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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!


@—

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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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.



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

e Time- Off

* ADP Mobile App

* LifeMart
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Let’s start with Registration



Registration

Want to set up your Tax Withholdings and payment options? Register now to use the ADP Workforce Now Self Service portal and get secure access to
this and other personal information anytime, anywhere.

0 Q 9

Enter your registration Code Create your account Activate your account
optts .
Register Now
Register Now to access and manage all your Information
Pay&TaxStatements Total Rewards Payment Options Personal Informaton

B 0 T E

D/ NOT REPLY TO THES EMAIL. P
Email Tracking umber: #R.585d341

toyour R Teamifyoub
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. @ Always Designing
®e

Welcome, EssOne Advantage

Register today to get access to ADP services. Use the following personal registration code
when you register.

Eour Personal Registration Code: ]

Use this code before it expires on -

Instructions:

1. Go to this URL: hitps://iworkforcenow.adp.com

2. 0On the Welcome page, select SIGN UP to create a new account.

3. Enter the registration code and continue.

Hawve questions or need assistance? Contact your HR or Payroll depariment at your employer
for assistance.
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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
ﬂ SEEUREIGE @& SECURE PAGE
ENGLISH{US) v SECURE PAGE
W i ] ] 0 0
Enter Code Identity Info Contact Info Create Account
0 0 0 0
) )
C t t , Let's get started
fedle your accoun Bl G Cwadm CedeAon
First, we'll need your information so that we can create your
account with testlS0721
Creaing your o account gives you secue nd gickaccess o your Enter ngIStTﬂthﬂ code =i
personal, pay, HR &nd company nformaon. 5 easy. Advantage
Plesseselct an option o coninue Pegetat ot i
Employes
Getdinga
e And one of these™
FNDME ( | Last 4 Digits of SSN, EIN, or ITIN
rm— . ' ) Associate ID
“ 'QI Birth month and day
| HAVE A REGISTRATION CODE oy §
= { BACK
(B m
| G e 2
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Select “I have a registration code”, enter the registration code from the email and add in your information. 



Registration

& SECURE PAGE

[ ] L J L O

Enter Code Identity info Contact Info Create Accou

Help us protect your account

Primary Contact Information Enter a frequently used email and phone number to
receive a verification code to confirm your identity and/or recover your account login
information, when needed

Email’
Phone
Persanal, Mobile o || = e

It's OK to text and/or call me (via use of an auto-dialer or otherwise) about my
account. | understand | can opt out any time.”

Backup Contact Information Add additional email/phone where you can be reached.

Email
Phone
Work. Mobile ~ | B +1(972)

It's OK to text and/or call me (via use of an auto-dialer or otherwise) about my
account. | understand | can opt out any time.” =

© ADD NEW PHONE

NTINUE

Enter Code Idersity Info Contart Infiy Create Accaunt

One more step, Ronald A!

Let's set up the login information for your account with testiS0721
UseriD* @

Password (case sensitive) *

Password must be & - 64 characters long and contain
letters, numbers, and special characters.

Confirm password (case sensitive) *

Accept Terms and Conditions

I have read and agree to the Employee Access Terms and
Conditions.

@ SECURE PAGE

Account created! Please sign i
User ID: Essone@testis0721 &

MNow sign into access and manage your accounts.

ADP Workforce Now >

Activate your mobile phone within 24 hours by responding to the messages

0 +1972-

Add ADP Services

One or more ADP services require some information before you can use them

B

Enterprise eTIME

Provide your information «2

Stay connected with the ADF Mobile App to access your information on the go!
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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

Copyright © 2020 ADP, Inc. All rights reserved.

English {US) «

Welcome to ADP

User ID %] Administrator Sign In

Remember My User ID @

Password (case sensitive)

SIGN: IN

Forgot your user ID/password?

Need an account? | SIGN UP )
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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

RESOURCES MYSELF

Things To Do

Congratulations
You've completed all of your
Things To Do tasks

Wisely®

Get paid up to 2 days early and
up to 10% cashback for eGift cards.

LEARN MORE

What Would You Like to Do?

