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The purpose of this learning solution is to provide guided demonstrations and job aids on common managerial tasks performed in ADP Time & Attendance. This learning solution supplements the Managing Timecards and Schedules instructor-led course and/or the Web-based course.

The intended audience for this learning solution includes existing users of Enterprise eTIME migrating to ADP Time & Attendance and new users of ADP Time & Attendance requiring refresher training on previously learned content. 

Click Next to continue.


Copyright and Trademarks @?)

The ADP® logo and ADP® letters are registered trademarks of ADP, Inc. Adobe® is a
registered trademark and Acrobat™ is a trademark of Adobe Systems
Incorporated. In the Business of Your SuccessSM is a service mark of ADP, Inc.

All other trademarks and service marks are the property of their respective owners.
Copyright © 2013 ADP, Inc.

This material is copyrighted by ADP, Inc. 2013. All rights reserved, including the right to
reproduce this course or any part of it. It is against the law to copy the software on
cassette, diskette, tape, listing, or any other medium for any purpose other than the
purchaser’s personal use without the express written permission of ADP, Inc.

Previous | Next Copyright © 2013 ADP, Inc.


Presenter
Presentation Notes
This course is copyrighted by ADP.

Click Next to continue.



Manager Tasks

Interact With ADP Time & Attendance I

Find an Employee Using QuickFind Learning Byte Job Aid

Find an Employee Using Search Learning Byte Job Aid
Enter Time Learning Byte Job Aid
Access Online Help Learning Byte Job Aid

T N —

Resolve Exceptions Learning Byte Job Aid

Add a Pay Code Edit Learning Byte Job Aid
Cancel a Meal Deduction Learning Byte Job Aid

4 Perform a Labor Account Transfer Learning Byte Job Aid
- Perform a Work Rule Transfer Learning Byte Job Aid
= Approve a Time-Off Request Learning Byte Job Aid
Approve a Time-Off Request Cancellation Learning Byte Job Aid

~ Initiate or Delete Manager Delegation Requests Learning Byte Job Aid
Accept or Decline Manager Delegation Requests Learning Byte Job Aid

Cancel an Approved Manager Delegation Request Learning Byte
| Finalize Timecards

Approve a Timecard and Remove an Approval from a Timecard Learning Byte
Run Reports

Run a Report Learning Byte

.| Maintain Schedules

Change a Schedule Learning Byte
Create an Ad Hoc Shift Learning Byte
Schedule a Pay Code Learning Byte

View Schedule Audits Learning Byte

Previous I Next Copyright © 2013 ADP, Inc.


Presenter
Presentation Notes
Select a learning byte or a job aid to view the basic steps for completing the task. 

Here is a tip: Download this learning solution to your desktop for easy access to demonstrations and job aids on demand without having to access the Web-based version. 
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We want to receive your feedback so that we can evaluate the
effectiveness of our learning bytes and job aids. Click an option
below to complete a brief survey.
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We have a favor to ask. Would you please spend a couple of minutes providing your feedback on this learning solution? We use this feedback to continually improve our service and learning offerings to you.

Thank you! Your honest and constructive feedback is greatly appreciated.

https://www.kamtm.com/url/u.aspx?B553354DB36558945
https://www.kamtm.com/url/u.aspx?B471255B236558974
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IN THE BUSINESS OF YOUR SUCCESS™

ADP Time & Attendance: Accept or Decline
Manager Delegation Requests

When a manager (delegator) requests that you act as a delegate, it appears as an alert. You can
accept or decline the request.

Step Action

1 Click the Request Manager alert.
A list of requests is displayed.

2 Select Manager Delegation.

The Request Manager widget is displayed.
3 Double-click the appropriate delegation request.
4 Select Accept Delegation or Decline Delegation.

5 Click Save & Close.
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ADP Time & Attendance: Access Online Help

Online Help provides content and key term searches. Many search results provide links to related
topics for further exploration of a topic.

