How to Request Paid Time Off

1. In order to log into the ADP ezLabor Manager go to:

https://ezimappdc2.adp.com/ezLaborManagerNet/Login/Login.aspx?clD=60763
&lIng=en-US

2. Save this url to your computer’s favorites

3. The first time you visit the ezLabor Manager site you will be asked “Client
Name” please type “HarcumCollege” (no space).

4. The screen shot below shows the ezLabor login screen.
Your username and password is your first initial of your first name and
last name. (example John Doe: username/password= jdoe)

*You will be asked to change your password at your first log in
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EMPLOYEE REQUESTING TIME OFF

1. Once you log in this is the home screen you will see (shown below).

2. Click on the “Request Time Off” (highlighted in red)
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3. This is where the employee can put in their request for time off (screen shown below).
4. Make sure to fill out:

Description-Sick, Vacation, Personal...

Select a date(s) from the calendar on the left hand side of the screen.

Hours- 8 hours (full day) or 4 hours (half day)

Earnings Code- Sick, Vacation, Personal...

5.Then click on “submit”
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DONE!!!