Update Tax

Withholdings

My Pay
COMPENSATION

TAKE HOME
$XXX

GROSS PAY

FRXX

Search Workforce Now:

Update

Payment
Options

Update Profile

> Helpful Links

@ SHOW SALARY PAYCHECK CALCULATOR

HOURLY PAYCHECK CALCULATOR

TAX WITHHOLDING ESTIMATOR

Copyright © 2020 ADP, Inc. All rights reserved.

Note: Your website content may vary.
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Your portal will provide access to your Personal information, Pay information, Time and Attendance and Time Off Information.  
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 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



Accessing My Information: Profile

Professional ADVANTAGE EMPLOYEE

y
g

Q Search Workforce Now

RESOURCES

MYSELF

Pe nal Inform
Employment

Pay

Time & Attendance
Time Off

Talent

Benefits

" EXPAND MENU

Copyright © 2020 ADP, Inc. All rights reserved.


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


Accessing My Information: Profile

rOUR
1Sc] == (uss ]ORN

ADVANTAGE ESSEMPLOYEE

CALEMDAR SUPPORT LOG CUT

Search Workforce WNow: Q

Profile & .~ Add to Favorltes

Advantage ESSEmployee (#

ASSOCIATE ID : S100D1LPGE I AA - Administrative Assistant

REPORTS TO : Advantage ESSManager
POSITION ID: SWNS87810 —5

&ia) VIEW ORG CHART

=] Contact Preferences

Personal Info Work Info Pay Info
00 Add your mobile number [= POSITION ID: EWNSST7810 Compensation
HRHEHHK I show
= Add yvour email address
£ HIRE DATE: 10/01/2020 (O years O months ) Regular Pay Rate
€ Confirm your Legal Address 325 Distribution BRI Cl show
YES. CONFIRM NO. UPDATE {i] Pay Frequency
0 Add your mobile number Biweekly

¥ 6347 CR 4455
Dallas, TX 75142
us

< VIEW MORE

Professional Credentials

2= candiss.french&adp.com
9 Add your work address

B supporting Documents @

= VIEW MORE

@ WVIEW MORE

Emergency Contacts

Please provide your Emergency

‘ o Contact.

@ ADD CONTACT

i EDUCATION (0) © ADD Company Property
== EXPERIENCE (0) © ADD [me  Please prowvide your Company Property )
Other Credentials
W SKILLS (O) © ADD © oD = AWARDS (O) cemE
#* LICENSES & CERTIFICATIONS (0) © ADD = TRAINING (O) © ADD
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The Profile page will showcase your Personal Info, Compensation Info, Emergency Contacts, Company Property, Time & Attendance, Work info, and other important data.



Accessing My Information: Profile- Changing Your Name

IS =
L&% MESSSMGES

RESOURCES

Profile @ .~

Advantage ESSEmployedi: (&
ASSOCIATE 1D - SHOODLPGE | An - Admints rattve As: stant
REPOIRTS TO  Advantage ESSManager

POSITHOM ID: SWMHNS87TE10 -5

) VIEW ORG CHART

Personal Info Work Info

0O Add your mobile number B POSITION ID: EWNSS7810

= Add your emall address
HIRE DATE: 1w 1/2020 (O years O months )

Confirm your Legal Address
a 2 = Drstribation

VES, COMFIRM NO, LPDATE

Addd ywour mobille number

¥ 6347 CR 4455
Dallas, TH 75142
us

candiss frenchaadpocom

Audd your work address

P o l DK @

[ - Supporting Documents. @

o WIEW MORE
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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.


@—

Accessing My Information: Profile- Changing Your Name

BACK Personal Info

Name o

Copyright © 2020 ADP, Inc. All rights reserved.
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You can now make any changes needed to your name and choose save


@—

Accessing My Information: Profile - Uploading Picture

Profile @ .~ Add to Favorite

Advantage ESSEmployee (#

ASSOCIATE ID : SHOODLPGE | Aan - Administrative Assistant

REPORTS TO : Advantage ESSManager
POSITION ID. EWNSBTE10 -5

i VIEW ORG CHART

Dyrag and drop your files haere, or select them from your computer

ar
L UPLOAD PHOTO

Maxiumum fle size s 200D Fles need to be I _jpg. Jpeg. png. .git or bmp formats.