Step Action
1 From the carousel, click General Maintenance.
2 Drag and drop the Help widget to the primary workspace.
3 Select the appropriate category and topic in the left pane.
Tip: Click the Search tab to locate topics by a specific word or phrase.
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ADP Time & Attendance: Add a Pay Code Edit

Pay codes organize time and money, or account for exceptions. You can add a pay code edit for an
employee in several ways. This is an example of editing a pay code from the Exceptions widget.

Step Action

1 To resolve the exception, point to the corresponding Pay Code field and click
Add. The Pay Code Edit window is displayed.

In the Pay Code field, select the appropriate pay code.

In the Amount (hh:mm) field, enter the appropriate hours.
Click OK.

Click Save.

Note: To delete a pay code, simply delete the data you entered.

a| | W[ DN
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ADP Time & Attendance: Approve a Time-Off

Request
When employees request time off, you will be required to approve, refuse, retract, pend, or edit those
requests.

Step Action

1 Click the Request Manager alert.
A list of alerts is displayed.

2 Select Time-Off.
The Request Manager widget is displayed.

3 Highlight the appropriate request.

4 Click Approve.
Note: Click Refuse to deny the request.

5 If necessary, click Edit to refuse part of the request.
Click the X next to the time period you want to refuse.

6 If applicable, select a comment and enter notes.

7 Click Approve to consent to all or part of the request.
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ADP Time & Attendance: Approve a Time-Off
Request Cancellation

If an employee needs to cancel a time-off request, you will be required to approve, refuse, or edit the
cancellation requests.

Step Action

1 Click the Request Manager alert.
A list of alerts is displayed.

2 Select Time-Off.
The Request Manager widget is displayed.

3 Highlight the appropriate request.

4 Click Cancel Approved.

5 If applicable, select a comment and enter notes.

6 Click Approve to consent to the cancellation of the request.
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ADP Time & Attendance: Cancel an Approved
Manager Delegation Request

A time may arise when you need to cancel a manager delegation request that has been approved by
the delegate.

Step Action

1 In the Related Items pane, select Actions to access the Actions widget.

2 Click Manager Delegation.
The Select Actions window is displayed.

Note: This window only appears if you have an active manager delegation that
was approved by the delegate.

3 Select Remove Existing Delegation.
4 Click Next.

5 Highlight the delegation that you want to delete and click Delete.
A Delete Confirmation window is displayed, confirming the deletion.

6 Click Close.
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ADP Time & Attendance: Approve a Timecard and
Remove an Approval from a Timecard

The Timecard Approval wizard combines steps into a single workflow to perform the business tasks
of resolving punch issues, approving timecards, reviewing group edit results, and running reports.

Approve Timecard
Step Action

1 Drag and drop the Timecard Approval wizard to the primary workspace.

2 Click Next to navigate to the Approve Timecards chevron.

3 Select one or more employees whose timecard you want to approve.

Special key combinations:

e Select multiple employees: Press the Ctrl key and select individual employees.

e Select a group of employees: Select the first name in the list, press the Shift
key, and then select the last employee in the list. All employees between the
first name and last name will be selected.

e Select all employees: In the Select an Action field, select Select All.

4 In the Select an Action field, select Approve to approve the timecards.

5 Click Yes to approve.
Notes:

e Once you have approved a timecard, you or the employee cannot make any
edits to the timecard, unless you remove the approval from the timecard.

e Anemployee can remove an approval, unless the manager has already
approved the timecard. In that case, the manager must remove approval before
the employee can do so.

Approval Statuses

Symbol Definition

4 Pay period approved or signed off

One manager approved (appears in cases where multiple manager approvals are

1
necessary.)

(Partial) | Only a few days of the pay period are approved.

1 (Partial) | One manager approved. Only a few days of the pay period are approved.
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ADP Time & Attendance: Approve a Timecard and Remove an

Anproval from a Timecard

Remove Approval from Timecard

Step Action
1 Drag and drop the Timecard Approval wizard to the primary workspace.
2 Click Next to navigate to the Approve Timecards chevron.
3 Select one or more employees for whose timecards you want to remove the
approval.
4 In the Select an Action field, select Remove Approval.
Credits
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ADP Time & Attendance: Resolve Exceptions

Exceptions highlight unexpected or unusual transactions, such as when an employee works outside
his scheduled time frame or scheduled day. Exceptions may be resolved by entering, editing, or
deleting timecard data for your employees.

