USG Shared Services Center

July 18, 2016

Welcome, the University System of Georgia Shared Services Center (SSC) has com-
piled the following resources to provide assistance with the ADP Portal.

ADP Portal

= Register as a User

= Password Reset

v

= Update Your Personal Information
.“ UmvmsrrvSvmomenGm

= Health Savings Account (HSA) Contribution Change SHARED SrmiCES Chamen
for Current Year (**" @

=  Benefit Elections
» View Current Benefit Elections Need to Contact Us?

By Phone:

Toll Free (855) 214-2644
Main Phone (478) 240-6500
Fax (478) 240-6414

= Add or Re-Add eTIME
= Add or Update Direct Deposit Information

= Go Paperless, Enroll to Receive Annual W-2 State-

) Email: helpdesk@ssc.usg.edu
ments Electronically

Website: www.ssc.usg.edu

= View and/or Print Annual W-2 Statements

Extended Hours:
August 8 - September 2, 2016
Monday - Friday 7:30 A.M. - 5:30 P.M.

= View and/or Print Pay Statements ("¢")

Normal Business Hours:

Monday - Friday 8:00 A.M. - 5:00 P.M.
Self-Service support is available at https://
answers.ssc.usg.edu




ADP Portal - Register as a User

QL
““ Job Tool
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OVERVIEW

Before you can access any ADP web applications, you will need to register as an ADP Portal user and
create a Password. The ADP web applications allow you to access your electronic time card (when
applicable), enroll in benefits (when applicable), view your pay statements, view your W-2s, and
much more. Once you receive confirmation from HR that your hiring process is complete, you will
follow these instructions to create your account. To create your account, you will need:

e Your Social Security Number (SSN)
e USG Passcode

To obtain the USG Passcode, contact the USG Shared Services Center (SSC) toll free at (855) 214-
2644 or email us at helpdesk@ssc.usg.edu.

For additional assistance, you may view a video demonstration provided by ADP at
https://support.adp.com/netsecure/pages/pub/clientuser/1.0/ssr/ADP_Employee_Self _Service_ Reqi

stration.htm.htm.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Under First Time User, click CREATE

ACCOUNT.

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Hesa el Gating Strise?
ADMINISTRATOR SIGN IN Wake This St Your Hame Poge
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2.

Beqin Reqistration
2.1. Find Your Record
a) Enter the Registration Code you
obtained from the Shared Services
Center in the Registration Code field.
b) Click Go.

2.2. Verify ldentity
a) If another organization other than
“University System of Georgia” is on the
screen, click Start over.
b) Enter your personal information to
verify your identity. You will need your
Social Security Number (SSN).

ADP Portal - Register as a User

Job Tool

£3?

Before you register, help us find you in our records.

Registration code” | Co

What is this?

2

Befare you register, help us find you in our records.

r
Registration code® | Start over

What is this?

Board OF Regents Of The Universi ty System Of Ceorgia

e Enter your First name.
e Enter your Last name. First name* \
e Enter your full SSN, EIN, or ITIN Last name \
(You will need to enter twice to
confirm.)
¢) Click Confirm.

SSN, EIN, or ITIN*®

Type it again®

d) Click Register now.

e) If your name is not retrieved, verify the
information you entered and click i e Bl M b, o A i 4
Confirm again. s s s

f) If you are still unable to retrieve your o ETIEE 818 COMTRCE, Bl YOur I ) AL Baing FYrieved. Ciosd vour
information, contact our Shared i g i e e e
Services Center (SSC) Customer
Support team at (478) 240-6500 or
email us at usgdatahelp@ssc.usg.edu
for assistance.
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3.

Re

ADP Portal - Register as a User

ister for ADP_Services

3.1.
a)

3.2.

b)

c)

3.3.

b)

3.4.
a)

Enter Contact Information

ADP uses this information to email your
activation code to you. The contact
information is also used to send
temporary passwords if you need to
reset your password.

Note: For notifications, employees
should use the email address furnished
by their institution for their “Work”
email address.

Create Password

Your User 1D will be displayed on the
screen.

Create your Password. The password
must be at least eight (8) characters
long, contain at least one (1) letter and
one (1) number, and is case sensitive.
Enter the password you created in the
Confirm Password field.

Select Security Questions and Answers
To protect your account, select three
security questions and answers. Your
answers are not case sensitive and

must be at least two (2) alphanumeric
characters.

Note: If you forget your user ID or
password, you will be required to
answer these questions to confirm your
identity.

Job Tool

AR

Register for ADP Services Jon Smitn

Enter your contact information Hom will this be used by ADF

Email address” @ work ()personal

Mobile phone number United Work (@ Personal

View your user ID and create a password

User ID* J5mith@usg

Fassworo

Confirm password®

I case you forget your user ID or password

Question 1* 17 what city was your father born? (Eter ful
Your ancwer [reem
Question 2*

In what city was your mosner Sorn? (Enter full name of <ty only) -

Your answer*

Question 3 WAt was the name of your fest per? =

Your answer Eubties

Click Register now.

Registration Complete

Respond to the message within 24
hours to activate your email and/or
mobile phone.

Note: If you do not activate your
information, you will not be able to
receive notifications (including
temporary passwords) using the contact
information you entered on step 3.1.

£?

Your registration for ADP services is complete!

== Things to do for your account + Your available ADP services

Activate your email and mobile phone ADF Security Management

Self Service

University System of Georgia Shared Services Center
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b) You may click ADP Security /59
Management (Netsecure) to add ADP
SeI’VICGS avallable to you TO add ADP Your registration for ADP services is complete!

Enterprise eTIME, refer to job tool,
EMP-CS-2005JT ADP Portal — Add or
Re-Add eTIME.

Note: Enterprise eTIME is the Time and
Labor Management system used by
employees to:

e Record and review hours worked

e View exception time accrual
balances (vacation, sick, and
floating holiday)

e Request or cancel time off

e Request or cancel leave time

c) To log in to your ADP Self Service
account, click Self Service.

==# Things to do for your account v Your available ADP services

ur email and mobile phone ADP Security Management

Self Service

4. Activate Your Email Address and/or Mobile Phone
Note: You must activate your email address and/or mobile phone number within 24 hours.
4.1. Activate Email Address
a) Once your registration is complete, you from
will receive an email from “ADP ‘

Generated Message...” providing <irst Name Last Names>

. . . R Thank you for setting up your account with ADP.

instructions to activate your email
As part of the services ADP provides to you, ADP will contact you by email when important changes occur to your account
If you forget your login information, ADP can even send your user 1D and password to this email address if you activate

add ress. You have requested this notification service as part of your registration with ADP.

b) Follow the instructions contained in the Chck onthe ik o actvets youremalfor contects from ADP: <Your ackvalon Ik
email. L

Contact your organization's administrator for assistance

This email has been sent from an automated system. DO NOT REPLY TO THIS EMAIL

4.2. Activate Mobile Phone

a) Once your registration is complete, you
will receive a text message from ADP.

b) Reply with the code in the text message
to activate your mobile number.
Note: In the United States, the
message will come from sender
“90206".

M Task Complete
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OVERVIEW

Self Service Portal Users (Emplovees)

If you have locked out your ADP self service Portal account because of too many failed logon
attempts but know your password, wait 15 minutes and try to log in again. If you are unsuccessful
or you have forgotten your ADP Portal password, use the Forgot your Password link on the ADP
Portal home page to reset your password. You may have your temporary password sent to your
email address, mobile phone, or you may reset your password online. Depending on the option you
select, you will be required to complete additional steps to verify your identity.

For additional assistance, you may view a video demonstration provided by ADP at
https://support.adp.com/netsecure/pages/pub/clientuser/1.0/frgt/ADP_Employee_Forgot_Password

and_Forgot_UserID.htm.

Administrator Portal Users (Practitioners)

Refer to job tool, EMP-CS-2030JT, ADP Portal — Password Reset Administrator Portal User
(Practitioner).

Option 1 - Send a Temporary Password (Text Message) to My Mobile Phone Number

The SSC recommends that you use the temporary password within 24 hours of receipt.

To use this option, you will need the answers to your security questions. In addition, the contact
information (mobile phone number) you provided during your ADP Portal registration must be
activated. This should have been completed during your ADP Portal registration. If you were unable
to activate your contact information or skipped the activation step, you will not be able to use this
option.

Option 2 - Send a Temporary Password to My Email Address

The SSC recommends that you use the temporary password within 24 hours of receipt.

To use this option, you will need the answers to your security questions. In addition, the contact
information (email address) you provided during your ADP Portal registration must be activated.
This should have been completed during your ADP Portal registration. If you were unable to activate
your contact information or skipped the activation step, you will not be able to use this option.

Option 3 - Reset My Password Online
To use this option, you will need the answers to your security questions.

University System of Georgia Shared Services Center Page 1 of 8
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Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process,
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at

helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Under User Sign In, click Forgot your
Password?

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Heeq el Gattng sarisc?
ADMINISTRATOR SIGN IN Mae Ths St Your Feme Page

2. Reset Your Password
2.1. Ildentify Yourself

a) Enter your ADP Portal User ID S
(Example: JDoe@USG) it is not case e
sensitive. Step 1 of 5 identity Yourselr
b) Click Next. - ’
Userto:* [oogusa | dg— Example: JDoe@USG
University System of Georgia Shared Services Center Page 2 of 8
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2.2. Select Reset Method

The following options are available:

ADP Portal — Password Reset
Self Service Portal User (Employee)

Job Tool

2.2.1 Send a Temporary Password (Text Message) to My Mobile Phone

2.2.2 Send a Temporary Password to My Email Address

2.2.3 Reset My Password Online
2.2.1. Send a Temporary Password (Text Message) to My Mobile Phone

Notes:

The SSC recommends that you use the temporary password within 24 hours of receipt.

You will need the answers to your security questions. In addition, the contact information (mobile
phone number) you provided during your ADP Portal registration must be activated. This should
have been completed during your ADP Portal registration. If you were unable to activate your
contact information or skipped the activation step, you will not be able to use this option.

a)

b)

d)

e)

9)

h)

Select “Send a temporary
password to my mobile
phone...”

Click Next.

If you receive this message,
contact the Shared Services Center
(SSC) Customer Support team for
assistance.

Answer your security questions
(answers are not case sensitive).
Click Next.

You will receive a message that
your temporary password is about
to be sent to your mobile phone.
Click Next.

You will receive confirmation that
your temporary password has been
sent.

Click Log In.

Reset Your Password

ou have not updated youUr SeCurity questions and answers ar

activated your email address and for mobile phone humber to

continue this process. Contact your company administrator for
assistance. Transaction ID:CCT-DOG-5CARDP

Eeset Your Password

Step 5 of 5 Confirmation

University System of Georgia Shared Services Center
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082
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)

K)
D)

ADP Portal — Password Reset

Self Service Portal User (Employee)

Click USER SIGN IN.

Enter your ADP Portal User name.
Enter the temporary Password
you received.

m) Click OK.

n)

0)

p)

Q)
r

s)

Enter the temporary password you
received in the Current Password
field.

Enter a new password in the
Create Password field.

User Sign In
USER SIGN IN
s

ADMINISTRATOR SIGN 1IN

Job Tool

First Time User

CREATE ACCOUNT

|idoe@usg

[

| Passnara

[] Remember my credentials

|

Cancel |

Note: Passwords must be at least
8 characters long and must contain
1 letter and 1 number. Passwords
are case sensitive. It is
recommended that passwords be
12 or more characters and contain
a mix of upper- and lowercase
letters, numbers, and special
characters.

Reuse of your last 12 passwords
will not be permitted.

Enter the new password you
created in the Confirm Password
field.

Click Submit.

You will receive confirmation that
your password has been
successfully changed.

Click Continue.

M Task Complete

m Password Change Reques:

charmctes and eoma

msdwe 1 15 vecanrended Hal przwands be 17 or nare

Imparten Dt e

Caent Pasiwond:
Creste Passawantd:
Corfirra Pascownd:

Tequnty.

ﬂ? Password Successfully Changed

B Conrmatien: Your password has been successfully changed. Please use your new password the nexd time you beg in.

B costioe
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Self Service Portal User (Employee)

Job Tool

2.2.2. Send a Temporary Password to My Email Address

Notes:

The SSC recommends that you use the temporary password within 24 hours of receipt.

You will need the answers to your security questions. In addition, the contact information (email
address) you provided during your ADP Portal registration must be activated. This should have
been completed during your ADP Portal registration. If you were unable to activate your contact
information or skipped the activation step, you will not be able to use this option.

a)

b)

c)

d)

e)

9)

h)

)

Select “Send a temporary
password to my email
address...”

Click Next.

If you receive this message,
contact the Shared Services Center
(SSC) Customer Support team for
assistance.

Answer your security questions
(answers are not case sensitive).
Click Next.

You will receive a message that
your temporary password is about
to be sent to your email address.
Click Next.

You will receive confirmation that
your temporary password has been
sent.

Click Log In.

Click USER SIGN IN.

Reset Your Password

Step 2 of 5: Select Reset Method

activated yvour email address andfar mobile phone humber to
continue this process. Contact your company administrator for
assistance. Transaction [D:CCT-DOS-5CARDP

@ “ou have not updated your security questions and answers or

Reser Vour Password

set Your Passward

Step 4 of 5 Resel Your Password

0 e moanimpssomnea s snaunto v ser o

R wmad e

Eeset Your Password

Step 5 of 5 Confirmation

Laghn

User Sign In

First Time User

USER SIGN IN
o

CREATE ACCOUNT

Nees Help Geting Started?
ADMINISTRATOR SIGN IN
Make This Ste Yaur Home Page

University System of Georgia Shared Services Center
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k) Enter your ADP Portal User name.

) |idoemus |
I) Enter the temporary Password | ]
you received. () Remember my credentials
m) CIle OK. [ OKM [ canca |

n) Enter the temporary password you
received in the Current Password
field.

0) Enter a new password in the
Create Password field.

RN

Note: Passwords must be at least
8 characters long and must contain
1 letter and 1 number. Passwords
are case sensitive. It is
recommended that passwords be
12 or more characters and contain
a mix of upper- and lowercase
letters, numbers, and special
characters.

Reuse of your last 12 passwords
will not be permitted.

p) Enter the new password you
created in the Confirm Password
field.

q) Click Submit.

r) You will receive confirmation that
your password has been
successfully changed.

ﬂ? Password Successfully Changed

Confirmation: Your password has besn successfully changed. Plaase use your new paseword the next time you kag in

s) Click Continue. e
i Task Complete
University System of Georgia Shared Services Center Page 6 of 8
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2.2.3. Reset My Password Online
You will need your employee ID, Social Security Number (SSN), date of birth, and the answers to
your security questions.

a) Select “Reset my password
online...”
b) Click Next.

c) Select “Ask me identity
guestions on screen”
d) Click Next.

nscreen gg—, Recommended Option

e) Enter at least two of the following: S R
¢ Employee ID
e Last 4 Digits of SSN, EIN, or Step 3 o1 5. Verify Infor
ITIN (You will need to enter '
twice to confirm.)
e Birth Month and Day
f) Click Next.

g) Answer your security questions
(answers are not case sensitive).
h) Click Next.

i) Enter your New Password. e

Note: Passwords must be at least
8 characters long and must contain
1 letter and 1 number. Passwords
are case sensitive. It is R
recommended that passwords be = ccmuenon g

12 or more characters and contain

a mix of upper- and lowercase

letters, numbers, and special

characters.

Reuse of your last 12 passwords
will not be permitted.

Step 4 of 5. Reset Your Password

e

j) Enter the new password you
created in the Confirm New
Password field.
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k) Click Next.
) You will receive confirmation that Nz i
your password has been reset. s s i i e ST
m) Click Log In. Step 5 of 5 Confirmation
D o T

Login

M Task Complete
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OVERVIEW

Administrator Portal Users (Practitioners)

If you have locked out your ADP administrator Portal account because of too many failed logon
attempts but know your password, wait 15 minutes and try to log in again. If you are unsuccessful
or you have forgotten your ADP Portal password, use the Forgot your Password link on the ADP
Portal home page to reset your password.

In order to reset your password, you will need the answers to your security questions. In addition,
you will need to receive and enter the activation code provided by ADP. You may have your
activation code delivered to the email address or phone number you provided and activated during
your ADP Portal registration.

Self Service Portal Users (Employees)
Refer to job tool, EMP-CS-2003, ADP Portal — Password Reset Self Service Portal User (Employee).

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process,
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Under User Sign In, click Forgot your
Password?

User Sign In First Time User

USER SIGN N CREATE ACCOUNT

Hees el Gating Stariee?
ADMINISTRATOR SIGN IN Hake T S2e Your Fome Page.

2. Reset Your Password
2.1. Ildentify Yourself
a) Enter your ADP Portal User ID R
(Example: JDoe@USG) it is not case it
sensitive.
b) Click Next.
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Q& ADP Portal — Password Reset

"R Administrator Portal User (Practitioner)
m Job Tool
e EMP-CS-2030JT

Revision 02 | Date 10/15/2015

3. Reqister for Administrator Access
3.1. Delivery Method
a) Select the Delivery Method to receive
your activation code (email address or
phone number.
b) Click Next.

c) If you receive this message, contact the
Shared SerVICGS Center (SSC) CUStomer ® “ou have not updated your security questions and answers or

activated your email address and for mohbile phone number to

Support team for ass'stance. continue this process. Contact your company administrator for

assistance. Transaction ID:CCT-DO8-5CARDP

d) If you chose to I'e.CEIVe your aCtlva_tlon ADP Generated Message:Activation Code for Administrators
code to your email address, you will SecurityServices NoReply@adp.com
receive an email from ADP Generated Sent:
To:
Message...

‘Welcome! Use the information in this email to gain access to your ADP service.

Activation Code: 000000

3.2. Enter Activation Code
Note: The activation code you receive will be valid for only 24 hours.
a) Enter the Activation Code you )
received to your email address or phone '
number.
b) Click Next.

3.3. Verify Information
a) Answer your security questions
(answers are not case sensitive).
b) Click Next.
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3.4. Create Password
a) Create your New Password. The
password must be at least eight (8)
characters long and must contain at
least one (1) letter and one (1)
number. The password is case P
sensitive. It is recommended that
passwords be 12 or more characters
and contain a mix of upper case and
lower case letters, numbers, and special T
characters.
b) Enter the password you created in the
Confirm New Password field.
c) Click Next.
3.5. Select Computer Type
a) Select the appropriate Computer
Type.
b) Click Done.

Task Complete
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“ ADP Portal - Update Your Personal Information

> Job Tool

UniversITY SysTEM OF GEORGIA
SHARED SERVICES CENTER

OVERVIEW

Use the ADP self service Portal to update your personal information:
Home address

Mailing address

Primary email address

Alternate email address

Phone number(s)

Emergency contact(s)

The mailing address and notification email address you provide are used to send you
announcements, Open Enrollment information, medical cards, W-2s, and other important
information.

Note
To update an international address, please contact your institution’s HR department.

Important
If you hold positions at multiple institutions, this task will only update your primary job. Once you

update your personal information, notify the Shared Services Center.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process,
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
a.m. — 5:00 p.m. except holidays. You can call us toll free at (855)-214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Click USER SIGN IN.

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Heec el Gettng Striaa?
ADMINISTRATOR SIGH IN Make This S2e Your Home Page.

b) Enter your ADP Portal User name and

Password. T [idce@usa |
c) Click OK. l@l [Fasowora |

[] Remember my credentials

[ ot((l‘h.,]][ Cancel |

N
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2. Portal Home Page
a) Depending on your access, you may or
may not see the Employee/Manager tab
on your home page. If the
Employee/Manager tab is displayed,
ensure Employee is selected.

If you are a Manager, point to the
Manager tab and click Employee.

3. To Update an Address
a) Point to the Personal Information tab
and then click Addresses.
Your current information will be
displayed on the screen.

Note: To update an international
address, please contact your
institution’s HR department.

b) To update information, click Edit.

¢) Update necessary changes to your:
e Notification E-mail Address
e Home Address
e Mailing Address
e Primary E-mail Address
d) Click Save.

4. To Update a Phone Number
a) Point to the Personal Information tab
and then click Phone Numbers.
Your current information will be
displayed on the screen.

4.1. Update an Existing Phone Number
a) Select the telephone number type.

ADP Portal - Update Your Personal Information

Job Tool

Bl Home ~ | organization & Staffing » | Reports +

Kessage Center at a Glance

Manager

Welcome To Your Employee Portal Click on tha fobowig
Your one-ston source for HR/Pauroll/Benefits/Time Card

-——=-0r----

| Hame = | Tire & Atlendance = | Pay & Taves + | Prrsonsl iefornation v | Benefits | Career =

What's How L2} ussagy C

Walcome To Your Employes Portal
Your P source for v Time Card

Pay & Taxes - | Personal Information ~ | Benefits - | Career
General

lo i #telcome To Your Employee Portal
Your one-stop source for HR/Payroll/Benefits/Time Card information

&Saue ) @l cancer | @l meser |

Indicates a required field.

orme = | Time & Aflendance = | Pay & Taves - | Personal information ~ | Benefits .§cmg. = ‘

What's New

[teicome To Your Employee Port:
source for HR/Payroll/Benefits Time Card information \

Tyvpe

Hormedelephone
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b) Update the number and click Save.

Bl roeor | [l ootore

Indicates a required field.
4.2. Add a New Phone Number

a) To add a new phone number, click Add Tyne
New. Horme Telephone
FJ
b) Select the phone number type in the Bt Your e et 1 o .k S 408 v i o )
Type field. etaretionai Countey Gade: i
c) Enter the phone number in the Phone AU
field. e
d) Click Save. e

g Indicates a required field.

5. To Update an Emergency Contact
a) Point to the Personal Information tab

and then click Emergency Contacts.
Your current information will be I =1
displayed on the screen.

Home -lTlmq &Atendance v | Pay & Taxes ~ | Personal Information leAl\!lﬂs = | career +

General
What's New

Aelcome To Your Employee Portal
Your onie-stop source for HR/Payroll/Benefits/Time Card information

5.1. Update an Existing Emergency Contact

a) Select the contact’'s name. [ Hame |

LastMNamen First

b) Update the contact’s information and International City Code:
click Save. Secandary Phone:

@Saue | @l cancet | @l Reset | @l petcte

Indicates a required field.

5.2. Add a New Emergency Contact

a) To add a new contact, click Add New. [ wame |

E Add Hew |
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".L Job Tool
) EMP-CS-2000JT
Unysmsary Srsrest o Gorcia Revision 04 | Date 06/06/2016
b) Enter the contact’s information. International Country Code:
C) CIICk Save International City Code:

Secondary Phone:

Roset

Indicates a required field.

& Task Complete
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?ﬁ ADP Portal — Health Savings Account (HSA)
".é Contribution Change for Current Year

Job Tool

UNIvVERSITY SYSTEM OF GEORGIA
SHARED SERVICES CENTER

OVERVIEW

Use the ADP Self Service Portal to make changes to your Health Savings Account (HSA) contribution
amount for the current year.

Employee and Dependent Tobacco User Status

You will need to indicate if you or any of your covered dependents 18 years or older are currently
using tobacco products. “Tobacco products” include but are not limited to cigarettes, e-cigarettes,
cigars, pipes, and chewing tobacco. If you are not a tobacco user and you fail to select the correct
option, a charge of $75 will be added to your monthly medical insurance premium. You will have the
ability to correct the Tobacco User Status at any time; however, the effective date will be the first
of the month following the correction. The BOR will not allow refunds.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

Process Outline

1. Access the ADP Portal at https://portal.adp.CoOmM ....cuiiiiiiiiiicie ettt ettt e eve et ebeesbeesaeesaaeeanes 2
W oo g =1 I o Lol o T oY - URPRRN 2
3. Main Menu — Health Savings Account Contribution ChaNne ........ccuueeiiiiiiiiiiiiie e eaae e 3
3.1.Update Employee and Dependent TObacCo USer StatUS.........ueeiiciieeiiiiiieeciiieeccieee e eree e e e e e eivae e e e 4
3.2.Update HSA Contribution AMOUNT ......cuuiiiiiiiiie ettt e et e e e et e e e e eabr e e e e abaee s esabeeeeensreeeesaseeeeennsens 4

4. CertifiCation SEATEMEBNT...cooiiiiieeee ettt st st b e e s bt e e s abe e s be e s bbe e s ba e e nbbeesabaesateesabeeentes 6
5. 20XX BENEfit CONTIMMALION oottt ettt e te e st e e st e e s bt e e sabeesabbeesabeesabaesnaseesabaeeaneas 6
6. LOZOUL OF IMY BENEFITS ... uiiiii it et e e ettt e e et e e e e eata e e e sataeeesstaeee e staeessnteeessnstaaeesnnsaeasanns 6
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‘.&L ADP Portal — Health Savings Account (HSA)

,) Contribution Change for Current Year
Y Job Tool
T S Crmn™ EMP-CS-2035JT

Revision 01 | Date 06/22/2016

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Click USER SIGN IN.

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Heec el Gettng Striea?
ADMINISTRATOR SIGH IN Hake This St Your Home Page

b) Enter your ADP Portal User name and
Password.

(Foangll jdoe@us
&) Click OK. [~ o }

[] Rernember my credentials

2. Portal Home Page
a) Depending on your access, you may or
may not see the Employee/Manager tab
on your home page. If the
Employee/Manager tab is displayed,
ensure Employee is selected.

Manager = [REES

!:l‘l'\‘]l[r-‘é'»':u

Otganizabon & Safing = | Repots |

Measaﬂe Center at a Glance
R

Click on the following
If you are a Manager, point to the Your ane-ston source for HR/Pavroll Benefits Time Card
Manager tab and click Employee.
-—-0r----
Hatne | Time & Aliendance « | Pay & Taxes + | Personal Infarnation + | Benefits + Careerv‘
What's New Messaﬂe C

‘ Welcome To Your Employee Portal Clck

Your one-stop source for HRIPayroll/Benefits/Time Card information

b) Point to the Benefits tab and click W”m |m,m,e,,Uance Pay & Taes | Personal fomaion v | Benefs | Gareer +
¥ v v v v V‘
Welcome.
What's New
Welcome To Your Enployee Portl Clck tnihe ol k)
Your one-stop source for HR/Payroll/BenefitsTime Card
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ADP Portal — Health Savings Account (HSA)
Contribution Change for Current Year

Job Tool
EMP-CS-2035JT

Revision 01 | Date 06/22/2016

c) Click My Benefits.

DGR v T s s | P T | Prson toman » st «| o +

Welcome
Welcome To The Benefits Page
oo~ —amgion dunemstans
Benefits
Click the sk bedew 10 get staried.
d) Read the bulleted information under 8 oo e ey et e s W :
Please remember... () - ‘”'"“"|
e) Click Continue. | s P T !
bl |
Note: You may need to click the ety . 2.
5]
—_— When you are ready 1o

Maximize button in order to see

the Continue icon = on your screen.

