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Registering for Self Service

1. Click the Employee Self Service link on your institution’s webpage.

2. Click the First Time Users Register Here link on the Self Service Login page.

3. Click Register Now.

User Login Administrator Login

w First Time Users Register Here

w Update My Security Profile

= Change your Password
= Make This Site Your Home

Page

m Forgot your User Id
w Forgot vour Password

E PRIVACY B LEGAL

AR

Welcome!

Ready to get started?

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

&) Enter your registration pass code
€ erify your identity

€) Enter your contact infarmatian
€} Enter your security infarmatian

© view your user ID and create your password

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

Already Registered?

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

Privacy & Security

= Dur Security Commitment
= ADP Privacy Statement
= | egal Information

Do you already have an ADP user ID in the following format: JSmithi@ Company ?
If yes, you are already registered for ADP serices. Do you want to add 3 service?

4. Enter your Registration Pass Code and click Next.
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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

Flease 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 ermployer provided you with a registration pass code when they instructed you to register online for ADP services. If you don't know
2. erify Your |dentity what your pass code is, contact your administrator for assistance.

3. Enter Your Contact

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

4. Enter Your Security b = Required

Infarrnation

8. View Your User Id & Create

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

6. Confirmation

W rex )
|

5. Select to verify with either your SSN or TIN, using the full number of digits.

AR

|Register for ADP Services

Flease 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 services.

Infarmation

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

IO aH DIy @ Social Security Number {SSN)

5. View Your User ID &

Create Your Password O Individual Taxpayer ldentification Mumber {ITIN)

6. Confirmation
Your SSM is used during the account creation process: it is not used for any other purpose

b= Required

First Name: '| | (Your legal first name: do not enter a nickname. )
Middle Initial: ]

Last Name: D| ||'Apustruphes and hyphens are allowed.}

SSN: 'l:l {All nine digits in any format}
Confirm S5N: ’l:l {All nine digits in any format)
Date of Birth: [ ¥ Montiy b {Day)

O next | @ cancel |

nternat 100% -
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6. Enter your data in the fields with the . After completing these fields, click Next.
Please Note — you must enter your name as it appears in the HR/Payroll system of
record.

B next |

7. Inrare circumstances, a second page (below) of Verify Your Identity may appear. This
may be due to incorrect data being entered in the previous screen. If this occurs, click
Cancel and verify your entered information. Note — you must enter your name as 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 Desk for more information.

£

Register for ADP Services

Flease enter the following information to register for ADP services.

Step 2 of 6

1. Entar Your Registration VYerify Your Identity

Pass Code We need some moare infarmation in arder to verify your identity. Please complete the information on this page
2. Verify Your ldentity

3. Enter Your Contact » = Required

Infarration

4. Enter Your Security A. Select a Service

Infarration i -

5. view Your User |d & Create| Service: » | Seff Service 3
Your Password

6. Confirmation B. ADP Self-Service Information

Your ernployer sent you a letter with your Employee 1D and PIN. If you do not know what your Employee D or PIN is, contact your manager
or system administrator.

Employee ID: » | |
PIN: q |

@ nea | @ cancel |
|

8. Complete the fields on your Contact Information and click Next.

Register far ADF Services
naan avier i1 Falesaryy mizraden 2 regrter o AL samizen
Siep Jof d
Eniur Vour Contact Eaformation
Yt minl sddviris in anky uised o polBcations . T iy, poa i ehirges Fes ekam s ine
[TEmwrvonCamm— *  Repiod
|dnformrfas o
£ Enbwe ¥oa: Sacasy Fins® Hearea: ] i
oot on
L Wy e L B Dt Lixil Maree ] (Aptdlsagivns il lyphire o dllewed |
o Fanrwasd
& Ceafrraason BusinessPerioaal E-Mail: [} (Tha e-mnl sddrasd id only used R rotBeamaas.]
Canfim E-Mail: ]
Pliowiie (Al el ared PuribEl 0 ey Beral
[ EIT W casca
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9. Complete all the fields on your Security Information and click Next.

£

-qlmrramp Berdces

T — Enlur Towr Securiby Infomaticn
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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.

£33

%h&r‘lurhﬂp Sarvicas
et thit dollwalng imke e 10 s E bor AOF gerae.

Enop il &
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11. Enter your password in the Create Password field.

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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£ ConfrTodon

T W T0AE LT W
Creain Your Faaswerd

Croabe Your DR Servicos Faswword

¥ en parwsord yeret ba o bl § charscien 1233 and rees! contmn o leasi 1 Ebee o sdbe | remEs o 1 speasl caeesein

Wil ¥l pakiaawcnl 5 CRE SR

+ = Rpgaaed

Crasis Fmrsaid: L] [Examgds: Fanaeredd)
Canftim Pamosord: ]

[ T Il carce

12. Re-enter your password in the Confirm Password field and click Submit.

£ ConfrTodon

T W T0AE LT W
Creain Your Faaswerd

Croabe Your DR Servicos Faswword

¥ en parwsord yeret ba o bl § charscien 1233 and rees! contmn o leasi 1 Ebee o sdbe | remEs o 1 speasl caeesein

Wil ¥l pakiaawcnl 5 CRE SR

b = Rpguaed

Crasis Fmrsaid: L] [Examgds: Fanaeredd)
Canftim Pamosord: ]

[ T Il carce

13. The Confirmation page will appear. You are now registered for Self-Service. Click

Close.

