Valdosta State University - Shared Services/ADP
Time Clock User Guide
Time Clock Punches/Pay Statements and Leave Accrual Viewing

Purpose of this Guide:
This guide provides answers to many common questions regarding the new Shared Services/
ADP system access.

The first step to view your time clock punches, pay statements or leave accrual in 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.

Login to ADP:
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

m First Time Users Register Here
m Need Help Getting Started?
m Update My Security Profile

= Change your Password
m Make This Site Your Home Page

m Forgot your User Id
m Forgot vour Password

Autornatic Data Processing, Inc. B ranvacy B LEcAL

Thiz site requirez Microsoft Internet Explorer Version 6.0 or higher.

4. Login: using your ADP username/password used during the registration process
5. Select: OK
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Connect to portal-adp.com

The server portal. adp.com at Employees Access
[13:46:39: 7302 requires a username and passyord,

User name: | | v |

Password: | |

[ Jremenber my password

I [ 4 ]I[ Cancel

To view your pay statements:

6. Select: the Money application link and then the Pay Statements link from the left
column:

Welcome

Todayis Sep 29, 2009

Home Time Myself Money Benefits Career

What's Hew

A pproval History

Welcome

Your one-stof| e

Tax Withkolding
# Toaccess the eTime system, go to the "Time" tab abov S S

s Toaccess your benefits, select the "Benefits™ tab abovy | i e LAl
& Tocheck and update personal information, go to the "M| — [SULBIEIR=t =T
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7. Your available pay statement links will appear. Click on the appropriate date to view
your pay statement:

Wadcome

Home Time Mysell Money Bomssfila Caneer

Fay Statements 7]

Soiec) Yoldepfon Dofeey | Dhpnge [-mpd Ldgiresy

Pay Statement Summarny

Tha pept daplka;s 156 pay Maleranis s-alebie for weveng Brning, e deveripadng Tr wgw pay sldlemest deial, cheb (he sppraprals wederingd pay dole Ghoh
Prervicus 10 contnue

= Vou will fissd tha Adabe Rascer plug-ts [mosf pecpis alady e ) I you G557 Baw it initalies, ySu can dice Sy of sorisd pour 1T Separtmant s msitanon

Gross Py tet ey 1 thet Py 2 et Pay 3

8. Click: the back button .EJ to return to the pay statements screen

To login to eTime to view your time clock punches, time detail and accrual balances and
projections:

9. Select: the Time application link:

Welcome
Today is Sep 20, 2009

Home Time Myseli Money Benefits Career

What's New

Your one-stoj

* Toaccess the eTime system, go to the "Time" tab abov
* Toaccess your benefits, s elect the "Benefits" tab abowe
# Tocheck and update personal information, go to the "M
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10. Select: the All other employees 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.

To view your time clock punches:

11. Select: My Timecard from the My Information Tab, the select the time period you
wish to view:

£

My Information

= Inbox

u Ny Timecard

u My Reports

m My Acticns

I Time Period | Current Pay Period | 9(19/2008 - 10/02/2008 I

[ s |
;::_ Date Pay Code Amount In Transfer Qut i TS i
Sat 918
Sun 920
Hon 821 55941 3:01PM 8:00 800
Tue 922 5:58AM 3:00PM 8:00 800
Wed 9123 5:46A1 B07AM 215
Wed 9123 12:42PH 2:43PM 2:00
Wed 9123 | WACATION 345 8:00
VACATION 3:00 300
Sat 928
Sun 927
- e — e —
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12. Select:

= Home

Select the Home link in the upper right corner to return to the main eTime screen.

To view your time detail (this is the summary view of your timecard punches):

My Reports from the My Information Tab, then select the Time Detail
from the Available Reports, what time period you wish to view and click
the View Report button:

REPORTS Hame:

View Report Primary Account

Last Update: 3/29/10

ﬂ? AVAILABLE REPORTS
Time Period | Current Pay Period i
. Start Date a8
My Information
®  Inbox End Date _f:]
® Ny Timecard
I = My Reports Accrual Balances and Projections
® Ny Actions As Of j
TIME DETAIL
Time Period: Current Pay Period Printed: S/25/2004
Dates: 9192008 - 10/02/2009
Mame: Ty=on, Lilie P ID: 0095154 Pay Rule: 510 BW SCH OT=40 60ML HOLS
Primary Account(s): 5/30/2009 - forever 51001261/0000/51 BU-ALX/S105501 060451 HID094827/0000
In Qut AdyEnt Totaled Cum. Tot.
Date Apply To In Punch Exc Qut Punch Exc SAmt Amount Amount  Amount Abaency
Sat9M1g 0:00
Sun W20 0:00
Mon 921 5:5OAM EV  3:01PM EW &:00 &:00
Tue W22 5:50AM EV  3:00PM EW &:00 16:00
Wed 923 5.46AM BV 8:.07AM EW 215
Wed 923 12:43PM US 2:48PM 2:00
Wed 923 WACATION 3:45 24:00
Thu 924 WACATION 2:00 32:00
Fri 25 5 30AM EV  2:26PM EW &:00 40:00
Sat 926 40:00
Sun W27 40:00
Mon S/28 5. 4BAM EV 2:56PM EW 815 48:15
Tue 29 S 41AM EV 0:00 48:15
Wed /30 48:15
Thu 10/01 4815
Fri 10402 4815
Totals 0.00 1145 36:30 4815
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13. Select: the Return button m to return to the Main Reports Screen

To view your Accrual Balances and Projections:

14. Select: My Reports from the My Information Tab, then select the Accrual
Balances and Projections from the Available Reports, as of which date
and then click the View Report button:

REPORTS tame:

Vo0 [ Report ] [ primary Account |

AVAILABLE REPORTS

Time Period | Specific Dale \.r
Schedule :_=|
My Information 'Tﬁ_l:tj'a_'l___ ) Start Date FoR
End Date )

= |nbox

u Ny Timecard

« iy Repors EErrrrrrr—|
| As Of | 9012009 :il

u Ny Actions

ACCRUAL BALANCES AND
PROJECTIONS
Return
Date Selected: 0172009 Printed: /29,2009
— D
Accrual Code Accrual Period Ending Furthest Projected Projected Projected Projected Balance wio
o Type Balance Taking Date Takings Credits Balance Proj. Credits

DonstedLonve |\ our 0:00 90172009 0:00 0:00 0:00 0:00
Avward

Sick Hour 535 M1 4/2005 330 0:-00 205 205
Vacation Hour 126:00 92472009 19:45 0:00 108:15 106:15

The screen displays your leave balances as of the date selected.

15. Select: the Return button mto return to the Main Reports Screen
. = Home . . . .
Select the Home link in the upper right corner to return to the main eTime screen.
Select the Log off link £28 OFF1] in the upper right corner to logoff eTime.

Shared Services/ADP Leave Request User Guide Page 6
Last Update: 3/29/10



