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- Introduction

This document provides an overview of the new and/or modified features and functions
in v11.16.01 of ADP ezlLaborManager, through Service Pack 1.

For more detailed information on how to use the features introduced here, consult the
Online Help system within ezLaborManager or the resources on the Online Training
Center. The Help and the Online Training Center can be accessed from any main
ezLaborManager page. See “Improved Access to Help and Training” on page 32 for more
information.

Notes: Some of the features described in this document are not available unless and
until they are enabled by an ADP ezLaborManager representative.

The information provided in this document is based on information available at the time
of writing and is subject to change. Some features described in this document may not
be included in the final v11.16.01 ezLaborManager release, or they may fall under
different application or feature names and/or function differently than described here.

ADP ezLaborManager v11.16.01
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Time Sheets and Timecards
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Time Sheet Layout Enhancements

Overview of New Functionality

The layout of the Time Sheet has been enhanced to allow the maximum number of time
pairs to be viewable on the page. The enhancements significantly reduce the amount of
scrolling users have to do between the top and bottom of the page. Improvements have
also been made so that users can easily see which row they are currently working in and
if any changes have been made to a row.

The following summarizes the changes that have been made for this enhancement:

e Each time a user accesses the Time Sheet, the page automatically scrolls down to
allow the maximum number of records to be immediately viewable. This eliminates
the need to manually scroll the page. The distance the page scrolls depends on the
number of time pairs that exist on a page. However, the farthest a page scrolls down
is to the Pay Date Range line.

¢ The Preferences link, Add Dates link, and links to other pages (Payroll
Summary, Schedule, etc.) have been consolidated on a single row. The
Preferences and Add Dates links have also been moved to the right side of the
page.

¢ In the Time Sheet, a Submit button has been added directly above the time sheet
table on the left side of the page. This button is also still displayed at the bottom of
the page. Both buttons have the same functionality.

e The total hours recorded for each pay date is now displayed in a new Daily Totals
column. The daily total is displayed on the same row as the last time pair for each
pay date. Alternate shading is used between pay dates to help users distinguish
between different pay dates.

¢ The buttons that appear next to fields (such as the [E| button, (@ button) are now
hidden until a user clicks on a field. When a field is clicked, the button is displayed.

e When a user clicks anywhere in a row, the row is highlighted with a black border. This
allows users to easily keep track of which row they are currently working in.

e When a row has been changed, a blue triangle is displayed in the Select column.
The triangle disappears after the page is successfully submitted.

These enhancements have been made automatically in ezLaborManager for all clients
and are available to all users.

Details of New Functionality
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Time Sheet Layout Enhancements -

Automatic Scrolling on the Time Sheet

The Time Sheet has been enhanced so that each time the page is accessed the page
scrolls down to display the maximum number of time pairs possible. The distance the
page scrolls down depends on how many time pairs exist for an employee. The farthest
the page scrolls down is to the Pay Date Range line. Figure 1 shows an employee
with enough time pairs so that the page scrolls down to the Pay Date Range line.

Pay Date Range:l Current Pay Period b ||U3f26,f2007 |L§] -‘04,1’08!2007 |@. Find J Employee Approval Not Possible
You ar re: Home > Employee Time Sheet
Printakview Pavyroll Summary  Supplemental Earnings
Selljm \ Date In Time In | Time Qut | Hours Poatlatlys Out Type Earnings Code Department
Al® h)_gn 03/26/2007 _ |12:45PM | 05:00 PM 425  4.25 001000 =
| The page now automatically scrolls o 3.50 Lunch Punch 001000 @
down to the Pay Date Range line so " 1.00 002000 =
N that the maximum number of time
U pairs are immediately viewable. [ 200 G000 @
M | 100 001000 @
A% Tue |03/27/2007  |04:30 PM | 05:30 PM 1.00 001000 &}]
Ay %) Tue |03/27/2007  |05:30PM  05:52 PM 0.25| 875 001000 &]
[+ Wed|03/28/2007  |12:00 AM 001000 @]
A %) Wed|03/28/2007  |07:00 AM | 04:00 PM 9.00, 9.00 VACTON 002000 @]
Ay %) Thu |03/29/2007  |07:00 AM | 05:00 PM 9.50 001000 =
A ®)Thu |03/29/2007  |05:00 PM  05:47 PM 0.75 10.25 001000 =
A ®Fri |03/30/2007  |07:00AM | 05:00 PM 9.50 001000 =
A ®Fri |03/30/2007  |05:00PM | 08:00 PM 3.00 12.50 001000 @
Ay 1) 5at |03/31/2007  |07:00 AM | 12:00 PM 4.50  4.50 001000 @
AN N iarrangy TN e D =

Figure 1: Time Sheet with automatic scrolling
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- Time Sheet Layout Enhancements

Placement of Time Sheet Links and Buttons

The links to additional pages (Printable View, Payroll Summary, Schedule, and
Supplemental Earnings) have been combined on a single line with the Preferences
and Add Dates links. The Preferences and Add Dates links have also been moved to
the right side of the page (Figure 2).

An additional Submit button has been added directly above the timecard table (Figure
2). This button is also still displayed at the bottom of the page. Both buttons have the
same functionality.

Home ‘-\ My Labor My At My Benefits My Information

Pay Date Range:| Current Pay Period ~ |[05/08/2006 ‘ -|05/14/2006 |. Find | Emplovee Approval Required

You are here: Home > Employee Time Shest

Printable View Payroll Summary

Supplemental Earnings \ /Preferenﬁ |w] Add Dates

P e — e ———
Select Daily -
Date In TimeIn | Time Out | Hours | Totals| These links have all been Department
O @ X mMon|o5/08/2008 [[os:00 am [ 12:00 pm || 4.00] combined on a single line.  jj [
O @ \lon los/o8/2006  |[o1:00pPm |os:00PM || 4.00] 00T i I =
| | This button appears above the  f2:00Pm || 4.00] [ JIl Il =
timecard table as well as at the s:00PM || 4.00] s.00] II I |@]
] bottom of the page.