‘ Upload your profile picture e

Loco

AE ADVANTAGE ESSEMPLOVEE
SUEPORT Lo oUT N

Searchl WOTKTOrCe NOWo
Profile @ .~

Add o Favorites

L — L POSITION ID. EWHNNGS
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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. ​
​




@—

Accessing My Information: Profile - Updating Emergency Contact

BACK Emergency Contacts

Full Name

Full Mame *

Seth Bethany

—— /

& Seth Bethany i

2 P - Parent
(973) 588-9863 4 P P

F - Friend

Emergency Contacts

Phone Number *

n ADD CGNTACT Home Phone

_ - +1 973 588 9863

© ADD PHONE
Email

Email

Address

© ADD ADDRESS

SAVE & ADD &NOTHEEN

Copyright © 2020 ADP, Inc. All rights reserved.
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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. 


Accessing My Information: Profile- Changing Address

Address @
RESOURCES
Profile @ .” € Adross Line 1, Cty, e Provice and 2 CodePostal Code ara reqired When e ounty s e S, o Canada
Advantage ESSEmployee (¢ -
ASS0OCIATE ID : SIO0ODLPGE | AA - Administrative Assistant
REPORTS TO : Advantage ESSManager
POSITION ID: BWNSETE10 = 0
&R VIEW ORG CHART Ay
United States v
Address Lina | Address Line 2
Personal Info Work Info LTRSS
0 Add your mobile number 2 POSITION ID: &WN9E7810 Adess Line3 oy
Add 1l add
= youremal aceress # HIRE DATE: 10/01/2020 (0 years 0 months ) Dallas
€ connm your Legal Address i Distribution Stle Torlery Tneodeq
YES,CONFRM  NO,UPDATE @
0 Add your mobile number TX- Teigs v T
¥ 6347 CR4455 = candiss frenchizadp.com County
Dallas, TX 75142
us ¢ Add your work address
@ VIEW MORE B Supporting Documents @
400 ADORESS
@ VIEW MORE
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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. 


Accessing Your Pay Information: Tax Withholdings

lcesP

HERE
HOME RESOURCES MYSELF ki
Tax Withheoldings @ .™

ESSEmployee, Advantage 0
-3 - Al - Administrative Assistant

. Home Department - 100000 - Distribution

Federal Tax Withholding

Federal

W-4

Singke or Married flling separately
Complate this form to make Chal

New Jersey

MNI-W4

You must compiete your Federal W-2

first

& VIEW SAVED TAX FORMS

W-4

Marmied Fliing Jolntly
$50 addittonal

EDIT

|
Cﬂnpﬂeﬁlﬁlﬂmk}"\f

MNJ-Wa

& VIEW SAVED TAX FORMS

Copyright © 2020 ADP, Inc. All rights reserved.

Before You Begin

Beginning with 2020, the Federal Withholding Form W-4 |
signincantly diffrent from prior versions. IU's recommended
that you downlozd and review the form, Instructions, znd
worksheets prior to completing fhis process.

& Download a biank copy of Form W-4

After you review the Instructions, you can fll out your Form W-
4 using inis convenlent tool. Complete the form so that your
employer can withnold the correct federal Income tax from
your pay. The IRS recommends hat you compiete 3 new
Form W-4 when your personal or financlal situation changes.

It you naad assistance completing your Form W-4, consuit
your tax professional.
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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! 



Accessing Your Pay Information: Tax Withholdings

Federal Tax Withholding

& DOWNLOAD BLANK FORM W-4

I this information correct?

If your name s Incomect, contact your HR Representative to have It fived before you proceed.
Your first name, middie, and Iast name

Advantage ESSEmployee

Your home address

6347 CR 4455
Dallas, TX 75142
us

Your Soclal Securlty number a Reveal
HONH-A566

& DOWNLOAD BLANK FORM W-4.

Federal Tax Withholding

A\ Iryou click Reveal, use caution to prevent your sensitive information from being
viewed by others.

Do2s your name match the name on your Soclal Security card? If not, to ensure you gat
credit for your eamnings, contact the SSA at B00-772-1213 or go to www.553.qov

Copyright © 2020 ADP, Inc. All rights reserved.

Are you a nonresident alien?

You are considered a nonreskdent allen If you are not & US citizen and do not meet elther the green card test
or the substantial presence test for the: calendar year {January 1 - December 31).

I'm a nonresident allen.
I'm a US citizen or a resident allen.

