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Time Off Request Approval

1. When an employee requests time off their supervisor will receive an e-mail notification similar to the one shown

below
Thu §/3/2015 11:25 &M
NoReply@bergen.edu
Employee - Time Off Request
To

A Time Off Eecquest was submitted by Smith, Tohnathan on Thu Aug 0% 11:24:43 EDT
2018, Please log into ADP Workdorce Mow to access the Message Center and approve the
Time Off Eequest.

2. Torespond to the request log into ADP by going to www.bergen.edu/time
3. Click the “My Team” tab
4. Then select Time Off>List Of Requests

MYSELF Y TEAM REPCRTS
. . W Team Request Time Off
Company Mission 4 Compan
4 Employment Time Off Balances E
- y Time OFf List Of Requests n 3
Parsonal Information Request Carryover p
Time & Attendance
M . — Maleinm A
5. The list of Pending Requests will be shown
List Of Requests @ @ ./~
0 vou have 1 PENDING REQUEST
Pending Requests [rElIE=Sd g liielsY
MARK ALL APPRCVED
ACTION EMPLOYEE NAME SUBMITTED ... REGUEST PERIOD TIME OFF POLICY AMOUNT  COMMEN... SCHEDULE
* Leave Pending &  Smith, Jenathan 08/09/2013 082112018 Fersonal 4 - 35 -Wac. 100 day O CHECK SCHEDULE %



http://www.bergen.edu/time

6. Use the Action dropdown to approve or deny the request. Then click the “Process Requests” button.

Request History

MARK ALL APPROVED

ACTION EMPLOYEE NAME SUEMITTELD ... REQUEST PERKID TIME GFF POLICY AMOUNT COMMEN... SCHEDULE

Leawve Pending

Approve

Diany

7. A message stating the request has been processed successfully will be displayed.

List Of Requests @ o .*

O ounave O PENDING REQUESTS

Request History

MARKE ALL APPROVED

ACTION EMPLOYEE NAME SUEMITTED ... REQUEST PERIOD TIME ©FF POLICY AMOUNT COMMEN... SCHEDULE

There are currently no entries




Enter Time Off for Employee

1. LogInto ADP www.bergen.edu/time
2. Click the “My Team” tab.
3. Then select Time Off>Request Time Off.

MYSELF M TEAM REPORTS

Company Mission ~ MTem

4 Employment

=2 » Time Off

“ Fersonal Information
Time & Attendance

Eequest Time Off
Tirme Gff Balances
List Of Requests

Request Carryower

Pase . T e e—

4. Click the name of the employee you would like to enter time off for.

[y
Team

0 G © sunday, August 5 - Saturday, August 11

*  Filters > Employees Per Page 10 (v 1-4] of 4

Sunday W onday Tuesday Wednesday
5 5 7 2
Dice, Jane
Doe, Jane
Doe, Jane
Sroth,
Jonathan

Thursday
a

Friday

Saturday
1

5. Click the “Request Time Off” button.

Select the emploves and request date on the
calendar then click Request Time OfFf

REQUEST TIME OFF



http://www.bergen.edu/time

6. Enter the date range, amount and time off policy and click “Submit”. Since the time was entered by a

timekeeper/ supervisor it is automatically approved.

1 Enter a Date Range

Start Day: * End Dy *
2072018 =2 To 25208 M C

2 Enter Request Details

DATE TIME QOFF POLEY * AMOUNT * START TIME *
Thu, Aug 09, 2. Bick 15 - 35 X & 100 | day | BOOAM @ O
Total Includes 1 day 1.00 day
Comments:

CAMCEL SUBMIT




Adjust Request Time Off Policy Used

Summary:

To change a time off request from one policy type to another, you must cancel the existing request and submit a
new request on behalf of the employee.

Cancel Original Request

8. Log Into ADP www.bergen.edu/time
9. Click the “My Team” tab.
10. Then select Time Off>List Of Requests.

LD % O

HOME ~ RESOURCES ~ MYSELF MY TEAM  REPORTS

Company Mission | MvTesm reduest Tme O Compan
: | Ermployment Time Off Balances E
- > Time Off Lol E g
ﬁ Personal Inforrmation Request Carmyover gi
Time & Attendance
e . _ hMaleino A

11. Click the “Requests History” tab and click the employee’s name.
List Of Requests @ o ./~

€ ouhave O PENDING REQUESTS

Pending Requests  BEELSIEEEE gl e]s%

Tearn Mermkber Narme Date Range

THO2018 g T omdddinay =] RESET

Include Indirect Reports

EMPLOYEE NAME POSITESN D REGIUESTS PENDING RECIUESTS APPROVED RECGHUESTS DENIED

Stnith, Jonathan 0 1 o]



http://www.bergen.edu/time

12. Click the action arrow button next to the request you would like to cancel.

1 A
List Of Requests @ @ «
Smith, Jonathan

Tax ID Position ID Hame Departmant Jdob Titla
FOCECLC0T 10997 - null

Status Policy Date Range

[ v 02018 g T mmiddians B RESET

 ADD

SUBMITTED ON REQUEST PERIOD  TIME OFF POLICY AMOUNT STATUS LAST REVIEWED BY COMMENTS ACTION

0B/09/2018 08/21/2018 Personal 4 -35 - YWacation 100 Days Approved Beebe, Tyler 5-08/09/2018 O o
* Multiple values exist for this request. Expand the request by clicking the P at the beginning of the row.