2:00 PM || 4.00] [ II II [
o g @\fed |ps/10/2006  |[o1:00 PM || I | a.007| I I |52
o (@ l‘hu lo5/11/2006  |[oe:00 am |[12:00PM || a.00] I I I |
o @ thu los/11/2006  |[o1:00PM |[o5:00PM || 4.00] s.00| I I =
O |@ f]Fn lo5/12/2006 |[0s:00 AM ||[12:00 PM || 4.00| [ II II =]
O lEl Fri |[p5/12/2006 |[01:00PM |[o5:00PM || 4.00] s.00| Il I i

Total Hours: 36.00

. Submit | [ Insert [ Delete |

Figure 2: Time Sheet with additional Submit button and consolidated links to
additional pages
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Time Sheet Layout Enhancements -

Daily Totals Column
A new Daily Totals column has been added to the TimeSheet (Figure 3). The
following rules apply to this new column:

¢ For processed time-pairs, the amounts in the column are based on the calculated
Hours column, which reflects any lunches that have been deducted or paid.

e For unprocessed time pairs, the amounts in the column are based on the actual
elapsed time of the time pairs. This results in an un-rounded total.

¢ Totals are calculated for each pay date. Totals are not based on the date in.

¢ Totals are displayed on the last time pair of each pay date; rows are alternately
shaded for each pay date.

e When an in or out time is edited, the total is updated immediately. The page does not
have to be submitted.

e Pay dates with a missing in or out punch are displayed in red with a question mark.

Home My Labor My Attendance My Benefits My Information
Pay Date Ran| The Daily Totals column displays -|05/14/2006 @]- Find | Emplovee Approval Required
You are here: H] the total hours recorded for each
Printable Vie: pay d_at_e' A_“emate shading is used Preferences [w| Add Dates
= to distiguish between pay dates.
i Submit
Select Daily ——— ' o
] Date In Time In | Time Out | Hours | Totals If a missing in or out punch exists
O /@ ® Mon [05/08/2006 |[08:00 am |[12:00 P™ || 4.00] ] for a time pair, the amount in the BE
[ |@|® Mon [05/08/2006 |[01:00PM |[05:00PM || 4.00| s.00| | Daily Totals E;olumn s :_Ilsplayed in =
red text with a question mark.
O |@ ®Tue |05/09/2006 ||o8:00 aM |[12:00PM™ || 4.00| ] =
O || #®Tue |05/09/2006 |[o1:00PM |[05:00PM || 4.00| so00| 7 I I =]
[0 |@|® wed 05/10/2006 |[08:00 aM |[12:00 PM || 4.00] I I =]
O /@ ® wed 05/10/2006 |[01:00 PM || I || a.00? I I =]
O |@|®Thu [05/11/2006 |[os:00 aM |[12:00 PM || 4.00] [ I I =]
O |@ = Thu [05/11/2006 |[o1:00PM [[05:00PM || 4.00] s.00 | I I =]
O |@|®Fri |[05/12/2006 |[08:00 aM [[12:00PM || 4.00] I (| i \g
O |@|®Fri |jo5/12/2006 |[o1:00PM |[05:00PM || 4.00] s.00 | I I =]

Total Hours: 36.00

i Submit | (Insert [ Delete |

Figure 3: Daily Totals column in Employee Services

ADP ezlLaborManager v11.16.01 7 Release Guide for Employees



- Time Sheet Layout Enhancements

Hidden Control Buttons and Edited Row Indicator

In previous releases, the = button, (2] button, and other controls were always
displayed next to fields in the Time Sheet (unless employees chose to hide them at all
times). In this release, these buttons are hidden by default until a field is selected. When
a field is selected, the button is displayed for the field (Figure 4).

Note: If employees have set their preferences to hide the buttons at all times, the
buttons are not displayed even when a field is clicked.

When a row has been edited a blue triangle is displayed in the lower right corner of the
Select column. The triangle disappears after the page is successfully submitted or if
users navigate away from the page without clicking the Submit button.

Home My Labor My Attendance My Benefits My Information

Pay Date Ilange:[ A black border is b/2006 @_ @i Eind . : I

You are here: Home displayed around the This button is displayed because

currently selected row. the field has been selected.

Printable View P4 rnings s

& submit | |

Select * Daily *|
i Date In Time In | Time Out | Hours | Totals Out Type Earnings Cod Department
O @ * mon [05/08/2006 ||[08:00 AM |[12:00PM || 4.00] I |WBSENT IEY) \g
] (# Mon [05/08/2006  |(o1:00PM |[os:00PM || 400  B.00 | i Il \g
| [ Tue [05/09/2006 |[08:00 AM |[12:00PM || 4.00] [ I I =)
o— Abr ': - Illa p [os:00pPm || 4.00| 800 I * I &)

] ue triangle is displaye :

1 here when a row has been e ) o ‘ I I ‘g

| O edited by notyet submitted. || I | 4002 Il 1 2]

[12:00PM || 4.00] \ The buttons nextto the other | &
O @ ®Thu [05/11/2006 |[01:00 PM |[0s:00Pm || 4.00| s.00| fields on this page are hidden | /¢
O |@|@Fri |[05/12/2006 ||o8:00 AM |[12:00PM || 4.00| I unieselaneldlisiselected: HE
O |@|@®Fri |[o5/12/2006 |[01:00pPM [[0s:00PM || 4.00] s.00] I 1M =]
Total Hours: 36.00
i Submit | [Insert | [ Delete |

Figure 4: Time Sheet with hidden buttons and edited row indicator
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New Printable Version of Employee
Timecard

Overview of New Functionality

A new Printable View link has been added to the upper left area of the Time Sheet
page. The link allows users to access a printable version of a timecard. When the link is
clicked, the Timecard View for (name of employee) window opens. The following
information and functionality is available in the window:

¢ Timecard Date Range — Shows the time frame that was selected for the timecard
in the Time Sheet.

e Supervisor — Lists the name of the employee’s supervisor.
¢ Payroll ID - Lists the payroll ID code assigned to the employee.
e Company Code - Lists the company code assigned to the employee.

