Administrator Guide: Managing

Always Designing® Employee Tlmecards Wlth
for People”
ezL.aborManager
Overview:

Payroll Administrator: Log onto mytotalsource.com or myadpresource.com, navigate to the payroll tab,
select Access Time and Attendance from Quick Links
ezLaborManager Administrator: Log into https://time.adp.com.

Edit Employee Timecard

1. From the ezLaborManager home page navigate to Tasks and select Timecard Manager.

S 0

Timecard Manager Timecard Exceptions Reports Prepare for Payroll Move to Next Pay Period

2. Select Employee using the magnifying glass and selecting Find. Alternatively, use the arrows to
move between employees.

Fiter:  Default filter ) ||':| (s of 25) [»] |Gutierrez, Lisa (Lautierrez) (@) @ | 21

Pay Date Range: | Current Pay Period ~ |[os/07/2022 || - [os/z0/2022 |

Not seeing an employee? Update Filter to Default Filter and try again.

I=iller: Default Filter |§| | |E| (5 of 25) |E| Gutierrez, Lisa (LGutierrez) (@] [E [ ||3_J

Pay Date Range: | Current Pay Period ~ |[os/o7/2022 ||\ [os/z0/2022 |

3. Verify Pay Date Range you wish to review. By default, the Current Pay Period will display.

Filter:  Default Filter ii] |E| (5 of 25) \El Gutierrez, Lisa (LGutierrez) (@] B [ ||Q_ Find
[ -
r = == -
Pay Date Range: | Current Pay Period ~|[osrozizozz | |EBI-[os/20/2022

4. Click into the Time In or Time Out field to make edits.

! | Date In Time In | Time Out | Hours | | Code | Department
O (¥ Sun | [08/07/2022 [JUolRAY  J|04:00 PM 7.00 [ I [ || (&)
0 %) Mon |[08/08/2022 ||| ] . [ [ I 1|
(] (%) Tue |[08/09/2022 ||[08:00 &M ||[o4:00 PM ||[ 7.00]| 7.00 [ 1] il | ‘@
O (+] Wed | [08/10/2022 | |[08:00 &M |{[04:00 PM ||[ 7.00/| 7.00 [ il il HES
(] [# Thu |[08/11/2022 | |[12:00 &M | |[04:00 PM | 15.00 [ [[ [ HE
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Update the additional fields if necessary.
e Out Type:
o Lunch Punch: Record if an employees' out punch reflected time left for a meal
o No Lunch: Record if an employee worked through lunch
e Earnings Code:
o Assign a particular earnings code to the time pair.
= Note: This field is not typically necessary to complete. Only necessary if
your company has a code that requires manual assignment from a manager

e Department:
o Default assigned departments will automatically populate. If an employee uses the
Transfer feature at the timeclock or webpage, this will be the department recorded.
o Home Department is controlled by ADP Resource or ADP TotalSource
e Notes:
o Click the note Icon to leave a note on the time pair.
* Note: These are only visible to the supervisor or admin

Date a e O o : o 0 e ; |‘| - Depa -
[E] & Sun |[o8/07/2022 |[EHOEAY Jjoa:00PM ||[ 7.00 7.00 — | —— 1
0 ) Mon | [o8/08/2022 ||| I || [ I 8l ||
(] (#) Tue |[p8/u9/2022 ||[os:00 am ||[oaoo pm ||[ 7.00]|  7.00 [ il [ | IQ
® (+] Wed |[08/10/2022 | |[08:00 AM |{[04:00PM ||[ 7.00]| 7.00 [ Hil il | |§|
(] ® Thu |[08/11/2022 ||[12:00 am ||[04:00 PM | 15.00 [ (] 1] 1=

5. Click Save and Calculate to process all changes

Add Additional Row to the Timecard

1. From Timecard Manager screen, select the day of the week you wish to add an additional row and
click the plus icon to add a new row.

Date e g O 0 'l.l'. D pé ode Depa
O {# Sun [Jos/07/2022 |(EHLEAY J|oa:oo em ||[ 7.00/| 7.00 [ I il =
O %) Mon | [08/08/2022 ||| ] I | [ i 1] HE
(] (# Tue |[08/09/2022 | |[o&:00 aM ||[oazoo em ||[ 7.00/| 7.00 [ I |1 | IQ
O (+] Wed | [08/10/2022 ||[08:00 &M ||[04:00 pM ||| 7.00]| 7.00 [ il Hil | |§|
O #® Thu |[o8/11/2022 | |[12:00 AM || [o4:00 pM ||[ 15.00]| 15.00 [ I 1| 1=
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2. Toadd additional rows per day for all dates, navigate to preferences in the top right of the timecard,
expand arrow and click on Rows per Day.