Atter
Note: iendand

3. Main Menu — Health Savings Account Contribution Change

a) On the Main Menu, click Health

Savings Account Contribution
Change.

Main Menu

© Eamily Status Change
Make benefit changes as a result of a
qualifying change in family status.

° Update Dependent Information
Update basic data about your dependents.

€ Update Beneficiary Information
Add beneficiaries or update your beneficiary
designations.

€ 2016 Benefit Summary
View a summary of your 201€

€ PeachCare for Kids
Affordable healthcare for kids

© castlight
https://mycastlight.com/usg

€ Health Savings Account Contribution Change —_—

Change your Health Savings Account
Contribution for the current year.
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",é Contribution Change for Current Year

Job Tool

UniversITY SysTEM OF GEORGIA
SHARED SERVICES CENTER

3.1. Update Employee and Dependent Tobacco User Status
a) If you are making active elections, you |

. . g i % J
will be required to indicate if you or any Mg ——
of your covered dependents 18 years or
older are (‘:‘urrently using tObf(_:CO ! . You are required to update your Tobacco User status.
products. “Tobacco products” include —
but are not limited to cigarettes, e-
cigarettes, cigars, pipes, and chewin

: Ror. "’ ?
tobacco. Click OK.

b) Select the appropriate Option. N FLit NFORUATON FORMS LIBRARY Facs HeLe
INSTRUCTIONS
Note: If you select yes, $75 per stap 1:Seect o Q.
R ;@ggﬂﬁfg‘ﬁu‘;m Employee and Dependent Tobacco User Status o
tObaCCO USEI’ Wl” be added tO yOUI" night 2015 eection: No, | o not have current tobacco user(s) Cancel
monthly medical election. S tutoieen 44 s e conroge 70 3o oo O 000
S

A [0D3C00 USET IS ABNNEd 85 ANy EMPIOyEE OF COVEred GEDENCEN 18 YEArS OF GIIET WK IS Currently

C) CI iCk CO nti nue. xgiﬁﬁﬂfﬁnﬂm‘mm inciude buf are not kmided 10 Cigaretfes, e-cigarelies,

‘Yes, 1am a current tobacco user

No. | am not a current tobacco user

d) Read the acknowledgement and click

| Message from webrage [ = |
OK.

‘o I do hereby attest that the previous information is true and

¥ correct to the best of my knowledge. Ifurther acknowledge and
understand that I may be subject to a fine of not more than
$1,000 and 1 may lose health coverage for one year, if [
knowingly and willfully make a false or fraudulent statement or
representation to the Board of Regents of the University System
of Georgia regarding the information reported on this form or
other information pursuant to O.C.G.A. Section 16-10-20.

I understand that if I (or any of my covered dependents) start
using tobacco products after the date of this certification
without recertifying my or dependents’ tobacco status, I will be
subject to the penalties listed above.

3.2. Update HSA Contribution Amount
a) In the Annual Spending Account B ot mer s e ey o T e Monthly Spending Account
Elections section, click Health

Savings Account (HSA).

Benefit Plan Election Before-Tax Contribution
Flexible Spending Account Dependent Care Not Contributing $0.00
Health Savings Account (HSA) Contributing $4,000.00
Flexible Spending Account Limited Purpose Not Contributing $0.00
University System of Georgia Shared Services Center Page 4 of 6
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b) Read the information on this page.
¢) Any changes will be effective the first of
the following month.
d) Enter your Annual Contribution
Amount.
— If you are currently contributing to
an HSA, your annual contribution
amount should be the sum of:

1. The amount you have
contributed so far in the current
calendar year, and

2. Any additional amount you
would like to contribute through
the end of the current calendar
year

For example:

ADP Portal — Health Savings Account (HSA)

Contribution Change for Current Year
Job Tool

Annual Contribution Amount

$[4000.00

alth F5A balance as of 1172016, you will nol be eligible lo
Contimue
You may contribute 1o he Health $avings ACCOUNT on an annual Bass. In Grder 10 PaMIcIpate, you Must be
enrolied in the Consumer ChoICe HEA. HSA maxmum amownt of $5,000 applies to Family coverage cacai

($750 match). Singhe Coverage is imited to $2.975 annually ($375 mach). Fiease Note: If you are age
55464, you can contrbute up to $1.000 more 10 your HEA account. Flease Note: If you are age 5 or
wider and enrolled in a Medicare plan, you are not eligible to contribute to an HSA.

Hote: The employer will match your contributions up to 5750 for family coverage and 5375 for
single coverage.

A married individual may contribule to a (HEA) even if his or her spouse has a non-High Deductible Health
Plan, as long as the married individual is notl covered by the spouse’s Plan

Please review the Oplum HSA Tems and Conanions

HSA
To get started, please read the following disclosure.

In order to apply using onling enroliment, Yo MUSt consent 1o receipt of documents in electronic form,
Incluging your Health Savings Cusiodial Agresment. Your consent will appdy to 3l future applicatie
notices refating 10 your (HSA), mciuding confirmations of your onling insructions o elecions, until you
are no longer an accountholder of until you wilharaw consent as provided below

Al comemunications will Be provioed elecironically. If you wish 10 FECeive your HSA Summary in paper
Torm, you miy select that option by changing your eleciion in your Participant Profile of by calling
Healtn Account Senvices al 877-470-1771, AGailonal fees may apply 10f paper Cophes of appik abke
NOUCES (S6¢ 16 SChidule).

Current Annual Contribution $1,000
Additional Contribution $500
New Annual Contribution $1,500

— If you wish to stop your HSA
contribution, enter “0”.
e) Review the Optum HSA Terms and
Conditions.
f) Read the HSA Custodial Agreement

[1 By clicking the checkbox, I Consent to Receive Electronic
Notices.

Note: The only option for enrollment is
online. In order to continue with the
online process, you must consent to
receive electronic notices.

and Disclosure Statement.

Note: The only option for enroliment is
online. In order to continue with the
online process, you must consent to
receive electronic notices.

g) Click the box at the bottom of the page
By clicking the checkbox, 1 Consent
to Receive Electronic Notices.

h) Click Continue.

i) Click Submit. Logout I

RARY FAQs HELP

Submit

Cancel
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4. Certification Statement
a) The Certification Statement will appear.

JANE DOE

Read the Certification Statement. Cortieation Statement 2.
b) To certify your information, click I erifieation Siatemen 9

By submitting the changes you have requested, you are certifying that the information you have provided in

Ag ree. suppart of your requested change in election s true, accurate, and camplete and you are providing the
information intending that it will be refied upon by the Plan Administrator for purposes of effecting changes
in your coverage slections undr the Plan. Falsification of any of the information proviced to the Plan
Administretor may resut in your termingtion from coverage under the Plan, or termination of the coverage of
your spouse andior dependents. In addtion, the Flan reserves the right to demand reimburssment for
benefits pai! to you or anyone receiving benefits through you based on falsified claims

5. 20XX Benefit Confirmation

a) Your confirmation page will appear. Jae par o
b) Click the Print icon if you would like a 20X Benefit Confirmation )
printed copy of this page. Your Confiraatian rumber is 48219948
. . [Pemsonal information |
Note: You will also receive a - P —
confirmation statement in the mail e o -
delivered to the mailing address o
displayed on this page.
6. Logout of My Benefits
a) Click Logout. Logout I
PLAH INFORMATION FORMS LIBRARY | FhOs HELP
i Task Complete
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OVERVIEW

Use the ADP Self Service Portal to select your benefit elections.

Before You Begin

If you are adding dependents, you will need to have the birth dates and Social Security Numbers for
each dependent available before you begin the enrollment process. The Shared Services Center
(SSC) recommends using Internet Explorer or Firefox when selecting your benefit elections. There
are reports that the form cannot be submitted correctly when using Google Chrome.

Important: 2015 Change — Employee and Dependent Tobacco User Status

You will need to indicate if you or any of your covered dependents 18 years or older are currently
using tobacco products. “Tobacco products” include but are not limited to cigarettes, e-cigarettes,
cigars, pipes, and chewing tobacco. If you are not a tobacco user and you fail to select the correct
option, a charge of $75 will be added to your monthly medical insurance premium. You will have the
ability to correct the Tobacco User Status at any time; however, the effective date will be the first
of the month following the correction. The BOR will not allow refunds.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

Process Outline

1. Access the ADP Portal at https://portal.adp.CoOmM ....cuiiiiiiiiiieie ettt ettt ettt ereere e eebe e beesteesaaesanes 2
P o ]l o g I oo USRS 2
I = T=T ATl 1 A = [ Tot d o o LTSRS 3
S % W Yo [o I D T=Yo Y=Y o¥o [T ol o1 o] o 4 = [ [ SRR 4
3.2, Beneficiary INfOrmMation ......oo i e e e e e e e e e e e b re e e e araeeeenarees 4
S TR V1= To [ oF | I @01 7= - V= TSR PRP 5
S DT o = o 1Y T =Y - SRR 5
R TR VA o] o W €0 )Y <] - T={ = J PP PPPPPPPPPPPPPPPRPPPPPRE 5
3.6.  Annual Spending ACCOUNT EIECHIONS. ......uiiiiie e e e e e e e e e st aa e e e e e e s e annreeneeaaeas 6
3.6.1. Health Savings ACCOUNT (HSA)......oo ettt ettt et e e te e e e e eate e e e e tte e e e eate e e e eateeeeennteeaeennens 6
3.6.2. Flexible Spending Account HEalth (FSA) .....cieiiiiiiiiiieriertese sttt st 7
3.6.3. Flexible Spending Account LimMited PUIMPOSE....ccci ittt e e e e e e e e enne e e eee e e s 7
3.6.4. Flexible Spending Account DePeNdENnt Car€......c.iicccueiiiieee e cccciieree e et e e e e e e e e e e e anrrneeeeeee s 8
3.7. Basic Life with Accidental Death and Dismemberment (AD&D)......ccuuvieeeueeiieiieeeeeeieeeeecieee e et e e 8
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IR T = 1oy oVt o =YV B 1T = F= 1 o Yo TSP 9
3.9. Supplemental Life with Accidental Death and Dismemberment (AD&D) .......ccceevcvevecieerceecree e 10
00 0 TR Yo 11 =N I S 11
700 5 SR o V1 o N X S 12
3.12. Employee Accidental Death and Dismemberment (AD&D)........cueeceieiiieeiieerie e see e e 12
3.13. LONG-TEIM DiISADIIILY .vveeeiieiiiieciee et e et s e et e e e e e s te e e et e e s nteeeseeessseeenseeeneeesreeenneen 13
I B £ Vo T o K=Y 0 T D1 TY- ] 1 4 USRI 13
I R T I} LTy A [l STy T 4 (SRR 14
4. Employee and Dependent TODAcCo USEr StAtUS......ccuuiiiiiiiiieiiiiiee ittt st ee e e ive e e s abee e e s ave e e e snbaeeeenses 14
I 1T o 1= 1 YU T Y2 0 =T o USRI 15
6. CertifiCation STAtEMENT......cii ittt sttt e et e e s be e e sabe e s abeesabbeesabeesbbeesabeesabaeesabeesanes 16
7. 20XX BeNefit CONTIMMAtION coouviiiiiiiieece ettt ettt e st e et e e st e e s bt e e sbeesbbeesabaesabaeesabeesanes 16
8. LOZOUL OF IMY BENEFILS ... uiiiiiciiiiee ettt e e e e et e e e e e bt e e e e abaeeesstaeee s ssaeeeenssaeeeeansseeesnnsaeaenn 16
INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Click USER SIGN IN.

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Heec el Gettng Striaa?
ADMINISTRATOR SIGH IN Make This S2e Your Home Page.

b) Enter your ADP Portal User name and
Password.

. (Coaiall |jd0e@usg |
c) Click OK. |@i > ; |

[] Rernember my credentials

[ OKM’ Cancel

-

2. Portal Home Page
a) Depending on your access, you may or
may not see the Employee/Manager tab
on your home page. If the
Employee/Manager tab is displayed,
ensure Employee is selected.

Home = | Organization & Stafing = | Repods =

Memﬁe Center al a Glance

Manager

Click on the following
If you are a Manager, point to the Your ane-ston source for HR/Pavroll Benefits Time Card
Manager tab and click Employee.
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b) Point to the Benefits tab and click
Welcome.

c) Click My Benefits.

d) Read the bulleted information under
Please remember...
e) Click Continue.

Note: You may need to click the
a

| —

Maximize button in order to see

the Continue icon == on your screen.

3. Benefit Elections
a) On the Main Menu, click Newly
Eligible.

-——-0r----

Hame | Time & Atendance + Personal Information = | Benefits + | Career »

Pay & Taxes +

What's New Message (

Click

Welcome To Your Employee Portal
Your one-stop source for HRIPayroll BenefitsTime Card information

Pay & Tases =

Personal nfomalion « | Benefts | Career =

- [T

What's New

Cick onthe folowing Inkis)

Welcome To Your Employee Portal
Your one-stop source for HR/Payroll/Benefits/Time Card

DGR v T s s | P T | Prson toman » st «| o +

Welcome

Welcome To The Benefits Page

Bemefits

Click the link below 10 get staried.

@ - Windows Intarmet Exploer provided by Shared Services Web | <= IRGf, =

RN [Muimize]|
() el |

S o nroRATION | FORMS LiDRARY L T [

€ PeachCare for Kids
Affardable healthcare for kids in Georgia.

°New%fli;ihle
Mak tions hased on this event.

University System of Georgia Shared Services Center

Page 3 of 16

1005 George J. Lyons Pkwy, Sandersville, Georgia 31082
Toll Free (855) 214-2644 ¢ Phone (478) 240-6500 o Fax (478) 240-6414
Email helpdesk@ssc.usg.edu e Website www.ssc.usg.edu

Normal Business Hours: Monday through Friday 8:00 A.M. — 5:00 P.M.
Self-Service support is available at https://answers.ssc.usg.edu



mailto:helpdesk@ssc.usg.edu
http://www.ssc.usg.edu/
https://answers.ssc.usg.edu/
http://www.usg.edu/business_procedures_manual/documents/BPM_Section5_Supplement_SSC.pdf?highlight=Qualifying+Life+Event+Verification
http://www.usg.edu/business_procedures_manual/documents/BPM_Section5_Supplement_SSC.pdf?highlight=Qualifying+Life+Event+Verification

Wt

ADP Portal — New Hire Benefit Elections

Job Tool
4
i
UNIVERSITY SYSTEM OF GEORGIA
SHARED SERVICES CENTER
3.1. Add Dependent Information
a) For each dependent, complete the @
. . . | ; L | |
dependent information in the e i
- - [ ] PLAN INFORMATION FORME LIBRARY | FAGs [ HELP
Dependent Maintenance section — ' °
and click Add. 55 ik 0 U0 14 o o e s e, ot s o sy s v st e
5 e e ensien Totesote s e s ke b eoc @)
Note: When adding a dependent Sty s
to your coverage, submit the o o o i .
. el
appropriate dependent vt [ ——————
documentation to your institution :
HR/Benefits office within 30 days e Beneficiaries: Life Insurance with Accidental Death/Dismemberment
from your date of hire. e
et ciien
vttty tikingn o
. amily Status Change _ endent Maintenance
Changes to your benefits coverage G Rre—— wnome )
outside of New Hire and Open e e e
Enrollment can be made after a e
Qualifying Event. Please contact SPI = s
your institution’s Benefits office or
the Shared Services Center if you o ¥ e a2
have questions concerning a et e e
Qualifying Event or need to update e =
your benefits coverage due to a
Qualifying Event. —
b) When you are finished adding your
dependents, click Continue. T
3.2. Beneficiary Information
a) For each beneficiary, complete the ..
B L o
beneficiary information in the Yo o not have any hencficiarics on file. =
Beneficiary Maintenance
section and click Add.
b) When you are finished adding your st Narme
beneficiaries, click Continue. e
EEESS YN
Tp
Pl
SSN Format: 111223333 (no dashes)
g,;"'“ Format: 111223333 (no dashes)
Birtn Date * .| ’
:::::E, - Formet: 1112223333 (no dashes)
Add | Cloar |
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3.3. Medical Coverage
a) Select a Plan Option. SN
b) Select all dependents you wish to
cover. pr——
c) Click Continue. A 9

umlw-:u:ra nwe  Medical

d) You will receive a message with T Covtn hvm v oo oy oA oo, att

Step  Checkthe bex for | CRBN Can FEmER on By Garenis healh nsurance Soicy witd Me end of he MORM N which ey tui 26

the plan option you selected. If o | i o T2 i B ot M o sl o i G o

o cover. SUDGOM. Claimed 88 Gependents on yOU T3 reaum, Tesident of your housenok, enroled a8 Sudents o

the information is correct, click v R

OK. To change your election, click o s ot e

A FT3 monity surcharpe mi e apeined for each covered Tobecou User
Cancel.

Plan Options

PLAN IHFORMATION | FORMS LIBRARY | FAQs | HELP

dary tmverage for tetrees sndioe covrred deprederts who betome

Plan Mame oy plovee + playes +

[ Spouss Ore Child Fomity
tge Chowe HID 588,00 5184.00 $157.50 $254.00
Kaiser MO 57153 $150.00 412851 $207.00
Comorghenssre $85.00 $178.00 $152.50 $246.00
Gare
Y $31.00 $64.00 455.00  $86.00
e Cavernge $0.00

Dependent Coverage

You do not have any dependents on file.

3.4. Dental Coverage
a) Select a Plan Option. ﬂIATI*

b) Select all dependents you wish to P
Cover_ e PLAN IFORMATION I FORME LIRRARY | Fide 1 HELP
¢) Click Continue. SR R

Detaipnsotessnme  Dental

d) You will receive a message with bl h g ey b
the plan option you selected. If R S R

the information is correct, click e

Biose: if you need to 8dd,

OK. To Change your election, click rtered Sopandak plaans PR Ot ——————— |

zomact yaur campes Plan Hame i L .

Cance I Rt orfce. Seaune trem)
. Deita Dental High Qovoen
Shop % Ciik a the Pan $17.14 $34.36 $32.55 $54.82
Continue bution when
you e Triahed 1t L §13.87 $37.73 #7631 §44.36
N Coverage $0.00

Dependent Coverage

You do nol have any depeadents on file.

3.5. Vision Coverage

a) Select a Plan Option. N

fm

b) Select all dependents you wish to yiig

[ LA CRUATION | FORMS LIRARY I Faas [T
cover. o
v

¢) Click Continue. swptsmammpe | e
d) You will receive a message with s 9
the plan option you selected. If e T e e S S
the information is correct, click e

OK. To change your election, click T e

CONEACT YOUT COMpUS Plan + Child
Cancel.

snmarmed

anatts affice [ nly Spouse ’ T trem) Family:

Eysites

Step 3: Cick on the ek $3.19 $7.19 $6.07  §9.42
Contitue umon when
you are trmhed o Coversge $0.00

Dspandant Coverags

¥ou do not have any dependents on file.
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3.6. Annual Spending Account Elections
You have the opportunity to contribute to the following spending accounts:

e Flexible Spending Account Health (FSA)

e Flexible Spending Account Limited Purpose (Available if you elect the Consumer Choice
HSA plan and only to be used for eligible dental and vision expenses.)

e Flexible Spending Account Dependent Care

If you elected the high deductible medical plan (Consumer Choice HSA), you will be eligible to
particpate in the Health Savings Account (HSA) and will see this option first.

3.6.1. Health Savings Account (HSA)
You will see this option only if you elected the high deductible medical plan (Consumer Choice
HSA).
Note: The HSA spending account balance will carry over from year to year.

a) Enter your Annual Contribution T —
Amount. e R

b) Click Continue. et

C) You will receive a message with the st Health Savings Account (HSA) =a“
plan option you selected. If the oo i e o Comrunna b4
information is correct, click OK. To e
change your election, click Cancel. =" 000

WOTE: The annual

erder ahoudd ckate any
Bsnds comrieuted thougs
YOur employer snce.
Jansary 2015, pls say
et you woukd B to
conlriuis for B
remainder of the plan year. ™

By chicking the checkbox, | Consent to Receve Electrome Notices.
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3.6.2. Flexible Spending Account Health (FSA)
Note: The Health (FSA) spending account balance will not carry over from year to year.

a) Optional - Complete the %
Contribution Worksheet to m e
determine your expected annual | e e
expense. Click Update. Sl ) ! -

b) Enter your Annual Contribution G | o Poncing AccountHealh (FRA) o
Amount. I

¢) Click Continue. iorians e a5 5 000

d) You will receive a message with the P
plan option you selected. If the L R
information is correct, click OK. To p-dei S ' v

Vision care exsenses 5000

change your election, click Cancel.

Denisl e

5000

Mecical aqupment or scpples 5 000
el Care Professenal services. 3 000
Meacal treatment such 83 ACUpUNCIare and Feaing services s 000
Otmer sigiie medien! expenses not covered by your mescalphn g 0.00

Total Fatimated Figitin Frpanses 5 Update

3.6.3. Flexible Spending Account Limited Purpose

If you elected the Consumer Choice HSA, you will be eligible to particpate in the Limited Purpose
Account.

Note: The Limited Purpose spending account balance will not carry over from year to year.
a) Optional - Complete the
Contribution Worksheet to
determine your expected annual

Flexible Spending Account Limited Purpose
election: Hot Contributing.

expense. Click Update.
b) Enter your Annual Contribution 3000
Amount.
C) CIICk Contl nue. Eligible Dental and Yision Expenses Expected Annual Expense
d) You will receive a message with the Dechclbes o 2 pmens under your o e spunssceelr 5
. vigion bene ns .
plan option you selected. If the S -
- . . . § U
information is correct, click OK. To
. . 0.00
change your election, click Cancel. e penaes ;
Dental or vision Professional services $ 0.00
Other eligible dental or vision expenses not covered by your dental or
vision plan s 0.00
Total Estimated Eligible Expenses $ Update
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3.6.4. Flexible Spending Account Dependent Care
Note: The Dependent Care spending account balance will not carry over from year to year.

a) Optional - Complete the

FaN
. . i : Lgud
Contribution Worksheet to Al -
H N L 0 ORMATION FORMS LIBRARY FAOs HELP
determine your expected annual i ' ' '
expense. Click Update. ¥ L A L S
- - BB amount you want i t Dependent Care o
b) Enter your Annual Contribution et ey o o
$5.000.00
Amount. Sk el
c) Click Continue. o 5000
d) You will receive a message with the e i
p|an Option you selected. If the spxcmne Eligible Expenses Expected Annual Expense

¥eu s fihed In-heme care provider expenses 5 000

information is correct, click OK. To
change your election, click Cancel.

Dayeare expensas for o Seperdent adul or chid s 000

s 000

Wages paid s & houssleeper fr praviding care for as elghle 5000

Dessndent scUk Cace expenses (such 93 8 parent cared for i the
Rome], 88 NG 44 The 3aE depancent ives wilh you for mora Ban 3 000
SO% of the yes

Tutal Fatimated Fligible Fxpenses 3 LUpdata

3.7. Basic Life with Accidental Death and Dismemberment (AD&D)
a) The Board of Regents provides Basic

e
Life and AD&D coverage for 'EDHT oo
PLAN INFORMATION ] FORMS LIBRARY | rags I HILF
emplqy_ees. To add or upda_te a —
beneficiary for your Basic Life and DAL 9
- - FP provised Basic Life with Accidental Death and
AD&D insurance, click Beneficiary o oecmr  Dismemberment L]
Information. Vi Accwa Oain s | |Cove smown e o ot perod emounts.
Camerrierment by

H eriering & percariege
Note: You must designate a e AR 100N
beneficiary. If you have not e e

designated a beneficiary, you will be
prompted to do so.

grealer thas 0%

Bop & Chck on e
Continue eution when
yew are fhes
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b) To add a beneficiary, complete the
beneficiary information in the Nome Relation Address city State Zip  SSN M
Beneficiary Maintenance table D b
and click Add.
¢) To update a beneficiary, click on the
beneficiary’s number, edit the
information and click Update. reranes [
Made rdnd "
Lastiame* |
or
f(_rA- ~— ires) . e
f}:":" Format 111223333 (no deshes)
emoster [ | I
M,Mm. [ 1 Format 1112223333 (ro dashes)
K T N KT

3.8. Beneficiary Designations
a) Enter a percentage value (1% to
100%o) in the Percent field for each
beneficiary.
b) In the Designation field, select Fom Domestic Partnes 100 %  [Primay
“Primary” or “Secondary”.

Basic Life and AD&D - Coverage Amount: $25,000.,00

Name Relation Percent Designation

Note: If you designate more than one
person as “Primary”, the total percentage
for all primary designations must equal
100%. The same applies if you designate
more than one person as “Secondary”.
Examples:
1. One primary beneficiary designation:
Name Relation | Percent | Designation
John Doe Spouse 100% Primary

2. Multiple primary beneficiary designations:
Name Relation | Percent | Designation
John Doe Spouse 50% Primary
Jim Doe Child 25% Primary
Jane Doe Child 25% Primary

3. One primary and one secondary beneficiary
designation:

Name Relation | Percent | Designation
John Doe Spouse 100% Primary

Jim Doe Child 100% Secondary
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4. One primary and multiple secondary beneficiary Basic Life and ADKD - Coverage Amount: $25,000.00
deSignationS: Name Relation Percent Designation
Name Relation | Percent | Designation John Dos Domestic Partner 100 % ’m
John Doe Spouse 100% Primary
Jim Doe Child 50% Secondary
Jane Doe Child 50% Secondary
5. If a beneficiary is designated but is not intended
to receive a share of this benefit, assign a
percentage of 0%
Name Relation | Percent | Designation
John Doe Spouse 100% Primary
Jim Doe Child 0% Secondary
¢) Click Continue.
d) You will receive a message with the
plan option you selected. If the
information is correct, click OK. To
change your election, click Cancel.
3.9. Supplemental Life with Accidental Death and Dismemberment (AD&D)
a) Select a Plan Option. ﬁﬁT
b) To add or update a beneficiary for A ik
your Supplemental Life and AD&D e o e
insurance, click Beneficiary A= o
Information. S Lo i ﬁypplen:lenta! Life with Accidental Death and ‘g.

opbons in
e tabie 10 e 1

c) If you make a selection you must SoaniE | commtememsm e,
designate a beneficiary. A
Apcisentsl Death and Uption Caverage Amaunt Last
etmirg a e i Mnnesots SEL wiADAD - 1x 540 $61,000 $1.74

valie (1% fo 100%) &

Derson s isted bet i not

Filended o frecens 8 share
asaigh

Unemots SEL wIADED . 7 x $AL

Uinnesos SEL wisDSD - 3 X SAL

Mnodacts SEL wiADAD - 4 x SAL

Mnneaces SIL WIADSD - § x SAL

i

8

£

E

B

B
EEEEE

Unnessts SEL wisDaD - B x SAL

Hio Covernge

Peers et

SPOUSE [} L

s173,000 sian

$183,000 %522

5244000 5695

505,000 S1.69

SI66,000  §10.43
$437,000  $12.17
S4BE,000  $13.91

%0 $0.00

[FeneFclary Tnformastion

Designation

MNone -
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d) If you want the same beneficiary
you designated for Basic Life, enter Name Relation Address city State 2ip ssn | O
the percentage and designation. fJohnvoe  Spome

Camcel

e) To add a beneficiary, complete the
beneficiary information in the
Beneficiary Maintenance table

and click Add
f) To update a beneficiary, click on the s —
beneficiary’s number, edit the st §_|

LastName * |

information and click Update.