Access the Expectations Alert

The Exceptions alert displays the number of employees who have timecard exceptions in the current

pay period.
Step Action
1 Click the Exceptions alert.
A list of employees with timecard exceptions is displayed.
2 Select an employee whose exceptions you want to resolve.

Mark a Punch as Reviewed

Mark unexcused exceptions in timecards to indicate that you have reviewed them and do not want to
see them repeatedly in general queries or searches.

Step Action
1 Select the punch you want to mark as reviewed.
2 Click Mark as Reviewed. The punch is now green, indicating that it has been
reviewed.

Note: To unmark the reviewed punch, select the punch and click Unmark as
Reviewed.

3 Click Save.

Add a Missed Punch

If an employee missed a punch, you will need to fix the in or out punch.

Step Action

1 To add a punch, double-click the appropriate punch.

2 Enter the missed punch time and press Tab.
3 Click Save.
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Add Comments and/or Notes

Comments, which are predefined by your company, provide more information about a punch or an
amount.

Step Action
1 Select the punch exception and click Comment to add a comment.
2 Select the appropriate comment from the list.
Once you make a selection, an Add icon and Delete icon are displayed.
3 If necessary, click Add. In the New Note Here field, enter a note.
4 Click OK.

5 Click Save.
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ADP Time & Attendance: Run a Report

Depending on your company’s configuration, you may have access to run reports. Perform the
following steps to run a report.

Run a Report

Step Action

1 In the Reports widget, expand the appropriate report category to view the
available report options.
Note: You can access the Reports widget in several ways.

2 Select a report.

3 In the People field, select the hyperfind query you want to use to filter the report
results.

4 In the Time Period field, select the time period for this report.

5 Complete any additional field options that appear for the selected report.

6 In the Output Format field, select the appropriate output format.

7 At the top left of the widget, click Run Report. The Check Report Status tab is
displayed.
Tip: If enabled, you may also have the option to email or print your report from

the product.

8 Click Refresh Status and wait until the report status changes to Complete.

9 Click View Report. The report is displayed.
Tip: You can save or print the report from the Adobe Acrobat Reader.

10 Close the report.

Create a Favorite Report
Step Action

1 In the Reports widget, expand the appropriate report category to view the
available report options.

2 Select a report.

3 Click Create Favorite.

4 In the Favorite Report field, enter a name for the report.

5 In the Author’s Remarks field, enter any additional information.

6 Complete the additional field options that appear for the selected report.

7 Click Save Favorite. The report name is displayed below the Favorites category.

Copyright © 2013 ADP, Inc.
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IN THE BUSINESS OF YOUR SUCCESS™

ADP Time & Attendance: View Schedule Audits

Access the Schedule Audits window to view changes made to your employees’ schedules.

Step Action
1 From the carousel, click Scheduling.
2 In the Schedule Editor widget, select the name of the individual for whom you would

like to view the audit history.

From the View menu, select Audits.

If necessary, select the type of edit and modify the dates to narrow the search results.

View the results.
Click Close.

|l 0| | W

Copyright © 2013 ADP, Inc.. Page 1 of 2





@? ADP Time & Attendance: View Schedule Audits

IN THE BUSINESS OF YOUR SUCCESS™

Credits
The ADP® logo and ADP® letters are registered trademarks of ADP, Inc.

In the Business of Your Success®™ is a service mark of ADP, Inc.
All other trademarks and service marks are the property of their respective owners.
Copyright © 2013 ADP, Inc.

All Rights Reserved. The information contained in this document is proprietary and confidential to
ADP, Inc. No part of this document may be reproduced or transmitted in any form or by any means,
mechanical or electronic, including photography and recording, for any purpose without the express
written permission of ADP, Inc.

