ADP Time & Attendance New Design

ADP ezLaborManager® is now ADP Time & Attendance!

When you transition from ADP ezLaborManager to ADP Time & Attendance, you will see a new

innovative design that makes your job easier and more efficient.

Examples of the new design are provided below.

Employee - Home Page

Employees now have easily identifiable clocking buttons in the My Time portlet for better access to their

primary tasks.

L2

My Time My Time Off

Tuesday, Sep 01, 2015, 05:03 PM REQUEST TIME OFF
TIME OFF BALANCE REQUESTS REQUESTS

@ ® POLICY PENDING SCHEDULED
Sick Accrual
Definition 40,00 H 0.00H 0.00H

WVacation

ot Slock Ous Accrual  8000H  0.00H 0.00H
Definition
* Balance/Request Amount: D (Days); H (Hours)
* The balances Include future requests.

Lunch Out My Timecard

&y

Annual Summary

€O Mo Activities

[

(=

IAN F.JONES w

HOME MYSELF Search

Q
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Practitioner - Home Page
The Common Tasks portlet is available for one-click access to common tasks.
Note: Payroll Preparation and Move Period will only be available if you have Time Only employees.

m Yo @ ALEX A. ADAMS

HOME PEOPLE AND PROCESS REPORTS SETUP Search Q I

Common Tasks

Individual Timecard Timecard Exceptions
@A -
Schedules Payroll Preparation

S 2

Move Period View Reports
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Individual Timecard Page

You can now access the new Individual Timecard page to review, edit, and approve individual employee

timecards and handle exceptions.

@ o @ ALEX A ADAMS v
HOME PEOPLE AND PROCESS REPORTS SETUP Search Q
Individual Timecard @ .*
A Jones, lan A. * | |Q ‘ Alex A Adams Direct Reports (Public) v |'v
Posttion ID: & Pay Class: HOURLY-WC Status: Active
Supendsor Adams, Alex A Home Department:
| Current Pay Perlod Evs | | 8107205 m| | B8/23/2015 Q| .:' Q, AIND 1
\ 4
WEEK 1 IN - OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v REGULAR OVERTIME o
Mon 08/10 08:30 AM i L7} 0.00 0.00 0.00 0.00
Tue asm 08:30 AM - 04:30PM  JURY 8.00 8.00 8.00 0.00
Wed 0812 0815 AM - 05:00PM 825 825 8.2 0.00
Thu 0813 08:30 AM - 05:00PM 8.00 8.00 8.00 0.00
Frl 0814 08:30 AM - 05:00PM 8.00 8.00 8.00 0.00
Sat Q815 # 0.00 0.00 0.00 0.00
sun 081e - 0.00 0.00 0.00 0.00
WEEK 1 TOTALS 32.25 3225 0.00
'WEEK 2 IN - OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v REGULAR OVERTIME
Mon o8n7 08:30 AM - 05:00PM 8.00 8.00 8.00 0.00 =
Tue 0818 08:30 AM - 05:00PM 8.00 8.00 8.00 0.00
Wed 0819 08:30 AM - 0530PM 850 850 8.50 0.00
Thu 08/20 08:30 AM - 05:00PM 8.00 8.00 8.00 0.00 o
Pay Perlod (72.75) Week1(32.25) Week 2 (40.50)
(" REFRESH ) (" PREFERENCES | v | Legend
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Timecard Exceptions Page

The new Timecard Exceptions page shows both exceptions by employee and exceptions by type in a
single grid. Only employees with exceptions for the date range selected will display on the Timecard

Exceptions page.

L2

HOME PEOPLE AND PROCESS REPORTS

Timecard Exceptions @ .~

SETUP

‘ Alex A Adams Direct Reports (Public)

v|Y

Current Pay Period ~

vli (= ALEX A ADAMS

Search

Q

Lee, Victoria A

2 [3&] 1
Nichols, Stepha... i

4 1

Totals &5

I

EMPLOYEES (3) EX;SFT#;NS MISSING OUT PUNCH CLOCKED IN EARLY CLOCKED OUT LATE 'WORKED MORE HOURS THAN SCHEDULED
Jones, lan A. (i ]
5 3 1 1 1
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Totals Summary Page

The new Totals Summary page displays total hours by pay code for each employee. Pay code subtotals

are always visible at the bottom of the page.

L2

‘v‘b (= ALEX A ADAMS v

HOME PEOPLE AND PROCESS REPORTS SETUP Search Q I
Totals Summary @ *

| Alex A Adams Direct Reports (Public) v ‘ Y

| Current Pay Period (v} |

Timecard Exceptions Totals Summary

EMPLOYEES @ 4 TOTAL HOURS REGULAR OVERTIME JURY DUTY

Jones, lan A

5 7275 64.25 050 8.00

Lee, Victoria A.