¢ Hours Summary - Lists all earnings codes and the number of hours associated with
each earnings code for the selected date range. Rates are not displayed.

¢ Timecard Details — Lists the basic timecard data, including time in, time out, daily
totals, labor charge fields, and other data.

¢ Supplemental Earnings Summary — Lists totals by supplemental earnings codes.
+ Supplemental Earnings Details — Lists details by supplemental earnings codes.

e Signatures — Provides spaces for employees and supervisors to sign the timecard.
This is useful for manual approval of a timecard. This section is hidden by default
each time the window is opened.

¢ Print button - Prints the timecard information, hours summary, supplemental
earnings, and other employee information.

¢ Close button - Closes the window without printing the timecard.

¢ Show / Hide buttons — Allows users to show or hide the sections in the window. All
sections are expanded by default (except Signatures). Only sections that are
expanded are printed. If a user does not want to print a section in the window,
he/she can click the E! icon next to the section to hide it. To show a hidden section,
users can click the [* icon next to the section.

Note: If a timecard contains data that has not yet been processed, a message is
displayed at the top of the window alerting users that the printed data may change after
the timecard has been processed. This message is also included on the printed timecard.

This enhancement has been made automatically in ezLaborManager for all clients and is
available to all users.
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- New Printable Version of Employee Timecard

Details of New Functionality

Printable View Link in the Time Sheet

A new Printable View link has been added to the upper left area of the Time Sheet
page in Employee Services (Figure 5). Clicking the link allows employees to access a
printable version of their timecard for a selected date range.

Home My Labor My At My i My Information

Pay Date Ilange:‘ User-Defined Date Range v H041'21,"2008 |\§]—|04,’22,"2005 L@] Find | Emplovee Approval Reguired

You are here: Home > Employee Time Shast

Printable View Payroll Summary  Supplemental Earnings Preferences (v

Select [ ]
@ Date Ii pily Totals Qut Type Earnings Code Department
O |A]®mon New Printable View link I ‘ I ||[oo3001 | @
0O |A]®von|[oazi/z008 || STRA P oSO PN T 330 8.00 | 1 ||[ooz001 =]
O |4y # Tue |[04/22/2008 ||j09:07 AM || 01:38PM ||| 4.75 [ [ |||oo3001 ] g
O 1+ Tue |[04/22/2008 ||[02:02 PM ||[05:30PM ||[ 3.45 8.20 002001 =

Total Hours: 16.20

. Submit | [ Insert ) [ Delete |

Figure 5: Printable View link in Employee Services
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New Printable Version of Employee Timecard -

Timecard View for (name of employee) Window

When the Printable View link is clicked, the Timecard View for (name of
employee) window opens (Figure 6).

Timecard View for One, Employee (Lin_0001) Wednesday, April ¥)2008 01:29 PM
Report Date Range: Current Pay Period (04/20/2008 - 04/26/2008)
Supervisor: Smith, Supervisor m
Payroll ID: 123
Company Code: ABC Earnings codes and number of hours

recorded for the selected date range.
= Hours Summary
Earnings Code Hours

Regular 14.00 All data from the timecard table
Total: 14.00 for the selected date range.

5 Timecard Details

Date Time Hours Daily Totals Qut Type Earnings Code Department
04/21/2008 08:00 AM - 12:30 PM 4.50 003001
04/21/2008 01:04 PM - 05:00 PM 3.50 8.00 003001
04/22/2008 09:07 AM - 01:38 PM 4.75 0032001
04/22/2008 02:03 PM - 04:00 PM 1.25 6.00 003001
04/23/2008 09:43 AM - 0.007 003001
Total: 14.00

= Suppl tal Earnings Summary
Supplemental Earnmg;::or:lsldered part of Gross Dollars
Bonus (%) 100.00
/ can be used to approve
the timecard manually.
= ppl al Earnings Details »
Date Entered Amount Factor FinalAmouy/ Earnings Code Department
04/20/2008 100.0000 0.0000 1@0.0000 | BONUS 003001

100.0000 4100.0000

= Signatures

Signature Date Signature Dat

Figure 6: Timecard View for (name of employee) window
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- New Printable Version of Employee Timecard

If a timecard is being processed when the Printable View button is clicked, a message
is displayed indicating that processing is still occurring (Figure 7).

Timecard View for One, Employee (Lin_0001) Wednesday, April 23, 2008 05:30 PM

Q The Timecard is being processed. The displayed information may change after the processing completes.

Report Date Range: Current Pay Period (04/20/2008 - 04/26/2008)
Supervisor: Smith, Supervisor
Payroll ID: 123
Company Code: ABC
= Hours v

This message is displayed if
the Timecard View window is
Regular accessed while the timecard is
still being processed.

