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Managing Time Off Requests
1. Logonto myaccess.adp.com

2. From the MyADP Dashboard navigate to Go to Time and Attendance. Note: Timecard
management can only be performed directly in ADP Time and Attendance.

Time & Attendance
On the ADP Time & Attendance website you'll
be able to:

W View Your Schedule

& Request Time Off & View Balances

*Only features suthorized by your employer will be avaiable

(Z' Go To ADP Time & Attendance

3. From ADP Time & Attendance home page, select My Team > Employee > Time Off Request

MY TEAM REPORTS

Timecard Time O Requests

Scheduling Accrual Balances
, Annual Summary

Delegation G peens

4. Onthe Time Off Requests screen click the Request Number.

3 Found
REQUEST TOTAL REVIEW BY
NUMBER STATUS REQUESTER o TIME OFF BEGINS ON DESCRIPTION B
193160 Pending Review Adams, John J (25) 4500 101172021 09/012021
193158 Pending Review Adams, John J (25) 200 06/22/2021 06/21/2021
193157 Pending Review Adams, John J (25) 200 05/27/2021 05/26/2021

There are four options available for time off requests.
e Approve: Entire requested time will be approved and appear in the schedule.
o Will not post to the timecard until the day after the date requested off.

= {e. October 11" requested and approved. Will post to the timecard on October
12%,

REQUEST DETAILS 9
v Monday, October 11, 2021 08:00 AM 900 Vacation 08:00 AM 900 _
el Tuesday, October 12, 2021 08:00 AM 900 Vacation 08:00 AM 900 _
v Wednesday, October 13, 2021 08:00 AM 900 Vacation 08:00 AM 900 &
v Thursday, October 14,2021 0B:00AM 900 Vacation ~ 08:00 AM 900 E-%
v Friday, October 15, 2021 08:00 AM 9.00 Vacation 08:00 AM 200 K
(& APPROVE REQUEST © CANCEL REQUEST
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e Deny: Entire requested time will be denied and will not appear on schedule or timecard.

serrovs | omwy v B S v coos st o RO SO
PAY CODE START TIME HOURS
e Monday, October 11, 2021 08:00AM 900 Vacation  08:00 AM 900 3
R Tuesday, October 12, 2021 08:00 AM 900 Vacation ~ 08:00 AM 9.00 E-3
fd Wednesday, October 13,2021 08:00AM 900 Vacaton ~ 08:00 AM 900 _
v Thursday. October 14,2021  0B:00AM 900 Vacation ~ 08:00 AM 900 &
v Friday, October 15, 2021 08:00AM 900 Vacation ~ 08:00 AM 9.00 f_
[&) DENY REQUEST | © CANCEL REQUEST

e Cancel: Can be used to cancel an already approved time off request or arequest that is
inaccurate.
o Ifalready posted to the timecard or schedule, cancelling will remove it from the schedule
but to remove from the timecard, delete the row.
o Employee and Supervisor can cancel a request.

REQUEST DETAILS g
Monday, October 11, 2021 08:00 AM 900 Vacation 08:00 AM 9200 a£
Tuesday, October 12, 2021 08:00 AM 900 Vacation 08:00 AM 900 _!
Wednesday, October 13, 2021 08:00 AM 900 Vacation 08:00 AM 900 K
Thursday, October 14, 2021 08:00 AM 900 Vacation 08:00 AM 9200 £
Friday, October 15, 2021 08:00 AM 900 Vacation 08:00 AM 900 S
APPROVE REQUEST © CANCEL REQUEST

e Partial Approval: Some days of the request have been approved while others were denied.
o With this the employee must approve the updated request for it to populate.

o A mus_ ST camumone e
Monday, October 11, 2021 08:00 AM 900 Vacation 08:00 AM 900 E-3
v Tuesday, October 12, 2021 08:00 AM 900 Vacation ~ 08:00 AM 900 &
v Wednesday, October 13, 2021 08.00 AM 9.00 Vacation  08:00 AM 9,00 K
v Thursday, October 14, 2021 08:00 AM 900 Vacation 08:00 AM 900 £y
Friday. October 15, 2021 08:00 AM 900 Vacation  08:00 AM 900 E3
) PARTIALLY APPROVE REQUEST | © CANCEL REQUEST

Comparing Other Employees Non-Worked Schedules
e Great tool to determine if other employee(s) have the same day off.
o Other works if the other request has been approved for that day.