2 21.00 73.00 8.00

Lin, Colin A

3 80.00 80.00

Nichols, 5t e A,

. s 8050 80.00 050

Totals for 4

Employees 31425 29725 1.00 16.00
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Payroll Simplification

Your Payroll processing has become even easier!

Now when you log in to RUN, you will see the number of timecard exceptions on the Home page.

HOME v EMPLOYEES v COMPANY v REPORTS v TAXES v Ways to Save [ Notes

A\ You have 2 employee(s) with 6 timecard exception(s) to resolve. Resolve Exceptions X

® B

Run Payroll HR411 Doc Vault

QO To Do B3 Messages

=
===
[E=S]

Time Management Certificates of Insurance Retirement Services
w =% ) Ga
Referral Rewards View Reports Paycheck Calculator

‘@j Delete Selected Messages

When you click Resolve Exceptions, you will see the number of employees with exceptions and the total
number of timecard exceptions. You can quickly resolve each exception and use the arrow key to scroll
through the employees.

Close
Timecards with Exceptions %)
Employee Name Contact Bi-\':ds;k\v Pay Cycle Pay ‘\ Exception Summary
il Ni Perio
Bill Night 0987654321 Employees with 1 Exceptions
03/23/2015 - 04/05/2015 exceptions to resolve
WEEK 1 IN - OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v REGULAR OVERTIME
Mon 02723 09:00 AM - @ 0.00 0.00 0.00 0.00
Tue 0324 09:00AM - 05:00PM 8.00 8.00 8.00 0.00
Wed  03/25 - 0.00 0.00 0.00 0.00
Thu 03726 - 0.00 0.00 0.00 0.00
Fri 03727 - 0.00 0.00 0.00 0.00
Sat 02728 - 0.00 0.00 0.00 0.00
Sun 03729 - 0.00 0.00 0.00 0.00
WEEK 1 TOTALS 8.00 8.00 0.00
WEEK 2 IN - OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v REGULAR OVERTIME
Maw noon nan Ann nan Ann e
Pay Period (3.00) Week1(8.00) Week 2 (0.00)
Save Cancel Preferences v | Legend
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You can also resolve timecard exceptions from the Run Payroll page.

HOME v EMPLOYFES v COMPANY v REPORTS v TAXES v
Run Payroll

Biweekly Pay Frequency Pay Pariod Check Date

( # Home -\r
pN iy

When all exceptions have been resolved, the Exception Summary will display that you are all caught up.

Close
Timecards with Exceptions o
Exception Summary
Employee Name Contact Bi-Weekly Pay Cycle All caught up!
Jim Morrison  Not Available  02/23/20%x - 03/08/20xx You do not have any timecards with

exceptions.

Sun  03/01 - 0.00 0.00 0.00 0.00
'WEEK 1 TOTALS 40.00 40.00 0.00

WEEK 2 IN-OUT PAY CODE HOURS DEPARTMENT  DAILY TOTALS v REGULAR OVERTIME
Mon  03/02 0800AM - 0500PM 9.00 9.00 9.00 0.00
Tue 02/03 0800AM - 05:00PM 9.00 9.00 9.00 0.00
Wed 03/04 08:00AM - 05:00PM 9.00 9.00 9.00 0.00
Thu 03/05 0800AM - 0500PM 9.00 9.00 9.00 0.00
Fri  032/06 - 0.00 0.00 0.00 0.00
Sat  03/07 - 0.00 0.00 0.00 0.00
Sun  03/08 - 0.00 0.00 0.00 0.00
WEEK 2 TOTALS 36.00 36.00 0.00

Pay Period (76.00) Week 1(40.00) Week 2 (36.00)

P —
{ Cancel ) | Preferences v | Legend
\. ./ \ ,_/

7 | ADP Time & Attendance New Design
Rev 20160429 Copyright © 2016 by ADP, LLC ALL RIGHTS RESERVED



When you return to the Run Payroll page, the Start Payroll icon is now available.

HOME EMPLOYEES v COMPANY REFORTS v TAXES v

Run Payroll

Biweekly Pay Frequency Pay Perlod Check Date Timecards

03/08 o3for 15 total hours for this pay poeriod
@) When you STart payroll, tmacards for this pay

View Timecards ?1

M Home b

If needed, you can click the Cancel button to go back and make additional changes to employee
timecards. You can then restart the payroll process.

e T > Fayron summan

Biweekly: Mar 21 206X 10 Apr 5, 206X Check date:  04/03/20xx B O ravron totes [7]
Emplayee Name Rate Regular Hours | Salary Amount | Overtime Hours  Vacation Hours Sick Hours. Personal Hours | Bonus Amount Mise Amaunt
Morrison, Jim ¥ 5200000 / he 45.00 17.00
Night, Bill ~ $15.0000 / hr 40.00 142
Torals 89.00 $0.00 2042 0.00 0.00 0.00 £0.00 50,00

Page 1ol 1: 1

payroll Cverrides = = Sort by & save Finish Later Preview Payroll

When you complete the payroll process and approve the payroll, the pay period is automatically moved
forward.