CANCEL FREVIOUS
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The wizard will walk you through verifying your information, resident status…


Accessing Your Pay Information:

Tax Withholdings

Federal Tax Withholding

& DOWNLOAD BLANK FORM W-4

What is your filing/marital status?

singla or Marrlad filing separately

@ Married Ming Jointly (or Qualiying widow{zr)

Head of housenold (Check only If you're unmarried and pay more than half the costs of
keeping up a home for yoursalr and a qualitying Individual)

F

Federal Tax Withholding

& DOWNLOAD BLANK FORM W-4

Copyright © 2020 ADP, Inc. All rights reserved.

Are you tax exempt?
Refer to the General Instiuctions of & Form W-4 Employee's Withhalding Certificate

| clalm exemption from withnolding for the current year, and | certify that | meet both of the
condltiens for exemption:

« Forlastyear, | had no federal Income tax labiity

» Forthis year, | expect to have no federal Income tax labiity.

@ | do niot claim exemption from withnolding

CANCEL PREVIOUS
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your filing/marital status, tax exempt status… 


B

]
Accessing Your Pay Information: Tax Withholdings

Federal Tax Withholding

A DOWNLOAD BLANK FORM W-4

Multiple Jobs or Spouse Works @
Do only one of the following to calculate your withnolding:
a Usetne esummm goviwaa Egﬁr the most accurate withholding, or
b. Use the Multiple ‘Worksheet here and enter the result Into Extra Withnolding iine; or
C |:| If there are only two Jobs, select this Multiple Jobs checkbox to use the optional
nigher withnolding table

Claim Dependents @

Complete this section for only one Job In the household If {1) you have muitiple Jobs and (2)
your Income will be $200,000 or less ($400,000 or less If married fling jointly).

Your withholding will be most accurate If you complete this for the highest paylng Job

Number of qualifying children under age 17 2

Number of other dependents

Federal Tax Withholding

L DOWNLOAD BLANE FORM W-4.

Total dependent amount @ $4.000

CANCEL PREVIOUS

Other Adjustments

Complete this section for only one Job In the househokd.
Your withnoiding will be most accurate If you complete Other Inceme and Deductions for the

highest paying Job.
other Income @

If you want tax withheid from other Income you expect this year that
won't have withnolding, enter the amount of the other Income here.
This may Include Interest, dividends, and retirement Income. You
should not Include Income from any jobs.

Deductions @

If you expect to claim deductions other than the standard deduction
and want to reduce your withholding, use the Deductions Worksheet
and enter the result here.

Extra Withholding @

Enter any additional tax you want withneld each pay peried

CANCEL PREVIOUS

Copyright © 2020 ADP, Inc. All rights reserved.
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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

Federal Tax 'W"rthholding A DOWNLOAD BLANK FORM W-4.

Your Form W-4, Employee’s Withholding Certificate

Review the entire Form (Sorod. If needed). To CONANM at everytning Is true, cormect and compiete. check the
box bedow the form. Then, click Done.

4

m"“ N — s Wit - o s ~aeaETE
e I e 2020 /% Important!
e e =
| Actvartace ESSEMpicwes BT
Entar — B Dems s s e T
o | 247 CR 4455 e
TEE e Bt
CRA T ———
E———-m-—;-m—.m
- - p——
Comnplaie Blipa 24 OMLY if thay asoly 30 you ofhrwe, Sk i Bhip 5 Sat oege I for Morg ASorvasot O S0 M, wis S
S i T e S R T i s e Your federal tax withnolding will be used for federal tax calculation purposes only. If you would
B I Commpieis tha s & you (1) Mo mone e o O & & e, or [ are meries fing oty Gt your M0oueE
e s S ra e e SR SRS IIke to change your state tax withnolding or would ke the state withholding to be the same as
o S e De coty vteir &5 St S0 ey
W 50 LIS 200 i S e 5 AL S e v SRS o S0 S Bag i Seagd S e federal, you must submit the state withholding form(s).
A L T BLECHe Sokm re et or
ﬁnmummmmmmmhmmummmw4w¢-mm This epeon
B ot i Ter 6 wATE Sl P Sffewiii Phore Dan [han Satscceary ¥ely D wATedd . . . . (=}
TP Ta oe asrtie, Gui-ma & 2000 Foewn Wt fov &l ot BEa F oo (i gl Sl find SiSgom gty o
e, St i o i tart coceranin, v o et
Comnplats Bz 34 on Forrk Wt for only ONE of thides joda Lt ﬂ‘:ﬂmﬁhwaYﬂmﬁtl
Sk S S S phe S e Tasd Imln sk Toee Ve S s Sptaie Gl e
Bhp Foypour veeneni: well e S200.000 o esa S400.000 o sl 7 bt Sing oethi
iy .
P
Mlomoy Ao e SEDESE R Iy 3200 . . . e 5
N 2k
smp s {5 OMr C0Mme (W0 Trom, Jok. 11 yiie manl s iAW T DI iNGO™E you expes -