Contem r—
SsN* Format 111223533 (ro dashes)
emoses [ [ [
Proce oy
N . Format 1112223333 (no dashes)
[Update Jf Dakete | Add J Chowr |

g) To designate a beneficiary, refer to
step 3.8 Beneficiary
Desi gn ations. Name Relation Percent Designation

Jon os Coneste Pt 0 % [Pimay ]

Supplemental Life and ADKD - Coverage Amount: $44,000.00

3.10. Spouse Life

a) Select a Coverage Level. @
H i Logout [l
NOte: You mUSt have a Spouse on _ PLAN INFORMATION | FORMS LIBRARY | Fags 1 MR
file to elect Spouse Life coverage. ol
To add your spouse, click Cancel to ST Spouse Life o
go back to Benefit Summary and ErT
click Add Dependent. P T —
b) Click Continue. g L =
c) You will receive a message with the
plan option you selected. If the e
information is correct, click OK. To
change your election, click Cancel.
University System of Georgia Shared Services Center Page 11 of 16
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3.11. Child Life

a) Select a Plan Option. £
{ M / Logout [

Note: You must have a child on file BB e
to elect Child Life coverage. To add RiCT
your child, click Cancel to go back SEUSEUST  child Life o
to Benefit Summary and click Add T out show re ot buy Ao L
Dependent.  Erigedoori :__“:‘*,‘“ m} G o s ey Gt 1 o

b) Click Continue.

c) You will receive a message with the s
plan option you selected. If the = == o

information is correct, click OK. To
change your election, click Cancel.

3.12. Employee Accidental Death and Dismemberment (AD&D)

a) Select Coverage Amount. LN
b) Select Coverage Level. \ill/ i
I FLAN EORMATION | FORME LIBRAHY | Faas I MELF
STRICTIONS
: 9.
ol o Employee Accidental Death and Dismemberment o
Accisartsl Death and

Damembtrment nssracce 2015 slecsen: o Coversge Eaness
Coveragt you woukl e COBLE BhOWN are per pay perid smoants,
the tatle 1o me righ!

[P STReTPWEPR Flan Options

DRk I, Select Coverage Amount

S16p 3: Deagaate your Mo Covarage

ey i o
eotereg a pricentage Coverage Levels

valow (1% &2 10050, W o Umplayes Only Cost Family Cost

Beneficiary Designation

University System of Georgia Shared Services Center Page 12 of 16
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¢) To add a beneficiary, complete the
beneficiary information in the Name Relation Address City State 2ip SN 9,,_
Beneficiary Maintenance table Jjsomnpoe  spoume 9
and click Add.

d) To update a beneficiary, click on the
beneficiary’s number, edit the

information and click Update.
First Name *

Mkl it [

Lost Name * [

G
—

Format 111223333 (ho dashes)
Ewtn Date * 4 )‘

Prone oy

A . Format 1112223333 (no dashes)

[Uedute P owiere B add T cie |
e) T(?t dei):g8naBte a ?_er:]efICIary' refer to Name Relation Percent Designation
step 3. eneficiary
. . John D Domestic Part 100 % |Pr v
Designations. o " e
3.13. Long-Term Disability
a) Select a Plan Option. ﬁn
b) Click Continue. VAL e
- - H N A NFORMATION | FORME LIBRARY FAOs | HELP
¢) You will receive a message with the i '
plan option you selected. If the e R — _—
. . . . Long Term Disablity ong-Term Lisabl
information is correct, click OK. To IESREI [ s v e e e s o
change your election, click Cancel. oyl
Loy wption Cust
Nz Covernge $0.00
3.14. Short-Term Disability
a) Select a Plan Option.
b) Click Continue. Short-Term Disability
c) You will receive a message with the Costs shown are per pay period smounts.
plan option you selected. If the
information is correct, click OK. To Option Cost
change your election, click Cancel. © 2L = BT L9
R Mo Coverage $0.00
University System of Georgia Shared Services Center Page 13 of 16
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3.15. Lifestyle Benefits
a) Select a Plan Option or waive
coverage.
b) Click Continue.

ADP Portal — New Hire Benefit Elections

Job Tool
[y |
——————] PLAN INFORMATION | FORMS LIBRARY | Faln I L
WSTRUCTIONS
lnivemense LifeStyle Benefits Plan )
Camiet

cpton n e tabie 15 he
rght Cesls ahawn are per pay pencd amiuris

Walie et programs sdaresng some of ndey's sl et mauss. Sarices provided thnegh R

S0 2 Ok on B4 "
plon inchise: Tax Help Line, Legsl Services, D Tha® Profection, and Emergency Readuis Ssssiance

Cantiue butin sken
you are faned

Package Options. Opticn A Oplion B Oplion € Oplion D

BNl
bt N
el - B

Pet Care
Fitness Chub Discounts 4
Masmiber Cost por Manth £8.35 5085 5085 S11.50
Tomte o v rwrwes. ~d rerwye pe.

At s i st g
et aagd 1 T P

Uptien Cost
Dpten A 4,10
Optien B $4.93
Optien © 4.9
Qptien D $5.75
Viave 50,00

4. Employee and Dependent Tobacco User Status
Note: Some institutions offer options specific to the institution only. If your institution offers any
additional options you will be required to elect or waive these options prior to this step.

a) You are required to indicate if you or
any of your covered dependents 18
years or older are currently using
tobacco products. “Tobacco products”
include but are not limited to cigarettes,
e-cigarettes, cigars, pipes, and chewing
tobacco. Click OK.

b) Select the appropriate Option.

Note: If you select yes, $75 per
tobacco user will be added to your
monthly medical election.

¢) Click Continue.

| = |

Message from webpage

! \ You are required to update your Tobacco User status.

T

\. J
I i NFORMATION FORMS LIBRARY FaGs HELP
INSTRUCTIONS
v
Step 1: Select from the: Comtinue

;D":,l;‘,;:‘nﬁ'gg";l;m Employee and Dependent Tobacco User Status
ngl

2016 etecton: No, | do nat have current tobacco user(s) cancel
Step 2: Cick on the
Continue builon when
you are finished.

A 575 monthly surcharge wil be assessed to the employee and all dependents 18 years or older Who
are enrolied in Medical coverage and is a current (9bacoo user.

A fobacoo user is defined as any empioyee or covered dependent 18 years or oider wha is currently
using fobacoo products. “Tabacco products” include but are nal imied 1o cigarettes, e-cigarettes,
eigars, pipes and cheming lobacco,

‘Yes, | am a current tobacco user

No, | am not a current tobacco user

University System of Georgia Shared Services Center
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d) Read the acknowledgement and click

oK — L=

‘e Ido hereby attest that the previous information is true and
correct to the best of my knowledge. 1 further acknowledge and

understand that I may be subject to a fine of not more than
$1,000 and I may lose health coverage for one year, if [
knowingly and willfully make a false or fraudulent statement or
representation to the Board of Regents of the University System
of Georgia regarding the information reported on this form or
other information pursuant to 0.C.G.A. Section 16-10-20.

I understand that if I {or any of my covered dependents) start
using tobacco products after the date of this certification
without recertifying my or dependents’ tobacco status, [ will be
subject to the penalties listed above.

I oK ] l Cancel ]
5. Benefit Summary
a) Review your Benefit Summary for
accuracy. gl i
I PLAMN INFORMATION | FORMS LIBRARY | [ | e

MSTRICTIONS
b

00

Saep %: Caneldaly review
your eleetns e

2015 Benefit Summary

sozuracy
PP LTI R Banafits Effactive Date

o one of

dependents. cick on me The effective date of s event & 212015

nama nf this darandent

b) 1T you need to make a change, click the

apprOp riate Ilnk, make the necessary Benefit Plan Election Coverage Employee Cns‘;: Per
. Pay Perio:
change, and continue. before.  AfterTax
¢) Once your benefits are correct, click e e o

Sme it- D Choice HSA On; g $31.00 Submit
Tobacco User Status Ho Porst
Dental No Coverage No Coverage $0.00
Vision No Coverage No Coverage $0.00
B et Attt S Emoeyes

Supplemental Life with
Accidental Death and No Coverage $0.00
Dismemberment

Spouse Life No Coverage $0.00
Child Life No Coverage $0.00

Employee Accidental Death and

Dismemberment Ralcurecae) $0.00

Long-Term Disability No Coverage $0.00

Short-Term Disability No Coverage $0.00

LifeStyle Benefits Plan Waive $0.00
University System of Georgia Shared Services Center Page 15 of 16
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6. Certification Statement
a) The Certification Statement will appear.

JANE DOE

Read the Certification Statement. .
. . . . Certification Statement ¢
b) To certify your information, click 1 9
By submitting the changes you have requested, you are certifying that the information you have provided in e
Ag ree. support of your reguested change in slection is true, accurate, and complete and you ars providing the

information intencing that it wil be relied upn by the Plan Administrator for purposes of effecting changes
in your coverage slections undst the Flan. Falsification of any o the information provided to the Plan
Administrator may resultin your termination from coverage under the Plan, or termination of the coverage of
your spouse and/or cependents. In addition, the Fian reserves the right to demand reimbursement for
benefits paid o you or anyane receiving benefts through you based on falsified claims

7. 20XX Benefit Confirmation
a) Your confirmation page will appear.
b) Click the Print icon if you would like a
printed copy of this page.

JARE DL .
200X Benefit Confinmation ="

Taur Cordireestian Mussher i 0710908

Personal Information

Note: You will also receive a

confirmation statement in the mail o —— e— 1204 Hapey Bt
delivered to the mailing address —— i —
displayed on this page. o
Br‘prtp::d Afer Tas
8. Logout of My Benefits
a) Click Logout. Logout I
PLAH INFORMATIOH FORMS LIBRARY FAGQs HELP
il Task Complete
University System of Georgia Shared Services Center Page 16 of 16
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OVERVIEW

Use the ADP self service Portal to view your current benefit elections.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Click USER SIGN IN.

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Heeq el Gattng sarisc?
ADMINISTRATOR SIGN IN Mae Ths St Your Feme Page

b) Enter your ADP Portal User name and

Password. T 1| [idee@usg |
c) Click OK. |E‘ [Easwars |

[[] Remember my credentials

2. Portal Home Page
a) Depending on your access, you may or
may not see the Employee/Manager tab
on your home page. If the
Employee/Manager tab is displayed,
ensure Employee is selected.

[l Home | Organization & stafiing ~ | Reports =

Employes

I‘.‘IussaHE Center at a Glance

Manager

Welgome To Your Employee Portal Click on the ollosine
Your one-ston source for HR/Pauroll/Benefits/Time Card

-——-0r----
If you are a Manager, point to the e
Manager tab and click Employee. Wi o ' ' Messan ¢
Your ane-stop :m%ﬁnmm%cm it o
University System of Georgia Shared Services Center Page 1 of 2
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b) Point to the Benefits tab and click
Welcome.

c) Click My Benefits.

3. Benefits Website
a) Click Continue.

b) Click the 20XX Benefit Summary link
for the current year.

& Task Complete

W Time & Attendance vl Pay & Taxes ~ I Personal Information ~ | Benefits ~ | Career -i
What's New 2] at a Glance

Welcome To Your Employee Portal Chick on the follasring link(s)
Your one-stop source for HR/Payroll/Benefits/Time Card
IR orvo - | e s apendanse = | Fay s Tasns = | Parsonat iomatan = [Breares <] Garear |
Welcome
Welcoms To The Annarits Page
—

v P  wacmer

Berefis erroleend b Sk .

Dverts. H you Fave o vour Denens Crice of

Elenufits

bk e Brnk B T et sartinl,

e

Welcome to the University System of Georgia benefits website.
Please remember...

& ou must submit your elections. Review your elections on the Summary screen and click the.
Submit button to save those elections.

& The system is designed to work with the navigation buttons provided on the ste. Do not use the
Back and Forward buttons on your browser.

& Usethe scroll bar to view all of the information on each screen

@ “rou will need to provide birth dates and Social Security Numbers for dependents you wish to
cover. If you do not have this information available at this time, you may wish to log off and return
10 the site when you have this information

& “Vou can only make changes to your benefits slections during the Annual Enrollment period or due
t0 a qualifying life event change such as marriage, birth, etc.

After 30 minutes of inactivity, your access to the site

NoOte:  ilcnd and any changes you have made will be lost.

| | PFLAN INFORMATION FORMS LIBRARY FAQs HELP

Main Menu

9 Eamiy Sfotus Change @ 2016 Benefrt summary
Make benefit changes as a result of a View a summary nfwd}ms benefits.
qualifying change in family status
Py © Peachcare for Kids
Update Dependent Information Affordable healthcare for kids in Georgia,
Update basic data about your dependents,
@ castlight
© update Beneficiary Information hitps Hrryeasthght comiusg
Add beneficiaries or update your beneficiany
designations.
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OVERVIEW

ADP Enterprise eTIME is the Time and Labor Management system used by employees to:
Enter and review hours worked

Enter exception time (vacation, sick, and personal)

View exception time accrual balances (vacation, sick, and personal)

Request or cancel time off

Request or cancel leave time

New Employee

If you are a new employee, never worked for an ADP supported institution, you will need to follow
these instructions at least one day after you have registered for the ADP Portal in order to access
your electronic time card or “timestamp.” The system will not allow you to add eTIME until you have
been an active employee for at least one day. If you attempt to access eTIME without following this
process you will receive an error stating, “Your account has not been properly configured.” In order
to add eTIME, you will need your ADP Employee ID (provided to you by your institution).

Returning Employee

If you are an employee that has worked for an ADP supported institution, you will use your existing
ADP User ID and Password. On day two, you will need to follow these steps to delete and then re-
add eTIME. The system will not allow you to add eTIME until you have been an active employee for
at least one day. If you attempt to access eTIME without following this process you will receive an
error stating, “Your account has not been properly configured.” In order to add eTIME, you will need
your ADP Employee ID (provided to you by your institution).

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. To obtain your ADP_Emplovee 1D through the ADP Portal at https://portal.adp.com
a) Click USER SIGN IN. : - .

—— e
-—

-

User Sign In

USER SIGNIN

ADMINISTRATOR SIGN IN

University System of Georgia Shared Services Center Page 1 of 5
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b) Enter your ADP Portal User name and
Password.
c) Click OK.

|idoemusg |

| Passward |

[ | Remember my credentials

[ or((ﬂ.nl][ Cancel |

N

d) Depending on your access, you may or
may not see the Employee/Manager tab
on your home page. If the
Employee/Manager tab is displayed,
ensure Employee is selected.

Home ~ | Organization & Staffing v | Reports ~ |

Message Center at a Glance

Manager

Walcome To Your Employee Portal Chck on the fallowint
Your one-ston source for HR/Pauroll/Benefits/Time Card

-—-0r----

If you are a Manager, point to the
Manager tab and click Employee.

|tome - | Time & amendance = | P& Taves = | Parsonal informnation = | Benefits | Caresr >

What's Mow Ml':aiéltl! C
Walcoms To Your Emplayes Portal o
Your p source for HR/Pay Time Card

e) Point to the Personal Information tab
and click General.

7 ]ﬁ]ﬁﬁ Welcome,

CLLDTIRSN Home ~ | Time & Attendance ~ | Pay & Taxes ~

‘ersonal Information ~ | Benefits = | Career -

What's New
Emergenty Contacts
Addresses
Welcom FPhone Numbers . Portal
Your one-stop source for HR/Payroll/Benefits/Time Card informatic
f) Your personal information is displayed. Personal Information

g) Note your Employee ID.

The followring personal information is stored in your personnel record. To change any of the information below, pleass
Personal Information

Hame:

Employee ID: 000000

ity Humber: —/_\xxxxxxxxx Reveal S3M

Sock

2. Access ADP Netsecure through the ADP Portal at https://netsecure.adp.com
a) Point to the Time & Attendance tab ZN
. LUOL
and click Welcome. : :

Welcome,

SR Home » | Time & Attendance v | Pay & Taxes | Personal Information + | Benefits | Career «

Welco me“

What's New
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b) Under Additional Links, click the link J Time & Attendance | Pay & Taxes ~ | Personal information ~ | Benefts » | Career +
for ADP NetSecure. Welcome

Welcome to the Time page- you can record and review your work, sick, vacation and
personal time using ADP eTime. Please select one of the links below to get started.

Managers/Approvers: Click Here to access eTime.

__Allother emnloyees: Click Here to access eTi
99: Ullek Here — S

e TIVIE DoCUMeNtauwr~. —

Additional Links:

Click this link to add eTIME AD% EatSa:ur&.

¢) Enter your ADP User ID and
Password.
d) Click SIGN IN.

English (US)

Welcome to the ADP®
Security Management Service

User ID #) Administrator Sign In

jdoe@usg a

[
.

Remember My User ID @

Password (case sensitive)
T—— a ‘

SIGN IN

Forgot your user ID/password?

3. Add or Re-Add eTIME
3.1. Manage Services
a) Point to Myself on the menu bar and g
click on Manage Services. R v e

Quick Linké

+ Upte s Sec My Questons Wid idmers

«f TGN St
« Managt Strvices o
ke
s + Udsiefagtiva your mobié phone elcied T recevetert megeages (it your
e ‘/, RPN 0 ACCEE 10U Teguti)
¥} ] APswniites + Ehinge ois prssuied

t securiy nancaions from
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b) For the service Enterprise eTIME,
click Add if you are a new employee
-0Or-
click Delete, then Add if you are a
returning employee.

Manags Services

Manage My Services

The following ADP senices se curmently availsble 10 you. To asscciate another serice wilth your user account, click Add. To resnove
a serice from your account, chck Delete.

I you huve 3 enice that is pending and wanl 1o use your pay statement or fem W2 1o sssociale thal serice with your user
aceouni, chek Try Again.

kmportant: it ADF servces are displayed wthoul AddDielete options nest (o them, you sutomatically beve access 1o those poducts.
Yo dunt need 1o add them sepaately

Sl Saracn

Celgto,
T

Wi v wama whirmation m ool 1o wirdy your bty Piasia tomplets Da rkmaton on el i

i

iPayStatomants
::e:r::”:nw
3.2. Verify Your ldentity
a) Enter your ADP Employee ID in the —
Enterprise eTIME Employee 1D field.
Refer to step 1.9. e S
b) Click Submit.
Vierify Yot dandity
b = Pegared
{rtwrpeise aTime Indomation
Entepiisn e THIE omployes D1 + |

3.3. Confirmation
a) If Enterprise eTIME has been added P
successfully, you will receive 2
confirmation. o e
b) Click Log Out.

Manage Jervcen

Manage My Services

ﬁw‘u 0 prowcied By g masagee e e BTarelvites |

T fkowsng ADP varices e compelly mvadible 1o yout To wnsocinte ncther senicn wih pour uier sccous, chek Add T romad o sancn o piur accient, clck Daleie

¥y b 3wt i o peedine and wand b0 e i pay etabemind i om0 I omeainte ha maica sith yaur uver acconed, ckck Try Agaln,

Impectumt: ¥ ALF' senvcen ae dplaped it AdiDviele cptions st tn [ham, you sutamaticaly hwe e 1 thase prodith. Yo dont need 1 them separiely

TR e T b bovn 3 sconmetly

4. Access Enterprise eTIME through the ADP Portal at https://portal.adp.com
If you performed step 1, Obtain your employee ID through the ADP Portal, and you did not log

out of the Portal, proceed to step 4.e.
a) Click User Sign in.

First Time User

User Sign In

USER SIGN IN CREATE ACGOUNT

Hees e Gating striec?

ADMINISTRATOR SIGN IN Mae Trs St Your Fame Page

& Forgot You Lear B

. Forgot Your Passuced?
Cranga Your Passaars
Update Your Securty Profie
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b) Enter your ADP Portal User name and

Password. T g [decmusa |
. | Passwrord
c) Click OK. El | I

[] Remember my credentials

[ oK [ canca |

may not see the Employee/Manager tab
on your home page. If the
Employee/Manager tab is displayed, . Welcome To Your EmployesPortal Cuck on e followy
ensure Employee is selected. re——m R ——

Message Center at a Glance

d) Depending on your access, you may or mm, | Ciganizaton & Stafing = | Repors ~ |
Manager

-—-0r----
If you are a Manager’ pOInt to the Home « | Time & Aiendance Plr!Yuw:vf_Purﬁun-IhﬁumﬁOﬂ'|08n|ﬂ|=":calvarv
Manager tab and click Employee. e e Maseazs €
Walcoms To Your Emplayes Portal o
Your ane-stop source for HR Time Card

e) Point to the Time & Attendance tab

: 3 ‘U‘““TI‘ : Welcome,
and click Welcome.

TR Home v | Time & Attendance «

Welcome,
d

Pay & Taxes w | Personal Information « | Benefits « | Career |

What's New

f) CI'Ck the Ilnk for A” Other emp'OyeeS. H.urle' Tiiree: & Aiendance v | Paph Tanes '|Pe|w||allufuuru'l.u|' Benels ¥ | Gareer +
Walcoma

‘Welcome to the Time page- you can recond and review your work, sick, vacation nd personal ime using ADP eTime.
Please select one of the links below to get started

Managersidpprevers: Click Here to access eTime.

All other employees; Click Here o access eTime. Employees click here l

& Task Complete
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OVERVIEW

In accordance with Board of Regents Policy Manual Section 7.5.1.1, Required Electronic Transfer of
Funds, electronic funds transfer (direct deposit) is the required method of payroll payments to
employees. All newly hired or rehired employees on or after July 1, 2011, are required to enroll in
direct deposit (bank account or pay card) within thirty (30) days of hire or rehire and remain
enrolled in direct deposit for the remainder of their employment.

Newly hired or rehired employees are required to sign the “Direct Deposit Notification Form,”
(retained at the institution) indicating their understanding and compliance with USG’s direct deposit
policy. Any such employee who does not complete the appropriate direct deposit information within
(30) days of hire or rehire, and who is not granted an exemption as provided for herein, may be
subject to dismissal. There are no Pay Groups that are exempted from the direct deposit
requirement.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us at toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access the ADP Portal https://portal.adp.com
a) Click USER SIGN IN.

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Heeq el Gattng sarisc?
ADMINISTRATOR SIGN IN Mae Ths St Your Feme Page

b) Enter your ADP Portal User name and

Password. T ] [ifeemuss |
c) Click OK. IE] [Fasomora |

[C] Remember my credentials

[ OKM[ Cancel |
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?ﬁ ADP Portal - Add or Update Direct Deposit Information

2. Portal Home Page
a) Depending on your access, you may or
may not see the Employee/Manager
tab on your home page. If the
Employee/Manager tab is displayed,

Home « | Organization & Stafing - | Reports ~

Message Center at a Glance

Manager

Click on the following
Your one-stoo source for HR/Pavroll/Benefits/Time Card

ensure Employee is selected. e Oree-
[ eme = | Time & Atendance | Pay & Tares | Personsliformation v | Benets = | Career

If you are a Manager, point to the Wt e JHumene
Manager tab and click Employee.

VAT SR aon for HEURRyTa VB Sr e Time aFd -

3. Pay & Taxes
a) Point to the Pay & Taxes tab and then Rl - - | Time & Atendance ~ | Pay & Taxes = Personal inormation ~ | Benefis | Gareer +|

click Direct Deposit. MWhats Now Yoppoms

Pay Statements

Y

Tax Withholding Welcor
Deductions Your one-stop source

4. Add Deposit Account Information
a) Click Add New @ awter |
b) Select the Account type.
c) If you designate multiple accounts to
distribute your net pay, indicate the

Mow Parti Beposi

Priority for each direct deposit. ok bt ; A ——
i i ; e ‘ s oty Tl oy
Note: During direct deposit et , e e gty Py
. . . . Confim Accient Bbes: ) bemwmunn&nlwenanmayees
processing, distributions are made to — g b lard

accounts in order of priority. Funds are
deposited into the account with the
lowest priority first.

d) Indicate the deposit Amount or ; : ‘ st s
Percent of pay to be deposited.
e) You should select one account as

Remaining Net Pay Account. This is
the account that receives any
remaining pay that is not allocated to
other direct deposit accounts.

Priority Example:

You would like to have $50.00 from each check
deposited into a savings account (1) and the
remainder deposited into a checking account

Note: This is the account that will be 2).
used for your employee
reimbursements if your institution uses Amount/
the People Soft Financials Travel & Account Priority Percent
Expense Module.
P 1 10 $50.00
f) Enter the Bank Transit Number; .
enter the bank transit number again to 2 100 100%
Confirm.
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g) Enter the Account Number, enter the e .
account number again to Confirm. ns

h) Read and agree to the statement. Bt T —

i) Click Save @ s e T

j) To add multiple accounts, repeat steps e —— ;

4.a—4.i.

have ageed o el sllement. | auhoi ) el ¥ e e
. auberic oy esploes, o s sevioe gl prvide, e e bk o reum s nds el o s
P ey s undesand b y e iy

5. Update Deposit Account Information

a) Click the Account name you wish to e ity DekTra .
update. Account 1

b) Update the appropriate information. fecount 2

c) Click Save Save

Note: If you are updating the priority
on an account you will need to delete it
and add it as a new one.

Note: Once enrolled in direct deposit or pay card, employees are required to remain enrolled in
direct deposit or pay card for the remainder of their employment.

M Task Complete
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OVERVIEW

You can utilize the ADP self-service application to Go Paperless and enroll to receive your annual
W-2 statements electronically instead of receiving your W-2 through the mail. Receiving your W-2
electronically not only reduces the risk of identity theft since sensitive personal information is not
sent through the mail, it also gives you the ability to access and print your W-2 statement earlier
than receiving your statement in the mail.

You elect to receive your annual W-2 statements electronically once. Your consent applies to annual
forms furnished every year until consent is withdrawn. You may withdraw your consent at any time
by changing your election on the secure website.

uUntil you select the option to “Go Paperless”, you will receive a pop up message reminder on the Pay
& Taxes Annual Statements page on the ADP Portal.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process,
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Click USER SIGN IN.