Earnings Code

|

= Timecard Details

Date Time Hours Daily Totals Out Type Earnings Code Department
04/21/2008 08:00 AM - 12:30 PM 4.50 003001
04/21/2008 01:04 PM - 05:00 PM 3.50 8.00 003001
04/22/2008 08:00 AM - 01:30 PM 5.50 003001
04/22/2008 02:00 PM - 05:00 PM 3.00 8.50 003001
04/23/2008 09:43 AM - 01:55 PM 3.75 3.75 003001
Total: 20.25

= | al Earnings v

Supplemental Earnings considered part of Gross Payroll | Dollars

Bonus ($) 100.00
Subtotal: 100.00
= | al Earnings Details
Date Entered Amount Factor Final Amount Earnings Code Department
04/20/2008 100.0000 0.0000 100.0000 BONUS 003001
Total: 100.0000 100.0000

= signatures

Signature Date Signature Dat]

Figure 7: Timecard View window with error message indicating the timecard is
being processed
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New Printable Version of Employee Timecard

If the timecard has errors on it, a message is displayed at the top of the Timecard View
window (Figure 8).

Timecard View for One, Employee (Lin_0001) Wednesday, April 23, 2008 05:47 PM

There are errors on the timecard. When the errors are corrected, the information on the timecard may change. We
recommend that you correct all errors before printing the timecard.

Report Date R :
epo @ Xange An error message is displayed if the

Supervisor: timecard has errors. The message is also
Payroll ID: included when the timecard is printed.

Company Code:

= Hours Summary

Earnings Code Hours
Regular 17.25
Total: 17.25

=l Timecard Details

Date Time Hours Daily Totals Out Type Earnings Code Department
04/21/2008 08:00 AM - 12:30 PM 4.50 003001
04/21/2008 01:04 PM - 05:00 PM 3.50 8.00 002001
04/22/2008 08:00 AM - 01:30 PM 5.50 003001
04/22/2008 02:00 PM - 5.507 002001
04/23/2008 09:43 AM - 01:55 PM 3.75 3.75 003001
Total: 17.25
=5 | tal Earnings Summary
Supplemental Earnings considered part of Gross
Payroll Dollars

Bonus (%) 100.00

Subtotal: 100.00
=5 | tal Earnings Details

Date Entered Amount Factor Final Amount Earnings Code Department
04/20/2008 100.0000 0.0000 100.0000  BONUS 003001
Total: 100.0000 100.0000

= Signatures

Signature Date Signature Dat|

Figure 8: Timecard View window with error message
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- New Printable Version of Employee Timecard
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- General Usability Enhancements
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Improvements to Change Password
and Change Phone PIN Features

Overview of New Functionality

Additional information about password and phone PIN (personal identification number)
requirements is now provided on the Change Password and Change Phone PIN
pages (formerly the Change PIN page). This information has been added to reduce the
likelihood that a user will attempt to change his or her ezLaborManager password or
ezLaborManager Phone PIN to a value that does not meet the requirements. Users
should now be able to change their passwords or PINs more quickly, without receiving
error messages and having to try multiple new values.

The user ID of the user accessing the Change Password or Change Phone PIN page
is also now displayed on these pages. This should also help the user select an
appropriate password or PIN quickly, since one requirement is that a user's password or
PIN cannot be the same as his or her user ID or phone ID, respectively.

This enhancement has been made automatically in ezLaborManager for all clients. The
changes regarding passwords affect all users. The changes regarding phone PINs affect
only those users configured to use ezLaborManager Phone.

Details of New Functionality

Change Password Page

The following additional information is now displayed on the Change Password page:
e The logged in user's ezLaborManager user ID.

¢ A shaded information box that contains a description of the password requirements in
effect for the user's company. This box will always include the following three
requirements for new passwords, which apply to all ezLaborManager passwords:

e Must not start or end with a blank space.

¢ Must not be the same as the user’s id. (The user ID is displayed on the Change
Password page for easy reference.)

e Must not match any of the previous 3 passwords used.
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Improvements to Change Password and Change Phone PIN Features -

If a company has enabled additional password requirements, those requirements will
also be described in the information box. The additional requirements that can be set
at the company level are:

¢ Minimum length must be X character(s). (Xis the specific number specified by
the company.)

e Must contain one of these Special Characters. (A Special Characters link on
the page opens a pop-up window listing all of the accepted special characters.
See Figure 10.)

e Must contain at least one digit (0 to 9).

Figure 9 shows the new User ID field and password requirements information on the
Change Passwords page.

1444]
Language Options

Change Password

Change Phone PIN

Change Password

o Please note the following while setting a new password:

Minimum length must be 4 character(s).

Must not start or end with a blank space.

Must not be the same as your user id.

Must not match any of the previous 3 passwords used.
Must contain one of these Special Characters.

Must contain at least one digit (0 to 9).

| user ID: 3003 |
Enter Old Password:
q | Some of the
Enter New Password: password
d | requirements may
Confirm Password: vary by company.
’ |

Figure 9: Change Password page with new read-only User ID field and password
requirements information
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- Improvements to Change Password and Change Phone PIN Features

Special Characters

Character Description

@ At Sign

! Exclamation Mark

- Hyphen

_ Underscore
Period

& Ampersand

/ Slash

Y Backslash

% Percent Sign

? Question Mark

3 Dollar Sign

~ Tilde

-~ Caret

# Pound Sign

= Asterisk

Left Parenthesis

Right Parenthesis

4| |

Plus Sign

Equal-to

Left Curly Brace

Right Curly Brace

Left Square Bracket

Right Square Bracket
Vertical Bar

— | = [ |

, Comma

Grave Accent
Quotation Mark
Apostrophe

< Less-than

> Greater-than

Figure 10: Pop-up window showing valid special characters for use in passwords
(if required by company security policies)
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Improvements to Change Password and Change Phone PIN Features -

Change Phone PIN Page

The following additional information is now displayed on the Change Phone PIN page:

e The logged in user's ezLaborManager Phone ID.

¢ A shaded information box that contains a description of the ezLaborManager Phone
PIN requirements, which are:

¢ Length must be greater than or equal to 4 digits and less than or equal to 6
digits.
e Must be numeric (digits 0-9 only).

