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to ADP Workforce Now®

Employee Self Service Training

Presenter
Presentation Notes
Welcome to the ADP Workforce Now® employee walkthrough! 

I’m excited to introduce you to the many advantages of partnering with ADP; including Employee Self Service tasks! I’ll give you tips and tricks on site navigation to help you learn the ins and outs of ADP Workforce Now. This site will allow you to access key information regarding your pay, your development and trainings, company policies, and more. Our goal today is to help make YOUR life easier!
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This recording and the information contained herein is 
proprietary and confidential to ADP and may only be used 
or shared internally within your organization.  ADP has the 

right to delete any and all content at any time at its sole 
discretion and any unauthorized use of this recording shall 
be deemed a breach of confidentiality under the applicable 
terms and conditions governing the services between you 

and ADP.

Presenter
Presentation Notes
NOTES/TALK TRACK:

Read word for word if you are recording the session.

This recording and the information contained herein is proprietary and confidential to ADP and may only be used or shared internally within your organization.  
ADP has the right to delete any and all content at any time at its sole discretion and any unauthorized use of this recording shall be deemed a breach of confidentiality under the applicable terms and conditions governing the services between you and ADP.
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Agenda ADP Workforce Now® Employee Self Service 

ADP makes it easy for you to view your personal information and perform certain tasks right 
from your computer or mobile device.  We call this Employee Self-Service.

Today, we’ll discuss the following Employee Self-Service topics so that you can start right 
away:

• Registration
• Your Employee Portal/My Information
• Your Edit Capabilities (Name, Address, Picture, Direct Deposit, etc..)
• Your Pay Statement
• Time and Attendance
• Time- Off
• ADP Mobile App
• LifeMart
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Registration

My Information
ADP Mobile

Additional Features

Presenter
Presentation Notes
Let’s start with Registration
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Registration

Presenter
Presentation Notes
In the coming days,  you will receive a registration email.
Click on the ADP Workforce Now link in the Instructions to start the registration process.
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Registration

Presenter
Presentation Notes
Select “I have a registration code”, enter the registration code from the email and add in your information. 
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Registration

Presenter
Presentation Notes
Enter your contact information, then select your user name and password and click Create Your Account 

Congrats! You are finished! Click ADP Workforce Now to enter ADP.
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Registration

Presenter
Presentation Notes
If you have forgotten your password or User Id, on Home login page select forgot User ID/Password
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Artur Express Employee Home Page

Note: Your website content may vary.

Presenter
Presentation Notes

Your portal will provide access to your Personal information, Pay information, Time and Attendance and Time Off Information.  
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Registration

My Information
ADP Mobile

Additional Features

Presenter
Presentation Notes
 In the My Information Section we will  cover:
 
How to change your Name
How to change your Address
How to update your Picture
How to change or add Direct Deposit
How to update your Tax Withholdings
How to add Emergency Contacts
How to view and acknowledge Company Policies
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Accessing My Information: Profile

Presenter
Presentation Notes
Once you log into ADP Workforce Now, choose Myself > My Information > Profile
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Accessing My Information: Profile

Presenter
Presentation Notes
The Profile page will showcase your Personal Info, Compensation Info, Emergency Contacts, Company Property, Time & Attendance, Work info, and other important data.
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Accessing My Information: Profile- Changing Your Name

Presenter
Presentation Notes
Now let’s look at how to change your name in ADP.

Start by going to Myself > My Information > Profile. 
Click on view more box under the Personal Info section and here you can edit your name. You can also choose the pencil icon next to your name in top left corner and edit your name as well.
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Accessing My Information: Profile- Changing Your Name

Presenter
Presentation Notes
You can now make any changes needed to your name and choose save
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Accessing My Information: Profile - Uploading Picture

Presenter
Presentation Notes
You may want to upload a Picture of yourself. 

To upload your picture, choose Myself > My Information > Profile
In the top left hand corner you will see a section for your picture and a camera icon.  
Click on the camera icon and choose upload photo.  
Then select your picture. You may also drag and drop the image. 

Once the file is completed your picture will be available to view.

You can now also change the background.  ​
​
In the top right hand corner you will see a camera icon  in background section.  ​
Click on the camera icon and choose upload photo.  ​
Then select your picture or background image. You may also drag and drop the image. ​
​
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Accessing My Information: Profile - Updating Emergency Contact

Presenter
Presentation Notes
To add Emergency Contacts go to Myself > My Information > Profile.