El Under penaltles of perjury. | declare that | have examined this certificate and. to the
best of my knowledge and bellet, It Is true, correct, and compilete.

| agree under penalty of perjury to the declaration above and understand that this
Torm s not valid untll | have provided my electronic signature by acknowledging and
clicking Done.

Date: OCt 23 2020

Copyright © 2020 ADP, Inc. All rights reserved.
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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.
 



]
Accessing Your Pay Information: Payment Options

- Professional =~ =] & =

= P ADUANTAGE EMPLOYEE
3 services MESSAGES  CALENOAR  SuPPRORT 1o ouT

RESOURCES

My Information Personal Accrued Time

Personal Information Aannual Statements

Employment Caicutators

Pay

Time & Attendance

Time Off

Talent
RESOURCES MYSELF

Benefits

Payment Options & .~

~ EXPAND MENU

ESSEmployee, Advantage &5
Al - Administrative Assistant
101000 - Distribution (Department)

How do you want to be paid? You can split your pay between

Bank Account Direct Deposit

Account # Mone

Deposit amount  0.0%

= ADD BANK ACOOUMNT

With your current settings. any pay that exceeds your direct deposit deductions
everything here™ or "deposit the remamnder of my pay"™

p——

Copyright © 2020 ADP, Inc. All rights reserved.
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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. 


Accessing Your Pay Information: Payment Options

Add an Account @ Add an Account @

Add an Account @
I NN B

I . e s— I N s sm——
ROUTING ACCOUNT ACCOUNT REVIEW ROUTING ACCOUNT ACCOUNT REVIEW ROUTING ACCOUNT ACCOUNT REVIEW
MNUMEER NUMBER TYPE MNUMEBER NUMEER TYFPE MNUMEBER NUMEER TYPE
Account Type ©

First. enter your routing number. MNext, enter your account number. W Checking Acct
|

W - Checking Acct

WWLF—; s——1 —E)mMPLE_ sC— X - Savings Account
. W - Checking
e - C EERETEEREERY T Z- savings Account
.=
Account Number (| Deposit a specified amount. o=

Routing Mumbar
@ Deposit a percentage of my pay.
Routing Number * Account Number *
Percent *
122105278 1122334455
Confirm Routing Mumber * Confirm Account Numbaer *
1122334455 _) Deposit evarything here. @

122105278

MNEXT >

[= =
i « o i o
» CAMCEL

® CAMCEL

® CAMNCEL

Copyright © 2020 ADP, Inc. All rights reserved.
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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.  




Accessing Your Pay Information: Payment Options

Add an Account @

. u N N |
ROUTING ACCOUNT ACCOUNT REVIEW
MUMEBER MNUMEER TYPE

W - Checking Acct
Last step! Check your account Information and

agree to the terms and conditions.

Routing Mumiber
122105278

Account Mumber
1122334455

Amount Per Pay Check
%

() I've double checked my account number.

I agree to the terms and conditions for
Direct Deposit

p— -

@ Account not verified

We added the account. You'll get a check until the
account is verified, which generally takes one pay
period.

CLOSE

€ Alert

We verified the account.

j

Copyright © 2020 ADP, Inc. All rights reserved.
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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

Francie the freelancer

“Wisely Direct makes it easy for me
to get the money from all my gigs
deposited into one central account.™’

Steve the Shopper

“As the primary shopper for my family,
| can avoid waiting in long lines by
shopping and pay bills online with
Wisely Direct by ADP. This helps me
to save time and money "

wisely

Sofia the Saver or D

life simple and more “My Wisely card makes it easy to
. . sawve for a rainy day to help me

convenient with avoid having to borrow or take

Wisely Direct by ADP® out loans with high fees."?