¢ Must not be same as the user’s phone id. (The user’s Phone ID is displayed on
the Change Phone PIN page for easy reference.)

These requirements are the same for all companies using ezLaborManager Phone.

Figure 9 shows the new Phone ID field and phone PIN requirements information on
the Change Phone PIN page.

1444

Language Options | change Phone PIN
Change Passwaord

Change Phone PIN o Change your PIN used for ezLaborManager phone access.

Please note the following while setting a new PIN:

+ Length must be greater than or equal to 4 digits and less than
or equal to & digits.

* Must be numeric (digits 0-2 only).

# Must not be the same as your phone id.

IPhone ID: 3003 |
Enter old PIN:
4l

Enter new PIN:
>

Confirm new PIN:
3

. Submit

Figure 11: Change Phone PIN page with new read-only Phone ID field and PIN
requirements information

Notes: The navigation menu link and page title for the Change PIN page has been
changed to Change Phone PIN for additional clarity. Similar changes have also been
made in other areas of the application that refer to phone PINs.

The Change Phone PIN navigation link and page are only available to ezLaborManager
users who have been configured for ezLaborManager Phone access.
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View of

Improved Layout and New Printable

Employee Information

Overview of New Functionality

A new Printable View link has been added to the My Information page, which allows
employees to easily view and print their basic employee information. When the link is
clicked, the Employee Information window opens.

The window is organized into sections that users can expand or collapse. By default, all
sections are expanded each time the window is opened. Only expanded sections are
printed, which allows users to select the data they want to print. In previous releases,
the information was organized onto tabs, which did not provide a printable version.

The Employee Information window displays the following sections:

 Employee Information — Employee ID, first name, last name, pay group,
supervisor, payroll company code, and payroll ID

¢ Personal Information — Employee’s address and telephone numbers

 Home Labor Charge Fields — Default labor charge fields that have been assigned
to an employee

e Service Dates — Hire date and accrual date for an employee
+ Rates - Base rates and job rates assigned to an employee )

This enhancement has been made automatically in ezLaborManager for all clients and is
available to all users.

ADP ezlLaborManager v11.16.01
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Improved Layout and New Printable View of Employee Information -

Details of New Functionality

My Information Tab in Employee Services

In Employee Services, the menu items on the left side of the My Information tab have
been reorganized to make it easier for employees to view and print their basic employee
data. (Figure 12). A Printable View link has also been added to the upper right part
of the page to allow users to print the data from all of the menu items at one time.

Home My Labor My Attendance My Benefits /" My Information
KEx ]| Printable View

Employee Information Employee Information
Personal Information Employee ID: Lin_0001
Home Labor Charge Fields First Name: Employee — —
Service Dates Clicking this link opens the Employee
e Last Name:  One Information window. All information

Pay Group:  Lincoln Pay Group(Lincoln Pay Grdf displayed on the tabs can be easily

Supervisor:  Smith,Supervisor printed from the window.

Figure 12: My Information tab in Employee Services

When the Printable View link is clicked, the Employee Information window opens
which presents the data from the tabs on a single page (Figure 13).
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- Improved Layout and New Printable View of Employee Information

print | [l Close

Employee Information * The Employee Information Mand, ay 05, 2008 04:36 A
Employee ID: Lin_0001 s_ectlon is the only section in the
= window that cannot be collapsed.
First Name: Employee
Last Name: One
Pay Group:  Lincoln Pay Group(Lincoln Pay Group) .TI‘IE Wmdo_w can be
Supervisor:  Smith,Supervisor printed by clicking here.

= Collapse all sections

= Ppersonal Information

Address

Street Address: 123 Main Street
City: Anytown

State: CA

Zip Code: 99999

Country: United States
Contact

Home Phone: 555-555-5555

Emergency Contact:
E 1-111-1111

© noData

= Rates

Rates Schedule
Description Effective Date  Amount
Base Wage Rate | 05/05/2008 15.0000

Individual sections can be expanded
or collapsed by clicking here.

|! Close

Figure 13: Employee Information window with data from the My Information tab
in Employee Services
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New Previous Pay Period Option for
Selecting Time Frame

Overview of New Functionality

In many areas of ezLaborManager, users can select a predefined date range for the data
that they want to view (for example, Current Pay Period or Next Pay Period). The
date range determines the time frame from which data is drawn.

Beginning in this release, many date range menus have been enhanced so that they
now include Previous Pay Period as an option. In prior releases, this option was not
available. Users had to select User-Defined Date Range and manually calculate dates
for a previous pay period. The addition of this option enables users to quickly select a
previous pay period without having to calculate the dates.

This enhancement has been made to the following pages in this release:
e Time Sheet page

e Supplemental Earnings page

e Attendance Exceptions page

e My Labor page

This enhancement has been made automatically in ezLaborManager for all clients and is
available to all users.
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- New Previous Pay Period Option for Selecting Time Frame

Details of New Functionality

Previous Pay Period Option on the Time Sheet Page

The Pay Date Range menu on the Time Sheet page in Employee Services now includes
a Previous Pay Period option (Figure 14). Selecting this option automatically selects
the pay period prior to the current period.