User Sign In First Time User
USER SIGN IV

ADMINSTRATOR SIGN IN

& Forgot Your Lsar D7

a Fo wers2

b) Enter your ADP Portal User name

and Password. T l [jdos@usg |
C) C|ICk OK. ||E | Passwrord |

[] Remember my credentials

[ OKW[ Cancel |
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2. Portal Home Page
a) Depending on your access, you may
or may not see the
Employee/Manager tab on your home
page. If the Employee/Manager tab is
displayed, ensure Employee is
selected. ----Or---

bl ome | organization & Stating ~ | Reports |

I.‘lussas:r Center at a Glance

Manager

Welcome To Your Employee Portal K o o TR
Your one-ston source for HR/Pavroll/Benefits/Time Card

Home » | Tine & A@endance ~ | Pay & Tanes = | Personal infosmabon ~ | Beneits ~ | Career ~ |

If you are a Manager, point to the What's How

Hussage C
Manager tab and click Employee.
Wour ane-stop nmmm:mlﬁlcm Infarmatian e
3. Enroll to Go Paperless
a) P0|nt to the Pay & TaXGS tab and WHumE = | Time & Attendance ~ | Pay & Taxes v]F'arsonallnfnrmaﬁun vhBeneﬂl:; v|Camar M|

then C||Ck Annual Statements What's New | \:'e'i:me L Meﬁaae Center at a Glanci

ay Staternents

[ Direct Deposit
M Tacwiholding | Click on the follow

Your one-stop source for HWP!Wk Card

informati: Benefits News

= To access the eTime system, go to the “ dropdown

b) Click Go Paperless. [ T g R

Antsal tatements

N
gogreen

Join the thousands have helped the by “going green” and electing not to have their annual statement printed and
malled. R is good for you and it s good for the emvironment.

Mot

W
£3? |qogreen
c) Read the statement and select the Rl oeve - | Tina i Atndance = | Py & Tauer =] Parsonintormaton | Banaits = | Caresr = |
Access my annual statements (W- MEERATEES ?
2s and W-2Cs) online only check § N
box. 5 o
d) CIICk NeXt- . h_‘:\\: 2% and WE2C ) onine only. You will na lnger receive L After
If the Next button appears dimmed, T o T
it is unavailable. W) o
COm e
You have already elected to receive
your W-2 electronically, click Cancel.
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e) Read the statements and click Rl e = | e s tetonce = [Por 5 7ames < Persnsinormnaton | Benatts = | reer =
Accept. Annas Sistemons .
ek Acced o -'_ g N—

1, By ACCEPANG 10 g0 PAPANIASS, YOU CONERNT b0 SIOP IACARNG RAEr anNual TOMYE (A% 76 and V¥ TCE) and ACCASS YOuT 3ms anly on
0 securn wobshe, This agreemend onty applies i Forms United E2ates W-2, W2 Vingn Island -2 and W2-C Misc
D7ye 306 ecening 3 Puero RICS V2 or 3 10958, paperwill 301l B¢ sert}

2. ‘four consent applbes b annus forrns famished every year sl s consent i withdran

3. Hardware and Software required. A compules with Inberred access, a browser capable of Ssplaying mest common inbernel web
pages, and ihe abiity b view your orling formie. Moss: Yiou will red b confem vour 3ilRy 1o view your onling farms on the following

page.
4. You may withdraw your s ary rne b 1 the secure webise. Hyou withdraw your consent, you will
Teceke & confemation mesEape e a-mail. If you no longes nm a:essa fou paall L]
consens Fyour p withawS cOnSant on your bahal, you wil 1aceiw 3 confiemation lessr from your
tmglnyar

ﬁ”w [

f) Verify that you can view annual Timmsremam <7 o - o« ety Lo
statements online. A confirmation e
number will display on your screen. =
If you cannot see the confirmation
number, click Cancel to close the
page. Make sure that you have the Y/ P

Iatest VerSIOn Of Adobe Reader Please enter the confiration number shown below into the designated area
installed and try again.
Enter the confirmation number LAz

Please enter th

displayed in the Enter confirmation
number here field. The number is
case sensitive.

g) Click Save.

4. Verify Your Notification E-mail Address

a) If the default E_mall address |S IR e = | Time & sssndance = | Par & Tases - | Parsonst inssrmanon = | Benstis = | Career =
correct, click Done, this completes pmsam———
your enrollment for paperless W-2s. T o 5 37, 8
_or_ Email Address: [doe@usg s
50.-. Wl coneel
If you would like your notification sent ha tou _
to a different E-mail address, click Thar o e s e pae o of e s b A2 W3 ok 1000 e accosa s [ o s bk sl
Edit P T A R N S D ST A
il A s Ioegiusg eds By
Q
el
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b) Enter the new E-mail address and
click Save.

Important: Changing this E-mail
address affects notification for both pay
statements and annual statements.

c) Click Done, this completes your
enrollment for paperless W-2s.

5. Select Notification Options

Electronically

Job Tool

CEEZRR Home ~ | Time & Atiendance - | Pay & Taxes ~ | Persanal Information ~ | Benefits ~ | Career ~

Annual Statements

Change Your E-mail Address
Important: Changing this e-mail address affects notification for both pay statements and annual statements

Current E-mail Address: jdoe@usg edu

Hew E-mail Address: »

...........

Note: Each year when your annual W-2 becomes available on the website, you will receive a
notification to the email address you provided if you select the Notification Option for Annual
Statements. This is separate from the Go Paperless option; you will need to make this
additional selection to receive an email notification when your W-2 is available.

a) Click Select Notification Options.

b) Select Send e-mail notification
when new annual statements are
available.

c) Verify the E-mail address is correct.

Click Edit if you need to modify your
e-mail address.

# x| Py & Tases - | Parssnst informason = | Denests = | Carser =

R e - | e s ptengance < [Fars Tases - | Porsonstsiomaton | Besstes = | Gamer -

Wislome
Annual Statements

‘Seluct Hotifications Gpsans

sption, an e- E wherea b W20 o 10561)

[y - Hesgusg sdu £t

E‘r—. Cancel

Note: After you cease employment, your W-2 and payroll information will be accessible through
the ADP Portal for up to three (3) years. You will not have access to other ADP functions. Use
the same user ID and password when last employed. If you need assistance, contact our SSC

Customer Support team.

S| Task Complete

University System of Georgia Shared Services Center

Page 4 of 4

1005 George J. Lyons Pkwy, Sandersville, Georgia 31082
Toll Free (855) 214-2644 ¢ Phone (478) 240-6500 o Fax (478) 240-6414
Email helpdesk@ssc.usg.edu ¢ Website www.ssc.usg.edu

Normal Business Hours: Monday through Friday 8:00 A.M. — 5:00 P.M.
Self-Service support is available at https://answers.ssc.usqg.edu



mailto:helpdesk@ssc.usg.edu
http://www.ssc.usg.edu/
https://answers.ssc.usg.edu/

View and/Zor Print Annual W-2 Statements

Job Tool

Universimy System 0 GEORGLA
SHARED SERVICES CENTER

OVERVIEW

This job tool provides the steps necessary to view and/or print annual W-2 statements through the
ADP self-service Portal. You will need to register for the ADP Portal, refer to the “Register as a User
for the ADP Portal” Job Tool.

After you cease employment, your W-2 and payroll information will be accessible through the ADP
Portal for up to three (3) years. You will not have access to other ADP functions. Use the same user
ID and password when last employed. If you need assistance, contact our SSC Customer Support
team.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process,
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Click USER SIGN IN.

User Sign In First Time User
USER SIGN IN CREATE ACCOUNT

ADMINISTRATOR SIGN IN

b) Enter your ADP Portal User name

and Password. T [deemusg |
c) Click OK. IE] Pazsword |

[[] Remember my credentials

[ oK [ cance |
i\
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2. Portal Home Page

a) Depending on your access, you may

or may not see the

Employee/Manager tab on your home
page. If the Employee/Manager tab is

displayed, ensure Employee is
selected.

If you are a Manager, point to the
Manager tab and click Employee.

3. View W-2
a) Point to the Pay & Taxes tab and
then click Annual Statements.

Please see the note below with special

instructions for Mac users.

b) Click the year you wish to view.

Note - Special Instructions for Mac

Users: Mac users will need to download a

PDF Browser Plugin.
— Click the link for Mac users.

Home | Qrganization & Stafling = | Reports = |
I.‘lussastr Center al a Glance
Manager

Welcome To Your Employee Portal ClcK n tha follnethc
Your one-ston source for HR/Pavroll/Benefits/ Time Card
--=-OF----
Horme | Time & ABendsnce = | Pay & Twnes = | Personsl Information = | Benetts = | Caresr = |
What's Nuew M ussage [
Welsoms To Your Employes Partal ek
Your &ﬂl-l‘ﬂp source for mmllﬂhmﬁnml Card infermation

[CEETRgl Home ~ | Time & Attendance ~ | Pay & Taxes ~ | Personal information ~ | Benefits » | Career - |

Welcome
What's New Message Center at a Glanct
e oy Shatements —
Direct Deposit
To Your Lm TaxWithholdi Click on the follow
Your one-stop source for HR/Pa .. le Card
informati

Benefits News

= Toaccess the eTime system, go to the

R oo - | Time b Asendance = [Py & Tarws + | Personalefomaton = | Benetts = | Carver =

Anmusl Statements
—

Thes o chaphens Bor arruad s Sorvas arvslatly v wapvereg. Cich s b e By v et
T o e crdes fox 3 ymars

T A B A4 TS A41 BGOSR Sttty iy B ). i A Rt ] IAMRAIA A, 0 s S o 4 BAREAE it 1] B AARETal At bs

G Paperiass For INSUCBOns 0N how 10 #nesll, (50K Mé reen iKen.

2 I Click the year you wish to view. [

mmvﬁmam&tev Pay & Taxes ~ | Personal nformation ~ | Benefits ~ | Gareer

Annual Statements [

o Paperiess | Select Notification Options | Change E.-mail Address

Annual Statemant Summary

This page dsplays the annual 1ax forms avalabie for viewng ClICK the 1ax year 10 view details
Tax forms remain online for 3 years.

* You will need the Adobe Reader plugein (mos! people already have ). I you dont hive it installed, you can click here or
contact your IT department for asssstance

Mac users, pleass click 110 fffmmmm—

Having difficulty viewing your W-27

It your intermet browser & Firefox and you are having difficully viewing your W-2. Iry using Chrome of Internet
Explorer.

University System of Georgia Shared Services Center Page 2 of 4
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— Read the message and click OK to

proceed.

— Download the PDF Browser Plugin.

4. Print W-2
a) Place your cursor on the W-2 to
display the toolbar.

=

b) Click the Print icon

5. Select Notification Options

- B
Message from webpage ﬂ

. You are about to leave ADP's secure web site, Although ADP's web site
é will remain open, if the application times out, you will need to reenter
your user ID and password when you return to the ADP site, Clicking OK
at the bottom of the page will take you to a non-ADP web site. ADP
does not endorse, and is not responsible for, the content of any third
II party web sites, Please remember to close your browser at the end of
YOur session,

Schubert|it

Products | Downloads | Support | About | Purchase at Kagi

PDF Browser Plugin

The best POF viewer - right In your browser

= Vitw Quartz compatible POF

PDF Reference and Postseript documents
1 Ovarsirs therd edion within web browsers.
e
gty u Easy to use with plugn

and standard action
menu.
= Spit view allows to compare
diferent pans of one
document.

Adsioe Tl Dimumen! Tomar

to help describe portions in more
e ncludes Tnformation that will alse be helpful.

ARNINGS SUMMARY H

Note: Each year when your annual W-2 becomes available on the website, you will receive a
notification to the email address you provided if you selected the Notification Option for
Annual Statements. This is separate from the Go Paperless option; you will need to make
this additional selection to receive an email notification when your W-2 is available.

a) Click Select Notification Options. RS o = [ oo e v =777 <] Prssotoron = [ dnnes = G =]
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b) Select Send e-mail notification

IR tomo | w8 Ateecance » [ P & Taues. | orsons omaton | Bvates = | Garee. |
when new annual statements are _—
available. — R
¢) Verify the E-mail address is correct. ®
Click Edit if you need to modify your s Pugpn Ea
e-mail address. s ) O oo

“| Task Complete

University System of Georgia Shared Services Center

1005 George J. Lyons Pkwy, Sandersville, Georgia 31082
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Self-Service support is available at https://answers.ssc.usg.edu

Page 4 of 4




% ADP Portal - View and/or Print Pay Statements

{Q Job Tool
N0

UNIVERSITY SYSTEM OF GEORGIA
SHARED SERVICES CENTER

OVERVIEW

This job tool provides the steps necessary to view and/or print pay statements through the ADP self-
service Portal. You will need to register for the ADP Portal, refer to the “Register as a User for the
ADP Portal” Job Tool.

After you cease employment, your W-2 and payroll information will be accessible through the ADP
Portal for up to three (3) years. You will not have access to other ADP functions. Use the same user
ID and password when last employed. If you need assistance, contact our SSC Customer Support
team.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process,
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Click USER SIGN IN.

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Heec e Gettng Sariac?
ADMINSTRATOR SIGH IN Haks Tris Soe Your Home Page.

b) Enter your ADP Portal User name
and PaSSWO rd The server (g:lewa’y.adgl.(mm 2t Admin Access [23:00:08:8230] requires a
. i e e :
c) Click OK.
| - | johndoe@usg |
e - )
. | Remember my credentials
oK [ cances
University System of Georgia Shared Services Center Page 1 of 4
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2. Portal Home Page
a) Depending on your access, you may
or may not see the
Employee/Manager tab on your home
page. If the Employee/Manager tab is
displayed, ensure Employee is

Home + | Organization & Staffing ~ | Reports ~ |

I’nessaae Center at a Glance

Manager

Welcome To Your Employee Portal IR DR
Your one-stoo source for HR/Pavroll/Benefits/Time Card

selected. ----Or----
[t = Time & Atendance = | Pa 8. Tares = | Personalinformaton = | Benetts = | Gorewr =
If you are a Manager, point to the e e
Manager tab and click Employee. -
Your one-stop seuress for HR! Time Card
3. View Pay Statement
a) Point to the Pay & Taxes tab and TR+ - | Tme & Auencarce < | Pay 5 Taxes « | Parsonal isomaton | Benatia ~ | Garesr -
then click Pay Statements. | srceren —
Please see the note below with special | Drect Degost
- - | Tax
instructions for Mac users. | I Dedutions To Your Employee Portal
Your onf HR/PayrolliBenefits/ Time Card information
I Armunl Staternents.
* Toaccess the ¢ Time system. go to the ~Time & Attendance™ dropdown and select “Welcome™ via the "Emplayee” role
+ Toaccess your benefits, select the “Banefits” dropdown via the “Employes” role
* Tocheck anc upcate personal Information. go 1o the “Personal Information™ drepdown via the “Employes” roke
. ::.wwmerlmdﬂuvwlﬂlmhﬂumﬂ- direct CHPOSIL 07 10 View yOur pay StDs, select the “Poy & Taxes™ dropdown
b) Click the date for the statement you _homo-_i‘l'lmu&)mndanu » | Paya Tares + | Perscnal information ~ | Benefis » | Career ~

wish to view Pay Statements

| Seloct Notifation Options | Change E-mai Addriss

Pay Statement Summary

This page caplays the pay stalements avadablo for vew ng, prntng, and dow nkading. To view pay Slatement delal®, chok the o
* Adobe Reader plug-n s neaded o view pay statements. Fyou conl have & nsialied, plaase choi Nera of contact your IT depar
Mhec 5o, phese chck hore

Found 48 [1-10p1-20p1-30) | # I Row s pr Page | 10V

Gt e

(0242015 — [ Click the date for the statement you wish to view. |
D5102016

Note - Special Instructions for Mac
Users: Mac users will need to download a
PDF Browser Plugin.

— Click the link for Mac users.

WHOIM xi Time & Attendance « | Pay & Taxes « | Personal Information ~ _Beneﬂ:v v_Cm

Annual Statements 4

GoPaperess | Select Nolification Optone | Change E-mail Address

Annual Statement Summary

This page displays the annual tax forms avaiabie for viewing. Click the lax year 1o view details
Taw forms remain onling for 3 years.

* You will nesd the Adebe Resder plugin (mast peape alneady have ) I you dent have it installed, you can click hars ot
cantact your [T cepartment for assistance

Mas users, pleass click hars ‘_

Having difficulty viewing your W.27

It your internet browser is Firefox and you are having difficusty viewing your W-2, fry using Chrome or Intemet
Explorer

University System of Georgia Shared Services Center Page 2 of 4
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— Read the message and click OK to

proceed . Message from webpage ﬂ

You are about to leave ADP's secure web site. Although ADP's web site
i will rerain open, if the application times out, you will need to reenter
your user ID and password when you return to the ADP site. Clicking OK
at the bottem of the page will take you te a non-ADP web site, ADP
does not enderse, and is not responsible for, the content of any third
II party web sites, Please remember to close your browser at the end of
your session.

— Download the PDF Browser Plugin Schubert|it

Products | Downloads | Support | About | Purchase at Kagi

PDF Browser Plugin

The best PDF viewer - right in your browser

Download n

» View Quartz
and Postacript documes
within web browsers.

» Easy to use with plugin
taalbar and standard tion

» Spiit view allows ta compare
different parts of ne

PDF Browser Plugin turns your web browser into
o bt O sdnaiene s S oy

4. Print Pay Statement

a) Place your cursor on the pay statement R vove - | me & mansence = [Pava Taves - | Personaiimomaton ~ | Barens + | career -
to display the toolbar. s
P yourpaysusent b
b) Click the Print icon . - R B m nings Statement
FPZAN
3 000 ;

5. Select Notification Options
Note: If you select the notification option, an email will be sent to the email address you

provide when a new pay statement is available.

a) Click Select Notification Options IR oo - | e & Atendancs < [Py Tares < | Parcnsiinformaton « | Bansts « | Carese +
Pa: Staternents
| Seduct N‘)'a':l\\f.'.l Cotom | Chonos E-mal Addres
Pay Staterment Summary

Tris page cisgiays the pay stalements aveiladie for veewng, prnting. and downloading. To view pay statemant dotnil”. chck the appeopnats
undiarbned pay dabe. Cick Privious bo coninge.

mmlfimﬁng-nsummm ¥ ¥ tinstnted e or contact your IT cepartment for
University System of Georgia Shared Services Center Page 3 of 4
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b) Select Send e-mail notification IR ome - | Time & Atendance = [Pay & Taxes | Personal Informaticn + | Bensfis » | Caresr =
when a new pay statement is
available. e
c) Verify the E-mail address is correct. et s s st s o st e
C|ICk_ Edit if you need to modify your (2] v s amal motcntion whee sy smemantie sakss.
email address. e Ao F— .
d) Click Save when complete.
[ ] h@" W conce
M Task Complete
University System of Georgia Shared Services Center Page 4 of 4
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Welcome, the University System of Georgia Shared Services Center (SSC) has com-
piled the following resources to provide assistance with the ADP Enterprise eTIME.

ADP eTIME

= Timecard Entry/Approval

= Record Timestamp

= Transferring Time

= View Accrual Balances and Other Reports in eTIME
= Request Time Off

= Cancel Time Off Request

= Request Leave Time

= Cancel Leave Time Request

= Approve a Time Off Request

= Approve Timecards as a Manager

USG Shared Services Center

July 18, 2016

v

.“ UNIVERSITY SYSTEM op GEORGIA

L0 A

Need to Contact Us?

By Phone:

Toll Free (855) 214-2644
Main Phone (478) 240-6500
Fax (478) 240-6414

Email: helpdesk@ssc.usg.edu

Website: www.ssc.usg.edu

Extended Hours:
August 8 - September 2, 2016
Monday - Friday 7:30 A.M. - 5:30 P.M.

Normal Business Hours:

Monday - Friday 8:00 A.M. - 5:00 P.M.
Self-Service support is available at https://
answers.ssc.usg.edu
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OVERVIEW

ADP Enterprise eTIME is the Time and Labor Management system used by employees to:
Enter and review hours worked

Enter exception time (vacation, sick, and personal)

View exception time accrual balances (vacation, sick, and personal)

Request or cancel time off

Request or cancel leave time

New Employee

If you are a new employee, never worked for an ADP supported institution, you will need to follow
these instructions at least one day after you have registered for the ADP Portal in order to access
your electronic time card or “timestamp.” The system will not allow you to add eTIME until you have
been an active employee for at least one day. If you attempt to access eTIME without following this
process you will receive an error stating, “Your account has not been properly configured.” In order
to add eTIME, you will need your ADP Employee ID (provided to you by your institution).

Returning Employee

If you are an employee that has worked for an ADP supported institution, you will use your existing
ADP User ID and Password. On day two, you will need to follow these steps to delete and then re-
add eTIME. The system will not allow you to add eTIME until you have been an active employee for
at least one day. If you attempt to access eTIME without following this process you will receive an
error stating, “Your account has not been properly configured.” In order to add eTIME, you will need
your ADP Employee ID (provided to you by your institution).

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. To obtain your ADP_Emplovee 1D through the ADP Portal at https://portal.adp.com
a) Click USER SIGN IN. : - .

—— e
-—

-

User Sign In

USER SIGNIN

ADMINISTRATOR SIGN IN

University System of Georgia Shared Services Center Page 1 of 5
1005 George J. Lyons Pkwy, Sandersville Georgia 31082
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b) Enter your ADP Portal User name and
Password.
c) Click OK.

|idoemusg |

| Passward |

[ | Remember my credentials

[ or((ﬂ.nl][ Cancel |

N

d) Depending on your access, you may or
may not see the Employee/Manager tab
on your home page. If the
Employee/Manager tab is displayed,
ensure Employee is selected.

Home ~ | Organization & Staffing v | Reports ~ |

Message Center at a Glance

Manager

Walcome To Your Employee Portal Chck on the fallowint
Your one-ston source for HR/Pauroll/Benefits/Time Card

-—-0r----

If you are a Manager, point to the
Manager tab and click Employee.

|tome - | Time & amendance = | P& Taves = | Parsonal informnation = | Benefits | Caresr >

What's Mow Ml':aiéltl! C
Walcoms To Your Emplayes Portal o
Your p source for HR/Pay Time Card

e) Point to the Personal Information tab
and click General.

7 ]ﬁ]ﬁﬁ Welcome,

CLLDTIRSN Home ~ | Time & Attendance ~ | Pay & Taxes ~

‘ersonal Information ~ | Benefits = | Career -

What's New
Emergenty Contacts
Addresses
Welcom FPhone Numbers . Portal
Your one-stop source for HR/Payroll/Benefits/Time Card informatic
f) Your personal information is displayed. Personal Information

g) Note your Employee ID.

The followring personal information is stored in your personnel record. To change any of the information below, pleass
Personal Information

Hame:

Employee ID: 000000

ity Humber: —/_\xxxxxxxxx Reveal S3M

Sock

2. Access ADP Netsecure through the ADP Portal at https://netsecure.adp.com
a) Point to the Time & Attendance tab ZN
. LUOL
and click Welcome. : :

Welcome,

SR Home » | Time & Attendance v | Pay & Taxes | Personal Information + | Benefits | Career «

Welco me“

What's New

University System of Georgia Shared Services Center Page 2 of 5
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b) Under Additional Links, click the link J Time & Attendance | Pay & Taxes ~ | Personal information ~ | Benefts » | Career +
for ADP NetSecure. Welcome

Welcome to the Time page- you can record and review your work, sick, vacation and
personal time using ADP eTime. Please select one of the links below to get started.

Managers/Approvers: Click Here to access eTime.

__Allother emnloyees: Click Here to access eTi
99: Ullek Here — S

e TIVIE DoCUMeNtauwr~. —

Additional Links:

Click this link to add eTIME AD% EatSa:ur&.

¢) Enter your ADP User ID and
Password.
d) Click SIGN IN.

English (US)

Welcome to the ADP®
Security Management Service

User ID #) Administrator Sign In

jdoe@usg a

[
.

Remember My User ID @

Password (case sensitive)
T—— a ‘

SIGN IN

Forgot your user ID/password?

3. Add or Re-Add eTIME
3.1. Manage Services
a) Point to Myself on the menu bar and g
click on Manage Services. R v e

Quick Linké

+ Upte s Sec My Questons Wid idmers

«f TGN St
« Managt Strvices o
ke
s + Udsiefagtiva your mobié phone elcied T recevetert megeages (it your
e ‘/, RPN 0 ACCEE 10U Teguti)
¥} ] APswniites + Ehinge ois prssuied

t securiy nancaions from
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b) For the service Enterprise eTIME,
click Add if you are a new employee
-0Or-
click Delete, then Add if you are a
returning employee.

Manags Services

Manage My Services

The following ADP senices se curmently availsble 10 you. To asscciate another serice wilth your user account, click Add. To resnove
a serice from your account, chck Delete.

I you huve 3 enice that is pending and wanl 1o use your pay statement or fem W2 1o sssociale thal serice with your user
aceouni, chek Try Again.

kmportant: it ADF servces are displayed wthoul AddDielete options nest (o them, you sutomatically beve access 1o those poducts.
Yo dunt need 1o add them sepaately

Sl Saracn

Celgto,
T

Wi v wama whirmation m ool 1o wirdy your bty Piasia tomplets Da rkmaton on el i

i

iPayStatomants
::e:r::”:nw
3.2. Verify Your ldentity
a) Enter your ADP Employee ID in the —
Enterprise eTIME Employee 1D field.
Refer to step 1.9. e S
b) Click Submit.
Vierify Yot dandity
b = Pegared
{rtwrpeise aTime Indomation
Entepiisn e THIE omployes D1 + |

3.3. Confirmation
a) If Enterprise eTIME has been added P
successfully, you will receive 2
confirmation. o e
b) Click Log Out.

Manage Jervcen

Manage My Services

ﬁw‘u 0 prowcied By g masagee e e BTarelvites |

T fkowsng ADP varices e compelly mvadible 1o yout To wnsocinte ncther senicn wih pour uier sccous, chek Add T romad o sancn o piur accient, clck Daleie

¥y b 3wt i o peedine and wand b0 e i pay etabemind i om0 I omeainte ha maica sith yaur uver acconed, ckck Try Agaln,

Impectumt: ¥ ALF' senvcen ae dplaped it AdiDviele cptions st tn [ham, you sutamaticaly hwe e 1 thase prodith. Yo dont need 1 them separiely

TR e T b bovn 3 sconmetly

4. Access Enterprise eTIME through the ADP Portal at https://portal.adp.com
If you performed step 1, Obtain your employee ID through the ADP Portal, and you did not log

out of the Portal, proceed to step 4.e.
a) Click User Sign in.

