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ADP eTIME at Loyola — a bit of background
The eTIME system is not new to the Westchester campus. Many of you have used it since summer of
2003 for student payroll entry and approval.

Accessing the system and login —three ways

1. From ManeGate: On the Home tab, scroll down to the bottom and look for My Bookmarks
channel. There is an e-TIME link.

2. From LMU home page: From the Quick Link box located on the bottom left of the screen.
Select Logins + E-Mail and click on the e-TIME link.

3. Direct URL Address: http://etime.Imu.edu

eTIME is available on a PC and on a Mac. After the go-live date of February 12, 2006, eTIME will be
accessible off campus. Use Internet Explorer on PC or iSafari on Mac to access eTIME.

The first time you visit the site, a version of Java will automatically install to your PC. Please do not
stop or otherwise interrupt this download. The Java run-time information is required to run eTIME
correctly.

You may want to consider creating a Favorite for the eTIME login page so you can easily get to it in
the future. To create a Favorite, have the Web page listed above visible in your browser. From the
menu bar, select Favorite, and then select Add to Favorites. This will add it to the list shown in that
drop down menu.
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login name goes here

User Name and Password

User Name for eTIME will be the same login you are using to access ManeGate, Outlook, and LMU
network. Initial password for new users will be “welcome”. The first time you access eTIME, you will
be asked to change the password.

Passwords for existing eTIME supervisors will be reset to “welcome” after the go-live date.

Page 1 of 1 Rev. 02/2006


http://etime.lmu.edu/

2P eTIME 4.3 for Staff LMU|LA
Non_Exempt (O&T) Loyola Marymount

University

Step #1 — Entering data in eTIME (Hourly View)

Once you have successfully logged in you will come to a screen similar to this:

eriod: | Mext Pay Petiod

Save | Actifng  Punch Amount Comment Approvals  Reports

Date Pay Code Amount In Transfer Out In Transfer Out Shift | Daihby
OFmatio @ |0, | 5at 716 o
z L & |0 | SunTNT
PO & |0 | Mon 7118
P & |0 | Tue 7M9 AN
&L, | wed 7i20 SCIroll Dar =2
&L | Thu i1
& |0, | FriTiz2
& |0, | Sat 723
& |0, | Sun 7i24
& |0 | Mon 7125
&L | Tue 7126 ]
« | o
rTotaIs&Schedule rnccruals rnudi'ts |
Al - Date In Out Pay Code | Amount|
Sat7ie -
Account |< Pay Code | Amount Sun TMT
Won 7860 2:00PM 10:30PM
Tue 7Ti19Gg  2:00PM 10:30PM
Wed Ti2009  2:00PM 10:30PM
Thu 7i21Gg  2:00PM 10:30PM
Fri 7i22
Sat 7123
< > Sun 7124 =]

This is your primary data entry screen. Notice that each day has a line for time entry. You see only a
certain number of days in the pay period at a time. To see more days, use the right hand vertical scroll
bar and drag down.

You will use the Pay Code column only when the hours for a particular day reflect hours off:
e Jury duty e Sick pay
e Vacation e Bereavement

The Amount column is used to record a number of hours taken of a particular pay code (such as
sick, vacation). Enter the time in hours:minutes. For example, 3 hours and 30 minutes would be
recorded at 3:30. You may enter the time as a decimal (for example, 3.5) but the display will convert
this to hours:minutes format.

Enter your start time for a particular day in the first In column. When you enter time, be sure to add
“am” or “pm” as appropriate. You will not enter anything in the Transfer column. Enter your time out
for your lunch break in the first Out column. Enter the time you return from lunch in the second In
column. Finally, enter the time you leave work in the second Out column. After entering new
information or changing existing information, click the Save button just above the date column in your
timesheet.
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Time Period: | CUrteEn

Save | Actions Punch Amount Comment Approvals Reports

Date Pay Code Amount In Transfer Ot In Transfer Ourt

- My Information & |0 | Wed 2/01 B:00AM 12:00PM | 1:00FPM 5:00PM

My Timecard & |0y | Thu 2102 8100 12:00FM | 1:00FM 5:00PM

My Reports & |0, | Fri 2103 2:00AM 12:00FPM | 1:00PM S:00PM
Help & [, | Bat2i0g
& |0, | Sun 2108

& |0, | Mon 2/06 2:00AM 12:00FPM | 1:00PM S:00PM

& L, | Tue 2/07 2:004M 12:00PM | 1:00PM 5:00PM

& L, | Wied 2/08 2:004M 12:00PM | 1:00PM 5:00PM

& |0y | Thu 2/08 800 12:00FM | 1:00FM S:00PM

& |0, |Frizno 2:004M 12:00PM | 1:00PM 5:00PM
& L, Sat2i
& |0, | Sun2nz

& |0, | Mon 2113 2:00AM 12:00FPM | 1:00PM S:00PM

& 0| Tue 2/14 2:004M 12:00PM | 1:00PM 5:00PM

& |0 |Yed 2M15 2:00AM 12:00PM | 1:00FM 5:00PM

(example of a timesheet with time entry)

A red box around an individual punch time means there is an exception to the expected data for that
box. Place your mouse along the edge of the box for some additional information about the exception.
If you work late, come in early, take lunch at a different time that normal, etc. you will see the red box
around your punch. This is only meant to indicate to your supervisor that there was an exception.
There is no way to remove the red box. Just make sure that the data you entered is actually correct.