AP

Stap b o6

Register for A0P Sarvices
[Tnaze aver (1 fzlomng Irormutian Lo regatat b SO0 Tenizen

B Thasrk: yon for ieapstonin
Yewoaa e b o i8, oned siem s your ADP seniois

Wiodes: e vl coannadaing oar Lbser 10 g sy st 1 the pidveas v proskded

Log 0w Bo an ADP Sarvics

Tha folomag A0F servicea mw cunenlly reslasie 40 pou. Select 2 sercs and chok Lag Q. Fpoa want 43 l2g on leber, dick
{icaw

o Yeen AOF Samci
il Lo

Relbd AP Sarrvies

Thee bollpwing pditional ADF seracos | wvalable oo vou. To decocimg onothor Sesice Wi your sser oot Chok Add
Araiher Serdcs

= AOF Service

il /22 inoter Saraca

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 page: http://portal.adp.com and select “First Time
Users Register Here”

User Login Administrator Login

= First Time Users Register Here

» Update My Security Profile

w Change yvour Password
» Make This Site Your Home Page

= Forgot your User Id
w Forgot vour Password

E PRIVACY [E LEGAL

2. Click Add a Service.

/PP

Welcome!

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

uging ADP services.

= Dur Security Commitrmernt

= ADP Privacy Statement

S\

Ready to get started? (] Redisternow | Already Registered? ] AddaService | = Leqal Information

The Registration Process At-a-Glance
Here is how to register for ADP sewvices Do you already have an ADP user ID in the following
@ Enter your registration pass code farmat: J3mithi@Cornpany?

€ werify your identity If so, you are already registered for ADP services
€ Enter your cantact information
@) Enter your security information

© View your user ID and create your password

What you need to register:
= Registration pass code Learn More
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http://portal.adp.com/

3. On the Enterprise eTIME line, choose Add.

@ Welcome, Diana Grillo
Hanage Hy Profile Change Hy Password Hanage My Services

Manage My Services

The following ADF 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 W-2 to associate that service with your user account, click Try
Again.

Important: If ADF serices 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
Enterprize eTIME Add
4. Enter your Employee ID number and click Submit.
@ Welcome, Diana Grillo
Yerify Your Identity
Wye need some infarmation in order to verify your identity. Flease complete the infarmation on this page.
b = Required
Enterprise eTime Information
Employee ID: » 122223| (our Employee ID is provided by your manager or systerm administrator.)
. Submit_| cancel |

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

m Welcome, John Doe
Manage My Profile | Change My Password [RERVELE!TRUVE-CIZILLH

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 fram your account, click Delete.

<<8ervice Name>> hag 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 institution’s webpage.

2. Click *User Login’ button.

N
[] Administrator Lugin
N
|

w First Time Users Register Here
» MNeed Help Getting Started?
w Update My Security Profile

= Change your Password
w Make This Site Your Home Page

m Forgot your User Id
w Forgot vour Password

©2008 Automatic Data Process E PRIVACY [E LEGAL

3. Enter User Name and Password and click OK.

Connect to portal.adp.com

o

d) =

Employee Access [09:38:37:3927]

User name: |ﬁ | v |

Passward: | |

[C1remember my password

4. The Netsecure Portal will appear. The application links allow you to enter into each
application.
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Home | Manager | Time | Myself | Money | Benefits | Career

ge.Untion English | Espaii
Benefits Hews
at’s Ne i [m] Customized text is entered here

Welcome To The
USG Employee Self-Service Portal Appl ication “nkS

* Toaccess the eTime system, go to the "Time" tab above
* Toaccess your benefits, select the "Benefits” tab above

Home

isitory for all forms employees may recuire

Recommended Links

Click the links below: for additional information:

USG Site

5. Click the Time application link

Todayis 2pr7, 2072

Home

6. Click the eTime link.

Time and Attendance
Click the link helow to update your time and attendance (t

7. Now you are in the eTime application

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.
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TIMECARD

Hame & 1D |.Jarws, Frank 430
Loaded: 1:47PM

Time Period |Current Pay Period -]
Actions ¥ Punch ¥ A tv C t> App Is ¥ Reports

Dt Pay Code Amourit In Transfer gt In Transfer Cut Shift Diaily Cumulative

x| Mon 5128 - 7:008M | 3:30PM - 730
> | Mon 5128 Memarisl Day ... 0:30 :00 500
B Tue 529 - T.008M - | 330PM - 30| TE00 1530
] Wied 5730 - F:008M | 3:30PM - 730 ¥30 23:00
| Thu 5i31 - 7:008M | 3:30PM - 7.30 7.30 30:30
L | Fri B/01 - 720080 ~ | 3:30PM - 730 7:30 3500
] Sat BO02 -~ - - 3%:00
B Sun B3 - - - 3600