First Time User

User Sign In

USER SIGN IN CREATE ACGOUNT

Hees e Gating striec?

ADMINISTRATOR SIGN IN Mae Trs St Your Fame Page

& Forgot You Lear B

. Forgot Your Passuced?
Cranga Your Passaars
Update Your Securty Profie

University System of Georgia Shared Services Center
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\ ADP Portal - Add or Re-Add eTIME
(SN

Job Tool
)

UnNIvERSITY SYSTEM OF GEORGIA
SHARED SERVICES CENTER

b) Enter your ADP Portal User name and

Password. T g [decmusa |
. | Passwrord
c) Click OK. El | I

[] Remember my credentials

[ oK [ canca |

may not see the Employee/Manager tab
on your home page. If the
Employee/Manager tab is displayed, . Welcome To Your EmployesPortal Cuck on e followy
ensure Employee is selected. re——m R ——

Message Center at a Glance

d) Depending on your access, you may or mm, | Ciganizaton & Stafing = | Repors ~ |
Manager

-—-0r----
If you are a Manager’ pOInt to the Home « | Time & Aiendance Plr!Yuw:vf_Purﬁun-IhﬁumﬁOﬂ'|08n|ﬂ|=":calvarv
Manager tab and click Employee. e e Maseazs €
Walcoms To Your Emplayes Portal o
Your ane-stop source for HR Time Card

e) Point to the Time & Attendance tab

: 3 ‘U‘““TI‘ : Welcome,
and click Welcome.

TR Home v | Time & Attendance «

Welcome,
d

Pay & Taxes w | Personal Information « | Benefits « | Career |

What's New

f) CI'Ck the Ilnk for A” Other emp'OyeeS. H.urle' Tiiree: & Aiendance v | Paph Tanes '|Pe|w||allufuuru'l.u|' Benels ¥ | Gareer +
Walcoma

‘Welcome to the Time page- you can recond and review your work, sick, vacation nd personal ime using ADP eTime.
Please select one of the links below to get started

Managersidpprevers: Click Here to access eTime.

All other employees; Click Here o access eTime. Employees click here l

& Task Complete
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ADP Enterprise eTIME - Timecard Entry/Approval

‘Qﬁ Biweekly Employee
“'L Job Tool
u EMP-CS-2013JT
UNIyERSITY SYSTEM OF GEORGLA Revision 03 I Date 11/19/2015

SHARED SERVICES CENTER

OVERVIEW

Biweekly employees access their timecard using ADP Enterprise eTIME (Time and Labor
Management) and have the ability to:

e Enter hours worked

o Enter exception time (vacation, sick, personal, etc.)

e Transfer time among multiple positions

e Save and approve their timecard

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access eTIME through the ADP Portal at (https: //Dortal adp. com)
a) Click USER SIGN IN. 2 i

User Sign In First Time User
USER SIGN IN CREATE ACGOUNT

Hawa il Gating Sariea?
ADMINISTRATOR SIGN IN Mate Trs 2 Your eme Page

b) Enter your Portal User name and =
PaSSWO r-d The server cg:lmeway.ad:.cam at Admin Access [2300:08:8230] requires a
Y Y [ v e

¢) Click OK. .

I f [Gohndoe@usg ]

) e )

[ Remember my credentials
oK [ cancea |
University System of Georgia Shared Services Center Page 1 of 6
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A

Job Tool

UniyirsITY SYSTEM 0F GEORGIA
SHARED SERVICES CENTER

2. eTIME Access

a) On the Portal Home page, point to Elegin
the Time & Attendance tab. m) e
b) C”Ck Welcome . Hone »| Time & Aferdancs + | Par8Taes v P;vm\lnmmmvlﬂmeﬂls'\mvwv}
-

Welcome To Your Employee Portal
Your one-stop source for HR'PayrollBenefits/Time Card information

. totothe Tine & elcome* i the "Enplogee”role
= Toaceess your benefis seec the“Bangfts” hoplownviate “rploee” ol
. {0

e ol
Taves" dropdownia the “Employee” ole.

erter, Our fi - 500 P M. excep hodays.
478 2405500 o 1.358) 214 2604

helodesksscusa.edy

c) Click All other employees: Click
Here to access eTime.

Home = | Time & Atlendance = | Pay & Tames = | Personal Information = | Benefits = | Caneer =

Welcome

‘Welcome Lo the Time page- you can record and réview your wark, sick, vacation and personal ime using ADP
eTime. Please select one of the links below to get started

Managers/Approvars: Cick Here tn access eTime
All other employees: Click Hips 10 access eTime

3. Employee Menu
a) Under My Information, click My &7 Enterprise eTIMED

Timecard.

My Information
= Inbox

= Py Timecarﬁ

= My Reports

= Py Actions
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Job Tool

]
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4. My Timecard
4.1. Enter Hours Worked
a) For the appropriate day, enter your [ ] o [ e+ ] v cee | e J res
beginning time In (example: e -
8:00AM).

Fi70s 'ﬁ

L N |

LRI — gl

Wi [ g o
T ([ 3 e kS
werno | [ = (= a
mwam [ ] 73 Q
L oo
sain3 'ﬁ

N —

EEQDlEERDEQDE E D

b) Enter your ending time Out [ T e Y e | e | e J e ]
(example: 5:00PM). o o
FATRS ,—:|
Sa 706 ,ﬁ
S ,—3
Mon 108 -
Toe 108 -
wed 100 ’ﬁ
Tuim »)
Fimn2 -

CEEDEDE D E§;
b 0 o ) e N e ) )
=
2

4.2. Enter Exceptions
Enter exception time (vacation, sick, personal, etc.) using the following steps. If you do not
need to enter exception time, proceed to step 4.3, Transfer Time.
a) For the appropriate day, select the
appropriate exception code from the
Pay Code list.
b) Enter exception hours; you may enter
8 or 8:00, either format is accepted.
c) If you have multiple exceptions on a
day, you will need to insert a row for
each exception; on the appropriate
day, click the Add Row icon to
insert a new row.
d) Select the appropriate exception code
from the Pay Code list.

Diater Pay Coda

Fri 705 |—3
N I |
sooo | [T 5]
Won 708 ,ﬁ
Temws [ 5]
wediio [ 5]
w3
figz [ ]
sams [ 7]
Suning |—1]
—

Mon 715

ECDEONEODEODEEEZ:

Tue?ns | [acw - 800
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04
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4.3. Transfer Time

Job Tool

If you work multiple positions, transfer time among the positions using the following steps. If
you did not work multiple positions, proceed to step 4.4, Save Your Timecard.

a)

b)

c)
d)

e)

For the appropriate day, enter a
beginning time In (example:
8:00AM).

Note: If you worked multiple
positions on a day, you will need to
insert a row for each position; on the
appropriate day, click the Add Row

. .
icon &= to Insert a new row.

Click the drop down arrow in the
Transfer column and click Search.

Position will be selected.

From the Available Entries field,
select the position that you are
transferring time into.

Once you select the position, the
position number will populate in the
transfer set.

Eain Poy Cocde

Fri 38
S 3
S 200
Mo 331
Tus 401
e 4102
Thar 403

53

| £ Select Transfer

Ameunt

4 e A

SAD01ARRN TR
HOBEU- CHOOOMD1 88115/
3600120 MWDOIDIEN
o AL

JCALLNNOT O CALL
Search

Labor Account
Hame or Description:

Available Entries:

09001003, Custadian |
09001004 Admin Supvsr Il

| £ Select Transfer

@ Position

) Account Code
) Business Unit
O Department

Labor Account
Hame or Description:

Available Entries:
08001003,Custadian |
09001004,Admin Supvsr Il

@) Position 03001003
) Account Code
 Business Unit

() Department

) Pay Group
f) Select Approver. (3] Select Transter
g) From the Available Entries field, e ik
select the supervisor for the position. L —
Once you select the supervisor, the Avaiable tries: OPositon | 39002048
supervisor’s employee 1D will T g“‘“"::j
populate in the transfer set. o
h) Click OK. O Pay Group
® Approver 0111111
O Reserved
Selected Transfer — = — =
030010831100
 0c | conce | meresh | e |
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i) On your timecard, you will now see
the In and Transfer columns
populated.

j) Enter your ending time Out
(example: 5:00PM).
k) Click Save.

4.4. Save Your Timecard
a) Once you have made your entries,
click Save.

b) After you save your changes, you will
see this message.

“Timecard successfully saved on:
(date and time)”

Biweekly Employee

m Schedide Penple Beports leave Cases
TIMECARD —
Meme B0 [iestsgred! [rEsTa0ceF
]
Time Period | Cumeet Pay Perod -
EEER Actons = Pusch ™ Ameant= Acoruls = Comment = Approvals = Reparts = Lasws =
Py Code Awourt n Trarader it
| Er—
Actions ¥ Punch ¥ Amount ¥ Comment ¥ Approvals v Reports ¥
Date Pay Cade Anaunt h Transfer ot
D] o =
B B3 sz - -
B B von 3t v frsgpm OS0C1O0GHMISERNS! | 4:5EPM
B3 nean - -
B B e a2 v -
BB T v -
TIMECARD Person & Id

Time Period | Current Pay Period

University System of Georgia Shared Services Center
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]
UNIVERSITY SYSTEM OF GEORGIA
SHARED SERVICES CENTER

4.5. Approve Your Timecard

Note: Until your manager approves your timecard, you have the ability to remove your apporval
and enter information. Once your manager approves your timecard you can no longer edit your
timecard.

a) Verify the information on the timecard TIMECARD pereon &1
is correct. Time Period [Curent Payperod
b) Click Approve.
[ save [ approve |
c) Af_ter you approve your timecard, you TIMECARD —
will see this message.
Time
“Approval by Employee (username):
. . ” Approvals:
(time period)
d) Click Log Off.
M Task Complete
University System of Georgia Shared Services Center Page 6 of 6

1005 George J. Lyons Pkwy, Sandersville Georgia 31082

Toll Free (855) 214-2644  Phone (478) 240-6500 e Fax (478) 240-6414
Email helpdesk@ssc.usg.edu ¢ Website www.ssc.usg.edu

Normal Business Hours: Monday through Friday 8:00 A.M. — 5:00 P.M.
Self-Service support is available at https://answers.ssc.usg.edu




ADP Enterprise eTIME - Timecard Entry/Approval

% Monthly Employee
m& Job Tool
Universiry System oF GEORGIA
OVERVIEW

Monthly employees access their timecard using ADP Enterprise eTIME (Time and Labor Management)
and have the ability to:

e Enter exception time (vacation, sick, personal, etc.)

e Transfer time among multiple positions

e Save and approve their timecard

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access eTIME through the ADP Portal at (https: //Dortal ado com)
a) Click USER SIGN IN. e

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Nesa el Gating Strisa?
ADMINISTRATOR SIGN IN Mas Ths 26 Your Homs Page.

b) Enter your Portal User name and ==
PaSSWO rd The server (g:lewa’y adé:l com at Admin Access [23:00:08:8230] requires 2
. o e s
c) Click OK.
2 | johndoemusg
'ﬁ = )
I | Remember oy credentials
oK [ canca |
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Job Tool
)

Universiry System oF GEORGIA
SHARED SERVICES CENTER

2. eTIME Access
a) On the Portal Home page, point to T
the Time & Attendance tab.

b) Click Welcome.

Moelcom To Your Erplayee Portal

Four eob-te) source for KRLP e Bank s Tt Lo mfomisen

o Tucoes e et e Tapyee” it
+ 32052 e b, e "B o e e
o ’ Pl o va e T 10
[ el e Py ) Tinces” drvpsions 2 e Tepihe” 1o
i it i g, o ot e S Sers (ot O e Mty Bivegh ity R AR50
M 1IN
heinfeskpsca el

c) Click All other employees: Click
Here to access eTime.

£ Partal letegration B

Home = [ Time & Aflerdance = | Pay & Taxes = | Personal Infiemalicn = EBﬁMﬂB = | Carglr =

Welcoina
e

‘Wislcome to the Time page- you Can record Snd review yous work, sick, vacation and personal time using ADP
aTime. Please select one of the links below o get started

ManagersiApprovers: Click Hzre to access eTime
All other employees: Click Hjre to actess eTime
i

3. Employvee Menu
a) Under My Information, click My

| &7 Enterprise e TIME®
Timecard. i

My Information
w  nbox

w hly Timecarﬁ

= Py Reports

| = Py Actions

4. My Timecard
4.1. Enter Exceptions

Enter exception time (vacation, sick, personal, etc.) using the following steps. If you do not
need to enter exception time, proceed to step 4.2, Transfer Time.

University System of Georgia Shared Services Center Page 2 of 5
1005 George J. Lyons Pkwy, Sandersville Georgia 31082
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Job Tool

Wty

0 4

Universiry System oF GEORGIA
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a) For the appropriate week, select the
exception code from the Pay Code
list.

Parson A i

Trarter

b) On the exception row, enter the hours ada oy e / 2 T
. Row
for the approprlate_ day(s). You_may = ﬂ__¥, -
enter 8 or 8:00, either format is / & 000 000
accepted.
c) If you have multiple excgption§ (i.e., pdd pay Cone
vacation and floating holiday) in a S =
week, you will need to insert a row LOATNG HOLDAY -
for each. For the appropriate week, COMP TIME I LIEL OF Sickk I
FLOATING HOLIDAY

click the Add Row icon to insert a
new row.

Select the appropriate exception code
from the Pay Code list.

d)

Add
Row

FLOATING HOLIDAY IN LIEU OF SICk
FURLOUGH

JURY DUTY

LV-MDP18

MARINE PAY-SKIO ONLY

REGULAR

SEA PAY-SKIO ONLY

SICK

UNCOMPENSATED
Add YACATION
Row WVACATION IN LIEU OF SICK
ey “oting Hourly
Woting Monthly
Hours Worked

4.2. Transfer Time
If you work multiple positions, transfer time among the positions using the following steps. If
you did not work multiple positions, proceed to step 4.3, Save Your Timecard.

a) Click the Search icon in the il Pay Cose Transter = e o /
Transfer column. B rous voken = q

Note: If you work multiple positions
in a week, you will need to insert a
row for each position. For the
appropriate week, click the Add Row

. .
icon &= to insert a new row.
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% Monthly Employee
@ Job Tool
y
Universimy System oF GEORGIA
SHARED SERVICES CENTER
b) Position will be selected. (&) Select Transfer
c¢) From the Available Entries field, Labor Account
select the position that you are Hame or Description: ==
transferrlng time Into. Auailable Entries: ® Paosition
08001003, Custodian | ) Account Code
08001004 Admin Supvsr Il _ ;
() Business Unit
D[Ieparlment
d) Once you select the position, the (&] Select Transfer
position number will populate in the Labor Account
transfer Set. Hame or Description:
Available Entries: ®) Position 09001003
08001003,Custadian | ) Account Code
09001004,Admin Supvsr Il _ B
! Business Unit
() Department
) Pay Group
e) Select Approver. (i Select Transer
f) From the Available Entries field, e
select the supervisor for the position. b Dot
Once you select the supervisor, the Avaiable Entries: Oosiion | 39002048
supervisor's employee 1D will T g““"'“‘“"i
. Business Unit
populate in the transfer set. ey
g) Click OK. O Pay Group
@ Approver 0111111
O Reserved
. =l _/_\m\\"“ e
Selected Transfer — —
090010831
[ o6 J concel | neiesh | et |
h) On the transfer row, enter the hours = T = = = =
: Row s 5 6 07
for the appropriate day(s). B | s et . TS O, —
0.00 .00 soy
4.3. Save Your Timecard
a) Once you have made your entries, TIMECARD ot aIe
click Save. Time Period [Current Pay Period
[ comment= = | | Refresh |
b) After you save your changes, you will TIMECARD
see this message.
“Timecard successfully saved on:
(date and time)”
4.4. Approve Your Timecard
University System of Georgia Shared Services Center Page 4 of 5
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Monthly Employee
Job Tool

Note: Until your manager approves your timecard, you have the ability to remove your
apporval and enter information. Once your manager approves your timecard you can no longer

edit your timecard.

a) Verify the information on the timecard TIMECARD
is correct.
b) Click Approve.

c) After you approve your timecard, you TIMECARD
will see this message.

“Approval by Employee (username): Approvals:
(time period)”

d) Click Log Off.

M Task Complete

Person & Id

Time Period | Current Pay Period

Pers:

Time
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OVERVIEW

Managers access their timecard using ADP Enterprise eTIME (Time and Labor Management) and
have the ability to:

e Enter exception time (vacation, sick, personal, etc.)

e Save and approve their timecard

For instructions on how to approve timecards as a manager, refer to job tool, EMP-CS-2025JT, ADP
Enterprise eTIME — Approve Timecards as a Manager.

Macintosh and/or Java Version 7 and Higher Users

The eTIME service is currently not compatible with the newer versions of Java. Some managers, will
receive a Java error when trying to access the eTIME service as a manager/approver. If you are
unable to access eTIME through the Managers/Approvers link, log in to eTIME using the “All
other employees” link on the Time and Attendance tab. Refer to Step 2.c, eTIME Access Option
3.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access eTIME through the ADP Portal at (https://portal.adp.com)
a) Click USER SIGN IN. ==

User Sign In First Time User

USER SIGN N GREATE ACCOUNT

Heed Hel Gating Stariec?
ADMINSTRATOR SIGN IN Maka T S2e Your Homa Page.

University System of Georgia Shared Services Center Page 1 of 5
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Manager
Job Tool

EMP-CS-2012JT
Revision 03 | Date 11/19/2015

b) Enter your Portal User name and
Password.

Windows Security =)

The server cgateway.adp.com =t Admin Access [23:00:08:8230] requires =

username and password.

71 [iehndoemusg ]
|ui [ a ]

] Remember my credentials

c) Click OK.

=

2. eTIME Access

a) Option 1 e
¢ On the Portal Home page, under

et - Vot B e = | iy kT = Ficea b = ot = Cave =

Recommended Links, click hacsen

Managers/Approvers: Click
Here to access eTime.

T Your Ef
Yo sa-15op $oLe Hor HE Pagrod Benelns Tiwe Card information

8 Vi s g o
B B ms bt i B Theef ™ e s o k™ e
. rapioma s Forg i
Py L e s e gl e
Conter ot w0 A 00 0, et b,
0 e 0 T

Hecommeaded Links _ _

Managersi/Approvers: qulﬁio access aTime.

Usefd Links:

b) Option 2
e On the Portal Home page, point to
the Time & Attendance tab.
e Click Welcome.

Moelcom To Your Erplayee Portal
FLTAR-H1E2 S0urte bor HLPDCT DTS Tine T formESen

' Teitand” a e Tapee”
* fadccas b, sk "Bets” ot oy e

it e Tl 1o
' st B Vay L g e he g 1

Far e ol e Syl it o e S S Seraces (i ) (TR ]
IR A MU
heindeskps et

e Click Managers/Approvers: Click
Here to access eTime.
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] ADP Enterprise eTIME - Timecard Entry/Approval
% Manager

m‘) Job Tool

UNIVERSITY SYSTEM OF GEORGIA
HARED SERVICES CENTER

£ Partal Inkegration B R0

Home = | Time & AZendance = | Pay & Takes = | Parsonal Information = | Benests 'i Caredr =

Walcoma
B

‘Welcame to the Tims page- you C&N recort Snd review your work, sick, vacation and personal ime using ADP
wTime. Please select one of the finks below o get started

Managers/Approvers: Click _lT- to access eTime
All other employees: CHck H'.""& atcess eTime

¢) Option 3 - Recommended option for Lot emr
Macintosh and Java version 7 and
nghel’ 'r--INM-imraa-iMmmm»_m-_rw-_

¢ On the Portal Home page, point to g
the Time & Attendance tab. b
e Click Welcome. Weloms Tofour EpiyeePot

Toar cnw-steg yource for B8 Paped Barw'ta Tome Crtinmisn

o [aacess o beadfits sciecd T el modttd Be e skt
'

Weicana® a te Faployes” ikt

Tare att “abv,mf'."...u«w..
i st ol s st it e 50 & i (TR
70 2004500 405 204 280
belpdeckgsinaeh
e Click All other employees: Click I ——
. 7 Partal Integration T b
Here to access eTime.

Home = | Time & Aflendance = | Pay & Taxes = | Personal information = | Benefs. = | Caseer = |

Welcoina

‘Wislcome to the Time page- you Can record 3nd review your work, sick, vacation and personal time using ADP
aTime. Please select one of the links below o get started

ManagersiApprovers: Click Hzre to access eTime
All other employees: Click Hjire o access eTime
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] ADP Enterprise eTIME - Timecard Entry/Approval
‘.&L Manager

’) Job Tool
A EMP-CS-2012JT
e o Revision 03 | Date 11/19/2015

3. Manager Menu
a) Point to the My Information tab and

click My Timecard. @? - e
o * I " PEOHRS * | FORD TN *
Tonseard ekl Poage Reperls Lowee Lases by ﬂmb
QCKFND My Ak
haewd | Ll
TinePesied (et e it g

Moot ™ Punch ™ Aroounk ™ Aol ™ chedle ¥ Agprova ™ Fenon ® Leame

L] L] Pk Pl

4. My Timecard

4.1. Enter Exceptions
Enter exception time (vacation, sick, personal, etc.) using the following steps. If you do not
need to enter exception time, proceed to step 4.2, Transfer Time.

a) For the appropriate week, select the MY TIMECARD
exception code from the Pay Code Loaded: $:35AM tome &10
list. i

Actions * Punch ¥ Amount ¥ Comment ¥ Approvals

Weoek starting: Sat 1/26
Pay Coce Transfer
B B rouwrs worked - -

Week sy APAYSHOO ONLY =
K Transfer
B B |uwcompensaten
VACATION
VACATION N LEU OF SKK
Veting Hourly
Veting Mortriy =
Week s Hours Woeked b
| | » | Transter
B Bl Hours Worked - =
b) On the exception row, enter the hours >
for the appropriate day(s). You may Week starting: Sat 2/02 /
enter 8 or 8:00, either format is o —fuos ( i
accepted. - o > =y
( < 400
University System of Georgia Shared Services Center Page 4 of 5
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] ADP Enterprise eTIME - Timecard Entry/Approval
% Manager

&& Job Tool

UniversiTy SysTeM 0F GEORGIA
SHARED SERVICES CENTER

4.2. Save Your Timecard

a) Once you have made your entries, MY TIMECARD
lick Loaded: 9:35AM Heme Ay [oa
C IC Save- Time Period | Current Pay Period
Actions ¥ Punch ~ v C v Appi ¥ Reports ¥ Lleave ¥

Week starting: Sat 1/26

b) After you save your changes, you will
see this message. TIMECARD
“Timecard successfully saved on:
(date and time)”

4.3. Approve Your Timecard

Note: Until your manager approves your timecard, you have the ability to remove your

apporval and enter information. Once your manager approves your timecard you can no longer
edit your timecard.

a) Verify the information on the timecard MY TIMECARD
is correct. Last Saved: 9:36AM ”_'mc&m
b) Point to the Approvals tab and click Teme Coried [Liies Ay fors
App rove. m Actions ¥ Punch ¥ Amount~ Comment ¥ | Approvals | Reports ¥ Leave ¥
Approve
VWeek starting: 5';:2:* — Remove Apgroval —
= okl
¥ . Sign Off
' R Remave Sign-Off
c) After you approve your timecard, you TIMECARD .
will see this message. i
Time
“Approval by Employee (username):
H - ”» Approvals:
(time period)
d) Click Log Off.
Ml Task Complete
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QS ADP Enterprise eTIME — Record Timestamp
!‘, Biweekly Employee
4 Job Tool

UNIVERSITY SYSTEM OF GEORGIA
SHARED SERVICES CENTER

OVERVIEW

This job tool provides instructions for biweekly employees using the timestamp function in ADP
Enterprise eTIME. In order to use this function, you must have already added eTIME as a service.
For instructions on how to add eTIME as a service, refer to job tool, EMP-CS-2005JT, Add or Re-Add
eTIME for the ADP Portal.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us at toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access eTIME through the ADP Portal at (https: //Dortal adp.com)
a) Click USER SIGN IN. i _

User Sign In First Time User

USER SIGN N CREATE ACCOUNT

s el Gating Sartse?
ADMINISTRATOR SIGN IN Mase Trs 28 Your ome Page.

b) Enter your Portal User name and (===
PaSSWO rd The server (gdatewajr ad(;:- com at Admin Access [23:00:08:8230] requires a
. b e
c) Click OK. i |
1 Jjehndoe@usg
'ﬁ = )
Remember my credentials
oK [ cancat ]
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1005 George J. Lyons Pkwy, Sandersville, Georgia 31082

Toll Free (855) 214-2644 ¢ Phone (478) 240-6500 o Fax (478) 240-6414
Email helpdesk@ssc.usg.edu ¢ Website www.ssc.usg.edu

Normal Business Hours: Monday through Friday 8:00 A.M. — 5:00 P.M.
Self-Service support is available at https://answers.ssc.usg.edu



mailto:helpdesk@ssc.usg.edu
http://www.ssc.usg.edu/
https://answers.ssc.usg.edu/
mailto:helpdesk@ssc.usg.edu
https://portal.adp.com/

. @ Biweekly Employee
4 Job Tool

“\ ADP Enterprise eTIME — Record Timestamp

UNIVERSITY SYSTEM OF GEORGIA
SHARED SERVICES CENTER

2. eTIME Access
a) On the Portal Home page, point to s
the Time & Attendance tab.

b) Click Welcome.

£t »| Trad Litesdwch + | Pard Tt » | Pueiralliheilie - | el = Cue »

Moelcom To Your Erplayee Portal

Four eob-te) source for KRLP e Bank s Tt Lo mfomisen

o [aacces e Tetane” ol 0 ape ik
o [3acest youn e, seiect T “Bavely™ &m0 Erieyed sk

P "drupdvns k2 B “Taplpee” 0
el e Py ) Tinces” drvpsions 2 e Tepihe” 1o
o el e s, s oo e S S Seres ot ot s o My g iy 20 A 530 P vt e,

M 1IN
heinfeskpsca el

c) Click All other employees: Click
Here to access eTime.

£ Partal letegration fir~@ -

Home = | Time & Aflendance = | Py & Taxse = | Personal infomalion = | Bensfs = | Carer =

Welcoina
e

‘Wislcome to the Time page- you can record and review your work, sick, vacation and personal time using ADP
wTime. Please select one of the links below to get started

ManagersiApprovers: Click [zrs to access eTime
Al other employees: Click Hijr: to access eTime

3. Record Timestamp (Clock In/Clock Out)

Note: Employees with a single job will follow step 3.1, Single Job. Employees with multiple
jobs will follow step 3.2, Transfer (Multiple Jobs). Once you complete one of these steps,
the task is complete.
3.1. Single Job
a) You may select the Log off after
stamping check box to Trasbiste
automatically log off once you have
clocked in/out. If you do not select
this check box, you will need to

manually log off once you record
. Riecord Time Stamp
your time stamp.
b) Click Record Time Stamp.

