Valdosta State University
Shared Services/ADP User Guide for Benefited Bi-weekly Staff

Purpose of this Guide:
This guide provides answers to many common questions regarding the new Shared Services/
ADP system access for parallel testing and going forward into production.

For any issues or questions relating to registration, user accounts or assistance with navigating
through the system, please send an email to: sharedservices@valdosta.edu In the email please
include your full name, description of problem and contact information. A VSU Shared
Services/ADP representative will get in touch with you as quickly as possible.

The first step to entering your time worked into the Shared Services/ADP system, is to be
registered into the portal and add eTIME. Appropriate guides can be found at:

http://www.valdosta.edu/finadmin/training/sharedservices

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

To access eTIME Timesheet link to enter your time worked:

1. Select: the Shared Services/ADP link under Faculty and Staff menu option on the
Main VSU website and then
2. Select: ADP Portal from the Main Menu - or -

use the following link to go directly to the webpage:
https://portal.adp.com/public/index.htm
3. Select: User Login button

| Administrator Login

n Firzst Time Usz2rz Register Here
m Need Help Getting Started?
m Update My Security Profile

= Change your Password
m Wake This Site YWour Home Page

m Forgot your User Id
= Forgot your Password

= prvacy B LEGaL

Thiz site requires Microsoft Internet Explorer Version 6.0 or higher.
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4. Login: using your ADP username/password used during the registration process
5. Select: OK

Connect to portal.adp.com

The server portal, adp.com at Employves Access
[13:46:39: 7802 requires a username and passaord,

User name: | | w |

Password: | |

|_|remember my password

I[ Ok, ]I[ Cancel ]

6. The application links available to you are listed below. Please be aware, at this point in
time not all the links are available for use.

7. Select: the Time application link:

Welcome

Today is un 1, 2009

Home Time dv=elf Money Benefits Carser

What's New

University System Of Georgia Parallel Testing and Production Site

Campus Cocrdinators: Please start thinking about any specialized content, links and/or downloa
name, ES5 page name, and the content text to USGaccountsilssc.usg.edu.
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8. Select: the All other employees: Click Here to access eTIME link:

Welcome te Timz and Attendance, where vou can record and review your wo

Time and Attendance
Managers/Approvers: Click Hereto access eTIME

All other employees: Click Here to access eTIME. I

9. Select: My Timecard

£

My Information
® Inbox
= [y Reports

m My Actionz

NOTE: Currently, not all the links are available for use.

Below is an example of the project view time card for benefited biweekly staff. This view is
used to record your time worked.

[sove [ Avorowe ] =
o s & L e o &
Hours Worked v Q 8:30 830 8:30 6:00
SICK v Q &30

0:00 0:00 8:30 8:30 8:30 8:30 68:00
o = m o m ] x] = ] om &
Memorial Day

0:00 0:00 3:00) 0:00) 0:00 0:00 0:00
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To enter your work time into the time card system:

10. Select: the cell
11. Enter: the time worked
12. Repeat: this process for each worked day

NOTE: If the week includes a holiday you may need to add a row to include your additional
time worked for that week by pressing the add row icon 5 )

== =
Add Sat Sun Mon Tue Wed Thu Fri
Row SIS UCLE LS 518 517 5113 519 5020 521 522
Hours Warked - Q 830 a3 30 6:00
SICK v Q 830

000 w00 30 &30 &30 330 500
Add sat Sun Mon Tue Wed Thu Fri
T Fa i TR 573 54 ‘ 55 H 526 H 507 ‘ 528 529
Memorial Day

000 000 800 o-00) 000 000 0:00

13. Select: Save button to save your changes

If more than one exception code is required, for example vacation and sick, for the same week,

insert a row by clicking the add row icon B A new row will appear below the Pay Code for
the first exception time.

On the new row from the drop-down list in the Pay Code column:
14. Select: the pay Code that applies to the exception time used
On the new row of the Pay Code:
15. Enter: the day column the hours which were used for the Pay Code
16. Select: Save button to save your changes
To remove a Pay Code if placed in error:
17. Highlight: the cell data and press your DELETE key on the keyboard
The row will disappear when you Save the timecard.

18. Select: Save button to save your changes
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To add comments to your timecard:

1.
2.
3.
4.

| Comments =

v Code

iy Code

Select:
Select:
Select:
Select:

the cell you wish to add the comment to

the comments box

the comments option and select the arrow key
OK

E

[cajez

{_f Enterprise e [IME® Professional - Windows Internet Explorer

& | https:jfeet,adp. comfwicfapplications/mss/comments, do?comment ableCelrame=T 1 ROC7 &paycode=Hours¥e20Workeds v % il

5/22
COMMENTS 6:00
Name: Proal, Lorrie & .
.00
Fri
Available Comments glerte = 5129
Car Trouble Forgot Badge 500

Clock Down
Wizged Punch - Manager Corrected

6:00)

The time cell will now show a comment has been added to the cell. To display the comment:

5. Select: the comment icon

3:30

NOTE: You must save all your changes to your timecard (outlined in Step 13). If the changes
have not been saved the word TIMECARD in the upper left corner will be orange:

"TIMECARD

Once you have saved the changes the word TIMECARD will change to black:

TIMECARD

The last step in the process is to approve your timecard. Approving your timecard “submits”
your timecard to your manager for approval. Approval lets your manager know that the timecard
is accurate, complete and ready to be sent for processing.

Approval can be removed if a manager has not submitted the timecards for processing.
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To approve your timecard:

1. Select: Approve button

System will approve the timecard and display the screen below:

I Remowve Approval Primary Account Totals Summary m

To remove the approval, select the Remove Approval button.
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