Valdosta State University
Shared Services/ADP Adding eTIME Instructions

Purpose of this Guide:  
This guide provides answers to many common questions regarding the Shared Services/ ADP system.  If you have any problems adding eTIME contact one of the following offices:

Student Employee – contact Student Employment at 333-7574
Faculty and Staff – contact HR at 333-5709

NOTE:  Please use Microsoft Internet Explorer as your browser when accessing the Shared Services/ADP system.  To date, Firefox and Safari are not supported.

Why do I need to add eTIME? 
All VSU employees who need to enter and/or approve time will have to add the eTIME service to their user profile.

If you did not add eTIME as a service as the next step after you registered, you will need to go back to First Time Users Register Here:

1. Open the registration website address: https://portal.adp.com
2. Select: First Time Users Register Here

[image: ]


3. Select:   Add a Service[image: ]
4. Enter:  Your User Name  (given to you when you registered _____@usg & Password you created when you registered), then click OK
[image: ]

Computer access issues such as forgetting password and being locked out of the system please submit an online help form at http://www.valdosta.edu/helpdesk/forms/help.php or contact the IT Helpdesk at 229-245-4357. 

On the Manage My Services page, following the Enterprise eTIME option: 
5. Select: Add 
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In order to continue you must know your ADP Employee ID number. If you already know this number, proceed to Step 9. If you do not know your number contact one of the following offices:

Student Employee – contact Student Employment at 333-7574
Faculty and Staff – contact HR at 333-5709

Under the Enterprise eTIME information screen: 

9. Enter: Your Employee ID number (NEW ADP number) 
10. Select: Submit 
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A confirmation message is displayed.
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11. Select: EXIT (in the top right corner) 
12. Select: Close Window and then close out of Internet Explorer
[image: ]
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Welcome! ADP is committed to protecting your privacy and ensuring that only you can access your personal
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registration, you'l be assigned a user ID and youl create a unique password. Then you'l be ready to log on and start
using ADP senices.

= Our Security Commitment

= ADP Privacy Statement
Ready to get started? (@l Registernow ) Already Registered? @ Adda senice |

= Legal Information

The Registration Process At-a-Glance

Here is how to register for ADP senices: 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
@ Enter your security information

50, you are already registered for ADP senices.

@ View your user ID and create your password

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