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Request Time Off

1. LogInto ADP www.bergen.edu/time

2. Click the “Myself” tab.
3. Then select Time Off>Request Time Off.
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4. Click the “Request Time Off” Button.
Request Time Off @ @ .~
Select the request dates on the calendar and click My Calendar ™ Month ™ Filters ¥
the button below U G e August 2018
Sunday Menday Thursday Friday Saturday
TIME OFF 1 2 3 4
EZEEEEI.
Ealances As Of
872018 R X 7]
5 & 7 2 9 10 "
Tirne Off Palicy Balance
FH- 35 2.00 days
Partial Sick - 35 2.00 days
Fersonal 4 - 35 2.00days |45 - I 5 1% 7 12
Sick 15 - 35 2.00 days [Pay Schedule
WA Prior (35) 2.00 days
Wi Prior 2 (35) 2.00 days
Wi Prior TA1E (35 2.00 days ) 20 Bl 2 3 24 35
WG - 35 2.00 days
EBereavement
Jury Duty
26 27 28 29 30 3
RN

Labar Day
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5.

6.

Enter the start and end date of the time off request and uncheck “Include weekends” if it is displayed and you

are not scheduled to work on the weekend.

Request Time Off

Start Day: ™ EndDay: ™

8/13/2018 @y To 8202018 M Include Weekends
Select zpecific days within the ztart date and end date.

Sum Men  Tue Wed Thur Fri Sat

|

If requesting off full days enter the number 1 in the “Amount” multiplier textbox. Enter the appropriate

multiplier if requesting off a partial day (ie. “.5” for half a day).

Enter Request Details

ECIT EACH Dwy IMDPIDULALLY

DATE TIME OFF POLECY AMOUNT * START TIME *
Maon, Aug 13, 200
Wi Price TAAG B 100 200 AR
Mon, Aug 20, 2. ot Cv © U
Total Includas & days 5,00 day

a. When using 2 partial day policies for a single day click the copy button on that days request then change

the “Start Time” for the second request to 12PM so that they do not overlap.

By

O B &

DATE TIME OFF POLECY * AMOUNT * START TIME ™
WA Prior 2 (35) - s
Mo, Aug 20, 2. Personal 4 - 35 . o 0&D | day 12200 FM &
Total: Includes 1 day 1.00 day




7. Select the appropriate Time Off Policy.

CATE TIME OFF POLECY * Akl

mme

Tatal: Includes & days

Bereawvement - Bereavement
Comments: FH - 35 - Wacation

Jury Duty - Jury Doty

Partial Sick - 35 - Sick

Personal 4 - 35 - Wacation

Sick 15 - 35 - Sick

WA Prior 35) - Wacation

WA Prior 2 (35) - Wacation

WA Prior 71016 (35) - YWacation

- WAIE - 35 -Yacation

8. For Vacation time, use the policies in the following priority order to ensure the vacation time nearest to
expiration is used.
1. VAPrior2 -Vacation assigned from 2 fiscal years ago
2. VA Prior -Vacation assigned from last fiscal year
3. VA## -Vacation assigned in current fiscal year



9. If different time off policies are needed for each day, select “Edit Each Day Individually” and change the policy
for each day. From this section you can remove individual days from the request by pressing the “x” to the right
of that day.

Request Time OFf ® 09

DATE TIME OFF POLICY * AMOUNT * START TIME ™~

Mo, Aug 13, 20 | W& Prior 7116 (3 & 100 | day | 2:00AM & O L
Tue, Aug 14, 2018 | WA Prier 7116 3 & 100 | day | 200AM & O L
Wed, Aug 15, 2000 | WA Prior 7116 3 & 100 | day | 200AM @ O L]
Thu, Aug 16, 2012 | WA Prier 7116 3 100 | day | 200AM @ O L]
Fri, &g 17 2018 WA Prior 7116 (3 e 100 | day | 200AM @ O L]
Maon, Aug 20 2 | WA Prier 7116 3 & 100 | day | 200AM @ O L]
Total: Includes & days 5. 00 day
Comments: Please respond by

mmddainan Bl
CAMCEL SUBMIT

10. Click submit to finalize the request.

Request Time Off 0

Start Day: * End Day: *
832018 To Bf20/2018 @ ¢

Include Weekends
Select zpecific days within the start date and end date.
Sun Mon Tue Wed Thur Fri Sat
2 Enter Request Details

EDIT EACH ey INDPIDUALLY

DATE TIME OFF POLECY * AMOUNT * START TIME™*
Mo, Aug 13, 200
WA Prior 70716 G 100 L 300 AM
Mon, Aug 20, 2... tior 716 & v o U
Tatal Includes & days 500 day
Comments: Please respond by

mm/ddinyy BB

CAMNCEL




Cancel Time Off Request

1. LogInto ADP www.bergen.edu/time
2. Click the “Myself” tab.
3. Then select Time Off>List Of Requests.

AP

HOME RESCQLURCES MYSELF M TEAN FEPORTS
Com pa ﬁy M Personal Information Request Time Off
1 Employment Time Cff Balances
R Pay List Of Requests
Time & Attendance DS Carryove@
» Time Off
Benefitz
Qur Mission

4. The list of recent requests will be shown.

i A
List Of Requests @ @ «
. Tax ID (SSM) Position D)
Smith, Jonathan ©
Status Policy Date Rangs
v v THOI208 g To msddinnny B RESET
SUBMITTED ON REQUEST PERIOD TIME OFF POLICY AMOUNT STATUS LAST REVIEWED BY COMMENTS  ACTION
> 0BAO9/20ME 08/08/2013 Sick 15 - 35 - Sick 100 Days  Pending o o
»  0B/0B/2018 08/7/2018 WA Prior 2 (35) - Vacation 100 Days Approved o
L 0B/07/2018 08/12/2018 - 08/20/2018 WA Prior 77116 (35) - Vacation 100 Days  Approwed °
* Multiple walues exist for this request. Expand the request by clicking the » at the beginning of the row.

5. Click the action arrow next to the request you would like to cancel and select “Cancel Request”.

SUBMITTED OGN REQUEST PERIOD TIME QFF POLICY AMOUNT STATUS LAST REVIEWED BY COMMENTS ACTION

P 03/09/2018 08/03/2013 Sick 15 - 35 - Sick 100 Days  Pending O °

» 08/07/2013 0813/2018 - 0B/20/2018 WA Prior 7//16 (35) - Vacation 100 Days  Approved ° Cancel Request
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6. The “Cancel Time Off Request” confirmation pop-up will appear. Click “yes” to cancel the request.

[
Cancel Time Off Request
ﬁ The selected time off request will be canceled.
Are you sure you want to continue?
DATE TIME OFF POLICY AMOUNT  START TIME

Fri, Aug 17 2018 WA Prior 2 (35) - Vaca... 100 day CF:00 AN

Reason for canceling:

I