In the Emergency Contacts tile, click the pencil to edit your information for current contacts. 
 
You may add additional contacts and include phone, email and mailing address. 
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Accessing My Information: Profile- Changing Address 

Presenter
Presentation Notes
Next, let’s discover how to change your address in ADP

Navigate to Myself > My information > Profile. 
Click “view more” under the Personal Info section and update your legal address. Click save. 
You will receive a warning advising you that this address change could affect your tax withholding. Please review this information. 
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Accessing Your Pay Information:  Tax Withholdings

Presenter
Presentation Notes

To view your current federal and state tax withholding, select Myself > Pay > Tax Withholdings. 

It will display your tax withholding information currently on file for Federal and State. The first time you log in to your tax withholding, you’ll click Start to launch the Federal Tax Withholding wizard. Notice that the Start option for state withholding is greyed out with a message “You must complete your Federal W-4 first”. 
Once your federal W-4 information is complete, the start option for launching the State Tax Withholding wizard will be available! 
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Accessing Your Pay Information:  Tax Withholdings

Presenter
Presentation Notes
The wizard will walk you through verifying your information, resident status…
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Accessing Your Pay Information:  Tax Withholdings

Presenter
Presentation Notes
your filing/marital status, tax exempt status… 
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Accessing Your Pay Information:  Tax Withholdings

Presenter
Presentation Notes
and any additional tax amounts you would like withheld. 
Pay careful attention to the wording on the forms and refer to the federal or state instructions for assistance.  

There are links to documents as well as online help that will assist you as you move through the pages.
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Accessing Your Pay Information:  Tax Withholdings

Presenter
Presentation Notes
A final version of the form will be displayed. 
You must agree to the legal agreement before you can click done to complete your changes.
You will then have the option of printing a copy for your records.
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Accessing Your Pay Information:  Payment Options

Presenter
Presentation Notes
Next, lets take a look at viewing and editing your Direct Deposit or Payment Options in ADP

To view/edit direct deposits go to Myself > Pay > Payment options. 
If you already have established a bank account and need to make changes, select edit to view and/or update the data.
You may also add additional bank accounts.  Click Add Bank Account. 
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Accessing Your Pay Information:  Payment Options

Presenter
Presentation Notes
The first step is to enter the routing number; there is a sample window to help find the information on a check. Then you will enter in the account number. 
Next you will indicate what type of account this is (checking or savings). Then indicate if you will deposit a dollar amount, a specific percentage of your pay, or deposit the remainder of your pay to this account.  
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Accessing Your Pay Information:  Payment Options

Presenter
Presentation Notes
Finally, verify that you have double checked your account information and acknowledge the terms and conditions, then click Add.  You will see one of the two options on the right, depending on if your bank has opted in to the “real time” account verification program. 
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®
Accessing Your Pay Information:  Payment Options – Wisely 
Direct

Presenter
Presentation Notes
You will have the option to elect Wisely Direct Pay Cards for payment option.   
You’ll notice flyers throughout ADP Workforce Now desktop version as well as in the ADP Mobile App. 
Click on any of the banners from within ADP Workforce Now to start the enrollment process.
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Accessing Your Pay:  Payment Options – Wisely Direct

Presenter
Presentation Notes
Signing up is easy!

You can sign up on a computer, tablet or smart phone!

Verify your name, Date of Birth and SSN
Enter your contact information
Verify your identity

That is all you need to do!  You will receive your card in 7-10 business days!
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Accessing Your Pay:  Payment Options – Wisely Direct

Go to activatewisely.com and confirm information! Confirm your identity and set your pin!

Presenter
Presentation Notes
Once the card arrives,  go to activatewisely.com, and validate your information. 

Confirm your identity and choose a PIN for withdrawals and debit  transactions. 
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Accessing Your Pay:   Payment Options – Wisely Direct

Presenter
Presentation Notes
You have the opportunity to put money on your card via direct deposit. 

You can choose all,  none, or a portion of your paycheck. 
Example:  Deposit 100%  of my pay 

There is no need to add an ABA or account number; that data will already be populated.

Within 1-2 pay periods your Wisely Direct Card will be loaded available for use.
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Accessing My Information: Attaching Document to My Documents

Presenter
Presentation Notes
Your company may ask you to upload documents to ADP. 

For example: Doctor’s note, LOA Forms, marriage certificates, etc. 