Make your everyday

Wisely Direct by ADP®

Commonly Asked Questions

Brandi the Budaeter

“| stay in control of my money with
the myWisely app. | can check my card If you can't find the answer to your
balance, see all of my transactions, and

set up alerts whenever | want."* question here, call us at 1-866-313-9029.

With so many incidences of data breaches,
it's important to know that my money is safe
if my card or personal information ever gets
lost or stolen, and that I'm not liable for
unauthorized purchases.™

Sign up at your Employer Portal today!

Copyright © 2020 ADP, Inc. All rights reserved.
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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.





B
——

Accessing Your Pay: Payment Options — Wisely Direct

It’s easy and quick for your
employees to sign up for the card.

Verify name, DOB, and SS#

Enter contact info
Verify identity

Copyright © 2020 ADP, Inc. All rights reserved. m
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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!



]
Accessing Your Pay: Payment Options — Wisely Direct

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

Confirm your identity and set your PIN
Welcome to WISEiy Choose a d-digit number you can use for purchases and to access ATMs nationwide.

Activating your card is easy. Fill in the information below to get started.
PERSONAL INFORMATION

DATE OF BIRTH LAST 4 DIGITS OF SOCIAL SECURTY NUMEBER
CARD INFORMATION o % 1968 5554
16-DIGIT CARD MUMBER EXPIRATION DATE
5554 5554 5554 5554 02 v @ 2022 v
SET 4-DIGIT PIN

Please keep this number private,

SET P CORFRM FIN
9836 9836
m e
| I'm not a robot
— eCAPTCHA
Privacy - Temes I have read, understand, and agree to the terms of the Privacy Policy, Electronic Communication Consent

and Cardholder Agreement and Fee Schodule,

Copyright © 2020 ADP, Inc. All rights reserved.
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Once the card arrives,  go to activatewisely.com, and validate your information. 

Confirm your identity and choose a PIN for withdrawals and debit  transactions. 



Accessing Your Pay: Payment Options — Wisely Direct

Set up a direct deposit to your Wisely card
Looks like you have other direct deposit accounts, listed below. You have the option of
depositing some or all of your paycheck to your Wisely card,
Account name Currant allocation
Jamie's BoA 25% Percent Ne
Michael's Boa Full Net
Please choose an option for your new paycheck deposit:
Deposit 100% of my pay to Deposit some of my pay to
my Wisely card my Wisely card
Your athes accounts will no Following activation you will
longer receive any portion of be directed 1o securely login
your paycheck, to your employee sell-service
portal.
Do not deposit any of my paycheck to Wisely at this time

Set up a direct deposit to your Wisely card

Looks like you have other direct deposil accounts, listed below. You have the option of
depasiting some ar all of your paycheck 1o your Wisely card.

Account name Current aliocation
Jamie's BoA 25% Percent Met
Michael's BodA Full Met

Please choose an option for your new paycheck deposit

Deposit 100% of my pay to Deposit some of my pay o
my Wisely card my Wisely card
Your ather accounts will no Following activation you will
longer receive any portion of be directed to securely login
your paycheck, to your employee self-service
portal.

Do not deposit any of my paycheck lo Wisely at this time

Copyright © 2020 ADP, Inc. All rights reserved.
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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.




Accessing My Information: Attaching Document to My Document

gy Ermiestanal = o L o P
& Services wsmAcrs  cAumOAr  mATomT  loGoul g
MYSELF Q) Search Woskfares Now

My Information
Personal Information
Employmant

Pay

Time & Attondance

Time OFf

Talent

loc) = z o 54 e

Banefits. HERE MESSAGES  CALENDAR  SUPPORT LoGouT

«* DRPAND MINU RESOURCES Search Workforce Now:

My Documents @ @ .~ Add to Favorites

Advantage ESSEm... o

AA - Administrative Assistar (&A1 Dacs

Filters xame Al Documents B GRIDVIEW
3 Categories
Al
[ File Type o
© status -

Drag and drop files here or
use the upload button.
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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



