
ADP - Frequently Asked Questions (FAQs) 

CATEGORY QUESTION ANSWER 

eTIME, Basics What is eTIME?  

eTIME is an online application where you enter your timecard data.  

 

For non-exempt (hourly) staff: 

Enter your “in and out” times for each day you work or the number of hours you take 

time off (sick, vacation, jury duty, etc.).  

 

For exempt (salaried) staff:   

Enter only full 8-hour “absent” leave, indicating the type of leave.  After completing 

the timecard, you approve it. 

This allows your supervisor to know that your timecard is ready for his/her approval. 

 

eTIME, Basics What does it need to run on my 

system? 

 

eTIME uses a Java applet to interact with the system. If you already have a Java client 

installed on your desktop, eTIME will use it. If not, the very first time you use eTIME, it 

will run through a process that will install Java version 6 update 6. Once started, it will 

normally appear in your lower right system tray as a tiny coffee cup:  

 

eTIME, Registration 

 

After you enter your 

EMP_ADPID, you get the 

following error: 

“We need some information in 

order to verify your identity.  

Please complete the 

information on this page”. 

 

I cannot access eTime. 

 

The following group of employees will NEED access to eTIME:  

-          Salaried (with benefits and leave) 

-          Full-time bi-weekly 

-          Part-time bi-weekly 

-          Student-worker  

-          Temporary-salaried 

 

The following group of employees will NOT NEED access to eTIME:  

Note:  Must register for Self Service functions only. 

-          Adjunct Faculty 

-          Retirees 
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eTIME, Time Entry 

and Approvals 

How do I get rid of a row of 

entry? 

 

Click the Delete Row icon on the far left of your row of time entry. The sample below 

shows the eraser icon on Wednesday and the Insert Row icon on Thursday. Click Save 

and then click Refresh. 

 

 
 

eTIME, Time Entry 

and Approvals 

How do I approve my 

timecard? 

 

Click the Approvals tab and then click Approve. You MUST do both steps in order to 

approve your timecard. 
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eTIME, Time Entry 

and Approvals 

How do I record my time when 

I have both hours worked and a 

sick or vacation on the same 

day? (Only applicable to staff 

who receive benefits.) 

 

You need to do this type of entry on two separate rows.  Enter either your leave or 

your worked hours first.  Click the bent arrow (“Insert Row”) icon on that row to create 

another row for that day.  Then, to enter a leave on the new line, select the 

appropriate pay code from the Pay Code drop down menu and then enter the number 

of hours for that leave in the Amount column.  The example below shows the 

employee working 8-Noon on Thursday, then going home sick for 4.0 hours in the 

afternoon. 

 

 
 

eTIME, Time Entry 

and Approvals 

What if I am not on campus the 

day timecards are due? 

 

Timecards can be completed ahead of time.  If you anticipate that you will be out the 

day timecards are due, complete and approve the timecard before you leave. 

 

eTIME, Time Entry 

and Approvals 

I see a red border around one 

of my punches. What does that 

mean? (Only applicable to law 

school, service, Distribution 

Center and Children’s Center 

staff.) 

 

A red border around one of your time entries means you have entered a time that 

differs from what your normal work schedule shows.  Always enter your actual times. 

If your schedule has changed, be sure to notify your supervisor to assign a new 

schedule form BEFORE your schedule change takes effect. 

eTIME, Time Entry 

and Approvals 

I see a solid red box on my 

timecard. What does that 

mean? 

 

A solid red box means you are missing a time punch. For each work day you would 

normally have four time punches - in for the day, out for lunch, back from lunch, out 

for the day. If you have an in punch you must have a corresponding out punch. 

 

  



ADP - Frequently Asked Questions (FAQs) 

eTIME, Time Entry 

and Approvals 

I see a purple box around my 

hours. What does that mean? 

 

This is called a ghost punch. It means that you entered in a start time to a shift, but did 

not enter in an out time for your previous shift.  To correct this, delete the line, save, 

and re-enter in your correct shift. 

 

eTIME, Time Entry 

and Approvals 

There is a school holiday on my 

flex day off. How do I record 

my time? (Only applicable to 

Law School staff.) 

 

Work with your supervisor to determine a day within the pay period of the holiday 

that you can take your "in-lieu of" holiday day.  Your eTIME timecard will record no 

work hours for the holiday.  On the day you decide to take the "in-lieu of" day, enter 

the pay code of Holiday and enter the normal number of work hours you would work 

on the holiday in the Amount column. 

 

eTIME, Time Entry 

and Approvals 

I have to take sick leave but I 

don't have enough to get fully 

paid for my time off. 

 

If you run out of sick leave hours, you must use vacation hours. 

If you have no Vacation hour left, you will be paid short. 
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eTIME, Time Entry 

and Approvals 

How do I add a Comment to my 

Timecard? 

 

There are no free-form Comments, but there are certain predefined Comments that 

can be optionally added to your timecard to help clarify some situations.  To do this, 

select a punch (a Pay Code hours punch, or an in/out punch on a particular day), then 

from the menu at the top select Comment/Add, and select one from the list.  A tiny 

box will appear on that punch indicating there is a comment, and a Comments tab will 

appear at the bottom of the timecard. 
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eTIME, Time Entry 

and Approvals 

How can I get paid for previous 

pay periods that I missed? 

 

Our system only allows us to process current pay periods off of eTIME. If you miss a 

pay period, go to the top of the eTIME screen and you will see an option titled Time 

Period. Click on the down arrow and select either Previous Pay Period, or if going back 

farther than that, select Range of Dates at the bottom of the list, and enter in the pay 

period dates of the missed pay period.  Print the blank timecard using the Print option 

in the Actions tab.  Hand-write in the hours, and have your supervisor sign it and turn 

it in. 
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eTIME, Time Entry 

and Approvals 

How do I check for my current 

Sick/Vacation accrual balances? 

 

On your timecard, click the tab on the bottom called Accruals.  This will show you your 

accrual for sick and vacation in Days, as of the earliest date of the date range in the 

Time Period you have selected up above.  If you want to know the balance as of today, 

select “Today” from the drop down for the Time Period. If you want to know what 

your sick/vacation balance will be on a certain date in the future, select “Specific Date” 

near the bottom of that same drop down list, and indicate which date.  

 

 
 

 
 

 

 

 