1. On the Time Off Requests screen > click the Boat (&) Icon.

REQUEST DETAILS 5
SCHEDULE SCHEDULE COMPARE TO OTHER EMPLOYEES'
APPROVE DENY DATE
STARTTIME HOURS oaveone eracrTiME HOURs — NON-WORKED SCHEDULES
v Monday, October 1, 2021 08:00 AM 900 Vacation ~ 08:00 AM 900
v Tuesday, October 12,2021 08:00AM 900 Vacation ~ 08:00 AM 900 E3

2. Provides an overview of employees that would share the same day off.

REQUESTER DATE PAY CODE
UserEMP,Support (3584) 10/11/2021 08:00 AM - 05:00 PM Vacation (VACATION)
Adams,John J (25) 10/11/2021 08:00 AM - 05:00 PM Vacation (VACATION)

Copyright © 2022 ADP, Inc. ALL RIGHTS RESERVED. ADP, the ADP logo and Always Designing for People are trademarks of ADP, Inc. ADP Confidential.




Supervisor Guide - Managing
Time Off Requests through

Always Designing ADP Time and Attendance
for People”

Reviewing the Annual Summary
1. Onthe Dashboard of ADP Time & Attendance, select My Team, Employee, Annual Summary.

REPORTS

Timecard Time Off Requests
Scheduling Accrual Balances
’IEmployee | >|Annua! Summaryl

Delegation Stiencancs

2. The annual summary view provides a snapshot of the entire year relating to approved time off
requests.

Pay Date Range: | Current Calendar Year | StartDate: 112021 E8| EndDate: 12312021 £ FND
Printable View  Pay Codes Summary  Time Off Requests  Schedule

= tide Fiers

View, With Colors and Code s | | AnnuatSummary View: @ Compaci CEcpanced

Anmal Sumenary Fiter: ENonWorked | [user selected
B valyacation

[Woee [t g [ i it [ iy [Taeeens [ roie
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s le[7 |2 o [o0 [n[=|=[w|®[w|v|=|n]|20]|222]2]e]=
afas[s[7 e [e]un[=]e ® % [% @ [® |22 |22
wa v |va [va |ua
7 [s[e[w[n = [a]w[=[s|r 20 [21 [22 [ [2a 25 |28 [22

Grand Totat: [45,00)

i
e

[ oo [atmrmrs [ty et oy [Tustans ey

¢ Nodatashowing. Ensure that the Pay Date Range is accurate, hit Find.

Pay Date Range: | Current Calendar Year «» | Start Dalel 112021 8| EndDate: 12/312021 8 | FIND |

e Your company may have different filters that can be applied. Click on the filter you wish to
view.

View: With Colors and Code s ‘ Annual Summary View: (8)Compact_Expanded

al Summary Fitter: ENon worked | [luser Selected
EAlvajvacation
| Dnms Mma Categaries DAdjusumm Eﬁuﬁday Esmeuu\mnay DWEEkenu DToday

e  Only two pay codes can show totals in the annual summary report.

TOTAL

WA

0.00
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hlighted fields will provide additional information.
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VA 9.00

Monday, October 11, 2021

Receiving Time Off Request Notifications
e There are two options to receive Time Off Request Notifications, Email & Message Center.

1. Message Center: Click the envelope (Ze)icon at the top right.

=

= RACHEAL TARTAGUA v
Yo ®

Q s 0

Adams, John J
Action Required for Time Off Request 193160
from John J Adams: Adams, John J

Adams, John J
Action Required for Time Off Request 193158
from John J Adams: Adams, John J

Adams, John J
Action Required for Time Off Request 193157
from John J Adams: Adams, John J

SYSTEM
Timecard Exception Notice

SYSTEM
‘Shift Swap Accepted - Ready for Approval

VIEW ALL MESSAGES.

10:33 AM

10:33 AM

10:32 AM

8:56 AM

05/06/20219:48 PM

==

2. Click the three dots to view more details on the notification.

w

SYSTEM

Shift Swap Accepted - Ready for Approval

05/06/2021 9:48 PM =]

[=-]
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