i —

Total Cash Required Check date Employees paid this pay period

$2,452.45 Friday, Apr 3, 20XX 2 O rmsinoes @

Rlweekly: Mar 23, 200K Apr §, 208X

Employee Name Type Total Hours Gross Pay Taxes Deductions Net Pay Employer Taves
Morrison, Jim Regular 66.00 $1.4%0.00 $321.00 $0.00 $1,168.99 s
Wight, zill Regular 4342 $676.95 $137.44 $0.00 §539.51 $89.19]
Torals 109.42 $2,166.95 §458.45 $0.00 §1,708.50 $285.50

Pagetof1: 1

Payrun Total: $2,457.4% Reports = Cach Requirad: $2,453.4%

Check Stub Message Pravious Finish Later
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Message Center

The Message Center provides a central location for all of your system alerts, tasks and notifications.

% @

ALEX A ADAMS w

Search

SETUP

Q

HOME PEOPLE AND PROCESS REPORTS

Message Center & @

a message, select an actlon from the Actlon column. Detalls and actions avallable depend on the message type.

View new, In progress, or completed messages. To filter your results, enter one or more search values. To view a message summary, click the subject. To view full detalls and/or to respond to

Type About Subject Status
|AII v| |AII V‘ ‘ B |AH v‘

From Received From To
n | mmidehyyy Q‘ ‘ mm/ddAyyy .tg| RESET

PRINT | MARK AS READ
D TYPE ~ FROM SUBJECT RECEIVED STATUS ACTL..
|:| i} SYSTEM Timecard Exception Notice 09/01/2015 12:0... New o
|:| i} SYSTEM Please Approve Timecards for the Current Pay Period 02/06/201512:3.. New o
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Standard Reports

You can view, print, save, and schedule reports from the Standard Reports page.

£2?

HOME  PEOPLE AND PROCESS REPORTS SETUP

Standard Reports @

Reports - Home Report Scheduling

o @

ALEX F. ADAMS w

Search

a]

OPTIONS NAME

DESCRIPTION

2l
(2]

Company Profile - Administrator

List of common configurations.

(i}

Edit Audit Report

Detailed audit report of changes made by specific users.

Employee Badge Report

List of employees by badge number.

Employee List Report

Alphabetical list of employees.

vl

Payroll Detail Report with Dept

Employee department hours and wages by company code.

| OB

%

Punch Source Report

Provides detailed timecard information grouped by the source of the IN punch.

7l
O/

Supervisor Assigned Employees List Report

Supervisor Assigned Employees List Report

2
Do/

Timecard Detail Report with Signature

Multiple Employee Timecard Report with Signature Line

1]

Timecard Exception Report

Timecard exceptions by employee

i]

Timecard Report

Detailed timecard report for each employee.

Total Paid Hours Detail Report

Report employee weekly and monthly total paid hours including optional weekly and monthly average total paid hours.

Total Paid Hours Summary Report

Report employee total paid hours including optional weekly and monthly average total paid hours.

L e e e
Be| Be| Be| Be| B | B Be| Be| Be Be| Be| Be| Be

(LT

User List Report

List of user records.
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Menus
You will now access menus and the associated activities to complete your tasks.

For example, when you select People and Process, you can then select from several related activities on
the left (Timecard, Scheduling, Payroll, and Employee) and additional activities on the right (Individual
Timecard, Timecard Exceptions, Totals Summary, etc.).

HOME PEOPLE AND PROCESS REPORTS SETUP

CO » Timecard Individual Timecard
Scheduling Timecard Exceptions
Payroll Totals Summary
Employee Group Timecard
In
a =
Schedules Payroll Preparation

oy

=Q

Move Period View Reports
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The following are examples of the menus.

Myself Menu
HOME MYSELF
» Timecard My Timecard )
My Schedules Actual vs. Scheduled TI me Off
Mond Personal Information 3T TIME OFF

)FF REQUESTS REQUESTS
by BALANCE ‘benniNG  SCHEDULED

J k Sick Accrual
U U Definition  40-00H 0.00H 000 H

Vacation
Clock In Clock Out Accrual 80.00H 000H 000H

Definition

Lunch Out My Timecard

2y

Annual Summary

* Balance/Request Amount: D (Days); H (Hours)
* The balances include future requests.

0 No Activities
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Reports Menu

HOME PEOPLE AND PROCESS REPCRTS SETUP

» Time & Attendance My Reports

Common Tasks

Standard Reports

©

Individual Timecard Timecard Exceptions
Schedules Payroll Preparation
Mowve Perlod View Reports
Setup Menu

HOME PEOPLE AND PROCESS REPORTS SETUP

» Global Settings Labor Charge Fields
Common Tasks g

Message Center Configuration Annual Summary Setup
Timeclocks System Options
Security

Individual Timecard Timecard Exceptions
Imports

= [
Payroll Preparation Move Perlod

=o}

View Reports
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