ﬂ?} Cancelling a Time Off Request
Always Designing In Time & Attendance

for People”

Through the website:
1. Loginto Employee Access and click Go To ADP Time & Attendance.
Y:oel DASHBOARD

@« Things To Do Timecard > Schedule >
NOTIFICATIONS
NOV 9 - NOV 22 Today
. Total Hours 0:00 HRS REGULAR
Congratulations 8:00 AM - 5:00 PM (500 HRS)

You've completed all of your Things To Do tasks.

» @ §

Pay > Your Profile > Time & Attendance
COMPENSATION & SHOW Keep your profile up to date ©On the ADP Time & Attendance website you'll be
able to:
Nov 13, 2020
TAKE HOME Edit your address .emall. p.hone ) = View Your Schedule
S number, personal information and work
Hours XXHHXXX information. & Request Time Off & View Balances
80 GROSS PAY 'Only features authorized by your employer will be available.

S IOOCKN Update your profile as things change.

[Z' GO TO ADP TIME & ATTENDANCE

2. Click Myself > Personal Information > My Time Off Requests.

HOME MYSELF

]
it !
My T” Timecard > My Time Off Requests | |
Schedules Accrual Balances
Accrual Bj ‘
> Personal Information Holidays L
Annual Summary AL TYPE
My Information lurs

rs
1 ?

Time Off Request Summ? SWITCH TO EXPANDED MENU
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3. Click into the Request Number for the request you wish to cancel.

My Time Off Requests @ -

Accrual Balances
DESCRIPTION ACCRUAL TYPE BALANCE SCHEDULED
Persona Hours 2400 00
Vacatior Hours
Time Off Re Summary
NEW TIME OFF REGUEST
Yo A v St A v Find Roquest Number Q FiND
1 Found
REQUEST TOTAL REVIEW BY
NUMBER 4 STATUS OURS TIME OFF BEGINS ON DESCRIPTION DATE
Pendir 800 Personal Day 02/06/2019

4. Click Cancel.

My Time Off Requests @

Request Number: 12629 Total Hours Requested: g
Request Status: Pending Review Foaads : 00
Request Date: 02/0V2019 07:02 AM A |
My Annual Summary: ccruais
Description:
Personal Day ACCRUAL  ACCRUAL
Comments: Purdue Campus Tour with Mitchell DESCRIPTION TYPE
Personal Hours
Vacation Hours
< Show Weekends
F -
S EEhaNE SCHEDULE SCHEDL
ROW ROW DATE
» SH 6 N7 184 9 START TIME HOUR

» 10 11 12 13 14 15 16
» 17 18 19 20 21 22 23
» 24 25 26 27 28 1 © Monday, February 25, 2019

March 2019
© DELETE

» 15 72
%3, [4% I51 6l §71 i@l o Review  [BIR5018 =
» 10 11 12 13 14 15 16 By

» 17 18 19 20 21 22 23
» 24 25 26 27 28 29 30
» 31 5 susMmiT © CANCEL REQUEST
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Through the ADP Mobile Solutions app:
1. Login to ADP Mobile Solutions and click the three lines to open the menu.

2. Click Myself > Time Off.

Dashboard

3:26:46 PM
Oct 22

RECENT PUNCHES

CLOCK IN

Good Morning
Mon, October 26, 2020

En Pay

B rtax
@ Clock

El Timecard

i My Calendar

[3 Sschedule

B Time off

e Profile
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3. Click on Requests to view all current requests. To cancel, click the three dots to open the menu
and select Cancel. Scroll down within the request to click Cancel once more to confirm.

= Time Off
Balances Requests

Balances
© CREATE REQUEST
Pending 16 HOUR(S)
Pending 16 HOUR(S) . .
3 Hou .
. View
8 Hour(s) .
<)) Paid Time C - or3
Ju— (s) Ed
( _'; e Paid Time Off Apr 3
4 Cance

Bahamas

You - Mar 27, 2017

Copyright © 2020 ADP, Inc. ADP Confidential. ALL RIGHTS RESERVED. ADP, the ADP logo and Always Designing for People are trademarks of ADP, Inc. ADP Confidential.