[ | Log off after stamping
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% ADP Enterprise eTIME — Record Timestamp

!‘, Biweekly Employee
y Job Tool
3.2. Transfer (Multiple Jobs)
a) Click the drop-down arrow _~_ in
the Transfers field. Tranuders b
[ | Log off after stamping
b) Click Search.
Transfers | -
| Search... Alt-5

Log off after stamping

Record Time Stamp

¢) Under Available Entries, select the [ Select Teanster
position that you are transferring Lbor Accoumt
time into. e

d) Once you select the position, the Avatable Entries: ®Posmion | 39002048
position number will populate in the S o
transfer set. S
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?ﬁ ADP Enterprise eTIME — Record Timestamp

R

@, Biweekly Employee
_ Job Tool
UNIVERSITY SYSTEM 0F GEORGIA
SHARED SERVICES CENTER
e) Select Approver. () Soect Trnsir
f) From the Available Entries field, e
select the supervisor for the r-wmm -
position. Once you select the Avaiabie riries: Oositin | 33002048
- - y 0111111,Doe,Johi
supervisor, the supervisor’s T 8““'*‘::
employee ID will populate in the On
transfer set. O Pay Group
g) Click OK. ® Approver | 0111111
O Reserved
— . e,
- _“_.__/ R
Selected Transfer = g — —
9601003000
o | conce | neirest | o |

h) You may select the Log off after
stamping check box to
automatically log off once you have Transfers | 330020410
clocked in/out. If you do not select

this check box, you will need to [¥] Log off after stamping

manually log off once you record

your time stamp.

i) Click Record Time Stamp.

M Task Complete
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ADP Enterprise eTIME - Transferring Time

% Biweekly Employee

m‘) Job Tool

UNIVERSITY SYSTEM OF GEORGIA
Starep Services CENTER

OVERVIEW

Biweekly employees working multiple positions transfer time among the positions using ADP
Enterprise eTIME (Time and Labor Management). Biweekly employees do not have to transfer time
into their primary job; the system automatically places time in that position.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS
1. Access eTIME through the ADP Portal at (https://portal.adp.com)
a) Click USER SIGN IN. il
£3?
User Sign In First Time User
b) Enter your Portal User name and o
Password. e e e Alacs RS S are—-
c) Click OK. . |
| johndoe@usg |
e )
| | Remember my credentials
oK [ Cancel ]
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] ADP Enterprise eTIME - Transferring Time
‘.&L Biweekly Employee
m‘) Job Tool

UNIVERSITY SYSTEM OF GEORGIA
Starep Services CENTER

2. eTIME Access

a) On the Portal Home page, point to [t
the Time & Attendance tab.
b) Click Welcome. B et P s e | e cw
ks g
C ]
Weloms Tofour EpioyeePot
Toar con-5tea iwurce for KR Papred Barw'ta Teme Cav2 informaimn
' e T Weicsse da e Fapyes” e
o [20ccess o beadfis. saiect Tt “Haref™ @ madwei Be Erpeves” skt
¥ g v T Ty o
« Taiev ath st Dy & Toes® s v e Taphyee” -
i it ol s st ot oot e U5 TR
[l R TR R 1)
blpdeskesu sl
c) Click All other employees: Click
£ Partal letegration B

Here to access eTime.

Horme = [ Time & Atiendance = | Pay & Taxe = | Parsonalinformaten = | Benetis = | Caser |

Welcoina
e

‘Wilcome to the Time page- you can record Bnd review your work, sick, vacation and personal time using ADP
aTime. Please select one of the links below o get started

Managers/Approvers: Click [zrs to access aTime

All other employees: Click Sl to access eTime

3. Employvee Menu
a) Under My Information, click My |5 Enterprise TIME® |

Timecard.

My Information
®  Inbox

= hly Timecarﬁ

= My Reports

| = My Actions
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Wt

ADP Enterprise eTIME - Transferring Time
Biweekly Employee

M0 4

UNIVERSITY SysTEM OF GEORGIA
SHARED SERVICES CENTER

4. Transfer Time

a)

b)

c)
d)

For the appropriate day, enter a
beginning time In (example:
8:00AM).

Note: If you worked multiple
positions on a day, you will need to
insert a row for each position; on the
appropriate day, click the Add Row

. x, .
Icon to Insert a new row.

Click the drop down arrow in the
Transfer column and click Search.

Position will be selected.

From the Available Entries field,
select the position that you are
transferring time into.

08001003, Custodian |
08001004 Admin Supwsr [l

) Account Code
() Business Unit

Dale. Py Ciocde: Amcuni n Tranene
Friams - -
Sk S - -
Sun W00 - -
Mo 31 - AONAK -
B rueam -
B v 2 36001204MHD0381E0)
B ranz -
B roams - SCALLANNOT 8 CALL
. IR -
| £/ Select Transfer
Labor Account
Hame or Description:
Available Entries: @ Position

DDepanmem
e) Once you select the position, the @] Select Transfer
position number will populate in the Labor Account
transfer Set. Hame or Description: —
Available Entries: ) position 09001003
08001003,Custadian | ) Aceount Code
09001004 Admin Supvsr Il B B
() Business Unit
! Department
DFayGruup
f) Select Approver. |1 Select Tanser
g) From the Available Entries field, P
select the supervisor for the position. s be
Once you select the supervisor, the e Obvetim | S
R , . OSSO O Account Code |
supervisor’'s employee ID will populate CEZEEEE St A Ol
in the transfer set. O Department
. O Pay Group
h) CIICk OK' (.;Awmr 0111111
O Reserved
Selected Transfer = = =
05001003
Lox [ conce J e T e |
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] ADP Enterprise eTIME - Transferring Time
% Biweekly Employee

m‘) Job Tool

EMP-CS-2026JT
U S G Revision 02 | Date 11/19/2015

i) On your timecard, you will now see the e dsntad bt i i
T etn [ [
In and Transfer columns populated. o 10 -

Time Period | Curert Pay Pesod
D rcmons ™ Pusch ™ Amoant ™ Acorssds ¥ Commant ™ Approvals ® Raports ™ Lasve ™
tue Py Coce i Anort i n Trarwter I L7

B A e ¥ |Erm—

j) Enter your ending time Out (example: R e onch ™ sk oot ypronss e
5:00PM). L | we | s | h | s | W
k) Click Save. B8 s

& Task Complete
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ADP Enterprise eTIME - Transferring Time

% Monthly Employee

m‘) Job Tool

UNIVERSITY SYSTEM OF GEORGIA
Starep Services CENTER

OVERVIEW

Monthly employees working multiple positions transfer time among the positions using ADP
Enterprise eTIME (Time and Labor Management). Monthly employees do not have to transfer time
into their primary job; the system automatically places time in that position.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS
1. Access eTIME through the ADP Portal at (https://portal.adp.com)
a) Click USER SIGN IN. R
43P
User Sign In First Time User
b) Enter your Portal User name and o
PaSSWO rd ) IZ:,?.E':E:,?E‘::;?,;E‘?&"°’“ =t Admin Access [23:00:08:8230] requires =
c) Click OK. i |
| johndoe@usg
Iﬁ) = - )
| [] Remember my credentials
oK [ cancer |
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] ADP Enterprise eTIME - Transferring Time
‘.&L Monthly Employee
m‘) Job Tool

UNIVERSITY SYSTEM OF GEORGIA
Starep Services CENTER

2. eTIME Access

a) On the Portal Home page, point to [t
the Time & Attendance tab.
b) Click Welcome. B et P s v e e |
ks g
C ]
Weloms Tofour EpioyeePot
Toar cowsiteg vource ot BR Payeed Berw'its Toma L d formain
' e T Wecsad" e Taply” ke
o [20ctess your beafis seiect Tt “Harel ™ S mdtweild Bt e ke
¥ g v e e o
« Taiev ath ‘st e Ty § Tooes” drgions v he Trploee” e
i it o s st s ot I USC TR
[l R TR R 1)
blpdeskesu sl
c) Click All other employees: Click
£ Partal letegration B

Here to access eTime.

Horme = [ Time & Atiendance = | Pay & Taxes » | Personalinformaten = | Benetis = | Caser + |

Welcoina
e

‘Wilcome to the Time pane- you CAn record and review your work, sick, vacation and personal time using ADP
aTime. Please select one of the links below to get started

Managers/Approvers: Click Hzrs to access eTime

All other employees: Click Hr: to access eTime

3. Employvee Menu
a) Under My Information, click My |25 Enterprise TIME® |

Timecard.

My Information
®  Inbox

= Ny Timecarﬁ

= My Reports

| ™ My &ctions
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ADP Enterprise eTIME - Transferring Time
Monthly Employee

Wt

M0 4

UNIVERSITY SysTEM OF GEORGIA

Starep Services CENTER

4. Transfer Time
a) If you work multiple positions in a

Job Tool

Audd Sal Sun Mon
. . Pay Cooe Trarser !
week, you will need to insert a row for T Ll (T | T 4
—_ - Hours Wi v dq
each position. For the appropriate oon 000 1;1‘)
. . +
week, click the Add Row icon to
insert a new row.
b) On the new row, click the Search
icon Q in the Transfer column.
c) Position will be selected. 2] Select Transfer
d) From the Available Entries field, Labor Accoumt
select the position that you are Hame or Descrintion: =
. . . Search
tranSferrlng tlme |nt0 Available Entries: (@) Position
09001003, Custodian | ) Account Code
09001004 Admin Supyse Il o B .
Business Unit
ODepartment
e) Once you select the position, the [&] Select Transfer
position number will populate in the Labor Account
transfer Set. Hame or Description: —
Available Entries: ® Position 03001003
09001003, Custodian | ) Account Code
09001004 Admin Supyst [ ©) Business Unit
) Department
OPayGrnup
f) Select Approver. |4 Select Transer
g) From the Available Entries field, _—
select the supervisor for the position. e Ooergor
Once you select the supervisor, the Auaiable Entres: OPostion | 36002048
supervisor’s employee ID will T g""“".‘::‘
po_pulate in the transfer set. o
h) Click OK. O Pay Group
@® Approver 0111111
O Reserved
— _/_\“wk e
Selected Transfer — =
030010037
[ oc J concet | netst § e |
)] ;)n tEe transfer_ row(,j enter the hours = T = @ o
or the appropriate ay(s). B | Hows Worked - 7001003 O B0
0.00 .00 soy
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J) Once you have made your entries, “TIMECARD —
click Save. Time Period [CarertPayPorod

Totals Summary Refresh

M Task Complete
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SHARED SERVICES CENTER

Return to Contents

OVERVIEW

View exception time (vacation, sick, and personal) accrual balances and other reports using ADP
Enterprise eTIME (Time and Labor Management).

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access eTIME through the ADP Portal at (https://portal.adp.com)
a) Click USER SIGN IN. - - -

A2
User Sign In First Time User
USER SIGN IN CREATE ACCOUNT
b) Enter your Portal User name and e T
PaSSWO rd ) I::ri:r:’::r?:l;gaof:..com 2t Admin Access [23:00:08:8230] requires a
c) Click OK.
y | iohndee@usg ]
"ul = )
[ Remember my credentials
oK [ cancer |
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SHARED SERVICES CENTER

2. eTIME Access

a) On the Portal Home page, point to e

the Time & Attendance tab.
b) Click Welcome.

Job Tool

Moelcom To Your Erplayee Portal

Four eob-te) source for KRLP e Bank s Tt Lo mfomisen

aoe e Tetane” ol 0 ape ik

' [1:8!1! s, lect "Bl & el e Ervieyed mke

i Pl “diupdons i B

c) Click All other employees: Click
Here to access eTime.

st e Py nwnm-uxmwm

P e ol s yslien, e ot act e I v Sevues i Ot e ey Bivmgh Friday BT AR50

M 1IN
heinfeskpsca el

£2 Partal Integration

= | Time & afterdance = | Pay & Tasss = | Personal information = | Benefis. = | Cacser =

Welcoina

‘wel
IT|I||I F'Ix:zm: select one of the links below o get started
Managers/Approvers: Click Hzrs to access eTime
Al other employees: Click Hgre to access eTime
4

3. Employee Menu
a) Under My Information, click My

 Time PAQE- YOU CAN FRCOTD ANd resiew your work, sick, vacstion and personal time using ADP

Reports. ’ m

Log OFF | Help

My Information 3
= My Timecard =
= My Reports
- M\(Acltons&

3.1. Accrual Balances and Projections
Use this option to view exception time (vacation, sick, and personal):
e Accrual balances and projections for the current year
e Taken to date
e Requested not taken
Accrual balances are updated instantly once the timecard is saved.
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a) Click Accrual Balances and
Projections.

b) Click the Calendar icon j‘ﬂ to select
the date for your report.
c) Click View Report.

d) Report explanation

1.

Balances will be based on the
date you entered when generating
the report.

Period Ending Balance —
accrual balance as of the date the
report is generated (1).

Furthest Projected Taking
Date - the date furthest into the
future you have scheduled to use
accrued time.

Projected Takings - the amount
of hours you are scheduled to
take between the selected date
and the furthest projected taking
date.

Projected Credits - the amount
of hours you are scheduled to
earn between the selected date
and the furthest projected taking
date.

Projected Balance — the period
ending balance minus projected
takings plus projected credits up
through the furthest projected
taking date.

Balance w/o0 Proj. Credits — the

period ending balance minus any
scheduled credits. This balance
ignores scheduled resets.

Job Tool

m Log Off | Help

< Home
REPORTS

Name:

AVAILABLE REPORTS

Time Period  Specific Date
Schedule

Time Detail Start Date j
End Date |

Accrual Balances and Projections
e ——— As Of =

ACCRUAL BALANCES AND
PROJECTIONS

Dae Sl 6050008 it 5205 )
N TRANNG FROLECTEE 0 APTRG

T ol o ol o o
Ao Actrual Perng)m megro;eded Propcted  Propcted el Bwaie

Type  Balance Taking Date Tokings ~ Credts Balance  Proj. Credts

Sick Hour 4000 6082008 00 000 3200 3200
Vecation  Howr 4000 810512008 (00 000 40.00 40:00
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e) Click Return to navigate back to
Reports.

3.2. Other Available Reports in eTIME
Schedule Report — shows the schedule you are set to work.
Time Detail Report — displays the timecards for the time period you request.

a) Click on the report name. Vor) — Lo oFel et
<Home B
REPORTS Hame:
ey Fcmr
HAIU\BLE renenr Time Period  Current Pay Period -
a DH Start Date i)
End Date E
Accrusl Balances and Projections
As Of E

b) Select the Time Period you wish to

view. If you select “Specific Date” or R

“Range of Dates”, you will need to TiePuted Gaenasrwes

[Schecite.. ] Frevous Pay Fer
e e o A i e
click the Calendar icon == to select EndOue
the Start Date and End Date. Hex Seeds Perod
. - Actnsal BEances and Projctions T
c) Click View Report. . mor Wy
Last Wiok
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4. Logding Off eTIME

a) Once you have completed your task, m 4 e
click Log Off. - Ty
-]
. My Information
= Inbox
= My Timecard
® My Reports
® My Actions
& Task Complete
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OVERVIEW

Biweekly employees request time off using ADP Enterprise eTIME (Time and Labor Management).

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access eTIME through the ADP Portal at (https: //portal adD com)
a) Click USER SIGN IN. — -

User Sign In First Time User

USER SIGN N CREATE ACCOUNT

Neea el Geting Strisc?
ADMINISTRATOR SIGN IN Make This St Your Fame Page

b) Enter your Portal User name and =
The server cgateway. adp com at Admin Access [23:00:08:8230] requires a

Password. i gt

c) Click OK.
| l |}Dhndn=@usg |
‘ | ...... [
EI Remernba'rnycredenhals

e
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2. eTIME Access

a) On the Portal Home page, point to e
the Time & Attendance tab.
b) Click Welcome. et « T itsten | Py Toe «| Prativete «| s o cove «|

Moelcom To Your Erplayee Portal

Four nbste source hor BLP Iy d Baw'tn Time S0'e fermiiea

' Lo
o i access o e, select T “Bemefis” i O Erioyes” it
'l iy * dnupiens 2 e “agloyee” 10
' stbct B Doy I Sopsen o he Tephyoe” 1
e iz o s i, s B TG S S (o My Bivwgh iy AR, . 590
RS I
heinfeskpsca el
c) Click All other employees: Click
£2 Partal Integration TR A

Here to access eTime.

Horme = [ Time & Atiendance = | Pay & Taxes » | Personalinformaten = | Benetis = | Caser + |

Welcoina
e

‘Wilcome to the Time pane- you CAn record and review your work, sick, vacation and personal time using ADP
aTime. Please select one of the links below to get started

ManagersiApprovers: Click [zrs to access eTime
All other employees: Click Hr: to access eTime

3. Employee Menu
a) Under My Information, click My
Actions.

»

&2 Enterprise eTIME®

=
4
| &
4

Y @ v Pagev Safety~

My Information
= Inbox
u My Timecard

= My Reports

L] ME Actions
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4. My Actions
a) Under Actions, click Request Time MY ACTIONS
Off. Last Refreshed:10:26 PM

Note: The list of the actions you see 1 T

may vary from the sample

sercenshot. The woring s5ased N | s [ :
Actions
»  Cancel Leave Time »  Cancel Time Off Request

» Request Leave Time » Request Time Of@

5. Request Time Off

a) Your acgrual balances are dlsplayed A hitps:/leetimetesté.adp.com - Time Off Request - Microsoft Internet Explorer
under Time Off Balances.

Time Off Balances (hours) as of today
Comp Time Balance:

Floating Holiday Balance:
Sick Balance: 16:00

Vacation Balance: 2000

b) Under Time Off Request, select the o /“*-m_. lllll

appropriate Request Type. —
i Time Off Request
¢) Click the Calendar icon - to *Remestlpe: | CompTime Of ¥
select the Start Date and End Date. * start ate: ' =
Caution: Do not select start and end s =
dates that include a weekend or state —_—
recognized holiday. Submit separate 2
requests excluding weekends and state s O SporyHoum © Sans Hous s sina ed sl
recognized holidays. If weekends and/or e s
. . . urs i o .
holidays are included, the system will S
dock time for the days.
d) Select Specify Hours.
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e) Enter the time your leave will begin in G - s

the Start Time field.

* Hours: @ Speciy Hours O Same Hours as Scheduled Shifts

f) Enter the number of hours per day o

you will be requesting off in the Fill in only if Specify Hours is selected above

Hours Per Day field. S times
g) Select Scheduled and Non- R

Scheduled Days Day Type: @ seheduled and Non-scheduled Days O Scheduled Days
h) Click Next. 2
i) Click Save & Close. & https://ectadp.com/Tid=17614542 - Time Off Request... [l =) (e

j) Click Log Off.

"

Thank you for your TimeOff Request

Sava & Close |

6. Time Off Request Submission Confirmation

a) You should receive an email with your Your Request for Time off

request details confirming the

submission of your request for time Mo GITTZ013 728 A

off.
b) YOUI’ Manager Sh0u|d receive an emall The request for tirme off detailed below has been submitted.

stating that a time off request has fequestDetzj's: .

- 2 aAcation -

been submitted. - A0S e e -
C) Once your Manager has evaluated Your Request for Time off has been approved

your request, you should receive an

email notification that your request Man BrA20LE 127 P

has been approved or rejected.

The request for time off outlined below, has been approved by

Request Details:
Leave Type: Wacation

S 13 -

Ml Task Complete
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OVERVIEW

Monthly employees request time off using ADP Enterprise eTIME (Time and Labor Management).

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access eTIME through the ADP Portal at (https://portal. adg com)
a) Click USER SIGN IN. i

User Sign In First Time User

USER SIGNIN GREATE ACGOUNT

Hewd il Gating Sarisc?
ADMINISTRATOR SIGN IN Mais This St Your Homa Pags.

b) Enter your Portal User name and g ==
Pa.SSWO rd . I::r::r:::r?:l:;:‘y”ao?p .com at Admin Access [23:00:08:8230] requires a
c) Click OK.

 —r=r— ) pr——
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2. eTIME Access
a) On the Portal Home page, point to the
Time & Attendance tab.
b) Click Welcome.

Fer < T L »| Pk o » | Pordborie | ol = Cine =

Moelcom To Your Erplayee Portal

Four eob-te) source for KRLP e Bank s Tt Lo mfomisen

0 et e Tapyee” it
o [ access e e, slect o "Bl i e Eruioes” iy
'l iy * dnipiens ta e “Taplopee” 1o
. sl e Py Loes” drvpiven va he Tirplyoe” 1ie-
e it wll e sty e oot e WS e Sevwces e Mok Bivagh Indy EOAR 53
N LRI
beindeskgsi
c) Click All other employees: Click Here R —
£2 Partal Ietegration v -

to access eTime.

Horme = [ Time & Atiendance = | Pay & Tasse = | Personalinformaten = | Benetis = | Caser |

Welcoina
e

‘Wislcome to the Time page- you Can record 3nd review your work, sick, vacation and personal time using ADP
aTime. Please select one of the links below o get started

Managers/Approvers: Click Hars to access aTime

All other employees: Click Hij/ to access efime

3. Emplovee Menu
a) Under My Information, click My

Actions.

»

&% Enterprise e TIME® ] mm v Pagev Safety~

=
4
| &
4

My Information
= Inbox
u My Timecard

= My Reports

L] ME Actions
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4. My Actions
a) Under Actions, click Request Time 9 Enterprise e TIVE® Sl v B v @ v Pagev Safetyw

Off. m ' Log OFf | Help

Note: The list of the actions you see

may vary from the sample ctome BN
screenshot. The wording is based on MYALTINS
your pay group and/or set up.

Categories  All -

Actions

® Reguest Leave Time ® Cancel Leave Time Request

- Monthly 380 Emplovee - Request Time " Monthly_S80 Employee - Cancel Time Off
off a i Request

5. Request Time Off

a) Your accrual balances are displayed T At i AR S04 A0 T O = Vv kv Exploree provida =
under Tlme Off Ba|ances_ Time Off Balances (hours) as of today
Floating Holiday Dalance: 800
Time Off Request
* Requast Type: [Fioating Holiday =]
* Start Date: -
b) Under Time Off Request, select the I / L
appropriate Request Type.
Time Off Request
c) Click the Calendar icon to * Raquost Types Floaling Hollday =
select the Start Date and End Date. * stort Dt Sek [
Vacalion
Caution: Do not select start and end e i)
dates that include a weekend or state —— -
recognized holiday. Submit separate =l
requests excluding weekends and state * Hours:  SpaciyHours
recognized holidays. If weekends and/or

holidays are included, the system will é ‘*ﬁﬂ@w

dock time for the days.
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d) Use the calendar to select the month @ ipsijeetadp.com/ - Colend... - | O] ]
and day. Calendar - Windows Internet Explorer provided by

Februany
2013

Sun Hon Tue Wed Thu Fri Sat
12

3 4 5 B 7 8 39
m 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 B X8

e) Enter your shift Start Time and the T /* -
Hours Per Day you work. T h
f) Click Next Please enter start time and hours per day or your request will not
) work

Start Time:

Hours Per Day:

Day Type: @ Scheduled and Man-scheduled Days
g) Click Save & Close. @ htips:/fectadp.com/Tid=17614542 - Time Off Request... L=l (=) [ S
h) Click Log Off. — — ”

Thank you for your TimeOff Request
Save & Close

6. Time Off Request Submission Confirmation

a) You should receive an email with your Your Request for Time off
request details confirming the

submission of your request for time

Sent Mon 812013 Ti29 AM
To:

off.
b) YOUI’ Manager Should receive an email The request for tirme off detailed below has been submitted.
stating that a time off request has Request Det\a/lls: .
- 2 aAcation
been submitted. = AL e -
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¢) Once your Manager has evaluated
your request, you should receive an
email notification that your request
has been approved or rejected.

M Task Complete

Your Request for Time off has been approved

Sent Mon 6/24/2013 127 PM
[To:

The request for time off outlined below, has been approved by

Request Details:
Leave Type: Wacation

42013
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OVERVIEW

Managers request time off using ADP Enterprise eTIME (Time and Labor Management).

Macintosh and/Zor Java Version 7 and Higher Users

The eTIME service is currently not compatible with the newer versions of Java. Some managers, will
receive a Java error when trying to access the eTIME service as a manager/approver. If you are
unable to access eTIME through the Managers/Approvers link, log in to eTIME using the “All
other employees” link on the Time and Attendance tab. Refer to Step 2.c, eTIME Access Option
3.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS
1. Access eTIME through the ADP Portal at (https://portal. adg com)

a) Click USER SIGN IN.

User Sign In First Time User

USER SIGN IN CREATE ACCOUNT
b) Enter your Portal User name and Windows Security =
PaSSWO rd . I?frii',l'f:r?:',f:;?mi‘fﬁ .com at Admin Access [23:00:08:8230] requires 2
c) Click OK.

I IJnhndnz@usg
emamberrrvy credentials

oK [ cances
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2. eTIME Access

a) Option 1 e
¢ On the Portal Home page, under

et - Vot B e = | iy ki = P mmiir = ot = Cave =

Recommended Links, click e
Managers/Approvers: Click Here
to access eTime. e ]

8 Vi s g o
& B aceas ms b, i B Theef 1”3 ogeo s o k™ e
. rapioma s Forgn e

' el e Ty e o v e g o
b Conter ot w0 A 00 0, et b,
0 e 0 T
—————

Hecommeaded Links _ _

ManagersiApprovars: Qulﬁio access aTime.

Usefd Links:

b) Option 2
e On the Portal Home page, point to
the Time & Attendance tab.
e Click Welcome. {man

Moelcom To Your Erplayee Portal

Four eob-te) source for KRLP e Bank s Tt Lo mfomisen

' Teitand” a e Tapee”
o Faaccese oun besafit, select o “Bemefs”™ it e Ervioyes” ol

it e Tl 1o
' st B Vay L g e he g 1

o ranc ol e syt st cond o e S S S (o ) (TR ]
M 1IN
heinfeskpsca el

e Click Managers/Approvers: Click
Here to access eTime.