@—

Accessing My Information: Attaching Document to My Document

& RETURN

Drag and droE files here or
{ RETURN

© ADDFALES @ REMOVE & SELECTAL I DOCUMENT(S) SELECTED .
Document properties
Test Upload ke Display Nama
6 You nzcd to complate all required fields. o 1]
Test Upload
F
Cat
| Catagory / Subcategory v |( legory
Select a calegary for ihis document
Q
Unclassified a

T Persomat e

‘Confidentlality Agreement Noncompele
Disclpiinary Records

Education / Skills

Leave OF Absence Non-Medical

Licenses [ Certications
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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…


Accessing My Information: Attaching Document to My Document

£ RETURN
© ADDFILES © REMOVE & SEECTALL WIDOCUMENT(S) SELECTED .
Document properties
® Test Upload nsa Display Name
KB
Test Upload
Category / Subcategory
Personnel Flle/Education / Skilis ~
Effective Date Expiration Date
8 =]
Tags
Save
Save and Retum

|
OUR
= C 3
e R L L s e <
HOME MYSELF * Search Workforce Now: Q
My Documents e a .” Add o Favorites

Advantage ESSEm... 1

Pending Workflow

Filters «ame All Documents & UPLOAD 5 GRID VIEW
O categories Search documens... vEW
NOTES
Alm e B DOWNLOAD
SELECTALL W DELE EXPORT ASFDF [} EXPORT AS ZF SORT BY: DISPJAY|  EXpORT AS POF
Benefils (i} - . —
Test Upioad a @ Select 3 document
In the list
& File Type -
© Status %
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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


]
Accessing Myself: Pay - Pay Statements

Pay Statements @ .* Add to Favorites
My Pay Tax Statements

Come back here to see your tax

Year 2020 (5) CURRENT YTD Information

Sep 25, 2020 ©  Sep 25,2020 | &DOWMLOAD |
l:l Take Home Gross S
$1,342.33 $2,088.80 Take Home
Sep 1, 2020 $1,342.33 Go Paperless
I:I Take Home ganﬁs 80
: iuoum 2'3;‘688.80 Save time, trees and clutter!
Jul 10, 2020 = View your electronic documents
online
I:I Take Home Gross Type Units Rate Amount
$1,135.65 $1,730.40 Regular 40 $37.22 $1,488.80 & Access them securely at your
- - convenience
Apr3,2020 Bon $100.00
l:l Take Home Gross 1 MORE & Get notified by email when they
$1135.65 $1,730.40 become available
Mar 6. 2020 @ Taxes -$46011 ( GO PAPERLESS. )
Take Home Gross i .,
l:l $1935 65 $1720.40 @ Retirement $16710 v
@ Other -$119.26
@ Take Home $1,342.33 ~~
Other Benefits and Information € v
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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.




@—

Accessing My Information: Viewing and Acknowledging Company Polic

OUR 4
LOGD [ g @ g ADVANTAGE ESSEMPLOVEE
HEQE MESSAGES CALENDAR SUPPOET LG OUT
' TASKS NOTIFICATIONS Search Workrorce Now: Q
ADP MESSAGES L& -
Q 0 E 1Urgent 0 Urgent <

Company | - =—ike Me To...
[ General User 10031 AM P
Policy Acknowledgement P
| ' Ao
REVIEW
mec -
—_— Pay Slatement
BALANCE (35 of
lasorf 4\ TAKE A TOUR OF THE ENHANCED MESSAGE CENTER Company Policles
CS0D Site
Personal Examples of LMS and Technology with
S S Zornerstone On Demand
Sick 0.00 nours
acation 19.99 hours

Copyright © 2020 ADP, Inc. All rights reserved.



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 Polic

Review

To read and acknowledge 2 policy, ciick the policy name.

A\ Confirmation Window
POLICY NAME VERSION REQUIRED ACKNOWLEDGED ACKNOWLEDGE DATE VIEWED UPLOADED BY
Electronic Media Folly 0 Yes
Do you want to acknowledge the policy?
Test Pollcy pozo s MAS West Cloud |

( w

[ E

. | certity that | have read the policy above. You have successiully acknowledged the above Policy.

RETURN TO LIST

Copyright © 2020 ADP, Inc. All rights reserved.
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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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ADP Mobile and Additional Features and Benefits



I
ADP Mobile

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!

