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Vacation Request
Instructions For All
Employees

1. Request Approval: Employees must request and receive
approval from their supervisor to take a vacation.

Timecard Visibility: Once approved, vacation hours are
visible on the timecard.

Sufficient Hours Requirement: Whether PTO or vacation
bank, the ADP system will automatically reject vacation
requests if there is insufficient time.

Display Differences: Vacation time can appear as days or
hours. Make sure to understand the work schedule.



Vacation Request
Instructions For All
Employees

5.

Modifying Vacation Time: Employees must
work with an ADP practitioner and you as the
supervisor to modify vacation time after the pay
period ends in which the vacation time falls.

Canceling Requests: Salary employees can
cancel vacation requests before the pay period
ends in which their vacation time falls. Hourly
employees work with their supervisors.




What if the vacation
balance is not
accurate?

As of May 28, PTO and vacation hours have
been loaded into ADP. If you think the hours
need to be corrected, you have until Monday,
July 1, 2024, to work with Payroll to fix any
errors. Follow these steps:

* Send an email to payroll@nccsda.com

* Include an explanation of why the number
of days is incorrect.

* Payroll staff will work with you to ensure
your vacation balance is accurate.



mailto:payroll@nccsda.com

WAt s e e O
L g A 2
. . B R e

~

S,
- N

Checking Accruals



Log into ADP using NCC Website
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ADP Workforce Now Home page
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Thingsto Do  Calendar Support

Home Resources ~ Myself ~ My Team ~ Reports & Analytics ~
[L Configure homepage ]
Things to Do Dashboards My Pay > My Benefits >
Compensation @ Show As of 5/29/2024 at 9:50 AM & @ Show
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DO NOT use to request time off.

Metric detail is currently being hidden




Under Myself select Dashboard under Workforce Management header. You may have to
press twice if you have “popup blocker” enabled.
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Metric detail is currently being hidden

https://workforcenow.adp.com/theme/index.html#/Myself/MySelfDashboard
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Note: Clicking “Dashboard” takes you to a new page. Refer to this example.

ADP Login Page
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Notifications (1)

ADP Workforce Now is always evolving. Click here

to learn more about recent enhancements, learning @ Mark as Read
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Time and Attendance Page
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ADP Time and Attendance Home Page

Welcome back, Laurie

My Notifications ~> My Time Off Manage Timecards A My Timecard ~
' i Current Pay Period v .
Tasks 0 X *ReASOH . y Exceptions
Please Select Below Clean Timecards 0
Employee Requests 1 > i ‘ 1 Timecards with no >
ates a exceptions
5/29/2024 .

My Requests 0 >

%
Timekeeping 0 >

No data to display.

System Messages 0 >
Timekeeping Requests 0 > Advanced Options >
/’ N
; Submit )
Notices 0 > (\7 7




Verify your vacation accrual by clicking Accruals.

4. Employee Timecards

_0 20394 10f1 @ = Current Pay Period o’_’b v 1 Employee(s) Selected 4> Loaded: 10:02 AM

4 © i= 2A P 6~ =~ s
Previous Add New List View Zoom Approve Analyze Go To Share
Project Sun 5/26 Mon 5/27 Tue 5/28 Wed 5/29 Thu 5/30 Fri 5/31 Sat 6/01 Week Timeframe
Home 9:30 9:30 9:30 9:30 38:00 76:00
Schedule 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM
Daily Total 9:30 9:30 9:30 9:30 38.00 76:00
' \
= 1 X
Accrual Code Name ™V Accrual Code Type ™V Balance ™Y Y
Vacation Day 18.00

Accruals Totals Historical Corrections Audits




This person has 18 days of vacation time available.

= @ Y% Employee Timecards 0O 0 &
\_ © 20394 10f1 @ = Current Pay Period o’_’b v 1 Employee(s) Selected 4> Loaded: 10:02 AM
4 © = PA v o g F <~
Previous Add New List Viex Zoom Approve Analyze Go To Share
Project Sun 5/26 Mon 5/27 Tue 5/28 Wed 5/29 Thu 5/30 Fri 5/31 Sat 6/01 Week Timeframe
Home 9:30 9:30 9:30 9:30 38:00 76:00
Schedule 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM 8:00 AM - 6:00 PM
Daily Total 9:30 9:30 9:30 9:30 38:00 76:00
' \
= i X
Accrual Code Name ™V Accrual Code Type ™V Balance ™Y Y
Vacation Day 18.00

Note the number of DAYS available.

Accruals Totals Historical Corrections Audits




Approving Request



As a supervisor, you will get an email notification alerting you of an employee vacation request.

A request for NCCSDA Time Off Request Salary has been Submitted

noreply@wfmgr.adp.com “EC () Reply Reply all > Forward R 53]
Wed 5/29/2024 10:51 AM

A request for NCCSDA Time Off Request Salary for MILLER, KENNETH has been Submitted for 7/15/2024 - 7/18/2024. Total Hours Requested: 40:00.

Reply Reply all > Forward

* To review and approve the request, log into the DESKTOP version of ADP.

* Do not use the mobile app.

* Follow the normal procedures and navigate to the Time and Attendance Home
Page.