Home |

My Labor

My Attendance

My Benefits

My Information

Printable View

Pay Date Range: Previous Pay Period

<

101/30/2006 |- 02/05/2005 | 5| @l Find ) Emplovee Approval Required

You are here: Homs CUrrent Pay Period

Next Pay Period
% Previous Pay Period

New Previous Pay Period option

Preferences [w

. Submit_|

[Insert | [ Delete |

.:. J Today
Submit Tomorrow
Yesterday
Select
] m:t"&e::k Hours Daily Totals Earnings Code Department
A\ | #Last week 8.00 8.00 001000 &
F This Month
A | & 36t Month .00 .00 001000 =
A | @Xser Defined Date Range 8.00 8.00 001000 =]
A |&Thu  |02/02/2006 8.00 8.00 VACTON 001000 =]
A |@Fri 02/03/2006 8.00 8.00 VACTON 001000 &

Total Hours: 40.00

Figure 14: Time sheet page with Previous Pay Period option selected
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- Enhanced Note Icons and Windows

Overview of New Functionality

The note feature, which appears in the Time Sheet and several other areas of
ezLaborManager, has been enhanced in this release so that users can clearly see the
row for which they are adding, editing, or viewing notes. When a note icon is clicked,
the Notes window opens above or below the row and the row is clearly highlighted on
the page. The window will not cover the row. In previous releases, the row was not
highlighted, which made it difficult for users to see which row they had selected.

The appearance of the note icons has also been enhanced in this release. The following
table summarizes the meaning of the four possible note icons in v11.16:

Meaning of Icon

&4

A note exists for a row and the page has been submitted since the note
was added or edited.

A note exists for a row, but the page has not yet been submitted since the
note was added or edited.

@

A note does not exist for a row and the page has been submitted. This is
also the default note icon which is displayed before any notes have been
added to a row.

€

!J All text has been deleted from a note window, but the page has not been
submitted since the text was deleted.

The note icons and windows have been enhanced on the following pages in the
application:

¢ Time Sheet page
e Supplemental Earnings page
e Attendance Exception Detail page

This enhancement has been made automatically in ezLaborManager for all clients and is
available to all users.

Details of New Functionality

Notes Window on the Time Sheet Page

The Time Sheet page in Employee Services has been enhanced so that when
employees click the Note icon, the Notes window opens above or below the row and
the selected row is highlighted (Figure 15).
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- Enhanced Note Icons and Windows

Pay Date B

You are her

My Labor My Attendance

= ADP ezl aborManager - Notes - Windows I... [€ [[E|%
<P https://pdappl.cam.elabor.com/ezLaborManagerMet/Zooms/TimeEntryNot +

The Notes window
opens above the
selected row. |

Printable

Select Went home sick again on this day
O ut Type Earnings Code
] 11 | I
] The row for the note |
0 is highlighted so j

users can easily 2

o refer back to it while |
] entering notes. ]
o |4 Done | . cancel | ( Clear ) —— - L\'_Jj
Fl “ & | Error on & Internet # 100% v = |—| @
O 4 #Thu |[o5/11/2006 ||[o1:00PM ||jo5:00PM ||| 4.00] 8.00 | |[s1ck | @
O |4 ®Fi |jos/12/2006 ||[os:00aM ||[12:00PM ||| 4.00] [ Il | ()
O 4 ®Fri |[os/12/2006 ||[o1:00PM ||jo5:00 PM ||| 4.00| 8.00 | | |[s1ck | &

40.00

Total Hours:

[ Delete |

. Submit )

(Insert

Figure 15: Time Sheet page with Notes window and highlighted row
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Addition of LCF Descriptions to
Transfer and Home Page

Overview of New Functionality

The Transfer page has been enhanced so that labor charge field (LCF) descriptions are
now displayed next to LCF IDs on the page. LCF descriptions are also now displayed on
the Home page under the Today'’s Activities section. In previous releases, the
descriptions were not displayed in either area of ezLaborManager. This enhancement
allows employees to clearly see which LCFs have been selected.

For example, an LCF ID for a department called Programming might be 003001. It
would be difficult to know which department was being viewed from only seeing this ID.
However, with the LCF description Programming displayed next to the ID, the
confusion is eliminated.

Note: The Transfer page is used by clocking employees who need to charge their time
to an LCF that is different from their default LCF. The page is accessed by clicking the
Transfer button under the Today’s Activities section on the Employee Services Home
page.

This enhancement has been made automatically in ezLaborManager for all clients. To
access to this enhancement, a user must have access to the Transfer page in Employee
Services.
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- Addition of LCF Descriptions to Transfer and Home Page

Details of New Functionality

Transfer Page
The Employee Services Transfer page has been enhanced so that when an employee

selects an LCF, the LCF description is now displayed next to the LCF ID (Figure 16). If
the LCF is manually typed in the field, then users must press the Tab button in order for

the description to be displayed.

My Benefits My Information

Home My Labor My Attendance

[You are here: Home > Transfer

Transfer page with LCF

Department:
3 programming «———""__ | description nextto LCF ID

. Submit . Cancel

Figure 16: Transfer page with LCF description

Today’s Activities Section
After an employee clicks the Submit button on the Transfer page, the application
returns to the Employee Services Home page. The Today’s Activities section now
includes the LCF description next to selected LCF ID (Figure 17).

Home My Labor My Attendance My Benefits My Information
Inbox (0) Schedule at a Glance

Monday, April 21, 2008 10:12 AM

Today's Activities
LCF description displayed nextto LCF ID.

Transfer is successful.
| Clock In | | Clock 0uti| Lunch Out | | Transfer || Late Arrival | | Absence

Transfer to Department Programming[003001] 04/21/2008 10:10 AM

Figure 17: Today’s Activities section with LCF Description
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- New Running Balance for Accruals

Overview of New Functionality

The Benefit Transactions page has been enhanced to display a running balance for
the accrual being viewed. This enhancement eliminates the need for manual calculation
of accrual balances and makes it easier for users to see at a glance how the transactions
being displayed affect an employee's overall accrual balance.

This enhancement has been made automatically in ezLaborManager for all clients,
although not all clients are configured to track accruals in ezLaborManager.

Details of New Functionality

A new Balance column has been added to the Benefit Transactions page (Figure

18). This column displays a running balance that shows an employee's accrual balance
after each transaction has been applied.

