1. Loginto your ADP account and make note of your employee number.
Your number can be found under personal information.
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Welcome, Andrew Vazquez

Home ~ | Time & Attendance - | Pay & Taxes v | Personal Information +
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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 fo access eTime.

All other employees: Click Here o access eTime.

Resources/Documentation:
Enterprise eTIME (Time and Labor Management) Documentation (Revised July 2014)

If you receive the following error message, "Your account has not been properly configured ", refer to the job tool, Add or Re-Add eTIME for the ADF Portal, in the eTIME
Documentation above.

I

Additional Links:
Click this link to add eTIME ADP NeiSecure.

Payroll Services Forms Page— Please review this page for all Payroll Services Forms

Monthly Employee Historical Edit Report of Absence Form - Exempt employees use this form to report absences. Please report all absences for the month on the form including
days reported on the eTime panel. (Click Here for Form)

Bi-Weekly Employee Historical Edit Timesheet- Fill in the data in the spreadsheet. It automatically fills in dates. converts minutes into tenths of hours, and fotals the hours worked.
Then print, sign & submit to Payroll. (Click Here for Form,

Student i and P Y ployee Historical Edit Timesheet - Fill in the data in the spreadsheet. It automatically fills in dates, converts minutes into tenths of hours,
and totals the hours worked. Then print, sign & submit to Payroll. (Click Here for Form)
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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.

ManagersiAppreovers: Click Here to access eTime.
All other employees: Click Here'¥o access eTime.

Resources/Documentation:
Enterprise eTIME (Time and Labor Management) Documentation (Revised July 2014)

If you receive the following error message. "Your account has not been properly configured.”, refer to the job tool, Add or Re-Add eTIME for the ADP Portal. in the eTIME
Documentation above.

I

Additional Links:
Click this link to add eTIME ADP NetSecure.

Payroll Services Forms Page- Please review this page for all Payroll Services Forms

Monthly Employee Historical Edit Report of Absence Form - Exempt employees use this form to report absences. Please report all absences for the month on the form including
days reported on the eTime panel. (Click Here for Form)

Bi-Weekly Employee Historical Edit Timesheet- Fill in the daia in the spreadsheet. It automatically fills in dates. converts minutes info tenths of hours, and fotals the hours worked.
Then print, sign & submit to Payroll. (Click Here for Form)

Student Assi and porary Historical Edit Timesheet - Fill in the data in the spreadsheet. It automatically fills in dates, converts minutes into tenths of hours,
and totals the hours worked. Then print, sign & submit to Payroll. (Click Here for Form)
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3. Click the NETSecure link:
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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 fo access eTime.
All other employees: Click Here o access eTime.

Resources/Documentation:

I

Enterprise eTIME (Time and Labor Management) Documentation (Revised July 2014)

If you receive the following error message, "Your account has not been properly configured ", refer to the job tool, Add or Re-Add eTIME for the ADF Portal, in the eTIME
Documentation above.

Additional Links:
Click this link to add eTIME ADP MetSecure.

Payroll Services Forms Page— Please review this page for all Payroll Services Forms,

Monthly Employee Historical Edit Report of Absence Form - Exempt employees use this form to report absences. Please report all absences for the month on the form including
days reported on the eTime panel. (Click Here for Form)

Bi-Weekly Employee Historical Edit Timesheet- Fill in the data in the spreadsheet. It automatically fills in dates. converts minutes into tenths of hours, and fotals the hours worked.
Then print, sign & submit to Payroll. (Click Here for Form,

Student i and P Y ployee Historical Edit Timesheet - Fill in the data in the spreadsheet. It automatically fills in dates, converts minutes into tenths of hours,
and totals the hours worked. Then print, sign & submit to Payroll. (Click Here for Form)
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4. Log-in with your ADP credentials

Web Office Home x V&2 Portal Integration x ¥ 22 Enterpri

C' | Automatic Data Processing, Inc [U§J https:

Welcome to ADP

User Login Admin Login

Enter your user ID and password to log in

(Forgot your user ID?) (Forgot your password?)

First Time User?

or Help Getting Started

Privacy Legal Requirements Copyright © 2000-2014, ADP, LLC.




5. Click on Myself
a. Click on Manage Services
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@ ap 27 ADP
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://netsecure.adp.com/revadm/strong/theme.faces

m ‘Welcome, Dana Brown | Product User

Personal Information

- Contact Information - Security

Update your security questions and answars

Update/activate your email address selected to receive security notifications from ADP

- Manage Services gement Service provides

o access your ADP

Update/activate your mobile phone selected to receive text messages (at your request)

Change your password




6. Do one of the following to your eTime service:
a. Delete then re-add the service (please exit NetSecure before re-adding the service)

b. Add the service

/[ Web Office Home % ' P Portal Integration x 1 @e Enterprise cTIME® x | aw ADP

w8 =

€ - C |B Automatic Data Processing, Inc [US]| https://netsecure.adp.com/revadm/strong/theme.faces

m Welcome, Dana Brown | Product User

Home  Myself

X Log out

Manage Services

Manage My Services

The following ADP services are currently available to you. To associate another service with your user account, click Add. To remove a
service from your account, click Delete.

If you have a service that is pending and want to use your pay statement or form W-2 to associate that service with your user account
click Try Again.

Important: If ADP services are displayed without Add/Delete options next to them, you automatically have access to these products.
You don't need to add them separately

Self Service

iPayStatements

W2 Services
Delete

Enterprise eTIME

7. When you have successfully added the service, you will receive a message stating the service was added.



9.

Access your time card/queue via your ADP account under portal.adp.com.
a. Click on Time & Attendance
b. Click on All other Employees
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Welcome to the Time page- you can record and review
Managers/Approvers: Click Here to access eTime.
All other employees: Click 0 access eTime

work, sick, vacation and personal time using ADP eTime. Please select one of the links below to get started.

Resources/Documentation:
Enterprise eTIME (Time and Labor Management) Documentation (Revised July 2014)

If you receive the following error message, "Your account has not been properly configured.”, refer to the job tool, Add or Re-Add eTIME for the ADP Portal, in the eTIME
Documentation above.

Additional Links:
Click this link to add eTIME ADP NetSecure.

Payroll Services Forms Page— Please review this page for all Payroll Services Forms,

Monthly Employee Historical Edit Report of Absence Form - Exempt employees use this form to report absences. Please report all absences for the month on the form including
days reported on the eTime panel. (Click Here for Form)

Bi-Weekly Employee Historical Edit Timesheet- Fill in the data in the spreadsheet. It automatically fills in dates, converts minutes into tenths of hours, and totals the hours worked.
Then print, sign & submit to Payroll. (Click Here for Form

Student i and Js] Y ployee Historical Edit Timesheet - Fill in the data in the spreadsheet. It automatically fills in dates, converts minutes into tenths of hours,
and totals the hours worked. Then print, sign & submit to Payroll. (Click Here for Form)
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Please inform me if this does OR does not solve your eTime challenges.

m