Go to Myself > Employment > My Documents  - From here you can choose Upload
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Accessing My Information: Attaching Document to My Documents

Presenter
Presentation Notes
Drag and Drop document or Click to Select to browse for a document on your computer.  Once the file has been uploaded, choose a Category and Subcategory…
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Accessing My Information: Attaching Document to My Documents

Presenter
Presentation Notes
Then enter an effective date. The Expiration date is optional. Choose save and return.

Once the upload is complete, you may choose the ellipse (3 dots to the right) to view Notes, Download, or Export as PDF
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Accessing Myself: Pay - Pay Statements 

Presenter
Presentation Notes
To view pay statements go to Myself > Pay > Pay Statements

Here you will see all the pays for your payrolls with ADP. To view your Pay, check the box on left of the screen for the check you want to view.
It will display the pay statement in its entirety in middle of the screen, and you can choose to download a copy. You can also view your YTD information, as well as opting to go paperless.
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Accessing My Information:  Viewing and Acknowledging Company Policies

Presenter
Presentation Notes
Your company may have Company Policies they want you to acknowledge.   In the next section, we will take a look at how to view and acknowledge a policy. 
You will receive a message in the message center when a policy has been rolled out and is available to review.
Click on the message center icon and select the Ellipse (3 dots on right) and Review.  

You can view current policies by choosing the Resources Menu at the top of ADP Workforce Now.
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Accessing My Information:  Viewing and Acknowledging Company Policies

Presenter
Presentation Notes
Policies that have been previously acknowledged will be noted with a check in the acknowledge column. 
 Once you select the policy, you will check “I Certify that I have read the policy above”.  You must then confirm your selections with “Do you want to acknowledge the policy” choose yes or no. 
You can then go to next policy if applicable or return to list and then select done. 
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Registration

My Information
ADP Mobile

Additional Features

Presenter
Presentation Notes
ADP Mobile and Additional Features and Benefits
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ADP Mobile

Note: Your app  content may vary.

ADP Mobile is 
available for 

employees/managers 
to view the same 

information that is on 
the ADP Workforce 

Now Portal. To 
download the 

application, visit the 
app store on your 

phone!

Presenter
Presentation Notes
We want your experience to be easy and enjoyable, which is why we’ve created an on-the-go mobile app! 

The ADP Mobile App lets you view specific ADP services and perform a number of tasks right from your smart phone—so you’ve got the power at your fingertips! You will view pay stubs, access Time off, check out company news and skim the company directory!

When downloading the ADP Mobile App, please keep the notifications option turned on. This will allow your HR team to send important news and notifications directly to your mobile phone. 
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ADP Mobile - Dashboard

Note: Your app  content may vary.

Presenter
Presentation Notes
The first screen shot is the ADP landing page

 **Note: Your menu items may differ due to the set up your administrators have given you.

The second screenshot indicates the dashboard with different features that can be accessed via mobile 
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ADP Mobile – Pay and Tax Screens

Note: Your app  content may vary.

Presenter
Presentation Notes
The first tile is a sample of the pay area. Here you can view pay statements, tax statements, change direct deposit, change tax withholding and opt to go paperless.

The second tile is a sample of the tax area.  You view tax statements as well as make tax withholding changes and go paperless.
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A value-added service that can provide 
discounts in the following areas: 

• Travel
• Hotels 
• Car rentals
• Tickets
• Electronics
• City attractions
• Tax prep
• Local coupons
• Home & auto
• Grocery
• Flowers & gifts

• Wedding
• Restaurants
• Apparel
• Education
• Parent deals
• Financial
• Retail stores
• Price deals
• Daily deals
• Popular offers

®

Myself > Benefits > Employee 
Discounts – LifeMart

Presenter
Presentation Notes
ADP wants to help you save time and money by giving you access to the most affordable brand-name deals 
on a wide variety of products and services, including: Travel, tickets, retail items and much more!

To check out the LifeMart site, go to the Portal and select Myself > Benefits > Employee Discounts – LifeMart. 
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Presenter
Presentation Notes

Now that we are nearing the end of our presentation, I’d like to turn it back over to your administrators for any questions you may have. 

Frequently Asked Questions:

Q: Can other employees see my Personal information?
A: No! Only you can see information that is personal to you.

	
Q: How do I go to the website?
A: Enter the following URL in your Internet browser: https://workforcenow.adp.com
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Thank You!

Presenter
Presentation Notes


Thank you for your time today and for allowing me to introduce you to ADP Workforce Now Self Service, providing you direct access to your employment information.
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