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Manager Permissions in MyADP - ADP Vantage

SECTION 1: APPROVING ELECTRONIC TIMECARDS

STEP 1

e Go to https://adpvantage.adp.com/public/index.htm and login.
e On the left navigation bar, click “Team”.

e On the “Team” page, select “Team Timecards” and click the arrow to review the employee’s timecard.

Annual Leave Unscheduled: 8.00 HRS

(Employee Name) 80.00 HRS Straight Time: 72.00 HRS Employes Squlnen
{May 31 - Jun 13)

STEP 2

e After confirming the hours are correct, click “APPROVE TIMECARD”. If the hours are not correct, please contact
your employee immediately to have them change their hours. There is not an option to reject the time card. All
time cards must be correct and approved by 9:00am on the Monday following the pay period end date.

e Note: Use the “TIME PERIOD” field to select the previous, current, or next pay period.

GROUP: ALL HOME AND TRANSFERRED-IN
TMECARD FOR

TIME PERIOD

€ PREy (Employee Name) NEXT 3 MAY 31
G Empioyee approved on JUN 12, 2020
TOTAL TIME WEEK SUMMARY PAY CODE SUMMARY
e HOURS ~
MAY 31 - JUN 6 40 HRS
Straight Time 72.00 HRS
Week 2 Annual Loave Unschadulod 8.00 HRS
JUN 7 - JUN 12 40 HRS
(I Hide/Show Schedule S PRBT
[ s [ oww ] ome | ww | w | om |  wr
k] 1 , 2 & 3 £ 4 # 5 #$ 6
8.00 8.00 8.00 8.00 8.00
HRS HES HRS HRES HES
8.00 HRS B.00 HRS 8.00 HRS B.00 HRS B.00 HRS
Howrs Worked Hours Worked Hours Worked Annpal Leaws Hours Worked
Unscheduled
4 HIDE DETALS
7 8 /s 9 s w0 s FART s
8.00 8.00 8.00 8.00 8.00
HRS HRS HRS HRS HRS
800 HRS B.00 HRS 8.00 HRS 8.00 HRS B.00 HRS
Howrs Worked Houwrs Worked Hours Worked Houwrs Worked Hours Workeo

4 HIDE DETALS
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SECTION 2: APPROVING TIME OFF REQUESTS
STEP 1

e Go to https://adpvantage.adp.com/public/index.htm and login.
[ ]

On the left navigation bar, click “Team”.

On the “Team” page, select “Time Off Request’ from the “Things To Do” tile.

Things To Do

TASKS (1) NOTIFICATIONS

Time Off Request
o 1 Pending
STEP 2

e Click the arrow to review the employee’s time off request. For full details click on the arrow.
[ )

If the time off is approved, select “APPROVE”. Your employee will receive a notification when you approve
or reject their time off.

Reques! Type: Floating Hollday

Juin 29, 2020 [ Hours Q REJECT
MAccruals as of today
BALAMCE AS OF

Jun b, 2020

Annual Leave

6462 Hours
FFCRA 0 Hours
Float 24 Houwrs
5 VIEW SCHEDULE
ADD COMMEMT
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SECTION 3: MANAGER DELEGATION

If you are out of the office, you will need to delegate responsibility to another manager to approve time cards and time
off requests. **Please note, we are currently experiencing intermittent issues with this feature. If you receive an error,
you should be able to start over and it will work.

STEP 1
e Go to https://adpvantage.adp.com/public/index.htm and login.
[ ]

On the Dashboard, navigate to the “Delegations” tile. Click “CREATE DELEGATION”.

Delegations

a» Temporarily appoint other employees to
@ complete your tasks or activities.

You have no current delegations

+ CREATE DELEGATION

STEP 2

e Select “l have read and understand these responsibilities.” Click “LET’S BEGIN”.

Delegate Responsibilities

Don't Forget Security

You're about to assign or modify tasks from one employee to another employee,

‘When you delegate a task be mindful of the personal Information that may be
revealed

When delegating a task, be aware that you may unintentionally reveal personal
Information of your team members to thelr co-waorkers.

Limit the duration of a delegation to what's reasonably necessary.
| have read and understand these responsibliities

Don't show this warning again during this session.
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STEP 3

o Enter the name of the manager you wish to delegate and select him or her from the list, and then click

llN EXT”
Delegate Responsibilities X,
Step 1: Delegate To
Lawr X
3 Results found
Eawrancs H. Gill
LG pochanic A - kMD
Lawrenca Marinesi
@ M

Chief Financial Officor

EEWTSRES A. Righy
Retired Operator Mommal

STEP 4

e Select the responsibilities you want to delegate, and then click “NEXT”.

Delegate Responsibilities

Step 2: Select Responsibilities

Delegate 1o Lawrence Marinesl
Chief Financial Officer

Responsibllities
MANAGER ACTIONS WORKFLOW v
PERSONAL INFORMATION WORKFLOW v
MANAGER ACTIONS v

TALENT v
A4
v OTHER TIME FEATURES v

J

I
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STEP 5
o Enter the “Start Date” and “End Date” of the delegation, and then click “NEXT”.
[ )

Optionally, you can select “Delegate Indefinitely” if you want the delegation to continue with no end date.

Delegate Responsibilities

Step 3: Choose Date Range

[ —

Lawerence Marines!
LM ‘

Twar Thnecards, Toam Schedule, Team Time Cff, Time Of
Approve/Raject, Team GuickMavs, Toam Tima Reparts
Start Date
v Date
Ok-l.-.,..v. Intfindoy

D I

STEP 6
e Review the delegation responsibilities, and then click “DONE”.