£ Partal Inkegration B R-Q

Home = [ Time & Azendance = | Pay & Tases = | Parsonal Infoemalion = | Benetis = | Caredr =

Walcoma
B

‘Welcame to the Tims page- you C&N recort Snd review your work, sick, vacation and personal ime using ADP
wTime. Please select one of the finks below o get started

Managers/Approvers: Click _Ia"- to access eTime
All other employess: Cick Hﬂ.r\:iz atcess eTime,
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c) Option 3 - Recommended option for
Macintosh and Java version 7 and
Higher
e On the Portal Home page, point to

the Time & Attendance tab.
e Click Welcome.

e Click All other employees: Click
Here to access eTime.

3. Manager Menu
a) Point to the My Information tab and
click My Actions.

Manager
Job Tool

bera o MM-:mraa-irwmw ‘_M-_Eme |

Wiicome To Your Erployse Poral

Toar cnw-steg yource for B8 Paped Barw'ta Tome Crtinmisn

' e T Wrcane dal Fapyee” e
o [dceass Do, i T i ot B Ervaoes skt
' g v e g 1o
et e ey | Towes” drcpions v the Tarplopee” 1ot
Fir sl s st et TS e i (TR
T 250 105 20
beipdeckps el

£ Partal letegration B

Horme = [ Time & Atiendance = | Pay & Tasse = | Personalinformaten = | Benetis = | Caser |

Welcoina
e

‘Wislcome to the Time page- you Can record 3nd review your work, sick, vacation and personal time using ADP
aTime. Please select one of the links below o get started

ManagersiApprovers: Click |22 to access eTime
All other employees: Click Hire to access eTime

A

rqunesas | rveseee | soneonse *  [RRICSUIITI HTEMENHRS | ECORD ETESTIRY *
Tevacard Schedds Peagle Raporls Lowee [ases Wy Trerd
QUCKFND : phg
bt Myapts
T (et beat it s

Ackons ™ Punch ™ hevousk ™ hcoruals ™ Schede ¥ Agprova ™ Fenson ® Leame

L] L] Pk Pl

University System of Georgia Shared Services Center
1005 George J. Lyons Pkwy, Sandersville Georgia 31082

Page 3 of 5

Toll Free (855) 214-2644 « Phone (478) 240-6500 o Fax (478) 240-6414

Email helpdesk@ssc.usg.edu ¢ Website www.ssc.usqg.edu

Normal Business Hours: Monday through Friday 8:00 A.M. — 5:00 P.M.
Self-Service support is available at https://answers.ssc.usg.edu



mailto:helpdesk@ssc.usg.edu
http://www.ssc.usg.edu/
https://answers.ssc.usg.edu/

ADP Enterprise eTIME - Request Time Off

Qkh
by

UNIVERSITY SYSTEM OF GEORGIA
SHARED SERVICES CENTER

Manager
Job Tool

EMP-CS-2010JT
Revision 04 | Date 07/11/2016

4. My Actions
a) Under Actions, click Request
Time Off.

Note: The list of the actions you
see may vary from the sample
screenshot. The wording is
based on your pay group and/or
set up.

5. Request Time Off
a) Your accruals are displayed
under Time Off Balances.

b) Under Time Off Request, select
the appropriate Request Type.

¢) Click the Calendar icon to
select the Start Date and End
Date.

Caution: Do not select start and
end dates that include a weekend or
state recognized holiday. Submit
separate requests excluding
weekends and state recognized
holidays. If weekends and/or
holidays are included, the system
will dock time for the days.

%

| @7 Enterprise eTIME® Mo v [ p=h v Pagev Safetyw
52 i
«Home |

MY ACTIONS

Last Refreshed:7:21 AM

Categories Al

Actions

= Request Leave Time

» Monthly 380 Emplovee - Reguest Time

= Cancel Leave Time Reguest

. Monthly_980 Employee - Cancel Time Off
Request

Time Off Request - Windows Internet Explorer provide... — | ] X
=)

Floating Holiday Batance:
Sick Dalanceo:

Vacation Dalance:

Time Off Balances (hours) as of today

800
79.00
7:00

* Request Type:
* Start Date:

—

Time Off Request

=
——

[ reyr—

WOk

= Thrrn E4F Bmepurmst = Wincdones Tntmsred Explosns preamcicde. o | C1] %]
=]

Time Off Balances (hours) as of today
abarca ann

rwon

.....................................
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d) Use the calendar to select the
month and day.

e) Enter your shift Start Time and
the Hours Per Day you work.
f) Click Next.

g) Click Save & Close.

Manager
Job Tool

‘& https:/feet.adp.com/ - Calend... _ |0 ﬂ

- Calendar - Windows Internet Explorer provided by

Februany
2013

Sun Hon Tue Wed Thu Fri Sat
102

3 4 5 B 7 8 9
m 11 12 13 14 15 18
17 18 19 20 21 22 23
24 26 X% 27 X8

Hours:

Please enter start time and hours per day or your request will not
work

Start Time:
Hours Per Day:

Day Type: @ Scheduled and MNon-scheduled Days

@ hitpsy/eetadp.com7id=17614542 - Time Off Request... | E1 [

-

Thank you for your TimeOff Request

Save & Close

6. Time Off Request Submission Confirmation

a) You should receive an email with
your request details confirming
the submission of your request
for time off.

b) Your supervisor should receive
an email stating that a time off
request has been submitted.

i Task Complete

From:

Ta:

Cc

Subject: Your Request for Time off

The request for time off detailed below has been submitted.

Request Details:

Leave Type: Floating Holidlay
Start Date: 3/15/2013

End Date: 3/15/2013

Hours per Day: 8:00

Your message:

University System of Georgia Shared Services Center
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Return to Contents

OVERVIEW

Employees cancel time off requests using ADP Enterprise eTIME (Time and Labor Management).

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access eTIME through the ADP Portal at (https:/Z/ ortal adp.com
a) Click USER SIGN IN. = -

User Sign In First Time User

USER SIGN N GREATE ACGOUNT

Hosa el Gating Siarisc?
ADMINISTRATOR SIGN IN Maiks This St Yo Home Page

b) Enter your Portal User name and =
The server cgateway. adp com at Admin Access [23:00:08:8230] requires a

Password. e T

c) Click OK.
i l |phndn=@usg |
‘ | ------ [

EI Remernberrny(mdennals

 —— ) r——
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2. eTIME Access

a) On the Portal Home page, point to e
the Time & Attendance tab.
b) Click Welcome. et « T itsten | Py Toe «| Prativete «| s o cove «|

Moelcom To Your Erplayee Portal

Four nbste source hor BLP Iy d Baw'tn Time S0'e fermiiea

' Lo
o i access o e, select T “Bemefis” i O Erioyes” it
'l iy * dnupiens 2 e “agloyee” 10
' stbct B Doy I Sopsen o he Tephyoe” 1
e iz o s i, s B TG S S (o My Bivwgh iy AR, . 590
RS I
heinfeskpsca el
c) Click All other employees: Click
£2 Partal Integration TR A

Here to access eTime.

Horme = [ Time & Atiendance = | Pay & Taxes » | Personalinformaten = | Benetis = | Caser + |

Welcoina
e

‘Wilcome to the Time pane- you CAn record and review your work, sick, vacation and personal time using ADP
aTime. Please select one of the links below to get started

ManagersiApprovers: Click [zrs to access eTime
All other employees: Click Hr: to access eTime

3. Employee Menu
a) Under My Information, click My
Actions.

»

&2 Enterprise eTIME®

=
4
| &
4

Y @ v Pagev Safety~

My Information
= Inbox
u My Timecard

= My Reports

L] ME Actions
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4. My Actions
a) Under Actions, click Cancel Time
Off Request.

&7 Enterprise e TIME®

Note: The list of the actions you see
may vary from the sample
screenshot. The wording is based on
your pay group and/or set up.

Employee
Job Tool

{:]\f" ~ [ m® v Page~ Safety~

m - Log Off| Help

5. Cancel Time Off Request
a) Select the appropriate Request

Type.
b) Click the Calendar icon to

select the Start Date and End Date
for the request you wish to cancel.

c) Use the calendar to select the month
and day.

d) Click Save & Close.

<Home I
MY ACTIONS

Last Refreshed:7:21 AM
Refresh
Categories Al -

Actions

= RequestLeave Time = Cancel Leave Time Request

. Monthly 980 Employee - Request Time ~ Monthly 980 Employvee - Cancel Time Off
Off Request a i

& hups - Cancel Time Off Request - Windows Internet Explorer .. — |01 x|
=1

Employes 10:
Employee Name:
Flosting Holiday Balance: 6:00

Stek Batancos 7900
Vacation Batance: 7:00

* Acwent Type [Fioating Honday =]

* Start Date: [3nsmm3 =
* End Date: (EGEZ0E] =

(& https://eet.adp.com/ - Calend... - |0 X/

Calendar - Windows Internet Explorer provided by

| February ==
[ 2013 =

Sun Hon Tue Wed Thu Fri Sat
1 2

3 4 5 B 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23

- < Cancal Tina OFf ReqUest - Windows Intamat Explorer .. _ [01] 2|

Employee :
Employes Hame:
Flaasting Holiday Balance: 6:00

Sick Batance: 79.00
Veostion Beterset 7.00

* Request Type: [Fiostng Fonasy =]

* Start Dates Friszoia [
* End Date: a1 6/2013 E_—_’

Save & Close Reset | cCancel |
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6. Request to Cancel Time Off Submission Confirmation
a) You should receive an email with your

From:

request details confirming the To:
H H Co
S_meISSIOn Of your requeSt to Cancel Subject: Your Request ta Cancel Time off
time off.
b) Your Manager should receive an email The request to cancel time off detailed below has been submitted,
stating that a request to cancel time Request Details:
off has been submitted. Leave Type: Vacation

Start Date: 7/19/2013

¢) Once your Manager has evaluated Erd Date, 77152013

your request, you should receive an
email notification that your request
has been approved or rejected.

Ml Task Complete

University System of Georgia Shared Services Center Page 4 of 4
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OVERVIEW

Managers cancel time off requests using ADP Enterprise eTIME (Time and Labor Management).

Macintosh and/or Java Version 7 and Higher Users

The eTIME service is currently not compatible with the newer versions of Java. Some managers, will
receive a Java error when trying to access the eTIME service as a manager/approver. If you are
unable to access eTIME through the Managers/Approvers link, log in to eTIME using the “All
other employees” link on the Time and Attendance tab. Refer to Step 2.c, eTIME Access Option
3.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access eTIME through the ADP Portal at (https: //Dortal ado com)
a) Click USER SIGN IN.

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Heeq el Gattng sarisc?
ADMINISTRATOR SIGN IN Mae Ths St Your Feme Page

b) Enter your Portal User name and
Password. e e
c) Click OK.
| ‘ IJuhndu:@Usg
-..;:‘l.emberrriy credentials
oK [ cance:
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2. eTIME Access
a) Option 1 =
e On the Portal Home page, under e

Recommended Links, click e

Managers/Approvers: Click Here S

to access eTime. _ e

— AT 2 0w 1 M h

Hecommeaded Links

ManagersiApprovars: Qulﬁio access aTime.

Usefd Links:

b) Option 2
e On the Portal Home page, point to
the Time & Attendance tab.
e Click Welcome. {man

Moelcom To Your Erplayee Portal

Four eob-te) source for KRLP e Bank s Tt Lo mfomisen

' etan" il Taphyer” ik
o Fiaaccess oun besefits, select Tt “Bemefis”™ s e Ervioyes” ol
ol e w2 e w e
' st oy | Tes” g v e Tephyee” it
o ranc ol e syt st cond o e S S S (o ) (TR ]
M 1IN

heindeskps et

e Click Managers/Approvers: Click
Here to access eTime.

£ Partal Inkegration B R-Q

Home = [ Time & Azendance = | Pay & Tases = | Parsonal Infoemalion = | Benetis = | Caredr =

Walcoma
B

‘Welcame to the Tims page- you C&N recort Snd review your work, sick, vacation and personal ime using ADP
wTime. Please select one of the finks below o get started

Managers/Approvers: Click _Ia"- to access eTime
All other employess: Cick Hﬂ.r\:iz atcess eTime,
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o
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e
c) Option 3 - Recommended option for
Maclntosh and Java version 7 and
Higher
e On the Portal Home page, point to
the Time & Attendance tab.
e Click Welcome.

e Click All other employees: Click
Here to access eTime.

3. Manager Menu
a) Point to the My Information tab and
click My Actions.

eTIME - Cancel Time Off Request

Manager
Job Tool

bera o MM-:mraa-irwmw ‘_M-_Eme |

Wiicome To Your Erployse Poral

Yot snt-stea dourcn for B Papr Barw it Tome 4 frmaion
o [aacess o beafits sciecd Tt el 3 madtw it B e skt
B armpons v e Ty v
selci e Ty & Toes” dpdons v e gy v
i stanca ol s st st ot e 95

Weicana® a te Faployes” ikt

(TN

00 206 2
beipdeckps el

£2 Partal Integration

Horme = [ Time & Atiendance = | Pay & Tasse = | Personalinformaten = | Benetis = | Caser |

Welcoina
e

‘Wislcome to the Time page- you Can record 3nd review your work, sick, vacation and personal time using ADP
aTime. Please select one of the links below o get started

ManagersiApprovers: Click |22 to access eTime
All other employees: Click Hire to access eTime

A

rqunesas | rveseee | soneonse *  [RRICSUIITI HTEMENHRS | ECORD ETESTIRY *
Tevacard Schedds Peagle Raporls Lowee [ases Wy Trerd
QUCKFND : phg
bt Myapts
T (et beat it s

Ackons ™ Punch ™ hevousk ™ hcoruals ™ Schede ¥ Agprova ™ Fenson ® Leame

L] L] Pk Pl
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4. My Actions
a) Under Actions, click Cancel Time Off 2 Enterprise eTIME® > B -~ @ v Pagev Ssfety~

Request. @) ——————— Log OF| Help

Note: The list of the actions you see may

vary from the sample screenshot. The <tere
; i MY ACTIONS
wording is based on your pay group and/or il 8
set up.
Refresh
Categories Al -
Actions
= Request Leave Time = Cancel Leave Time Request
Monthly 980 Employee - Reguest Time - Monthly 880 Employee - Cancel Time Off
Off Request
5. Cancel Time Off Request
a) Select the appropriate Request Type. — e v o = = 01 x|
_ _ ,| B
b) Click the Calendar icon to select I mtsa =)
the Start Date and End Date for the Beemb
request you wish to cancel. i fesntiead T T
* End Date: [
[ B &Cioss | Reset| Cancel
=]
c) Use the calendar to select the month @ bitpsi//estadp.com - Calend.. | OI| 5||
and day_ Calendar - Windows Internet Explorer provided by
= February =
= 2013 _
Sun Mon Tue Wed Thu Fri Sat
1 2
3 4 5 B 7 B 9
m 11 12 13 14 15 1B
17 018 19 20 M 22 23
24 25 B ¥ 28
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! ADP Enterprise eTIME - Cancel Time Off Request
“ Manager

)

Q Job Tool
ﬂg = 1‘

Universimy System oF GEORGLA
SHARED SERVICES CENTER

d) Click Save & Close. CL . ; BN g e oo gl — = 101,

Employse 10:
Employee Name:

Floating Holiday Balence: 6.00
Sick Balance: 79:00
Vacation Balance: 7.00

* Request Type: Floating Holiday =

* Start Date: 371672013 ==
* End Date: 3152013

Save & Close__| Reset | Cancel

=1
6. Request to Cancel Time Off Submission Confirmation
a) You should receive an email with your Erom:
request details confirming the To
H H Co
S_meISSIon Of your requeSt to Cancel Subject: Your Request to Cancel Time off
time off.
The request to cancel time off detailed below has heen submitted,
Request Details:
Leave Type: Wacation
Start Date; 7/19,/2013
End Date: 7/19,/2013
& Task Complete
University System of Georgia Shared Services Center Page 5 of 5
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) ADP Enterprise eTIME - Request Leave Time
‘.\%k Employee

m) Job Tool

UNIVERSITY SYSTEM OF GEORGIA
SHARED SERVICES CENTER

OVERVIEW

Employees request leave time using ADP Enterprise eTIME (Time and Labor Management). Leave
time refers to leave that will apply to Family and Medical Leave Act (FMLA), Short Term Disability,
Long Term Disability or Military Leave.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS
1. Access eTIME through the ADP Portal at (https://portal.adp.com)

a) Click USER SIGN IN.

User Sign In First Time User

USER SIGN N CREATE ACCOUNT

Nasa el Geting Staiec?
ADMINISTRATOR SIGN IN Make This Sow Your Fome Fage

& Forgal Your User 107

b) Enter your Portal User name and o
PaSSWO rd ) I:Zf.iﬁf:ﬁ:':ﬁ?&ifé’“m at Admin Access [23:00:08:8230] requires a
c) Click OK.

! | | iohndoe@usg |
) )
| X [ | Rermember my credentials

o [Ccenea]
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) ADP Enterprise eTIME - Request Leave Time
‘.\%k Employee

m& Job Tool

UNIVERSITY SYSTEM OF GEORGIA
SHARED SERVICES CENTER

2. eTIME Access

a) On the Portal Home page, point to e
the Time & Attendance tab.
b) Click Welcome. et « T itsten | Py Toe «| Prativete «| s o cove «|

Moelcom To Your Erplayee Portal

Four nbste source hor BLP Iy d Baw'tn Time S0'e fermiiea

' Lo
o i access o e, select T “Bemefis” i O Erioyes” it
'l iy * dnupiens 2 e “agloyee” 10
' stbct B Doy I Sopsen o he Tephyoe” 1
e iz o s i, s B TG S S (o My Bivwgh iy AR, . 590
RS I
heinfeskpsca el
c) Click All other employees: Click
£2 Partal Integration TR A

Here to access eTime.

Horme = [ Time & Atiendance = | Pay & Taxes » | Personalinformaten = | Benetis = | Caser + |

Welcoina
e

‘Wilcome to the Time pane- you CAn record and review your work, sick, vacation and personal time using ADP
aTime. Please select one of the links below to get started

ManagersiApprovers: Click [zrs to access eTime
All other employees: Click Hr: to access eTime

3. Emplovee Menu
a) Under My Information, click My

»

=
4
| &
4

Y @ v Pagev Safety~

R &2 Enterprise eTIME® &
Actions. i >
]

My Information

= Inbox

u My Timecard

= My Reports

- MEAdmns
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. ADP Enterprise eTIME - Request Leave Time
% Employee

Eﬂ& Job Tool

UnivERSITY SysTEM 0F GEORGIA
SHARED SERVICES CENTER

4. My Actions
a) Under Actions, click Request Leave MY ACTIONS
T i me. Last Refreshed:10:26 PM
Note: The list of the actions you see
may vary from the sample Categories | Al ~
screenshot. The wording is based on P
yOUI’ pay group and/or SEt Up. =  Cancel Leave Time = Cancel Time Off Reguest

= Reguest Leave Tlrne(p..,l = Reguest Time Off

5. Request L eave Time
a) Select the appropriate Leave

2 https://eetimetest6.adp.com - New Leave Case Request - Micr...

Cate g o ry " Employee ID:
b) CI'Ck NeXt. Employee Hame:
Manager:
* Leave Category: FMLA ~
[ Next > ] [R’eset ] [ Cancel ]
&] Done S 9 Internet
c) Select the appropriate Leave 3 https:/feetimetest6.adp.com - New Leave Case Request - Micr...
Reaso n. Employee ID:
d) Select the appropriate Leave Employee lame:
Frequency (Continuous or Manager:
Intermittent). Leave Category:  FMLA
i ; YI * Leave Reason: Chi v
e) Click the Calendar icon to et -
Leave Frequency: Continuous
SeIeCt the Leave Start Date and Intermittent leave frequency means you will be taking off only
Leave End Date some of your scheduled work time,
. * Leave Start Date:
f) Select how the leave hours will be e =
used, Same hours each day or SRl e izl
Variable Hours ';93"9 ““l-"s‘- - O same hours each day C variable hours
g) Enter the approximate hours that will fisad ot
be used each day in the ErAmpic a2 1 Shours
ApprOXImate Daily Leave Hou rs * Describe Details of your Request:
field. '
h) In the Describe Details of your
Request field, provide the reason for
the leave.
i) Click Send & Close. The request will
be sent to your Campus Leave | <Back | [ Send &Close > | [Reset | | Cancel |
Administrator for processing.
J) Click Log Off.
University System of Georgia Shared Services Center Page 3 of 4
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ADP Enterprise eTIME - Request Leave Time

oL
B

UnivERSITY SysTEM 0F GEORGIA
SHARED SERVICES CENTER

Employee
Job Tool

6. Leave Time Reguest Submission Confirmation

a) You should receive an email with your
request details confirming the
submission of your request for leave

Subject: test - new leave case requaest.

Employes 1:
Employes=s Ram =: test

Frlanager:

time.
b) Your Campus Leave Administrator will
process your request.

HREYY LES~NE A SE RECQUEST
FReguaest Details Leawe
Catesorwy: Fhoellss

Leawe Reaszoamn: Birth aor AAdoption
Leawve freqguency: Continuous

Start Date: 857012013

Ernc Date: 92052012

L=ave Hours: Sam = Hours Each Daw
Approximate Daily Leave Hours: S

D etail=:
FrAaALS - Birth s ~sdoption regquest.

i Task Complete

University System of Georgia Shared Services Center
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] ADP Enterprise eTIME - Request Leave Time
% Manager

&Q, Job Tool

UNIVERSITY SysTEM OF GEORGIA
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OVERVIEW

Managers request leave time using ADP Enterprise eTIME (Time and Labor Management). Leave
time refers to leave that will apply to Family and Medical Leave Act (FMLA), Short Term Disability,
Long Term Disability or Military Leave.

Macintosh and/Zor Java Version 7 and Higher Users

The eTIME service is currently not compatible with the newer versions of Java. Some managers, will
receive a Java error when trying to access the eTIME service as a manager/approver. If you are
unable to access eTIME through the Managers/Approvers link, log in to eTIME using the “All
other employees” link on the Time and Attendance tab. Refer to Step 2.c, eTIME Access Option
3.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access eTIME through the ADP Portal at (https://portal.adp.com)
a) Click USER SIGN IN. ;

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Heea el Gattng Startse?
ADMINSTRATOR SIGN IN

b) Enter your Portal User name and T g e
PaSSWO rd . I;-:r:rn:‘:r:r?:t:;g:;.com =t Admin Access [23:00:08:8230] requires a
c) Click OK.
[ | jehndoe@usg
| e
u [] Remember my credentials
[ cance
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] ADP Enterprise eTIME - Request Leave Time
‘.él Manager

m‘), Job Tool

EMP-CS-2020JT

UNIVERSITY SYSTEM OF GEORGLA

Seuaen S Crtoenn Revision 04 | Date 07/11/2016
2. eTIME Access
a) Option 1 S
¢ On the Portal Home page, under 3

Recommended Links, click hacsen

Managers/Approvers: Click S

Here to access eTime. _ ";_:'__m:_“*m

— I 0 S50 m ) T R a

Hecommeaded Links

ManagersiApprovars: Qulﬁio access aTime.

Usefd Links:

b) Option 2
e On the Portal Home page, point to
the Time & Attendance tab.
e Click Welcome. {man

Moelcom To Your Erplayee Portal

Four eob-te) source for KRLP e Bank s Tt Lo mfomisen

' Teitand” a e Tapee”
o T access o s, el "Beef” i e Erioyes ol

e’ w e
' ‘st e Py oee” rrpeven v e Terphyee” 1ot
o e s syl e contact e S e Sevo s o ) (TR ]
M 1IN
heinfeskpsca el

e Click Managers/Approvers: Click
Here to access eTime.

£ Partal Inkegration B R-Q

Home = [ Time & Azendance = | Pay & Tases = | Parsonal Infoemalion = | Benetis = | Caredr =

Walcoma
B

‘Welcame to the Tims page- you C&N recort Snd review your work, sick, vacation and personal ime using ADP
wTime. Please select one of the finks below o get started

Managers/Approvers: Click _Ia"- to access eTime
All other employess: Cick Hﬂ.r\:iz atcess eTime,
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ADP Enterprise eTIME - Request Leave Time

&k
b

UNIVERSITY SYSTEM OF GEORGIA
Starep Services CENTER

c) Option 3 - Recommended option for
Maclntosh and Java version 7 and
Higher
e On the Portal Home page, point to

the Time & Attendance tab.
e Click Welcome.

e Click All other employees: Click
Here to access eTime.

3. Manager Menu
a) Point to the My Information tab and
click My Actions.

Manager
Job Tool

bera o MM-:MU;&-;MMW ‘_M-_Eme |

Wiicome To Your Erployse Poral

Toar cnw-steg yource for B8 Paped Barw'ta Tome Crtinmisn

' e T Wrcane dal Fapyee” e
o [achass ur e, i T it v B Ervinyes ke
' g v e g 1o
» Taiei ot stect e oy & Tooes" dopdss v e e 1ot
Fir sttt ol s s s ! i U5 e i (TR
T 250 105 20
beipdeckps el

£ Partal letegration B

Horme = | Time & Atiendance = | Pay & Taxes » | Personal information = | Benetts = | Caseer « |

Welcoina
e

‘Wislcome to the Time page- you Can record and review your work, sick, vacstion and personal time using ADP
wTime. Please select one of the links below to get started

ManagersiApprovers: Click [zrs to access eTime
All other employees: Click Hr: to access eTime

2

e * | ovgeseise * | scneoruss *  JRURUAISARCAN HYCALENDARS * ) FEFORD FTENTON ¥
Tevacard Shodde Pesple Raperls | Loave [ases Wy Trerd
QUCKEND : phg
bt Myapts
T (et beat it s

Moot ™ Punch ™ Aroounk ™ Aol ™ chedle ¥ Agprova ™ Fenon ® Leame

L] L] Pk Pl
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ADP Enterprise eTIME - Request Leave Time

Wt

M0 4

UNIVERSITY SysTEM OF GEORGIA

Starep Services CENTER

4. My Actions
a) Under Actions, click Request Leave
Time.

Note: The list of the actions you see
may vary from the sample
screenshot. The wording is based on
your pay group and/or set up.

5. Request Leave Time
a) Select the appropriate Leave
Category.
b) Click Next.

c) Select the appropriate Leave
Reason.

d) Select the appropriate Leave
Frequency (Continuous or

Intermittent).

e) Click the Calendar icon E- to
select the Leave Start Date and
Leave End Date.

f) Select how the leave hours will be
used, Same hours each day or
Variable Hours.

g) Enter the approximate hours that will
be used each day in the
Approximate Daily Leave Hours
field.

h) In the Describe Details of your
Request field, provide the reason for
the leave.

& Enterprise eTIME®

L3P

MY ACTIONS

Manager
Job Tool

% @ v Page~ Safety~ Tools~ @~ 7

=
]

Log Off | Help

<Home [

Last Refreshed: 10:49 AM

Categories Al

Actions

= Request Leave Time

® Monthly 980 Emplo

javascriptlzunchworkfio

= Cancel Leave Time Request
Agllfequest Time OF @ Monthly_980 Emplayee - Cancel Time Off Request

" Trusted sites | Protected Mode: OFf v RLsks -

2 hitps:/i/eetime!

