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1. In ADP ezLaborManager, click the New Time Off Request icon on the My Home page.

Hew Time Off Request

Note: You can only request time off at least 24 hours ahead of time and up to a year in advance.

2. Complete the form:

a. Fill out the Description and Comments fields.

b. On the Calendar on the left, click the dates you are planning to request. You can click to clear
the Show Weekends check box to make selecting weekdays easier.

c. Each date you click will populate a row in the middle of the screen. From the Earnings Code
list, select the correct Earning Code. Type a Start Time and the number of Hours you will like to
request off for that day in their respective fields to the right.

d. You can select a Review By date if you would like to have a response from your manager by a
particular date. If a review by date is not defined, the system will not flag an un-approved
request until the day after you requested off.

e. If an Accrual program is configured in ezLaborManager, you will be able to see your up to date
balances while requesting time off for the future.

| You are here: My Home = Time Off Reguest

New Time Off Request

My Calendar: Total Hours Requested:  0.00

Description: | |

Comments: | -

Show Weekends

Accruals

h Accrual

Description

Floating Holiday FLOAT (Float
Accrual Definition | H94rs Holiday) 0.00 0.00 0.00
B | A | PERSOMNAL
DZ:‘?r?igizn cerual | yours (Persanal 0.00 0.00 0.00
e )
Sick Accrual .
‘ Definition Hours SICK (Sick) 57.22 0.00 0.00
acation Accrual VACATION
Definition Hours st 70.00 64.00 0.00

Request Details

9
16

* v v v v -

October — Schedule | Schedule s
= - s Code
s ln L Twle e ‘ SartTime | " iours i Stort Time  Hours
L3 31 E
= | ] [# Monday, November 24 - -- G c___\Ea_tion 09:00 AM
November
2| [#) Tuesday, November 25 = = Vacation - 09:00 AM 0.00]
[sInlrlwlrlrls) - v los:00 am |
1 B 3| [# Wednesday, November 26 - - Vacation - 09:00 AM
2 3 4 5 6 7 8

23 272 23| piewsy: @ L |5
30

10 11 12 13 14 15
17 18 19 20 21 22

.
P 7
F 14
P21

(sl [wlv|r|s]

December

1 2 3 4 5 6
g8 9 10 11 12 13
15 16 17 18 19 20
22 23 24 25 26 271 7

1 G.L/M.T. © 2014 by ADP, LLC ADP ezLaborManager Employee User Guide to Time Off Requests



£P

ADP ezLaborManager Visual Reference Card _—
) ) zLaborManager.
ADP ezLaborManager Employee User Guide to Time Off Requests

3. To view the status of your previously submitted Time Off Requests, you can look in the Inbox at the
bottom of your ezLaborManager Home Page. Alternatively, you can click My Time Off Requests on the
left of the My Home screen. You will see a list of your Pending Requests and the current status of each
request. Click the Status list to filter the requests you want to see (Pending, Approved, All, etc.).

My Home

Wy Timecard My Time Off Requests

My Actual vs. Scheduled * New Time Off Request
My Holidays
vear: [A[=] staws: (AT To] rind Requestnumber: [ ]

My Schedule
My Time Off Requests 2 Found

My Personal Information

2| Approved 5.00 12/26/2013 Time off
| 5| Approved | 16.00 11/07/2013 | [ |

4. Your manager can also Partially Approve your requests, which will require you to go back to your My
Time Off Request to either Accept Partial Approval by your manager or Cancel Request all together.

Note: Once the request is submitted, the dates cannot be changed. To change the dates, please cancel
the request and submit a new request.

5. Click the My Calendar icon on the My Home screen or in the Time Off Request to view your company
Holidays, your previously taken time off or any approved time off in the future. You can select various
built in categories to filter your view of your calendar.
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