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ADP E-Time Cheat Sheet – Checking an Employee’s PTO Balance 

Checking an Employee’s PTO Balance - Introduction 
Enterprise E-Time displays accrual information in an employee’s timecard view. You can also run Activity Reports on PTO credits and debits over 
a specified period of time. Two important things to note: 

1. PTO accruals and debits will always be reflected in hours  

2. The balance displayed on the summary page will reflect the current balance as of the date selected on the timecard – so 

on a timecard reflecting more than one pay period, or when PTO has been taken during the time period displayed, different PTO balance 
and accrual amounts may be displayed when different days are selected.  

Finding Accrual Information on the Timecard 
An employee’s PTO balance will be initially displayed in the Totals & Schedule summary tab:  
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You can also see more detailed analysis of PTO accruals and projections in the “Accruals” tab: 

 

 

PTO Activity Reports 
Often when PTO questions come up, the easiest way to find an answer or pinpoint discrepancies is to run an Accrual Activity Report. To run this 
report, use the following steps: 

1. In your QuickFind view, select the applicable range of dates – usually this will be the start of the grant year (or for Abbott / district 
collaboration employees, the start of their contract year) up to the present day.  

2. Select the employee or employees for whom you would like to run accrual activity reports  
3. Click “Reports” on the top left-hand side of the screen 
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4. On the Reports menu, select: Accruals  Accrual Detail 
5. Click “Run Report” 
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This will take you to the “Check Run Status” tab.  

6. After a moment, click “Refresh Status” until the report status changes from “Running” to “Complete” 
7. Double-click the completed report, or click Print Screen, to generate a report in PDF form that will outline the debits and credits for the 

selected employee(s) during the time period you selected in Step 1.  
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Report example: 
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ADP E-Time Cheat Sheet – Requesting Time Off 

Requesting Time Off 
To Request time off, go to the My Requests option on the My Information section (NOT the scheduling section!) 

 

You will be taken to a calendar-format screen, with current schedule information visible: 

 

Pay attention to the “Time Period” drop-down – if the day or days you will be requesting is not visible on the current calendar, use this 
drop down to find the right time period. Do this first to save yourself time! 
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At the bottom of the screen, you will see a “requests” tab 

 

 

Step 1: Select the time period you would 
like to see (and request time in) here! 

Step 2: Select the type of request you would like to make here:  

- 8 hours time off: Select this ONLY if you work full 8-hour days with no 
lunch deduction! If your standard day is paid at 7.5 hours, you will need 
to use Specify Time Off.  

- Specify time off = Non-8-hour days / partial days / hours. Most 
webclockers will use this option exclusively! 
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Step 3: Request time off 

For “8 Hours Time Off”  

- Specify day or days to be taken 
- Multiple days MUST be 

consecutive! 

For “Specify Time Off” 

- Select a date 
- Select a start time 
- Duration is measured in hours. If 

you are requesting a full day at 
less than 8 hours, put the regular 
number of hours in your day (6, 
6.5, 7, 7.5, etc.) 

Once days / hours are selected: 

- Add a note 
- Click submit! 

Clicking Submit will send your request to 
your manager – they will receive an email 
and a note in their E-Time message box. 

You will be notified when they have 
approved or denied your request. 
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ADP E-Time Cheat Sheet – Approving Time Off  

How to approve PTO Requests  
On the General tab, select “Inbox” 

 

You will be taken to your Inbox, where you should click on the Messages section. 

 

This will list the time-off requests that have been submitted to you. 

- Open the message, and take note of the date and amount of time requested by your employee.  
- From here, go to the Scheduling tab and click on Schedule Editor  
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Once you are on the Schedule Editor page, change the Time Period to reflect the time of the request – either a specific date or a range of date. 
As long as the date of the request is included in this selection, you’ll be able to see the request! 
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The calendar you see will change according to the date or dates you selected. At the bottom of the screen, you will see a “requests” tab. 



(This tutorial uses the Java layout – HTML will look different). 
 

 

 

 

 

Step 1: Select the 
Requests tab 

Step 2: On the Request 
For drop-down, select 
“All Requests” 

Step 3: Click “Refresh” to load relevant 
requests for the selected time period. 
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Once the request appears, right-click the row to approve or reject this request.  

 

Finally, click Save to lock in the changes. A notice will be sent to your employee once you have responded.  
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ADP E-Time Cheat Sheet – Entering Time Off Manually 
As a manager, you can enter time off directly into your direct reports’ timecards. The following tutorial explains how to manually enter PTO on a 
web-clocker timesheet format.  

How to Select a Pay Code 
In an employee’s timecard for the relevant pay period, click on the Pay Code column in the selected date. Select PTO. 
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PTO – Full Day Off 
If an employee has taken a full day off, enter the amount of time that the employee would have been paid for according to his or her schedule 
in the “Amount” column.  

You can check their current accrued PTO balance on the selected date in the summary window below (“Balance on Selected Date” field – value 
listed in hours/minutes). Click “Save” to save your work. 

 

Note: if an employee has an unpaid lunch break during the day, this will be LESS than the total amount of time in the day – for 
example, an employee who works 7:30am – 3:30pm with a 30-minute unpaid lunch break would have a full day of 7.5 hours. 
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PTO – Partial Day Off 
If an employee has taken a partial day off, you will need to split the row for the day into two rows – one for PTO and one for the hours. 

For example, say the employee took the morning off and punched in at 12:30pm: 

 

 

You will notice the times are flagged as exceptions because this is not the employee’s usual schedule. To insert a row to account for the PTO in 

the morning, click on the “Insert Row” icon to the left of the row.  

This will create a new row – enter the PTO pay code and the amount of PTO taken for the day on this line, then press “Save.”  
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ADP E-Time Cheat Sheet – Removing Approved PTO from Schedule 

Removing Approved PTO - Introduction 
Once a manager has approved a PTO request, that PTO is entered into the employee’s schedule. If the PTO request is changed or no longer 
needed, retracting the request – either at the employee or manager level – won’t remove it – you must delete it from the employee’s schedule 
using the Scheduling tab.  

Finding Approved PTO 
To find the approved PTO on an employee’s schedule, first look up the employee on your QuickFind portal.  

1. Change the Time Period to encompass the date or dates of the PTO request 
2. Select the employee from the list of your direct reports 
3. Click “Schedule” option in the top-left corner 
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You will be taken to the Schedule Editor page. On the calendar display on the day the PTO has been approved, you should see the PTO as a 
separate shift: 

1. Find and right-click the PTO time block on the schedule 
2. Click “Delete” 
3. Click “Save” to remove the PTO shift from the employee’s schedule. 
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