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Managers Removing “Approval” from a Timecard

Log into the ADP website: https://portal.adp.com
Select the Time tab.

Under Time and Attendance click Managers/Approvers: Click Here to access eTime
The Enterprise eTime window will open
The following screen should appear:

2N Enterprise eTIME® - Microsoft Internet Explorer \ <)
File Edit Wiew Favortes Tooks Help -
Qe - @ [X [B] @0 O seeren Foreenes £ 632 da 2 ) ENEL S

address [ ] https:jjeet. adp. comjwrc/applications/suitenav/navigation.do ~| Go  Links > @& -
Google | ~|2Wsearch -+ &3 - cff- B - ¥ Bookmarks~ | % check -~ T Aureril - N - A €4 - (signin -

m Log OFF| Setup | Help.
) GENERAL ~ MY QUICKNAYS ~ TIMEKEEPING ~ SCHEDULING ~ MY INFORMATION ~ MY CALENDARS ~

Timecard | Schedule | People | Reports | Le

=
QUICKFIND
wameori  * =2
Time Period | CUrrert Pay Period ~]
Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Schedule ¥ Approvals ¥ Person ¥ Leave ¥
Name D Pay Rule Person Type ity (Lt
4] Applet comfkronos wic/commonapp/genies/ appletiguick/QuickFindApplet started 2 & Intermnet

’g,;lﬂ 2 o, |EE 1:34PM
Select the Time Period for which the approval needs to be removed
Click the Find button

Highlight an individual by clicking the name or a group of individuals by clicking the first
individual in the group, holding down the shift key, and arrow down to the last individual in the
group for removing the approval

Under Approvals select Remove Approval
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The Remove Approval is complete.
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