Preferences

Rows per Day (1]...
Hide Unscheduled Days
Hide Lookup Button
Clear on insert

Managing Multiple Employee Timecard by Date

1. From the ezLaborManager home page navigate to Tasks and select Timecard Manager.

&5 @ =

— e
Timecard Manager Timecard Exceptions Reporis Prepare for Payroll Move to Mext Pay Period

2. Click on Multiple Employee View

Timecard Manager

Filter:  Defsult Filter |j |_jj (5 of 25) |E| Gutierrez, Lisa (LGutierrez) (@] B

Pay Date Range: | Current Pay Period vl[os/oz/zozz ||EBl-[osrzo/z022 || BB

Prntable View Payroll Summary Schedule Supplemental Earnings Multiple Empioyee View

3. Use the Calendar icon to find the date you wish to view and click Find.

Multiple Employee Timecard Manager
Filter: ADF‘j§| Pay Date @073’2022 | |£J: Find I
(a'

Preferences :i] y Pay Cycle is Locked

4. Managing time pairs are the same as on individual timecards. Click Save to finalize.

| | Employee ID T T Earnings Code

O ADP ADP, A (& | os/07/2022 [o8:00Am | | [owooem | | [ 4.00] | | ~] [HoLwRK H§J @j
] ADP ADP, & &9 | osfo7/2022 [08:00aMm | | [o4:00em | | [ 8.00] | | ~] [HoLpaY \I§J @J
O LGutierrez Gutierrez, L (& | osfo7/2022 [o8:00Aam | | [oamo0em | | [ 7.00] | | 2l [ “g] (&
0 [Haris  |[Q) Harris, M 8| os/o7/2022 [ ORI ]| [ I | ~ I & |
o [orattersn | Pstzzon0 | G| 08/07/2022 \ | | | | | [ I # | | R &
O Reed |94} Reed, ] 2| os/07/2022 [ I | i ] | T vl | R |
] fward | ward, & @ | os/o7/2022 | [ |1 || [ I I Rl |
0 [woods |19 Woods B &) | os/o7/2022 [ ] | I ]| ] 3 || ] |
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Unlock Timecards
1. From the ezLaborManager home page navigate to Tasks and select Prepare for Payroll.

Reports

2. Click on the lock icon beside the pay cycle in question.

wBiweekly (Biweekl ) 5
Status: Locked

Current Peniod: 08/07/2022 - 08/20/2022
Next Period End: 05/03/2022

Frequency: Bi-weekly

Motification Options: Disabled opbons...

E7)

Prepare for Payroll

Timecard Manager Timecard Exceptions Move to Next Pay Period

Start
Preparation

3. Click OK on the Warning Pop Up window.

ezlmisiappdcif.adp.com says

Are you sure you want to unlock pay cycle 'Biweekly'?

4. Tolock the pay cycle, navigate back to Prepare for Payroll.

Reports

5. Either Start Preparation and create the export or click the lock Icon to lock again.

EF)

Prepare for Payroll

Timecard Manager Timecard Exceptions Move to Next Pay Period

— wBiweekly (Biweekly|

( 2 ' Status: Upen
05

Start
Preparation

Current Period:
MNext Period End:
Freguency:

Motification Options: Disabled options...

08/07/2022 - 08/20/2022
05/03/2022
Bi-weekly
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Review Timecards
1. From the Timecard Manager page, choose Payroll Summary. A list of all earnings codes and hours
will be presented.

Timecard Manager
Filter: ADP |§1 ii] (2 of 7) |EI Gutierrez, Lisa (LGutierrez) (@) (B —iiJ

Pay Date Range: | Current Pay Period v |[os/07/2022 |\§]- [o8/20/2022 HE]

Printable View IPa roll Summarvl Schedule Supplemental Eamnings Multiple Employee View
Save & Calculate

2. Click the Earnings Code hyperlink to view the Earnings detail page.

Gutierrez, Lisa (LGutierrez)
Sunday, August 7, 2022 - Saturday, August 20, 2022

Payroll Summary

Timecard iz processed with no errers or warnings

Earnings Detail

Gutierrez, Lisa (LGutierrez) [g|

Sunday, August 7, 2022 - Saturday, August 20, 2022

[ _Date  Devariment Hours Rate Dollrs|

08/07/2022 7.00 | 0.0000 0.00
08/09/2022 7.00| 0.0000 0.00
08/10/2022 7.00| 0.0000 0.00
08/11/2022 15.00 | 0.0000 0.00

Total: 36.00 0.00

3. Exceptions will appear as a Yellow Yield sign or Red Stop Sign. Click the icon to determine the type
of exception present.

