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      SDP Time Employee User Guide 



 

Press Clock in  to  clock in for the day 

Pres s Clock Out to clock out for the day 

Press Start Meal to begin your meal period 

Press End Meal to end your meal period 

Press Transfer if you are changing Locations 

Press ESS to get to other timekeeping functions 

such as 

 Viewing & approving timecard 

 Requesting  time off 

 

If the action item you would like to take is greyed 

out press the “Miss your last punch” link to make all 

options available  

Using the Web clock 

Enter your username and password 

and press login 



The “Clock In” and “Transfer” options will prompt you to enter your location. Once the correct location has 

been selected press “finish punch” and a success screen will be displayed 



Time SSO— Time and Attendance Portal 
 
“Employee Self Service” provides employees a set of self-management options for their personal time and attendance activities. 

1. The “Welcome Dashboard” serves two purposes. “Announcements” for the employee, and a quick view for the current 
pay period “Statistics.” 

 
2.  The “Announcements” are messages from a supervisor or management informing you of upcoming events, meetings, 
etc. 

 
3. “Statistics” gives you a quick view of the current pay periods stats such as the number of hours worked, edits made to 
the time card, requests for time off, etc. 

 
4. The “Web Clock” allows an employee to clock in or out from within the ESS Portal. 

 
5. The “Time Card” is a standard feature that gives the employee the ability to view their time card. An option is available 
to allow employees to add notes, edit, or add time punches to their own time card. 

 
6. “Schedule” is a great way for supervisors or managers to inform their employees as to what their schedule will be for a 
specific date range. (NOT APPLICABLE FOR RMHCSC) 

 
7. With “Request Time Off” the employee can manage and send requests for time off to a supervisor, manager or both. 

 
8. With the “Accruals Report” the employee will be able to enter a date range and view accrual balances such as vacation, 
sick, or paid time off (PTO). 

 
9. The “Personal Information” section gives an employee the ability to update their own basic information such as name, 
password, phone number, and email address. 

 
 
 



Time Card Approvals 
Time Card Approvals is a feature that allows an employee, supervisor, and/or manager to have the ability to approve time cards 
electronically prior to payroll. This eliminates the cost of printing and storing signed time cards while still ensuring the approval 
process takes place. 

Understanding Approval Images: 

One level of Approval - Own status  

Two levels of Approval - Own and another’s statuses I. If logged in as a supervisor, the larger image on the left is the super-
visor with the employee on the right. II. If logged in as an employee, the image on the left is the employee with the supervisor on 
the right. 

 
The Time Card Approval process can be accomplished in two ways. 

 One, approve only certain days by selecting the approval image then clicking on “Time Card Options,” “Approve Time 
Card” and “Approve Selected.” In the example below the time card is set at one level of approval. 

 

 Click on the yellow approval image for a single day to be approved. 
 
The image background will then turn black indicating this image has been selected, and will allow you to select additional 
days in needed. 

 

 Click on the "Approve Selected" button found at the top of the page to approve. 
 

 The approval image will then change to green indicating the approval was accepted 

 Two, approve the whole pay period by clicking “Approve All Entries.” Once approved the approval image will change 
from yellow to green. In the example below, the time card has three levels necessary for approval. 
 

 



Time off Request (Employee Steps) 
From the ESS Portal, click on “Request Time Off,” and follow the steps on the page to submit a time off request. Click on the 
“Instructions” arrow (>) for a general overview of the “Time off Request” process. Click on the “Calendar” arrow (>) to view 
approved time off for the entire month. If an employee needs access to the ESS Portal, see the ESS How To article. 

Step 1. Login to the ESS Portal and click “Time off Requests.”  

Step 2. Click the “Add New Time off Request” (>) to view options. 

 

Step 3. Select the “Category” that best represents the request such as vacation or sick time.  

Step 4. Select single day, multiple days or a partial day. 

Step 5. Enter a “Description” for the requested time Off. This field is required.  

Step 6. This section displays the name of the supervisor that the email notification will go to by default when you submit 
your request. There is an option to send your “Time off Request” to another manager as well. 

Step 7. Review the form, and click “Save Request” to submit your request. 



Once a “Time off Request” is made the request will move to the “Pending” section. From there, the request will either move to the 
“Approved,” “Conditionally Approved,” or “Rejected” section depending on the supervisor or manager’s decision. The employee 
will be notified of the decision via email. 

Details of a request can be viewed from the “Pending,” “Approved,” “Conditionally Approved,” and “Rejected” sections. For exam-
ple click on “Approved” to see the list of “Approved” requests (as seen below). Click the (>) on a specific “Approved” request to 
view details. 



If a supervisor or management changes the “Category” or number of “Hours,” then the “Time off Request” will be moved to 
“Conditionally Approved” (see example below). From there the employee has the option to add a note or to “Approve” or “Reject” 
the change. 

Note: The change will display in bold blue, just as an edit or addition displays in bold blue on the time card.  

 



The Accruals Report gives you the ability to view balances of employee accrued earnings such as Paid Time off (PTO), Sick Time, or 
Vacation. This report tracks and manages accrual balances of employee(s). 

Step 1. To run the “Accruals Report,” select “Reports Menu” from the left pane.  

Step 2. Click “Accruals Report.” 

Step 3. Decide which employees to include. 

Step 4. Select “Balance” or “Accrual Ledger/Detail Report,” which gives a detailed report of balances adjusted, earned and 
used. 

Step 5. Select “Balance(s) to include.” In the example below there are three options; however, depending on your accrual policy 
you may have one or more to select from. 

Step 6. Click “Run Report.” 

 

Accruals Report 