—
Home My Labor My Attendance |/ My Benefits | My Information

You are here: My Bensfits > Bensfit Detsil > Bensfit Tranzactions

When this page is filtered to show all
accrual transactions, a Balance column
displays a running total of the employee's

Benefit Transactions

Vacation(Hours) accrued benefit hours or pay.
Specify Type fecifyTatle Range
Al ] [l v = = @l Find
20 Found
Transaction Date Transaction Type Amount Balance User ID Creation Date Notes
07/01/2005 Awarded 0.00 160.00 06/30/2005 09:57 PM
a7/01/2005 Maximum Balance 0.00 160.00 06/30/2005 09:57 PM
06/01/2005 Awarded 0.00 160.00 06/30/2005 09:57 PM
06/01/2005 Maximum Balance 0.00 160.00 06/30/2005 09:57 PM
05/01/2005 Awarded 10.00 160.00 06/30/2005 09:57 PM
04/01/2005 Awarded 10.00 150.00 06/30/2005 09:57 PM
03/01/20 AWar 10.00 140.00 06/30/2005 %

Figure 18: Running accrual Balance column on the Benefit Transactions page

Tip: The navigation path to the Benefit Transactions page is My Benefits
tab>Benefits table> Specific Benefitlink> Numeric Total link in All column.

The Balance column is only visible when the Specify Type field is set to All, which
causes all accrual transactions for the selected date range to be displayed. If the
Specify Type field is set to another value (for example, Awarded or Cashed Out),
the Balance column is not displayed.

If the Specify Type field is set to All, the running balance is displayed regardless of the
date range selected for the page. Even if the Specify Date Range fields are used to
limit the time frame for which an employee's accrual transactions are displayed, the
running balance always takes into account the employee's entire accrual history up to
the end of the specified date range.
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- Improved Access to Help and Training

Overview of New Functionality

A new Training button (&, ) has been added to the toolbar that appears at the upper

right corner of all of the main pages in ezLaborManager. The Help button (' ) that
was previously used to access both the Online Help system and the Online Training
Center now takes users directly to the Help system, while the Training button provides
direct access to the resources available on the Online Training Center.

This enhancement has been made automatically in ezLaborManager for all clients and is
available to all users.

Details of New Functionality

The toolbar that appears at the top of most ezLaborManager pages now contains two

buttons, a Training button (-5, ) and a Help button (% ), to provide assistance to
users (Figure 19).

ezLMDocs16 E | &
@ Welcome Frank Cavallo Help bUttqr:l oy opeps context- Opti Help ||Training| Exit
sensitive Help directly.
Empl Services v £
mployee Services W
.
Home My Labor My Attendance My Benefits My Information
You are here: Home > Monthly Schedule e N
New Training button provides
Monthly Schedule direct acceess to Online
Training Center.
|«/[05/05/2008 | [ (»| (Find
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
May 5 6 7 8 9 10 11
07:30 AM-04:30 PM 07:30 AM-04:30 PM 07:30 AM-04:30 PM 07:30 AM-04:30 PM 07:30 AM-04:30 PM
WMMMWWW

Figure 19: New Training button next to Help button
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Improved Access to Help and Training -

Previously, only the Help button (|8 ) existed, and it provided access to both the
Online Training Center and the ezLaborManager Help system. Providing two buttons
allows users to navigate more quickly to the type of information or assistance they are
seeking. The table below summarizes the resources that can be accessed by clicking

each button.
Action and Resources
Opens a pop-up Online Help window. Initially, the Help window will display a
Help topic that is directly related to the ezLaborManager page that the user was

viewing when he or she clicked the Help button.

If the Help topic that is initially displayed does not provide the specific infor-
mation the user needs, he or she can use the Help system's table of
contents, search feature, index, or cross-reference links to find more specific
information.

The Online Help system includes comprehensive information about the
various pages in the ezLaborManager application and step-by-step instruc-
tions for performing tasks. The Help window can be resized and moved,
allowing the user to view the ezLaborManager as he or she reads the Help
content. Each Help topic can also be printed and used as a job aid or quick

reference.
Provides direct access to the Online Training Center, which contains a
Lraining number of resources to help users learn about new features and learn how

to perform common tasks. The Online Training Center includes a variety of
resources, including:

e \What's New tutorials that demonstrate new features

¢ Quick Reference Cards that explain how to perform common tasks

¢ Payroll Processing Guides that provide instructions on preparing
ezlLaborManager data for use with various payroll systems

¢ Release Guides, like this one, that describe the enhancements and
new features in each release

e \Web-Based Tutorials that demonstrate how to perform common tasks

The Quick Reference Cards, Payroll Processing Guides, and Release Guides
can be downloaded and/or printed for reference.

Note: Both the Online Training Center and the Online Help system are aware of user
types and filter their content to display only information that is relevant to a particular
user. For example, employees who are not supervisors or administrators do not have to
sort through information for supervisors and administrators to find employee information.
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- Improved Product Feedback Features

Overview of New Functionality

Several enhancements have been made to the way in which feedback submitted about
ezLaborManager is collected and handled. Most of these changes are intended to
improve the efficiency of the internal handling of user feedback and will be transparent
to the user. However, some modifications have been made to the link and form provided
to users for submitting feedback. These modifications clarify the purpose of the
Product Suggestions form (formerly called the Suggestions form). The redesigned
form now also allows users who are submitting feedback to volunteer to participate in
future ezLaborManager usability studies or pilot releases.

This enhancement has been made automatically in ezLaborManager for all clients and is
available to all users.

Details of New Functionality

Previously, a SUGGESTIONS link appeared in the footer of all main ezLaborManager
pages. Clicking this link opened a Suggestions form, which allowed users to enter
basic identifying information and describe their suggestions. The data collected on this
form was sent in an e-mail to ADP.

