	
	Quick Reference Guide
Approving Time Off Request
ADP via SuccessFactors



This Quick Reference Guide outlines how supervisors will approve time off requests in ADP via SuccessFactors. 
· Approved time off requests will flow to the timecard

	[bookmark: _Toc531687]Accessing SuccessFactors

	Click Employee Launchpad (SuccessFactors) from https:// www.purdue.edu/hr/global/index.php
· Log in using Purdue Career Account ID and Password.
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	Locate and click the ADP tile
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	[bookmark: _Heading_2][bookmark: _Mass_Change_in]Review Requests

	Click My Team
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	Select Workforce Management
Click Dashboard
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	Under My Notifications 
· Click Leave of Absence Requests to view all requests

You could also view leaves by selecting employee name in the Manage Leave of Absence tile
	[image: ]

	Employee Requests are displayed.
· Click individual request to review additional information or details
	[image: ]

	The Details displayed provide additional information about Accruals, More Details, Requested Dates, Pay Codes, Comments and Status History and Request Details.
[image: C:\Users\davis208\AppData\Local\Temp\1\SNAGHTML5321eae.PNG]         [image: ]
 

	Click Approve to approve request; Click Refuse to deny request; Click Add Comments to add comments, when applicable
· Requests are approved individually

[image: ]



Page 1 of 3
image1.png
Employee Launchpad
Successractors

-




image2.png
Org Chart Careers Development Plan Performance & 360s

74

My Profile Open Jobs

0% Complete

Roles and Privileges Role Request Form
Information Identity Management

ADP - Time/Leave/Pay

®

Payroll





image3.png
= &

voury  wesowcs s Wriew  |meoriseanaiics

Company Mission

Our Mission

Our company s dedicated to masimize the potental f our greatest ast :our employees. We embace change and
the opportunty 1« brings We arefocusec on delverng Qualy Customer Service and aré comed o ecrut, evelop,
reward and retan our global worklorce.

s o ks tosuls for the month

Quick Links Forms.

N =

+ PaySuatement + Sate TaxForms.

+ Campary Poici - Benefs Foums

Gk bere 10 access thefllForms Livary

Search Workdorce Now:

Company Events

Making A Difference In Our
Communities

Sincethelaunch ofour Voluntser Paid Time Off
program, ou ofice completed tres arge group
procts n several smallerones curng a Make 3
Diference Day’ event. The team also commited o
w0 year-ound poject - Adopt-A-Park and Adopt-A-
Tai. Inthe pastsx months, one hrd of all team
members have volunteered ta make o aference in
ther communites and engage n team bulang.

Iyous r your tesm have found ways 1o gve back
the communty heough the e of our Volunteet Paia
Time Off Program, please send yourstores o the
team.

W 8 et o ks i 0k e
o AN g comny

ADP News

Your Employee
Discounts!

e ——
and everyday essentls





image4.png
@ e«

How [E— e Workforcs Now:

MY TEAM

My Team

Employment

Time O





image5.png
Manage Schedule

1172972001 - Last Upae 1027
stanmlo)

My Notifications My Profile

0 e manager

Wilkentest

4 ot reses

0ty Request

ediprotle ©

Mssing o

0 Ty
0 S e My Time Off
P— 0 Timeseeping Fequeet i
Vacaton 090 Hour) ERo)
0 teovect avsence Recuet P «

D] & Lo ]

Leawng o

0 Exceptions

FullSchedule > Mo cara o il

My Timecard > vanced options 3

Manage Timecards

; Manage Leave of Absence My Schedule

Clean Timecards 1012108

a >

Leaveof Absence 3





image6.png
|o 42 Control Center o o &
B 2

O Fiter: %~ Nosuus Canceisub_ (3 Nove - ane

0 T D o o oo et et ot
Eroee Sy e
m Recueaeareross owaon iznosn Time Off Request - Fixed
Soomeaty Jeopeni emge o
R s S st
Prpn—

My Requess
° P —

PRp— = m— > Ao
0 Timekeeping Requests 0 & e Off Request - Fixed 2
ot o

0 Lesveotassence 12020 1z

Requests Sanedty  Requested
0 Lesveof Absence Paycodes
O g Peest e o RequestFied
£ Jeoesa enoee Sury Dy (Full do)
FestedPeots W VAT 20ap0
s eopesiz empopee sy 121082021 -y 1271072021

> Comments & Statws History

> Request Details




image7.png
0

T ot et

e o s
P

Time Off Request - Fixed
Tmeon [ .

> Accruals
> More Detits

> Mosified

a0

 Requ
Pajcodes

> Comments & Status History

> Request Deails





image8.png
0 My Reguests
0 Timskssping
0 systemessages

0 Timexeeping requests

o Leeveotavs
Requests

0 Lesveof Absence

% Wostaus, Cancelsub_ (3 Nono = ane

Control Center

v v L}

= T
¥ Empioree Jcoytest2, employee
O & engioyee Jooytes12, employee
Feauested Periods. 12/06/2021 - 12/08/2021
e—
e e e

W A
Jeopestz employee

Tort

‘Time Off Request - Fixed

neon Msubmiees

seopestz employee
JonCase, s/vepanmervEmpiyee

 Accruals

Sik (How)

Vacation Hour)
Ja——

Volunter (our)
Avasale 400

st o Tame O Feques P o copesz,

V2092021 1202021

—
scopes, employee

 Modified Dat

Paycodes





image9.png
0 My Reguests
0 Timskssping
0 systemessages

0 Timexeeping requests

o Leeveotavs
Requests

0 Lesveof Absence

<]

o e

R e
O &% crgiopee Jeoytest2, employee
Requested Periods 12/06/2021 -12/08/2021
——
O & ook Jcoytest2 employee

W A
Jeopestz employee

Tort

‘Time Off Request - Fixed

neon Msubmiees

seopestz employee
JonCase, s/vepanmervEmpiyee

 Accruals

Sik (Hou)

Vacation Hour)
Ja——

Volunter (our)
Avasale 400

st o Tame O Feques P o copesz,

V2092021 1202021

B
scopes, employee

—

 Modified Dat

Paycodes