When you need to vacation, sick, jury duty, etc., and you take a full day of that type, click the drop
down menu from the Pay Code column and select the appropriate type. Enter the number of hours
taken in the Amount column. The number of hours entered should be the same as the number of
hours you work for that day.

When you need to record these types of leave for partial days you must provide a separate line for
that portion of the day associated with the other type. You cannot combine leave with time
entries on the same line.

To create another data entry line for a day, click the EI button on the row for that day. Select the
appropriate pay code and enter the number of hours taken in the Amount column. See example
below where the employee took sick leave at the start of a shift and then took the entire next day as a
sick day.

Date Pay Code Anount In Transfer Ourt In Transfer Out
Thu 216
Fri 2117 2:00AM 12:00Pw | 1:00PM 3:00PM
Fri 27 Sick Pay 2:00 I
Sat2M8
Sun 21149

LB B L
LT
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Step #2 — Approving your timecard

When your time reports are due, you must complete all input and then approve your timecard. Since
there is no paper involved with eTIME, you will approve your timecard online. Click the Approvals tab
and select the Approve option. You must approve your timecard FIRST, then your supervisor can
approve it for further processing.

Save | Actions Punch Amount Comme Approvals ports
Date Pay Code Anmount Qut In Transfer Out
& |0 | Wed 2001 g:0 Remove Approval 12:00PM
& |0 | Wed 2/01 1:00P A:00P N
& |0, | Thu 2/02 Sick Pay 8:00

If your supervisor notes changes to your timesheet that you need to modify before the final approval,
you must first remove your approval to make them. Click Approvals/Remove Approval. Make the
changes. Then select Approvals/Approve to resubmit the modified timesheet to your supervisor.

Step #3 — Printing your timesheet

Some staff members like to have their own paper copy of their eTIME timesheet. There are two ways
to print your entries:

1). From the My Timesheet window, click the Actions option then the Print option.

| [ 1 ) Time Period: | Current Pay Period

Log Off

Change -eword 4 Save | Actions  Punch  Amount Comment  Approvals  Reports

Refresh

My QuickNavs Calculate Totals Sun 6/26 Mon 6127 Tue 6/28 Wed 620 | Thu6/30 Fri 7/
Reconcile Timecard

E-mail...

QuickFind

Group Edit Results it Berean.
Reports

T — . | Sun703 | Mon7o4 | Tue7ms | wed7ms ! Thu 707 ! Fri 7,08 ! Sat 7109 ! Ta

2 Print

To send a copy of your timesheet immediately to a printer, click the
Print button on the next window.

LL@I

Page Setup...
or,
2). From the My Timesheet window, click the Reports tab, Time Detail pe— g
link @' =3

|Ja\ra Applet Window

| o ) Time Period: | Current Pay Period
Log Off

Change Password Jf Save | Actions  Punch Amount  Comment Approvals  Rej
Week starting: Sun 6,26 Time Detail... N
- My QuickNavs | | | Paycode Transfer Sun626 | Mon627 | Tu Wed629 | Thu6so | Frizi sat702 | To
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A separate window will open and will display a listing of your leave taken for the month by day

A6 we s
n Oou  Out AdiEm Totaled ™
Dote ApplyTo InPunch eoopineh  Exe ™™ Amount Amocunt , 100 Absence
Amount

Fri 10/01 000
Sat 10/02 000
Sun 103 0:00
Mon 10104 Vacation 700 700
Tue 10/05 Sick Pay T:00 14:00
Wed 10/06 14:00
Th 10107 14.00
Fri 10/08 14:00
Sat 10/09 14:00
Sun 10410 14.00
Maon 10/11 14:00
Tue 1012 14:00
Wil 10113 14.00
Thu 10714 14:00
Fri 1015 14:00
Sat 1016 14.00
Sun 1017 14:00
Man 1018 14:00
Tuse 10119 14.00
Wed 10720 14:00
Thu 10/21 14:00
Fri 1022 14.00
Sat 10523 14:00
Sun 10v24 14:00
Man 10725 14.00
Tue 10/26 14:00
Wed 10027 14:00
Th 10/78 14.00
Fri 10/29 14:00
Sat 1430 14:00
Sun 1031 14.00
Totals o.on 14:00 000 14:00
Pay Code Money  Howrs Pay Code Money Howrs Wages

Wacation T:00
WSMM1J0000061 S00TIZ20 Kieley Sick Pay T:00
amus/2INONEINGNE
Vacation T:00 Totmls 000 14:00 o.on
Sick Pay 700

Logging off eTIME

When you are through with your eTIME session, be sure to select the Log Off
link in the upper left corner. This will properly sign you off the system.

Who to call for help

If you have questions about how to use eTIME, contact Payroll at
payroll@Imu.edu. They will direct your question to the appropriate staff member.
This applies to questions such as how to use eTIME, changes to your schedule
(if applicable), or reset password.

- My Information

My Timecard
My Reports
Help

Maon 301
Tue 3i02
Tue 3102
Wed 3/03
Thu 3i04
Fri 3i05

Fri 3i05

Sal 3/08

Sun 307
Maon 308

[ I e e

BRI IR IR IR IR IR IR IR

(

B Totals & Schedul
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