Entering Time in an Hourly View Timecard

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

Hame &ID  [Berbato, Samuel  [1130
Last Saved: 4:22PM

Time Peri: rert Pay Period

|savel @uns' Punch ¥ Amount ¥ Accruals * Comment v als ¥ Reports ¥ Leave ¥ 2 3 4
ate Pay Code Amount In Transfer Ot In Transfer Ot Shitt Diaily

a Sun 4105 - - -
a Mor 4108 - T.004M - | 12:00PM 12:30PM - | 3:30PM &00 &00
x| Tue 4107 - 7.004M ~ | 10:004M - | 12:00PM
a 07 - 12:30PM - | 3:30PM - 700 700
a i T - T.004AM - | 3:30PM - 00 &00
x| Thu 408 T:004M ~ | 330PM - 00 200
a Fri 4410 - 7.004M ~ | 330PM - 00 00
x| Sat 4/11 - - -

1. Click the first ‘In’ 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 ‘Out’ 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 ‘In’ cell and enter the
time that you returned to work.

4. Click the second ‘Out’ 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 ‘Save’
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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.

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

Recording Comp Time 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 — April 17. Comp Time is earned on April 7 of 2 hours. During
the week of April 4 — 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

Hame & ID |DeAngeIis, Jade MOMTHL Y 82350
Last Saved: 10:0TAM
Time Period [Mext Pay Period -
Actions * Punch * Amount * Accruals * Comment * Approvals * Reports ¥ Leawe ™
Pay Code Tranzfer Sun 540 fdon 5411 Tue 512 Wed 513
< ] Haurs Yyarked - - %00 %00 00
.00 .00 .00
Week starting: Sun 5/17
Pay Code Transfer Sun SM 7 hdon 5M5 Tue 519 Wed 5020
| x | Hours Warked - - £:00 500 800
B Wacation > . 200 -
Pay Code of Comp Time Off i ) )
. . .00 .00 .00
will be selected from this drop
down. Enter amount of time that was
taken for Comp Time.
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Transferring Time 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 | Transfer | Out | In | Transfer | Out
| | |
T 00AM Tifr 1 BESY 12:00FM 1:00F m| | S00Fm
3:00AM 12:30FPM 1:00F i 1 BESS 3:00FM
3:00AM 12:00PM 1-00PM fir20005407if

204205
207905
innraooaz

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:
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Date Pay Code Amourit

bon 4106 SICK ~ | @00
Tue 407 W ACATION ~ | 00 Refers to number of

Wied 4108 - hours when adding

Thu 409 - time off
Fri 4410 -

EEEEEE
EEEEGE!L

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 Amourt In Tranzfer Ot In Transfer Out
[~ ] SUIT 0D - - -
| x | Mon 406 - S:004m  [12:00PM -
L ] Mon 406 WACATION w | 400 - -

Adding Comments

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

TIMECARD B Add Comment
Mame & 10  [Erown,Peter [ °
-oaded: 3:48PM

urrent Pay Period Comments

| 12 Hour Of violation j
Actions * Punch * Amount ¥ Accrug Wals Reports Absence W?th =thr nu_tice
s> 1) g | e s
[ | Sun 405 = Delete Comment —=» Approved
% | on 406 - s T Company Meeting
B By rue 407 - Dielete Mote —=3 Decrease QTY Reported
| od 2108 - |9:DDAM Department Shortage |
L B 1 | TN

Hote

|Java Applet wWindow

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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GEMERAL = MY QUICKHNAYS -

Schedule | People | Reports

“TIMECARD

Loaded: 4:28PM

Hame & 1D

Tinme Period

MY INFORMATION ~

Barker, Mindy

Previous Pay Pe

Actions * Punch * Amount * Comment * Approvals * Reports «

Approving the Timecard

Approving your timecard ‘submits’ 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: £07TPM

Hame & ID LATTEST2, Bwv-T

LATTEST2E

Actions * Punch ¥ Amount ¥ Corn Approvals
ourt Approve

Remove Lpproval

Date Fay Code
Sat 404
Sun 405
tan 405
Tue 4107
Wiz 4105
Thu 409

9:004M
9004k
004K
9:004M

4 4 4 4 4 4 4

o
=
=
o

EEEEEEE
EEEEEEE

Click on ‘Approvals’ then ‘Approve’

]

9:004M
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Tranzfer

4 4 4 4 4 4 A

Out

Tranzfer out Shift

-

>

Q0P

5 Q0P

5. Q0P

5 00Ph

5 00PR

* Hint *
Make sure time is correct:

Don’t approve until any
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.
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