Comment > Add .

TIMECARD B3 Add Comment
Name & ID  |Brown, Peter !
.oaded: 3:48PM c -
i L rrent Pay Period omments —
- 4 12 Hour Off Violation
m Actions ¥ Punch ¥ Amount ¥ Accrualf v | Comment Reports Absence with <1hr notice
- Ahsence with 1hr notice
Add Comment =
= DEiE i EEEE Delete Comment LR Absence with no notice
Sun 4105 v elele Lomment —= Approved
hon 406 v o= Company Meeting
Tue 407 v Delete Note —=> Decrease QTY Reported
ed 4108 - IQ:DUAM Department Shortage
o E e ann

Note

[Java Applet Window

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.
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£3?

Schedule People Reports

“TIMECARD
Loaded: 4:28PM

| GENERAL ¥ MY QUICKNAVS ¥

Approving the T imecard

MY INFORMATION ~¥

Hame & ID Barker, Mindy

Time Period :Previous Pay Pe

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

Approving your timecard OsubmitsO your time card for manager approval. Approval
lets a manager 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.

TIMECARD

Loaded: 407PM

Name & ID IUATTESTQ,BW’-T... UATTEST2E

rt Pay Period

m Actions ¥ Punch ¥ Amount ¥ Com
Date Pay Code

Sat 4104

Sun 4105

Mon 406

Tue 407

Wed 4108

Thu 409

Fri 4110

Transfer

9:00AM

9:.004M
9:00AM
9:00AM
9:.004M

4 4 4 44 d
4 4 4 44

EENENER
CEEECE S

Click on OApprovalsGhen OApprove(

Since Leave is managed and monitored in eTime!
executed in eTime! .

160f17

Out In

5:00PM
5:00PM
E:00PM
5:00PM
5:00PM

, the requesti

Transfer Out Shift

v

v

* Hint *
Make sure time is correct:

DonOt approve untiany
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.