Employee ID:
Employee Hame:
Manager:
* Leawve Category: | FMLA ~
[ Next > ] [Resel ] [ Cancel ]
&] Done S & Internet

test6.adp.com - New Leave Case Request - Micr... g@[zl

A https:/leetimetest6.adp.com - New Leave Case Request - Micr... g@@

Employee ID:
Employee Hame:

Manager:

Leave Category:

* Leave Reason:

Leave End Date:

Leave Hours:

* Approximate D,
Leave Hours:

Leave Frequency:

* Leave Start Date:

* Describe Details of your Request:

FMLA

Child v

Continuous v

Intermittent leave frequency means you will be taking off only
some ofyour scheduled work time.

=R

© Same hours each day © variable hours
aily

Example: 2 to 4 hours

University System of Georgia Shared Services Center
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“\ Manager

A

&@, Job Tool

UNIVERSITY SysTEM OF GEORGIA
SHaRED SERVICES CENTER

i) Click Send & Close. The request will
be sent to your Campus Leave | <Back || Send & Close > | [ Reset | | Cancel |
Administrator for processing.
j) Click Log Off.

6. Leave Time Reguest Submission Confirmation

a) You should receive an email with your SLbject: test - Mnew leave case request.
request details confirming the Employes | D
submission of your request for leave rhaploySs Mame: rast
tlme' oL R rEWY LE~SCE TS E RECILIEST
b) Your Campus Leave Administrator will Reguest Details Leave
Cateogory: F R
process your request Leave Reason: Birth or 2doption

Leave freguency: Contimnuaous

Start Date: SS501°201=

Ernd Date: 2,/30,2013

Leave Houwurs: Sarme Houwurs Each Day
LSpproximate Daily Leave Howurs: 8

Details:
FrAaALS - Birthy=cdoption recquast.

Ml Task Complete
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ADP Enterprise eTIME - Cancel Leave Time Request

%L Employee

m‘) Job Tool

UNIVERSITY SYSTEM OF GEORGIA
SHARED SERVICES CENTER

OVERVIEW

Employees cancel leave time requests using eTIME (Time and Labor Management). Leave time refers
to leave that will apply to Family and Medical Leave Act (FMLA), Short Term Disability, Long Term
Disability or Military Leave.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at

helpdesk@ssc.usg.edu.

INSTRUCTIONS
1. Access eTIME through the ADP Portal at (https: //Qortal adp.com)

a) Click USER SIGN IN.

User Sign In First Time User

USER SIGN N GREATE ACGOUNT

Hosa el Gating Siarisc?
ADMINISTRATOR SIGN IN Maiks This St Yo Home Page

b) Enter your Portal User name and
PaSSWO rd' I::r::r:‘j:r?:l;;ymzfp com a2t Admin Access [23:00:08:8220] requires a
c) Click OK.

| |}=hndn=@usg |
| | ) ...... ]
I;l

Remember my credentials

[—— =
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] ADP Enterprise eTIME - Cancel Leave Time Request
% Employee
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UNIVERSITY SYSTEM OF GEORGIA
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2. eTIME Access

a) On the Portal Home page, point to e
the Time & Attendance tab.
b) Click Welcome. et « T itsten | Py Toe «| Prativete «| s o cove «|

Moelcom To Your Erplayee Portal

Four nbste source hor BLP Iy d Baw'tn Time S0'e fermiiea

' Lo
o i access o e, select T “Bemefis” i O Erioyes” it
'l iy * dnupiens 2 e “agloyee” 10
' stbct B Doy I Sopsen o he Tephyoe” 1
e iz o s i, s B TG S S (o My Bivwgh iy AR, . 590
RS I
heinfeskpsca el
c) Click All other employees: Click
£2 Partal Integration TR A

Here to access eTime.

Horme = [ Time & Atiendance = | Pay & Taxes » | Personalinformaten = | Benetis = | Caser + |

Welcoina
e

‘Wilcome to the Time pane- you CAn record and review your work, sick, vacation and personal time using ADP
aTime. Please select one of the links below to get started

ManagersiApprovers: Click [zrs to access eTime
All other employees: Click Hr: to access eTime

3. Employee Menu
a) Under My Information, click My
Actions.

»

&2 Enterprise eTIME®

=
4
| &
4

Y @ v Pagev Safety~

My Information
= Inbox
u My Timecard

= My Reports

L] ME Actions
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ADP Enterprise eTIME - Cancel Leave Time Request
Employee
Job Tool

Wt

UniversiTy SysTeM 0F GEORGIA
SHARED SERVICES CENTER

4. My Actions
a) Under Actions, click Cancel Leave MY ACTIONS

Time. Last Refreshed:10:26 PM

Note: The list of the actions you see =

may vary from the sample atrash

screenshot. The wording is based on . )
Categories Al v

your pay group and/or set up. L =4
Actions

L] CancelLeaveTime@ = Cancel Time Off Request

= Request Leave Time = Request Time Off

5. Cancel Leave Time Request
a) Select the appropriate Leave

2 https://eetimetest6.adp.com - New Leave Case Request - Micr...

Ca}tegory. Erpiosee
b) Click Next. Employee Hame:
Manager:
* Leave Category:  FMLA ~
[Nexl > ] [R’esel ] [ Cancel ]
&] Done S @ internet
C) SeIeCt the appropriate Leave R https:/ectimetestb.adp.com - Cancel Leave Case Request - Mi... (= |[B3 ][]

Reason. This should be the same
values as the request.

Employee ID:
Employee Hame:
Manager:

d) Select the appropriate Leave
Frequency (Continuous or

Intermittent).

e) Click the Calendar icon E- to Leave Frequency:
select the Leave Start Date and
Leave End Date.

f) Enter your reason for cancelling your
request in the Reason for
Cancelling the Request field.

g) Click Send & Close. The request will
be sent to your Campus Leave
Administrator for processing.

h) Click Log Off.

Selectthe same values as in the original request
Leave Category: FrLA

7 Leave Reason: Child bt
Conlinuous

Y Leave Start Date:

HE

Leave End Date:

[ for C ling the B

| =Back | | Send & Close > | | Reset | | Cancel |

2] S @ internet
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Toll Free (855) 214-2644 « Phone (478) 240-6500 o Fax (478) 240-6414
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] ADP Enterprise eTIME - Cancel Leave Time Request
‘.&L Employee

m‘) Job Tool
4 EMP-CS-2021JT

VR SRR Revision 04 | Date 07/11/2016
6. Request to Cancel Leave Time Submission Confirmation
a) You Should receive an email Wlth your Subject: ¥our lesve case cancellation request has been sent to
request details Conf|rm|ng the our request to cancel a Leave case outlined below has been sent to , your Laave Administrator,
submission of your request to cancel reesvu:
Ieave time. Leave Reason: Birth or adoption

Leave frequency; Continuous

Start Date: B/01/2013
Enel Diate: /3072013

Detall:
Cancel request

our Lesavee Administrator will apgrovee o rejec your reguest.

M Task Complete

University System of Georgia Shared Services Center Page 4 of 4
1005 George J. Lyons Pkwy, Sandersville Georgia 31082
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] ADP Enterprise ADP - Cancel Leave Time Request
% Manager

&e Job Tool

Universiry System oF GEORGIA
SHARED SERVICES CENTER

OVERVIEW

Managers cancel leave time requests using eTIME (Time and Labor Management). Leave time refers
to leave that will apply to Family and Medical Leave Act (FMLA), Short Term Disability, Long Term
Disability or Military Leave.

Macintosh and/Zor Java Version 7 and Higher Users

The eTIME service is currently not compatible with the newer versions of Java. Some managers, will
receive a Java error when trying to access the eTIME service as a manager/approver. If you are
unable to access eTIME through the Managers/Approvers link, log in to eTIME using the “All
other employees” link on the Time and Attendance tab. Refer to Step 2.c, eTIME Access Option
3.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access eTIME through the ADP Portal at (https://portal. adD com)
a) Click USER SIGN IN.

User Sign In First Time User

USER SIGN IN CREATE ACCOUNT
b) Enter your Portal User name and Ao STy
PaSSWO rd . I::r::rn:::r?:l;ggfp .com at Admin Access [23:00:08:8230] requires a
c) Click OK.
| johndoe@usg
(e
Remember my credentials
[ oK ] [ Canca
University System of Georgia Shared Services Center Page 1 of 5

1005 George J. Lyons Pkwy, Sandersville Georgia 31082

Toll Free (855) 214-2644 « Phone (478) 240-6500 o Fax (478) 240-6414
Email helpdesk@ssc.usg.edu e Website www.ssc.usg.edu
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] ADP Enterprise ADP - Cancel Leave Time Request
% Manager

p) Job Tool
—— EMP-CS-2022JT
O S G Revision 04 | Date 07/11/2016
2. eTIME Access
a) Option 1 =
¢ On the Portal Home page, under e
Recommended Links, click hacsen
Managers/Approvers: Click Here S
to access eTime. _ i
o e S

Hecommeaded Links

ManagersiApprovars: Qulﬁio access aTime.

Usefd Links:

b) Option 2
e On the Portal Home page, point to
the Time & Attendance tab.
e Click Welcome. {man

Moelcom To Your Erplayee Portal

Four eob-te) source for KRLP e Bank s Tt Lo mfomisen

' Teitand” a e Tapee”
o Faaccese oun besafit, select o “Bemefs”™ it e Ervioyes” ol

e’ w e
' ‘st e Py oee” rrpeven v e Terphyee” 1ot
e it wll e sty e oot e WS e Sevwces e ) AR5
M 1IN
heinfeskpsca el

e Click Managers/Approvers: Click
Here to access eTime.

£ Partal Inkegration B R-Q

Home = [ Time & Azendance = | Pay & Tases = | Parsonal Infoemalion = | Benetis = | Caredr =

Walcoma
B

‘Welcame to the Tims page- you C&N recort Snd review your work, sick, vacation and personal ime using ADP
wTime. Please select one of the finks below o get started

Managers/Approvers: Click _Ia"- to access eTime
All other employess: Cick Hﬂ.r\:iz atcess eTime,

University System of Georgia Shared Services Center Page 2 of 5
1005 George J. Lyons Pkwy, Sandersville Georgia 31082
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] ADP Enterprise ADP - Cancel Leave Time Request
% Manager

m) Job Tool

Universiry Systenm or GEORGLA
SHARED SERVICES CENTER

c) Option 3 - Recommended option for
Maclntosh and Java version 7 and
Higher Fert | 1 omaten = Tt | asvtionrte «| g o o <
e On the Portal Home page, point to

the Time & Attendance tab.
e Click Welcome. e Tofou Bl P

Toar cnw-steg yource for B8 Paped Barw'ta Tome Crtinmisn

' ot T Wsne" a i Faphye”" ke

o [t b, S T "B i Bt e ekt

. apvnn v e Ty v

» T et st Dy & Toes® s v e Taphyee” -

o st ol s st s ot i 05 P [ TR
00 206 2
beipdeckps el
e Click All other employees: Click
E7 Partl Inte gratian T - I

Here to access eTime.

Horme = [ Time & Atiendance = | Pay & Tasse = | Personalinformaten = | Benetis = | Caser |

Welcoina
e

‘Wislcome to the Time page- you Can record 3nd review your work, sick, vacation and personal time using ADP
aTime. Please select one of the links below o get started

ManagersiApprovers: Click |22 to access eTime
All other employees: Click Hire to access eTime

3. Manager Menu
a) Point to the My Information tab and

click My Actions. m . \
MTQUICKSATS * | TIMECEEPING * | SHEDWLING * m\mw:m & WYCALEMGARS * | RERORD RETESTION *
Tevscard Schedde Praple Raports Laave ases Wy Trerd
My ik,
QUICHFIND )
beeol | -
Tt Fretinieed it s
Mcions * Punch * Aroousk ® Acorval ™ Schede ® Agprovabs ¥ Person ® btame *
e L] Pk Persn i
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ADP Enterprise ADP - Cancel Leave Time Request

QL Mana
ger
““ Job Tool

0 4

Universiry System oF GEORGIA
SHARED SERVICES CENTER

4. My Actions
a) Under Actions, click Cancel Leave
Time Request.

&2 Enterprise eTIVED fi v B - 1 @ v Pagev Ssfeyw Tooksv @~ 7

YD

Log Off | Help

Note: The list of the actions you see
may vary from the sample screenshot.
The wording is based on your pay group
and/or set up.

<Home N
MY ACTIONS

Last Refreshed: 11.02 AM

Categories Al -

Actions

® Request Leave Time ® Cancel Leave Time Request

= Monthly 380 Employee - Request Time Of @ Monthly_980 Employee - C Il Time Off Request |

5. Cancel Leave Time Request
a) Select the appropriate Leave

2 https:f/eetimetest6.adp.com - New Leave Case Request - Micr...

Cate gory. Employee ID:
b) Click Next. Employee Name:
Manager:
* Leave Category: FMLA B
[Nexl > ] [Resal] [ Cancel ]
&] Done S @ Internet

c) Select the appropriate Leave Reason.
This should be the same values as the
request.

d) Select the appropriate Leave

3 https://ectimetest6. adp.com - Cancel Leave Case Request - Mi... [= |[C1][3]

Employee ID:
Employves Hame:

Manager

Frequency (Continuous or
Intermittent).

Selactthe same valuas 3% Inthe original requast

Leave Category: FMLA

) . vI * Leave Reason: Child b
e) Click the Calendar icon to select Leave Frequency: | Continuous v
the Leave Start Date and Leave End i i D =
Date. Leave End Date: ]
f) Enter your reason for cancelling your e

request in the Reason for Cancelling
the Request field.

g) Click Send & Close. The request will be
sent to your Campus Leave
Administrator for processing.

h) Click Log Off.

[ <Back | [ Send & Close > | [Reset | [ Cancel |

2] S @ Internet

University System of Georgia Shared Services Center
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ADP Enterprise ADP - Cancel Leave Time Request

& Manager

m‘) Job Tool
Y EMP-CS-2022JT

O o Sunoes G Revision 04 | Date 07/11/2016

6. Request to Cancel Leave Time Submission Confirmation

a) You Shou'd receive an email Wlth yOUI’ Subject: Your leave case cancellation request has been sent to
request details Confl rm | ng the our request to cancel a Leave case outlined below has been sent to , your Laave Administrator,
submission of your request to cancel e N
leave time. e

Start Date: B/01/2013
Enel Diate: /3072013

Detall:
Cancel request

our Lesavie Administrator will approvee or reject your reguest.

& Task Complete

University System of Georgia Shared Services Center Page 5 of 5
1005 George J. Lyons Pkwy, Sandersville Georgia 31082
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] ADP Enterprise eTIME- Approve a Time Off Request
% Manager

A

E:Q Job Tool

UNIVERSITY SysTEM OF GEORGIA
SHARED SERVICES CENTER

OVERVIEW

Managers approve requests for time off using ADP Enterprise eTIME (Time and Labor Management).

Macintosh and/or Java Version 7 and Higher Users

The eTIME service is currently not compatible with the newer versions of Java. Some managers, will
receive a Java error when trying to access the eTIME service as a manager/approver. If you are
unable to access eTIME through the Managers/Approvers link, log in to eTIME using the “All
other employees” link on the Time and Attendance tab. Refer to Step 2.c, eTIME Access Option
3.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access eTIME through the ADP Portal at (https: //Dortal ado com)
a) Click USER SIGN IN.

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Heeq el Gattng sarisc?
ADMINISTRATOR SIGN IN Mae Ths St Your Feme Page

b) Enter your Portal User name and
Password et e s N A
c) Click OK.
| ‘ IJuhndu:@Usg
-..;:‘l.emberrriy credentials
oK [ cance:
University System of Georgia Shared Services Center Page 1 of 5
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ADP Enterprise eTIME- Approve a Time Off Request

% Manager

w Job Tool

UNIVERSITY SYSTEM OF GEORGIA
Starep Services CENTER

2. eTIME Access

a) Option 1
¢ On the Portal Home page, under T
Recommended Links, click hacsen

Managers/Approvers: Click Here
to access eTime.

‘Wekcome To Yaur Emy
Your sna-15op vewrve bor HEPayred BeneliTime Card infermation

8 ok o e g o
& B aceas ms b, i B Theef 1”3 ogeo s o k™ e

mapioma e gy k.
Selnct the Ty & aes™ dbapionn s e Erglioyee” role-
e o ke 0 A 00 P e o
0 e 0 T

Hecommeaded Links

ManagersiApprovars: (,“Il:u%gin access aTime.

Usefd Links:

e Point to the General tab and click 0
Inbox. ) [ coneral TINEKEEPING + | 304 HYIRFORMATION * | Y CALENDARS + | RECORD RETRNTION *

(roup Et Rewats

Ngox :'m

Lot Rtrganad 958 AN
Triacios hmatd
TASKE | S ey ‘
e 4 | m u..u.,.n.

Suhs At @ AvofDute: | vaoan B ot 4 v

From S DolaTind Recoid Cerghte By Dule
The tie curety Contara 4 .

b) Option 2
e On the Portal Home page, point to

the Time & Attendance tab. e = e« o e« o o
e Click Welcome.

Moelcom To Your Erplayee Portal

Four eob-te) source for KRLP e Bank s Tt Lo mfomisen

' Teitand” a e Tapee”

o Fiaaccess oun besefits, select Tt “Bemefis”™ s e Ervioyes” ol

ol o va e T 10

' st e Ty D" e e he i 1t

i s, i ot o S Serus e My Bivwgh iy AR, . 590
M 1IN
heinfeskpsca el

e Click Managers/Approvers: Click anlistaiiasi
Here to access eTime.

Home = | Time & amendance = | Poy & Tares = | Personal informaven = | Benetts = | Carver =

Welcome

‘Weltome to the Time page- you Can recont and review your work, Sick, vacation and personal tine using ADP
aTime. Please select one of the Inks below to get started

Managers/Approvers: Click Hopy [0 access eTime

All othar amployeas: Chek Helwll ccess eTme,

University System of Georgia Shared Services Center Page 2 of 5
1005 George J. Lyons Pkwy, Sandersville Georgia 31082
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] ADP Enterprise eTIME- Approve a Time Off Request
‘.&L Manager

m& Job Tool

UNIVERSITY SYSTEM OF GEORGIA
Starep Services CENTER
e Point to the General tab and click o
Inbox. L [

(orup Et Rewity

MY QUICKNAVS * | TINEKEEPING * | SCHEDULING * | WY INFORMATION * | MY CALENDARS * | RECORD RETENTION *

INBOX
Lot Rtegned 95 AN
Tiaae st
TASKE | g, ey ‘

Sute e ¥ Asofbater |00 B tumorn 4

From S QDataTimg Recoind Conghen By Dt
The e curety cortana o o

¢) Option 3 - Recommended option for oz
Macintosh and Java version 7 and
nghel" H.—.--MM-:mraa-imnw-_m-_rm-_
e On the Portal Home page, point to b
- C ]
the Time & Attendance tab.
¢ Click Welcome. -
' e T Wicsae"dalie Ty k-
o [20ccess o beafis saiect Tt "Bt @ modtwedd B Erpeves” skt
¥ g v T Ty o
« Taiev ath stoct B oy B Tones” s v he g’ 1ot
o st ol s st s ot i 05 P [ TR
[l R TR R 1)
blpdeskesu sl
e Click All other employees: Click
£ Partal letegration B

Here to access eTime.

Horme = [ Time & Atiendance = | Pay & Tasse = | Personalinformaten = | Benetis = | Caser |

Welcoina
e

‘Wislcome to the Time page- you Can record 3nd review your work, sick, vacation and personal time using ADP
aTime. Please select one of the links below o get started

ManagersiApprovers: Click |22 to access eTime
All other employees: Click Hire to access eTime

e Click Inbox.
General

® nkbox
= Group Edit Results
® Reports

| = Actions

University System of Georgia Shared Services Center Page 3 of 5
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] ADP Enterprise eTIME- Approve a Time Off Request
‘.él Manager

w Job Tool

EMP-CS-2017JT

UNIVERSITY SYSTEM OF GEORGLA

Siuawen Skivices Oenren Revision 04 | Date 07/11/2016
3. Tasks
a) The Task List will display with new ) Loy e
requests Sent to you ; g GENERAL ™ | MY QUICKAAVS * | TINEKEEPING * | SCHEDULING * | NY INFORMATION * | MY CALENOARS ™ | RECORD RETENTION * -
b) Select the appropriate request. e
Last Rghashed £31 M
TASKS  NESSAGES
e L —
From gt et e Reeened ComgetBy0de o CuredlocAon
Doe Joe Wity S60 Eploye - Cancel 52013 471G mnaem A Tals
[ Mooy 590 Enployee - Regues! Te O Ny Welcome Fom T/ASDD & 5P (GUT -05.00) Eastem Time THaE01 At Task st
Dee dtn Vo § o) oL Az Aot Tkt
Doz kn Mondy 290 Enioyee - Reques: Tme Off N Wecome Fom 062013 B 30N (AT 05100) Essiem Time: a1 febve | Tasklst
C) CIICk Next. a https:/ /eet.adp.com/?id=17614563&initForm—true - - |O 1[
=l

Welcome to Request for TimeOff Evaluation process

Next | Cancel |

d) What do you want to do? Select 1 hitps:/ ctaipacomi7d=17614557 T O Exoliation - Windows TNEeE EXDRIERBRURE
the appropriate action (Approve or Rule Viations: Nene
Reject). oo lere
Employee Name: Doe, John
..... %M__/—\~\K\
Ty _/’"-\., e

What do you want to do?

@ Approve C Reject © Recheck Rules

H
(o] st | _cancs

Message:

e) Click Save & Close.

e https:/ [eet.adp.com/?id=17614552 - Time Off Evaluat — | m] |i|

Thank you for using Request for Time Off evaluation process.

Save & Close

f) Click Log Off.
Log Off | Setup | Help

RD RETENTION ~

University System of Georgia Shared Services Center Page 4 of 5
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ADP Enterprise eTIME- Approve a Time Off Request

&k
‘\\L
u
UNIVERSITY SYSTEM OF GEORGLA
Starep Services CENTER

Manager
Job Tool

EMP-CS-2017JT
Revision 04 | Date 07/11/2016

g) The employee should receive an
email notification informing them
their request has been approved or
rejected.

M Task Complete

Your Request for Time off has been approved

Fent: Mon 8/24/2013 1:27 PM
=g

The request for time off outlined below, has been approved by

Request Details:

Leay Lhvacation
Tmaly \—/_\‘

University System of Georgia Shared Services Center
1005 George J. Lyons Pkwy, Sandersville Georgia 31082

Page 5 of 5
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‘Cﬁ ADP Enterprise eTIME - Approve Timecards as a Manager
e Job Tool

]
]
UNIVERSITY SYSTEM OF GEORGIA
SHARED SERVICES CENTER

OVERVIEW

Managers approve timecards for employees they supervise using ADP Enterprise eTIME (Time and
Labor Management).

Macintosh and/Zor Java Version 7 and Higher Users

The eTIME service is currently not compatible with the newer versions of Java. Some managers, will
receive a Java error when trying to access the eTIME service as a manager/approver. If you are
unable to access eTIME through the Managers/Approvers link, log in to eTIME using the “All
other employees” link on the Time and Attendance tab. Refer to Step 2.c, eTIME Access Option
3.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access eTIME through the ADP Portal at (https://portal. adg com)
a) Click USER SIGN IN.

User Sign In First Time User

USER SIGN IN CREATE ACCOUNT
b) Enter your Portal User name and WingowE Securny
PaSSWO rd ) I::r::r:’ir:r?:lxi\ymz?p .com at Admin Access [23:00:08:8230] requires a
c) Click OK.
| iehndoe@usg
(e
Remember miy credentials
oK I Cancel
University System of Georgia Shared Services Center Page 1 of 4
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UNIVERSITY SYSTEM OF GEORGIA
SHARED SERVICES CENTER

ADP Enterprise eTIME - Approve Timecards as a Manager

Job Tool

EMP-CS-2025JT
Revision 02 | Date 11/19/2015

2. eTIME Access
a) Option 1
¢ On the Portal Home page, under
Recommended Links, click
Managers/Approvers: Click Here
to access eTime.

b) Option 2
e On the Portal Home page, point to
the Time & Attendance tab.
e Click Welcome.

e Click Managers/Approvers: Click
Here to access eTime.
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c) Option 3 - Recommended option for
Macintosh and Java version 7 and
Higher
e On the Portal Home page, point to

the Time & Attendance tab.
e Click Welcome.

e Click All other employees: Click
Here to access eTime.

3. Find the Employees You Supervise
a) With an “*” in the Name or ID field,
click Find.

b) A list of employees you supervise will
display.

Timecard | People | Reports

Job Tool
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4. Approve Employee Timecards

a) Point to the Actions tab and click Cp.
Select All. This action will select all of ) | cENERAL |
the employees in the list. mmecard | People | Reports
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b) Once all of the employees are yo0)
highlighted, click the Timecard tab. e s e
3glfme !Nguwu Nemnor® L
c) You will have the ability to use the Verd
navigation arrows to the right of the TmEcARD @e)
employee name and ID to scroll (S | o - e e
through all the selected timecard(s) to e o
review and approve.
d) To approve the timecard(s), point to 5D
the Approvals tab and click Approve. Tmecars Seo~
Note: You can also remove approval s
here.
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OVERVIEW

The University System of Georgia Shared Services Center’s Customer Support team is here to help
you with your questions or concerns.

Please contact our friendly and knowledgeable Shared Services Center (SSC) Customer Support
team for assistance. Our normal business hours are Monday through Friday 8:00 A.M. — 5:00 P.M.
except holidays. We invite you to call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

COMMON QUESTIONS

ADP Portal Direct Deposit
= Portal Navigation = Options for Direct Deposit
= Portal Registration = Direct Deposit Set Up
= Password Resets/User ID Inquiry = Direct Deposit Changes
= Personal Information Changes = And more......

=  And more......

Paycheck eTIME (Time Reporting)
= Missing Check = Adding the Service
= Direct Deposit = Entering Time
= Incorrect Pay/Hours = Approving Time
= Pay Statement Inquiries = Requesting Time Off
= And more...... = Manager Missing Employees

= General Time Card Inquiries

Benefits Setup & Changes
= Beneficiary Information
= Dependent Information
= System Navigation
= Life Change Inquiries
— E.G. Divorce, Marriage, Birth of Child, etc.
= Level of Coverage Inquiries
— E.G. What level of medical coverage do | currently have?
= And more......
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