n

O @ |®sun [oBro7/2022 | [o8:00 &M | [ | 0.007

O %) Mon [08/08/2022 | [ | [ | L]

O 1+ Tue [o8f09/2022 | [08:00 AM | [04:00PM | [ 7.00 7.00

O [+ Wed |o8/10/2022 | |08:00 AM | |oa:00 PM | 7.00 7.00

a (%] Thu [o8/11/2022 | [12:00 aM | [o4:00 PM | 15.00 15.00
Exceptions |

e Missing Out Punch
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Print Employee Timecards

Employee Timecards with

ezL.aborManager

1. From the ezLaborManager home page navigate to Tasks and select Timecard Manager.

Timecard Manager Timecard Exceptions

)

Reports

Prepare for Payroll Move to Next Pay Period

2. Select Employee using the magnifying glass and selecting Find. Alternatively, use the arrows to

move between employees.

] [Fnd)

Pay Date Range: |Current Pay Period

~ |[os/07/2022

=
|| - [os/z0/2022

3. Verify Pay Date Range you wish to review. By default, the Current Pay Period will display.

& | 1] [Find]

I
Pay Date Range: I Current Pay Period

~ |[os/07/2022

(=
||E&- [os/20/2022
—

4. Select Printable View.

Timecard Manager

Filter: ADP

iil |i| (2 0f 7) |E\ Gutierrez, Lisa (LGutierrez) @ |_E| \3_‘ |Fmd

Pay Date Range: |Current Pay Period v [oe/o7/2022

|- [os/z0/2022

Pontable View | Payroll Summary Schedule Supplemental Eamnings

Multiple Employee View

Save Save & Calculate
| |

5. Select Print and choose your destination, Select Print again.

before prnting the timecard.

Timecard Date Range: Current Pay Period (08/07/2022 - 08/20/2022)

Supervisor: Woods, Ben
Fayroll 1D:
Company Code: XYz

= Hours Summary

Timecard View for Gutierrez, Lisa (LGutierrez)

i\ There are errors on the timecard. When the errors are corrected, the information on the timecard may change. It is recommended that you correct all errors

[(print |

Close

Tuesday, December 27, 2022 03:21 PM

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




ﬂ? Administrator Guide: Managing

Always Designing Employee TlmECardS Wlth
for People™
i ezl aborManager

Resolving Timecard Exceptions
1. From the ezLaborManager home page navigate to Tasks and select Timecard Exceptions

&)

Prepare for Payroll Move to Next Pay Period

Timecard Manager Timecard Exceptions

2. Click on the Timecard Exception hyperlink.

Timecard Exceptions

Pay Period: @ current O Next

Missing Out Punch

3. Click on the Time stamp that has the exception.

|M’i55irtg Out Punch - 2 Exceptions

@ |@] Gutierres, Lisa (LGutisrrez) =] 08/07 08:00 AM-
@ |@] Harris, Melissa (MHarris) 1=l 08/08 08:00 AM-

4. Correct the time pair and Click Save and Calculate to finalize.

Date In Time In Time Qut Daily Totals

© omn ow ] T

Total Hours:

‘ Save | I Save & Calculate I ‘ Insert ‘ | Copy | | Paste | | CiEarl | Delete | |

5. Fromthe You Are Here section at the top of the page > click on Timecard Exceptions or Missing
Out Punch to navigate back to the timecard exception page.

| You are here: Manager Home }I imecard Exceptions > Mfsslng Qut Punch I} Timecard Manager
Timecard Manager
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Review Employee Information
1. From the ezLaborManager home page navigate to Tasks and select Timecard Manager.

@ @ O

Timecard Manager Timecard Exceptions Reports Prepare for Payroll Move to Next Pay Period

2. Click the Info Icon beside employee's name.

Timecard Manager

Filter: ADP i] \E] (2 of 7} iEl Gutierrez, Lisa(LGutierrez)Ei n:].zj Find

Pay Date Rangs: | Current Pay Periad ~ |[o8/07/2022 | |- [o8/2072022 ]

Employee Information

Employee ID: LGutierrez
First Name: Lisa

Last Name: Gutierrez
Pay Group: HOURLY
Supervisor: Woods, Ben
Badge: 000000003

Payroll Company Code: XYZ

3. Scroll through to view important information pertaining to the employee including the following...
e Pay Group

Badge Number

Hire Date

Employee Security Group

Pay Cycle Assignment including Dates

Accrual Program

Etc.

4. Click on Pay Group hyperlink to view more detailed information pertaining to the settings assigned

to this group.
Employee Information
Employee ID: LGutierrez
First Name: Lisa
Last Name: Gutierrez
Supervisor: Woods, Ben
Badge: 000000003
Payroll Company Code:  XYZ
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