Copyright © 2020 ADP, Inc. All rights reserved.

B —®

NS

Connected virtually. Virtua

The ADP Mobile App

ADP Mob#le Solutions app can hedp you stay connected ta the
‘tools and information you need to get paid and understand your
pay in an increasingly mobile workd.

With the ADP Mobile Solutions app, you can:

« Wiew pay statements and Forms W-2

+ Manage direct deposit and tax withhoiding

» Compare pay data from multiple pay periods

» Update contact information, emergency contacts, skills,
aducaticn and more

= Setup notifications to receive pay updates and important
company communications

« Wiew time of f balances and submit/approve requests

» Clodk infout and submit time sheets

* Wiew benefit plan mformation:

» Change 401 (k) contribution rate and view account parformance

» Trarefer funds to/from your pay card or deposit funds using mobile

depasit functionality

For managers:

» Uncover warkdforce trends in areas such as tumowver and
overtime rates to help management improve decision making

+ Approve time cards, time of f, team calendars and manage your
+team from your phane

+ And mored

b Pt sty may iy e o4 your iyt T

lly anywhere.

How to Access
» Download the app at:

= Register: Create an account by selecting “New? Get Started” on the welcome
screen of the ADP Mobile app. Follow instructions to register as a new user.

= Login: During the first use of the mobile app, you will use your user name. For
future access, select the option to use a password, fingerprint or face 10 login

Minimum system requi The latest ion of ADP Mobile Solutions

is available through the Apple App Store and Google Play. Compatible with

iPhone, iPad, Apple watch and iPod touch.

For more information, visit

adp.com/gomobile o

L3P

Always Designing

for People”
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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. 




B Dashboard

Bethany, Beth

THINGS TO DO 1Tasks | 1 Overdue >
Pay >
it Schedule
COMPENSATION ® SHOW
Mar 6, 2020 Benefits
GROSS PAY
PR KK
Your Schedule >

You're not scheduled to work today

Benefits >

<ls Insurance - Long Term Disability
60% of earnings up to $1,200.00 per month

Copyright © 2020 ADP, Inc. All rights reserved.
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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 


S
ADP Mobile — Pay and Tax Screens

B

-
iy

Pay

Dec 31, 2019
Take Home
$0.00

Dec 31, 2019
Take Home
$1,362.26

Apr19, 2019
Take Home
$0.00

Additional Benefits

Tax Statements

Gross Pay
$0.00

Gross Pay
$2,496.00

Gross Pay
$50.00

Directly access your tax documents

Direct Deposit
Get paid faster

Tax Withholding

Easily control your tax withholdings

Go Paperless

Sign up for paperless statements

B SEND FEEDBACK

Copyright © 2020 ADP, Inc. All rights reserved.

Tax Statements

‘You may see previous employer's tax statements. That's
okay! This is because these statements are linked
directly to your SSN and not just to the specific
employer.

M

Come back here to see your tax
information

Additional Benefits

Tax Withholding N
Easily contraol your tax withholdings
Go Paperless N

Sign up for paperless statements

9 SEND FEEDBACK
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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.



Gyms & Diet Plans

.

Did you know that your employees have access to ADP Discounts,
powered by LifeMart? Employees value this wide variety of
discounts available from movie tickets to childcare, plus:

v Access to discounts that are typically offered to only large size organizations
v Help your employees get more out of their paychecks

v National brands, local and daily deals

v Beyond just shopping, LifeMart offers deals on personal needs items and

services such as: Child care, Senior care products, Tickets and Travel deals,
Diet and Wellness offers, Pet products and more!

Tell your employees about LifeMart!

Myself > Benefits > Employee -
Discounts — LifeMart I_I @vi]a rt

Copyright © 2020 ADP, Inc. All rights reserved.

LifeMart

A value-added service that can provide

discounts in the following areas:

e Travel

* Hotels

 Car rentals

* Tickets

* Electronics

« City attractions
» Tax prep
 Local coupons
* Home & auto

» Grocery

* Flowers & gifts

» Wedding

e Restaurants
 Apparel

e Education

e Parent deals
* Financial

* Retalil stores

* Price deals

* Daily deals

» Popular offers
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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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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

	





Thank You!
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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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