Welcome to UCorp’s
ADP Timecard Training Guide

» We have created a step-by-step demonstration in
using the ADP Workforce Now Portal to enter and
approve your UCorp hours worked.

» If you already have registered you may skip to page 8 and
sign in.

e



Login to portal.adp.com -
Click Create Account

/ & Self Service Portal X\ H --o

« - utomatic Data Processing, Inc. [US]|https:/fpcrtal.adp.com/pu blic/index.htm \ g =

User Sign In Firsf\Time User

USER SIGN IN CREATE ACCOUNT

Need Help Gening Started?
ADMINISTRATOR SIGN IN
Make This Site Your Home Page

& Forgot Your User ID?
& Faorgot Your Password?
Change Your Password

Update Your Security Profile

3:38 PM
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Registration Code: SFSU-T

= https://netsecure.adp.com/pages/sms/ess/pub/ssr/theme faces?rtnURL=https://portal.adp.com/

Before yolnregister, help us find you in our records.
Co

Registration code® 1

What is this?
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Enter Information Requested

Before you register, help us find you in our records.

Registration code™ ‘ SFSU-1 Start over

What is this?
SFSU Foundation

First name* ]

Last name* |

Last 4 Digits of 55N, EIN, or ITIN*
Type it again*

Birth month and day* ‘ February ‘ v ‘ 23

Confirm

Privacy  Legal
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We Found You - cli
“Register Now”

Before you register, help us find you in our records.

Registration code™ ‘ SFSU-1 Start over

What is this?

SFSU Foundation

First name* |Test

Last name* |Emp|nveas

i .
Last 4 Digits of SN, EIN, or ITIN ’7 We found you!
Type it again* ceee

Birth month and day* ‘ January ‘ v ‘ o1 v

We have found Test Employees in our records. If this is you, click Register Now to
begin your registration. If this is not you, click Cancel and check your entries,

If your entries are correct, but your name is nat being retrieved, close your
browser. Contact your organization's administrator for assistance.

Confirm

Cancel Register now

If they have no record, contact UCorp HR
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Password Verification Questions

Register for ADP Services Answer all questions Test Employess

Enter your contact information How will this be used by ADP?

To avoid answering your security questions during your next password reset, you can: [x]
+ Enter an email address and mobile phone number that are not shared with others.
* Authorize ADP to send you text messages about your account.
Email address* ] { (@ Work () Personal
Mobile phone number | Country code v ‘ ) Work (@) Persomal
| authorize ADP to send me text messages regarding my account at the number | have
provided, according to  ADP's Text Messaging Terms and Conditions.
View your user ID and create a password
Memorize your user ID and password now, 5o you remember them later. ]
User ID* TEmployees@SFsU
Password (case sensitive)* | Password Strength
Passwords must be at least § characters long and contain at least 1 letter
and 1 number. Passwords are case sensitive.
Confirm password (case |
sensitive)*
In case you forget your user ID or password
Use answers to your security questions that you can easily remember later. (]
Question 1 | Select one ‘ -
Your answer (not case-sensitive)* |
Question 2° | Select one -

Privacy  Legal Copyright © 2000-2015, ADF, LLC. ALL RICHTS RESERVED. ¥




Validate Email - Click ADP Portal

&7 ADP x \ A - - E3

€ - C | @ https;//netsecure.adp.com/pages/sms/ess/pub/ssr/confirmationTheme faces | 2ok

£

Your registration for ADP services is complete!

Things to do for your account +’ Your user ID: TEmployee, FSU
== Activate your email What is this? +/ Your available services:
ADP has sent you a confirmation message to ADP Po

anxman646@gmail.com

Respond to this message within 24 hours so we can
activate your email address.