Delegate Responsibilities

Step 4: Review and Save

DELEGATE TO

LM Lawrence Marinesi
Chief Financial Officer

DELEGATED RESPONSIBILITIES

« Team Timecards « Time Off Approve/Reject
« Team Schedule + Team QuickNavs
« Team Time Off

« Team Time Reports

DATE RANGE

06/22/2020 to 06/26/2020

< PREV

v DONE
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STEP 7
°

A window is displayed providing details of the delegation. To exit the window, click “CLOSE”.

0 X

Success!

ou have Delegated the foliowing things 1o Lawrence Marinesi from
06/17/2020 10 06/23/2020

Team Timecards Team QuickNavs
Team Schedule

Team Time Reports
Team Time Off

Team Timecard
Time Off Approve/Reject

Rate your experience.

Qose
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SECTION 4: ALERTS AND MANAGER ACKNOWLEDGEMENT

STEP 1

e Go to https://adpvantage.adp.com/public/index.htm and login.
e If you have pending delegations, navigate to the “Delegations” tile and click “VIEW ALL".

Delegations

You have (4) delegations awaiting
acknowledgement.

4 CREATE DELEGATION

STEP 2

Review the delegation and click “ACKNOWLEDGE”. Once you acknowledge the delegation and the
delegation period begins, the various manager tasks can be accessed until the delegation period ends.

CA

Craig Auker
Accounting Manager

< Created on Jun 17, 2020

DURATION
Jun 17, 2020 to Jun 22, 2020

RESPONSIBILITIES

Team Timecards

Team Schedule

Team Time Off

Time Off Approve/Reject
Team QuickNavs

Team Time Reports
Team Timecard

Clicking "Acknowledge"
sends notice that you have
read and understand this
delegation.

ACKNOWLEDGE
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SECTION 5: ACCESS AND USE DELEGATED TASKS

STEP 1
e Go to https://adpvantage.adp.com/public/index.htm and login.

o To access your delegation, navigate to the “Delegations” tile and click “RECEIVED DELEGATIONS”, then click
the arrow.

Delegations

RECEIVED DELEGATIONS (1)
Craig Auker

CA Accounting Manager
Jun 17, 2020 to Jun 22,
2020
VIEW MORE [)
STEP 2
[ ]

To begin your delegation, click “ACCESS TASK”.

This Starts Your Acting As Session

Your delegation session acting on behalf of Cy Young will cover the

following tasks. You can start and end sessions for this delegation until
the delegation expires

« Team Timecards « Time Off Approve/Reject

+ Team Schedule + Crew Clocking

+ Team Time Off

Click "Access Task” to access these tasks or responsibilities

ACCESS TASK X GO BACK
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SECTION 6: EDIT A DELEGATION

*Note: A manager can edit their delegation at any time.

STEP 1

e Go to https://adpvantage.adp.com/public/index.htm and login.

e Onthe Dashboard, navigate to the “Delegations” tile and click on the tile to open it.
e Click the pencil icon to edit the delegation.

LM

Lawrence Marinesi
Chlef Financlal Offlcer

@ Created on Jun 17, 2020

DURATION
Jun 17, 2020 to Jun 23, 2020

RESPONSIBILITIES

Team Timecards

Team Schedule

Team Time Off

Time Off Approve/Reject
Team QuickNavs

Team Time Reports
Team Timecard

STEP 2

In “Delegate Responsibilities”, click the responsibilities you wish to add or remove. In this example, “Team
Schedule” and “Time Off Approve/Reject” were removed.

e If no other changes are needed, click “SAVE AND RETURN”.

Delegate Responsibilities *

Step 2: Select Responsibilities

Lawrence Marinesi
LM et Eir it

Responsibilities

TIME
« Team Timecards

« Team Time Off
D Time Off Approve/Reject
OTHER TIME FEATURES
Team QuickNavs
Team Time Reports

v Team Timecard

SAVE AND RETURN
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STEP 3
¢ The manager that you delegated can review the delegation changes by clicking “SEE WHAT’S CHANGED”.

CA

Craig Auker
Accounting Manager

< Edited on Jun 17, 2020

DURATION
Jun 17, 2020 to Jun 22, 2020

RESPONSIBILITIES
Team QuickNavs
Team Time Reports
Team Timecard
Team Timecards
Team Time Off

Clicking "Acknowledge”
sends notice that you
understand the changes

ACKNOWLEDGE

Craig Auker
Accounting Manager
= Edited on Jun 17, 2020
RESPONSIBILITIES RESPONSIBILITIES
Team Schedule Team Schedule REMOVED
Time Off Approve/Reject Time Off Approve/Reject REMOVED
Team QuickNavs Team QuickNavs
Team Time Reports Team Time Reports
Team Timecard Team Timecard
Team Timecards Team Timecards
Team Time Off Team Time Off
DURATION DURATION
Jun 17, 2020 - Jun 22, 2020 Jun 17, 2020 to Jun 22, 2020

e Once the manager reviews the changes and clicks “ACKNOWLEDGE”, the delegation will be in place for the
time period that was identified.

ACKNOWLEDGE

10
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STEP 4
e To end the delegation, click “END DELEGATION".

LM

Lawrence Marinesi
Chlef Financlal Officer

@ Edited on Jun 17, 2020

DURATION

Jun 17, 2020 to Jun 23, 2020
RESPONSIBILITIES

Team Timecards

Team Schedule

Team Time Off

Time Off Approve/Reject
Team Timecard

ACKNOWLEDGEMENT PENDING

® END DELEGATION

11