13. Click the “Cancel Date” option.

COMMENTS ACTION

E e_ YWisaEdit

Cancel Date

14. Select “Yes” at the confirm action pop up.

A Confirm Action

melected [temswould be cancelled. Are you sure you want to continue?

M




Enter New Request Using Correct Policy

1. Click the “My Team” tab.
2. Then select Time Off>Request Time Off.

LF MY TEAM REPC

Company Mission | "'

1 Employment

= » Time Off

“ Parsonal Information
Time & Attendance

Eequest Time Off
Tirme Cff Balances
List Of Requests

Request Carryower

S LA R e

3. Click the name of the employee you would like to enter time off for.

Pty
Team

0Q © sunday, August 5 - Saturday, August 11

*  Filters* Employees Per Page 10 [ 1-4| of 4

Sunday M onday Tuesday Wednesday
& & 7 2
Doe, Jane
Doe, Jane
Doe, Jane
Stnith,
Jonathan

Thursday
4

Fricay
10

Saturday
1

4. Click the “Request Time Off” button.

Select the employes and request date on the
calendar then click Request Time Off

REGQUEST TIME OFF




5. Enter the date range, amount and correct time off policy and click “Submit”. Since the time was entered by a

timekeeper/ supervisor it is automatically approved.

1 Enter a Date Range

Start Day: * End Dy *
2072018 =2 To 25208 M C

2 Enter Request Details

DATE TIME QOFF POLEY * AMOUNT * START TIME *
Thu, Aug 09, 2. Bick 15 - 35 X & 100 | day | BOOAM @ O
Total Includes 1 day 1.00 day
Comments:

CAMCEL SUBMIT




Delegated Activities

1. Log Into ADP www.bergen.edu/time
2. Click the “My Team” tab.
3. Then select My Team>Delegated Activities.

HOME i \ M TEAM REPC

COmpaﬂy Mlss'om » My Team Delegated Activities

1 Employmeant Team Calendar

= Tirme Off
“ Personal Information
Time & Attendance

4. The Delegate tab shown will display any current delegations defined.

Delegated Activities @

EELEIEN Delegated From

Add, delete, or edit delegations of your activities te another person, Be aware that when you delegate permissions, sensitive information not typically availakle to the individual may be
accessible The person you are delegating to must know how to perform the tasks you are delegating,
© ADD @ DELETE

DELEGATED T LENGTH OF DELEGATION DELEGATED BY

There are currenthy no delegations defined.

5. To add a new delegation click the “Add” Button.

Delegated Activities

BEEHENCE Delaegated From

Add, delste, or edit delegations of your ac]
accessible The person you are delagating
2 ADD & DELETE



http://www.bergen.edu/time

6. Type the name of the supervisor you would like to delegate access to.

Delegated Aclivities @

Delegate To

&

7. Enter astart and end date for the delegation.

ation Permissions

Start date =

Indefinite
o dadeyyy B e
End date =
o dadeyyy B

8. Select the Permissions tab and click “Time Off” to delegate all time off activities to the selected supervisor. Then
Click save.

Length of Delegation

To set up a delegation, select the petmission or permissions that you want to delegate. To select all of the permissions for a tab. select the Enable check box. To clear all the permissions
for a tak, clear the Enakle check box, When you select an individual permizsion, the Enakle check box is selected, The Delegated To must knew how te complets the task you are
delagating. Be aware that when you delegate permissions, the Delegated To may have access to sensitive information not typically available.

Reports  Header/Toolbar/Footer  Sensitive Personal Info

Enable My Team

Time & Attendance -] Employment (-]
-] Time & Attendance & Bl

L+ Actusl vs, Scheduled Time Position Info

Heliday List

< Attendance Time Off e

L+ Monthly Schedule

[+] Inefividual Timecard @ |v Time Off

[+] Group Timecard | Request Time Off

L+ Timesare Excsptions v | Time Off Balances

[+ Schedules | List Of Reguests

[+] Totals Summary + | Request Carryower

1+ Quick Charge

Manage Employes Hours

Personal Information -]
(-] Personal Infermation
[+ Personal Profile

Employee Profile

CAMNCEL