Log into ADP using the NCC Website. Do not use the mobile
app for supervisor activities.
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Under Myself select Dashboard under Workforce Management header. You may have to
press twice if you have “popup blocker” enabled.
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Note: Clicking “Dashboard” takes you to a new page. Refer to this example.
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ADP Time and Attendance Home Page

@ Welcome back, Laurie

My Notifications > My Time Off Manage Timecards ~> My Timecard >
— 5 § FE— 5 Current Pay Period + Exceptions
Please Select Below Clean Timecards 0
Employee Requests 2 1 Timecards with no >
exceptions
-
My Requests 0 3
Timekeeping 0 a
No data to display.
System Messages 0
. | Notice the number 2 next to
Timekeeping Requests 0 > Advanced Options >
, Employee Request. Click the
Notices 0 > t\ Submit /J
blue arrow.




Request Approval Page

@ % Control Center

io: Yy E8- v 7 X S Il %) @ g
Unselect All Refine My Actions Mark Done  Approve Refuse Add Pending Cancel Delete Go To
Comments
Eategories o Filter: % ™ NoStatus, CancelSu... (5] v None & v None | O Detalls
—
0 Tasks Jx Request NCCSDA Time Off Request Salary 1of1
Employee | |
Created On e H
2 Employee Requests Requested Periods 712212024 - 7/124/2024 NCCSDA Time Off RequeSt
Submitted by e s S .
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0 My Requests Time Off
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> More Details

0 Notices
There are two requests, for two > Modified Dates
0 Leave of Absence
different weeks v Requested Dates
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Requests
Vacation (Full)

3 Days
Monday 7/22/2024 - Wednesday 7/24/2024




Request Approval Page

= @ Y% Control Center

Yy @3- . v X o I @ 0 =
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Tasks Request NCCSDA Time Off Request Salary 1of1
Employee |
Created On 5/29/2024 10:51 AM H
Employee Requests Requested Periods 712212024 - 7/124/2024 NCCSDA Time Off ReqUESt
Submitted by | "
Request Status ST Salary I submitted
My Requests Time Off
Request NCCSDA Time Off Request Salary
Ti k . Employee | |
iiekeeping Created On 5/29/2024 10:50 AM
Requested Periods 7/15/2024 - 7/18/2024 ©)
Submitted by |
System Messages Request Status Submitted
> Accruals
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Notices

Leave of Absence

Leave of Absence
Requests

> More Details
> Modified Dates
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The employee will get a confirmation email that you approved the request.

Your request for NCCSDA Time Off Request Salary has been Approved

‘ noreply@wfmgr.adp.com o5 | B Replyall > Forward WR .« &)

Tue 5/28/2024 10:49 AM

Your request for NCCSDA Time Off Request Salary for 6/20/2024 - 6/20/2024 has been Approved by WOODSON, MARC.

Reply Reply all > Forward




If the employee did not see the email, they can review the request status in ADP.

4%_ Control Center

v
Select All Refine
Categories

0 Tasks

0 Employee Requests

2 My Requests

0 Timekeeping

0 System Messages

0 Timekeeping Requ...

0 Notices

0 Leave of Absence

0 Leave of Absence
Requests

Cancel Request X

10f1

Status

Approved

[ ~
My Actions
Filter :
° % ¥ All Status @ ~ None | O
me Request NCCSDA Time Off Request Salary
- Employee |
Created On 5/28/2024 10:47 AM
Requested Periods 6/20/2024 - 6/20/2024
Approved by WOODSON, MARC
Request Status |
.'?( Request NCCSDA Time Off Request Salary
Employee Trujillo, Laurie

Created On
Requested Periods
Approved by
Request Status

5/28/2024 10:47 AM
6/20/2024 - 6/20/2024
WOODSON, MARC
Approved

Submit Date:
Submitted By:
Modified By:

Review

5/21/2024 11:56 AM

WOODSON, MARC

Vacation (Full)

1 Day

Thursday 6/20/2024

P—
C Cancel) Cancel Request




If the employee does not see a request on this screen, they may need to change the

filter.

= @ Y% Control Center

v

Select All Refine

Categories

0 Tasks

0 Employee Requests

2 My Requests

0 Timekeeping

0 System Messages

0 Timekeeping Requ...

0 Notices

0 Leave of Absence

0 Leave of Absence
Requests

3 ~

My Actions

Filtgr: @AII Status (5] v |one [i2)

—
] & All Status

No Status

Approved

NCCSDA Time Off Request Salary

5/28/2024 10:47 AM
6/20/2024 - 6/20/2024
WOODSON, MARC
Approved

Approved by Group Edit
0O &

Cancel Approved
Cancel Refused

| Cancel Submitted
Cancelled
Deleted
Invalidated
Offered
Offered to Market
Pending
Refused
Rejected

Submitted

Suspended

NCCSDA Time Off Request Salary

5/28/2024 10:47 AM
6/20/2024 - 6/20/2024
WOODSON, MARC
Approved

4 ©@ O =

Mark Done Cance! Delete Go To
Details

10f1

NCCSDA Time Off Request

Salary Approved
Time Off
> Accruals

> More Details
> Modified Dates

v Requested Dates

Paycodes

Vacation (Full)
1 Day

Thursday 6/20/2024

> Comments & Status History

> Request Details



Tolg

t

Thank you for your
dedica