Copyright © 2013 ADP, Inc. For Internal Use Only. Page 2 of 2





		ADP Time & Attendance: View Schedule Audits

		Credits






£3P P

IN THE BUSINESS OF YOUR SUCCESS™

ADP Time & Attendance: Cancel a Meal Deduction

Depending on your company’s configuration, you may have access to cancel a meal deduction for an
employee. If an employee works through a break, and meal deductions are automatically deducted
from the employee’s timecard, you can cancel the meal deduction in the timecard.

Step Action

1 Access the employee’s timecard.

Note: You can access the employee’s timecard in several ways.

2 For the appropriate day or shift, select the No Meal check box.
Tip: To remove the meal deduction cancellation, clear the No Meal check box.

3 Click Save.
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ADP Time & Attendance: Change a Schedule

If an employee’s schedule changes for a few days, a week, or longer, you must change the schedule

pattern.
Step Action
1 From the carousel, click Scheduling.
2 In the Schedule Editor widget, select the name of the individual for whom you

are changing the schedule.

3 From the Shift menu, select Add Pattern or Edit Pattern. The appropriate
window is displayed.

Select the first day of the pattern.

Click Insert Pattern.

Select a pattern from the list and click OK.
In the Work Start Date field, select a start date.

In the Pattern Start Date field, select a start date.

O | 0| N[O 0| &

If this schedule change is a permanent change, select Forever or if this schedule
change is a temporary change, select End Date and enter an end date.

10 Select the Override Other Patterns check box.

Notes:

o Select the Override Other Patterns check box for the new pattern to
replace any other assigned patterns during the time period. At the end of
the time period, the original pattern resumes.

e Clear the Override Other Patterns check box to use this pattern in
addition to whatever else is scheduled.

11 Click OK.
12 Click Yes to override the current shifts.
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ADP Time & Attendance: Create an Ad Hoc Shift

Create an ad hoc shift for a temporary change, such as covering a shift, leaving early, or working
extra time. If a shift for an employee that is part of a schedule group is edited manually, the shift
permanently becomes an ad hoc shift.

Step Action
1 From the carousel, click Scheduling.
2 In the Schedule Editor widget, select the day during the week when the ad hoc

shift will begin for the appropriate employee.

3 From the Shift menu, click Edit or Add.
The appropriate window is displayed.

4 Enter a start time, if necessary.
S Enter an end time, if necessary.
6 Click OK.
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ADP Time & Attendance: Enter Time

While editing in the timecard, you can use your mouse or keyboard to navigate within the timecard
view. You also have a variety of formatting options for entering timecard data.

Step Action
1 In the QuickFind widget, locate the correct employee and time period.
2 Click Find.
3 To open a timecard, select an employee’s name and select Timecard. The

selected employee’s timecard appears.

4 Select the In field or the Out field to enter a punch.

e If the punch time is 3:00 p.m., enter 3p and press Tab.
e If the punch time is 3:00 a.m., enter 3a and press Tab.

Note: It is a best practice to be consistent in the use of “a” or “p” to signify the
correct time of day to help reduce common keying errors. You can also
use a 24-hour clock; 3 p.m. can be entered as 1500.

5 Click Save.
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ADP Time & Attendance: Find an Employee Using
QuickFind

The QuickFind widget is a tool used to search for a particular person or set of people based upon
their name or ID.

Step Action
1 In the Quick Links widget, select QuickFind.
2 In the Name or ID field, enter the last name of the employee or leave the default

asterisk to view all employees.

Tip: You can also search for names using one or more characters with the

asterisk.
3 In the Time Period field, select the appropriate time period.
4 Click Find.

Tip: To open one or more employees’ timecards, select the employees’ names
and select Timecard.

Special key combinations:

e Select multiple employees: Press the Ctrl key and select individual
employees.

e Select a group of employees: Select the first name in the list, press the Shift
key, and then select the last employee in the list. All employees between the
first name and last name will be selected.

e Select all employees: In the Select an Action field, select Select All.
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ADP Time & Attendance: Find an Employee Using
Search

The Search workspace is a tool used to search for a particular person or time data.

Find an Employee Using Search

The Search workspace is a tool used to search for a particular person.