Did not receive a confirmation message? <br/>
«<br/>Contact your organization's administrator for
assistance

Other services from ADP

ADP® Mobile Solutions : Download the free app or log in from your
mobile browser:

All of the conveniences
of your office.
Anytime. Anywhere.

mobile.adp.com

Call For More Information:
1-800-CALL-ADP (225-5237)
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Click USER SIGN IN

o Self Service Portal - Google Chrome - g

[ https://portal.adp.com/public/index.htm l

User Sigin In First Time User
USER SIGN IN CREATE ACCOUNT
Need Help Getting Started?
ADMINISTRATOR SIGN IN

Make This Site Your Home Page
& Forgot Your User ID?
@, Fergot Your Password?
Change Your Password

Update Your Security Profile

11:09 AM
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Enter User Name / Password

[3 https:// .adp.com/sitemindi

it/nocert/ 1452798583 /smgetcred.scc?TYPE=16777217&REALM=-SM-Portal Access [14%3a09%3a43%3a7964] &SMAUTHREASON=0&METHOD=GET &S|
[ https://agateway.adp.com/siteminderagent/nocert/1452798583/smgetcred.scc?TYPE=16777217&REALM= -SM-Por‘ta\%QOAc(ess%ZG['l4%3a09%3a43%3a7964]&5MAUTHREW

NTNAME=dZfbOnvd50GSylHylfln.. - O
&METHOD=GET&SMAGENTNAME=dZfb9nvd50GSyl

Authentication Required *

The server https:/agateway.adp.com requires a username
and password. The server says: Portal Access
[14:02:43:8974).

Password:

Logln Cancel




Timecard Access

[ @5 Portal Integration \ |- El

« > C ‘E] Automatic Data Processing, Inc. [us]|https:,-’/portal.adp.r:om/v.fps,’mypsrta\/shemap/’Employee/Home/WeI:cme/‘ut/p/aWfO4,Sj9EPyk;;yOxPLMnIVIzOvMAijzOIthMPCZ:DI)ZE-DRBNDEW‘[V.JEZI‘ADCON DZ19J\’AK\OEKDH<’V‘\? =
Welcome, Mark Angstman Support v Company Directory | Log Off =
m [J Edit page content More Information... Search Company Directory

Hame ~ | Time & Attendance o | Pay & Taxes leersonaHniormancn v| Career v‘

ecard

Welcome My SEhedule Spotlight Message Center at a Glance
Ly T Employee of the Month i
Wy Aecruats STATEMENT Anthony Albright is named emplayes Timecard Due Dates Lifeart
v of the month, Click the link abave for |
i e e ks . SAVE!
The University Col State is\y_ non-profit auxiliary of San March 1: Timecards due completed and approved
Francisco State Univerity. It exists to support, promge and assist the education March 2, 2016:  Supervisor approval by noon
mission and further the/goals of the campus community Its mission to to develop, '
manage and administef programs which involve, researi\scholarships, creative March 10, 2018: Payday
activity, public servi ce | education and training that enhancithe mission of San
Francisco State Univerpity Features Time & Attendance Messages
Employee Handbook: Health
http:fucorp.sfsu. y l.pdf Events

News and Announcemerjts

Weather

Big Company in the Ndws Adding Content - Add
[ upcoming events,

Big Company Semi-Anhual Analyst Webcast RPNy TR such as tradeshow
Wihen: Thurbday March 13th, 5:15 AM EST hitp:ifucorp sfsu sfsuedu Jendar.paf dates and company-
sponsared events.
4dd upeoming events, Maps
such as tradsshow dates
and cornpany-sponsorsd
. events. Samples are Siends
#1 ( :1101( listed below. To add
content, select the —

Customize tab.

Time & Attendance ML e York

March 4, Blood Drive

July 22, Company
Picnic

Yellow Pages

TETERER

Search

#2 Click
My Timecard
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Click My Timecard

/&7 Partal Integration LA H -=o

Automatic Data Processing, Inc. [US]|https://portal.adp.cum/‘\.wp yportal/sitemap/Employee/TimeAttendance/MyTimecard/!ut/p/a1/04_Sj9CPykssy0xPLMnMzOvMAfGjzOItDc2MPCzcDbwtQo1 NDRwtw3zMLcONY A =

Welcome, Mark Angstman Support v Company Directory | Log OFf  ~

() Edit page content More Information... Search Company Directory
e b Home ~ [ Time & Atlendance « | Pay & Taxes leemunaHniuymtun -| Career v‘

My Timecard

Options Help Training Product Suggestions

Home

‘ Absence | | New Time Off Request

o Mo Activities

To Top
Inbox View My Attendance Notifications

& Refresh Inbox Content

+ (3 Exceptions (1
pu @ o Select 3 Message Type en the left to view list.

