Entering Furlough Time on a Monthly Timecard

Log into the ADP portal at: http://www.portal.adp.com/

Click on the Time Application link.

Todayis ~pr7, 2009

Language Option: English | Espaficl

Home | Managd Myself | Money | Benefits

Click the “Here” link that applies to you.

Time and Attendance

ManagersiApprovers: Click Here to access eTIME

All other employees: Click Here to access e TIME.
Click on “My Timecard".

My Information
® My Timecard
s My Reports

= My Actions

Once you have pulled up your timecard for the current month follow the
instructions below.

. -
TIMECARD @
Name &1D | Miler, Stariley MONTHL Y5220
Loaded: 2:40PM
Time Period | Current Pay Period hd

@ v Punch ™ Amount~ Accruals ¥ Comment~ Approvals ¥ Reparts ¥ Leave ™
Week startingTSun 3/20

Pay Code Transfer Sun 329 Mon 3130 Tue 3131 Wi 4701 Thu 402 403 Sat 4104 Tatal
B Vacation - - 600 &00
00 800

Week starting: Sun 4,05
Pary Coe Transfer Sun 4105 Maon 4106 Tue 407 Wied 4103 Thu 4103 Fri4f0 Sat 4411 Total
A ‘Vacation - - 400 400
B Sick - - 800 - 00
400 00 1200

Week starting: Sun 4,12
Pary Code Transfer Sun 42 Mon 413 Tue 44 Wied 413 Thu 416 Fridn? Sat 48 Total

a Hours iorked - j

1. Click the drop down box in the Pay Code Column and choose “Furlough”.

2. Enter the actual number of Hours on the day that you are taking Furlough.
Per our SPSU furlough policy, this must be either a full day or %2 day.

3. Click on “Save”.

4. If the entry is saved successfully, the word “TIMECARD” will change from
Orange to Black


http://www.portal.adp.com/