Step Action

1 Click the magnifying glass icon to access the Search workspace.

2 Begin the search by entering the first three characters of the employee’s last
name.

3 From the search results, select the employee’s name.

4 Review the employee’s information in the right pane.

5 If necessary, click the Go To icon to access a widget or workspace for the selected
employee.

Find Time Data Using Search

The Search workspace is a tool used to search for time data.

Step Action
1 Click the magnifying glass icon to access the Search workspace.
2 Begin the search by entering the first three characters of your search query to

display suggestions or turn the hints on to display a search list.
3 Select the appropriate entry.

4 Review the information in the right pane.
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IN THE BUSINESS OF YOUR SUCCESS™

ADP Time & Attendance: Initiate or Delete Manager
Delegation Requests

When a manager expects to be unavailable (for example, on vacation), the manager can authorize a
delegate to complete her tasks during the absence.

Initiate a Manager Delegation Request

If you know you will unavailable, you can initiate a manager delegation request to another manager,
which authorizes that manager to complete your tasks during your absence.

Step Action

1 In the Related Items pane, select Actions to access the Actions widget.

2 Click Manager Delegation.
The Create Delegation window is displayed.

In the Delegate field, select the person to whom you want to delegate.

In the Start Date field, select a start date for the delegation.

In the Role field, keep the default role. Do not change this field.

3
4
S) In the End Date field, select an end date for the delegation.
6
7

Click Save & Close.

Delete a Manager Delegation Request

A time may arise when you need to delete a manager delegation request that has NOT been approved
by the delegate.

Step Action

1 Access the Manager Request widget.

2 Double-click the appropriate manager delegation request that you need to remove.
The request is displayed if it hasn’t been approved by the delegate.

3 Click Delete.
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IN THE BUSINESS OF YOUR SUCCESS™

ADP Time & Attendance: Perform a Labor Account
Transfer

Depending on your company’s configuration, you may have access to transfer an employee’s shift to
another labor account. If an employee is working in a department or job other than his primary
assignment, you must transfer his hours worked to a different account.

Step Action

1 Access the employee’s timecard.

Note: You can access the employee’s timecard in several ways.

2 In the Transfer column, click the magnifying glass icon.

Note: If the transfer is for a partial time period, create a new row and enter the
new in and out punches.

3 Select the appropriate labor account from the available fields.
4 Click OK.

Note: A new shift automatically defaults to the employee’s primary account.

5 Click Save. The new labor account is displayed in the Transfer field.
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IN THE BUSINESS OF YOUR SUCCESS™

ADP Time & Attendance: Perform a Work Rule
Transfer

Depending on your company’s configuration, you may have access to transfer an employee’s shift to
a different work rule. A work rule transfer ensures that the appropriate payroll rules are associated
with the worked time.

Step Action

1 Access the employee’s timecard.

Note: You can access the employee’s timecard in several ways.

2 In the Transfer column, click the magnifying glass icon.

Note: If the transfer is for a partial time period, create a new row and enter the new in
and out punches.

In the Work Rule field, select the appropriate work rule.
4 Click OK.

5 Click Save. The new work rule is displayed in the Transfer field.
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IN THE BUSINESS OF YOUR SUCCESS™

ADP Time & Attendance: Schedule a Pay Code

Use these steps for scheduling worked time and non-worked time, such as vacation, sick, and paid

time off.

Step

Action

1

From the carousel, click Scheduling.

2

In the Schedule Editor widget, select the day when the pay code will begin for the
appropriate employee.

From the Pay Code menu, select Add. The Pay Code Editor window is displayed.

In the Effective Date field, confirm the effective date.

In the Pay Code field, select the appropriate pay code.

In the Amount (hh:mm) field, enter the appropriate amount of time.

If necessary, select or clear the Override Shift check box.

In the Start Time field, edit the start time, if necessary.

O|l 0| N OO0 | W

In the Repeat for (D) field, enter the appropriate number of days to repeat this pay
code.

If applicable, select a comment and enter any appropriate notes.

11

Click OK.
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