+ (2 All categories (1)

ToTop

Schedule at a Glance View Schedule

@ vou have no schedule between Friday, March 18, 2016 and Friday, March 25, 2016.

Privacy | Legal .
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Example of a blank timecard

7 % UPWORDS on Facebook X | [Ed Facebook xyﬁ; Portal Integration x\ . H -=o

Automatic Data Processing, Inc. [US] | https://portal.adp.com/wps/myportal/sitemap/Employee/TimeAttendance/MyTimecard/!ut/p/a1/04_Sj9CPykssy0xPLMnMzOvMAfGjzOItDc2MPCzcDbwtlLCzMD Rwtw3zMfgly 5 A =

Welcome, Mark Angstman Support v Company Directory | Log Off -
[/ Edit page content More Information... ’—‘Sem" Company Direstory
e Home ~ | Time & Attendance - | Pay & Taxes leersnnaHninrmannn v| Career v‘

My Timecard
Pay Date Range: | Next Pay Period v [03/16/2016 \—\03/31/2016 | Employee Approval Required -
Printable View Payroll Summary Preferences [w| -
Enter hours worked here
S%Xt / Date In Hour/ Daily Totals Earnings Code Project

e o e rioraos - [—

o o arons - —

e e 0371072016 ] [—

o ot [oarsrzos - —

5] ® 5un / 03/20/2016 1] ]

o % Mon / 03/21/2016 ] ]

5] [ Tue / 03/22/2016 1] ]

o %) Wed / 03/23/2016 ] ]

e @t | |osnemors ] [—

o & Fri / 03/25/2016 ] I
5] ¥ Sat / 03/26/2016 1] [ ] -

o % Sun / 03/27/2016 ]

5] & Mon / 03/28/2016 1] ]

o ¥ Tue / 03/29/2016 ] ]

5] @ Wed / 03/30/2016 1] ]
=] % Thu 03/31/2016 1 ] -

Things to ensure are correct:
o Current pay period
e  Project number

92016 ADF, LLC Privacy | Legal
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Sample Timecard. No errors.

/' # (1) UPWORDS on Facebor x { [ (1) Facebook xfﬁ; Portal Integration x\_ﬁ. | --
€ - C |8 Automatic Data Processing, Inc. [US] | https://portal.adp.com/wps/myportal/sitemap/Employee/TimeAttendance/MyTimecard/!ut/pfa1/04_Sj9CPykssy0xPLMnMzOvMAfGjzOItDc2MPCzcDbwtl CzMDRwtw3zMfige B A =

Woloone IR T Support v Company Directory | Log Off  a

m [ Edit page content More Information... Search Company Directory B

Time & Aftendance | Pay & Taxes = | Personal Information v| Career v‘
Info: Yellow triangle means ready for Supervisor review.

M\yTlmecﬂrd
Options Help Training Product Suggestions =
ou are here: Home > My Timecard
Pay Date Range: | Next Pay Period v |lo3/16/2018  |[E)-l03/31/2016 || Emplovee Approval Requi
PrintablM\View Payroll Summary . preferences (w|
7:616 gﬁi hours worked #3 Click Employee Approval Required
W
Se‘?ct Date In Hours Daily Totals Earnings Code Project

5] A @wed 03/16/2016 [ =
o A | @Th 03/17/2016 1 =
5] A @wFi 03/18/2016 | =
o (%) Sat 03/19/2016 1 =
=] @ Sun 03/20/2016 [ =
o A | @Men 03/21/2016 1 =
5] A | @Tue 03/22/2016 | =
o A | @wed 03/23/2016 1 =
C) A ®Th 03/24/2016 L1 &
o A @i 03/25/2016 L1 2
=] ¥ Sat 03/28/2016 [ =
(=] [#5un 03/27/2016 1 =
5] A | @Men 03/28/2016 [ =
o A @Tue 03/29/2016 1 =
5] A | @wed 03/30/2016 [ =
o A | @mThu 03/31/2016 ! 1 =

wswew— e oo ##) Hours entered. /" .

©2016 ADP, LLC

Click Save.

See #3
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