With this release, the feedback link has been renamed PRODUCT SUGGESTIONS
(Figure 20) and the form has been renamed Product Suggestions in order to
emphasize that this feature is meant to allow users to submit feedback about
ezLaborManager features. The form (Figure 21) has also been reworded to make it
clear to users that the form should only be used to submit feedback about the
ezLaborManager product, rather specific support issues or HR questions that require
immediate answers.

The redesigned Product Suggestions form also includes a new check box to allow
users to indicate if they would like to participate in usability studies or advanced
releases.
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Improved Product Feedback Features -

m ezLMDocs16
3 Welcome Frank Cavallo Options  Help  Training  Exit
£32
A Laborvianager
——
Home My Labor My Attendance J-’ My Benefits ‘\ My Information
Benefits 2008 Holidays
Description Accrual Type Balance Scheduled Last Year Next Year
Paid Time Off Hours 80.00 0.00 Wednesday, January 02, 2008 New Year's Day
Sick Accrual Hours 80.00 0.00 Monday, May 26, 2008 Memorial Day
Vacation Hours 160.00 0.00 Friday, July 04, 2008 Independence Day
Monday, September 01, 2008 Labor Day
Saturday, November 22, 2008 Thanksaiving - fixed recurring
Thursday, November 27, 2008 Thanksgiving
Thursday, December 25, 2008 Christmas Day
05/11/2008 06:08:47 AM v11.016.000.27 FD - x[[360
Copyright ©2000-2008 Automatic Data Processing, Inc. All Rights Reserved. ® ABOUT @& PRODUCT SUGGESTIONS @ PRIVACY & LEGAL

Figure 20: Renamed PRODUCT SUGGESTIONS link

Product Suggestions

ADP is constantly working to improve ezlaborManager and welcomes your comments and suggestions. Any
feedback you provide using this form will be sent directly to the ADP ezLaborManager Product Management
team for consideration as we work on future releases.

Please use this form only to submit suggestions for future versions of ezLaborManager. If you need
assistance with ezLaborManager or have a question that needs to be addressed immediately, please
contact your company administrator. If yvour administrator cannot solve your problem ar answer your
question, he or she can call the appropriate ADP ezLaborManager representative.

Your Name:
Cavallo, Frank

Name of Your Company:
ezLMDocs16

Your E-mail Address:

]

Suggestions / C ts:
3

[ 1 would like to be considered to participate in future usability tests and/or advanced product releases.

Figure 21: Redesigned Product Suggestions form with new explanatory text and
option to volunteer for future usability tests or pilots

Notes: After the user submits feedback, a confirmation message will be displayed. The
message acknowledges that the feedback was submitted and, if applicable, that the user
has indicated an interest in participating in future usability tests or pilots. The confirma-
tion message also indicates that a confirmation e-mail will also be sent to the e-mail
address provided by the user.

A client can be configured to have Product Suggestions submitted by users sent to specific
non-ADP addresses as well (for example to the client’s internal ADP administrator). The
suggestion data e-mailed to non-ADP addresses will contain less detailed information
about the client and user than the e-mail sent to ADP Product Management.
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verview of New Functionality

To enhance security, the link from the ezLaborManager Web Clocking page to the
ezLaborManager Login page has been removed. The link from the
ezLaborManager Login page to the Web Clocking page has also been removed.
This change was made to prevent users at ezLaborManager kiosks from being able to
log in to the account of previous kiosk users.

Details of New Functionality

The following changes have been made to the ezLaborManager Web Clocking page

and the ezLaborManager Login page since v11.15. These changes are designed to
improve usability and/or security:

e The Log in to ezLaborManager link has been removed from the
ezLaborManager Web Clocking page. If a user needs to access the full

ezLaborManager application, he or she must navigate independently to the main
login page URL.

e The ezLaborManager Web Clocking link has been removed from the main
ezLaborManager Login page. If a user wants to use Web Clocking, he or she must
navigate independently to the ezLaborManager Web Clocking page URL.

¢ If none of the time entry plans used by a client are configured to use the lunch out

feature, the Lunch Out button will not be displayed on the ezLaborManager Web
Clocking page.

ezLaborManager.

ezLaborManager Web Clocking

Log in to ezl aborManager Messages

Thursday, April 12, 2007 01:28 PM ({GMT-08:00) Pacific Time (US & Canada); Tijuana) o No
Language Client Name or ID  Change Client MESSI0ES
English (United States PDBUCMIKE
English (Canada
francais (Canada) user 1D Link to full application in
v11.15. This link no lenger
Password appears in v11.16.01.

| Clock In | | Clock Qut ‘ | Lunch Qut ‘

Figure 22: The v11.15 ezLaborManager Web Clocking page

£32
ezLaborManager.

Login ezl aborManager Web Clocking Messages

Language Client Name or ID Chan liant
PDBUCMIKE O 1o messages

Enalish (Unitad States)
English (Canada) User ID
francais (Canada)

password Link to ezLaborManager Web
Clocking in v11.15. This link no
longer appears in v11.16.01

. Login

Figure 23: The v11.15 ezLaborManager Login page for clients using Web Clocking
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ezLaborManager Web Clocking

a2
ezLaborManager.

Messages
Monday, July 21, 2008 10:16 AM ({(GMT-08:00) Pacific Time (US & Canada); Tijuana) o No messages
Language Client Name or ID  Change Chant
1 PDBucTricla
User ID . .
m The link to the main ezLaborManager
Password

Login page has been removed.

Clock In | [ Clock out || Lunch out |

I Rights Reserved.

If no time entry plans are configured for
lunch out, this button will not be displayed.

® ABOUT @ PRIVACY @ LEGAL

Figure 24: The v11.16 ezLaborManager Web Clocking page
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