ADP Workforce Now

Navigating in ADP Workforce Now Yoo
for Managers; Supervisors, and Employees N M

Introduction

In this self-study, you will learn how to navigate in ADP Workforce Now. The features that you will use depend on your job
function and the tasks that you perform.

This self-study covers the following navigational elements:

e The login page
e The user interface
¢ Page elements

The Login Page

You can securely access ADP Workforce Now (https://www.workforcenow.adp.com) using your user ID and password. If
you forget your user ID or password, click Forgot Your User ID/Password and follow the simple steps to retrieve the

information.

Q
Welcome to ADP

User Login [ Admin Login First Time User?

User Id
| =D

Help Getting Started
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The User Interface

When you log on, the ADP Workforce Now Home page is displayed. The Home page has configurable sections such as
Company Mission, Company Events, Company News and Announcements, and so on.

L2

HOME RESOURCES MYSELF MY TEAM REPORTS

Company Mission

Our Mission

Our compzny is dedicaled Lo magimize lhe polenlial ol v grealesl gssel : our employees. We "

embrace change ard the opoortunity It bnngs. We are focused on delivenng guality customes
service; and are commitied to recruit, develop, reward and retain our global workdorce.

Company News and Company Spotlight

Anncuncements

Record 2amngs for fourth
consecutive quarter!! Click here
to read more.

« Stat= Tax Forms
» Benciits Forms

Quick Links

« Pay Stalement

» i Click here to access the full
/’\‘l-"l. \j 4 ’i' « Company Policies
W

Forms lihrary

|-

Mary Smith had record sales fer

) ﬁg @ the month of May.
b 'a Coengratulatiens Mary! Click nere
" i to see al sales resuls tor fhe
manth.

Qe M © = KRISTA VOLKER

Seurch Q I

Company Events

Making A

" )
Diffcrence In Our m

Communilies

Since the launch of our Volunteer Paid lime (11
pregram, cur office completed three large group
projects and sevaral smaller ones during a "Make a
DilTerence Cay" evenl. The leann also commiled o
Wo year-round projects - Adopt-A-Fark and Adopt-A-
Trail. In the past six months, one third of all team
members have volunteered tc make a difference in
Lhiin commnunilies and engage in lEam-building.

If you or yeur team have found ways ¢ give back to
Lhe cormrmunily Lhrough the use of o Volunleer Paid
Time Off Program., please send your stones to the
team.

We are alf responsible 1o the wond arcund us so keep these
starios AND photos comingl

ADP News

Note: Because we are continually improving our solutions, the screens in this self-study may differ from those that you

see in the product.
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Page Elements

The top of each page includes icons, menus, the Search field, and access to preferences and your profile from your user
name.
Ic?ns UserIName

m 'L@ gi} EQ KRISTAVOLKER

HOME RESOURCES MYSELF MY TEAM REPCHTS Scarch Q I

l l | |
| |
Menus Search

Icons at the Top of the Page
Icons provide quick access to frequently used activities.

L2

11OMLC

ze M ol KRISTAVOLKLR ~

RCSOURCES MYSLLI MY TLAM RCPORTS

]

Company Mission Company Events

B S i
Our Mission ' . Making A m
Our compeny is dedicated to maximize the potential of cur greatest asset : our employees. We “ D |ﬁ:€‘ rence In O LIr

embrace chanue and the opoorlunily il brings. We are locused on delivering gualily cuslome: e

SErviCe: and are commitied 1o recrurt. develop. reward and retain our global workiorce. C ommunities
Since the launch cf our Volunteer Paid Time Cff
program, our office completed three large group
projects and several smaller ones during a "Make a
Difference Cay" evert. The team also commited to

Company News and Company Spotlight wro year-round profects - Adopt-A-Park and AdoptA-
o _ rail. Inthe past six manths, one third of all feam
AI’] nouncemen tS Mary Smith had record sales fer mambers have volunteered tc make a difference in

ﬁ ﬁ_‘ "ﬂ Lhe muonih of May.
'3_ Congratulations Mary! Click nere their communities and engage in t=am-building.
Record Ramngs tor tnirth to see al sales resulis for the

consecutive quarter!! Click here menth.

t0 read more. If you or yeur team have found ways ¢ give back to

the community through the use of our Volunteer Maid
Time Off Pregram, please send your storles 1o the
team

Ve are il resconsible 1o the workd arcund us so keep tese
staries AN photnes coming?
— » Statz Tax Forme
~ « Beneits Forms

Quick Links

B, _ » Pay Slalemenl . Click here to access the full

R Y

i (8 45 . Compa ny Policies ) Forms Library
/‘:31 ADP News
|
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Message Center

Click % (message center) to quickly view messages, which are grouped by message type.

@ o ® W MADHU MAN

HOME RESCURCES MYSELF MY TEAM REPORTS Search Q

Message Center @

& Holiday Reminder- Monday, Januany 18 is Martin Luther King Jr Day - Click Hera @ Marl As Read
Q Alcrt€of6
¥ TAsKs (47) SORT BY: RECEIVED DATE v i DESCENDING v

This Month FEsrUARY 206

Tt e prac2, madhu Policy Acknowledgement Unread 02/19/16 9:19AM sam

Completed Tasks(43)
Dexter, John Employze - Time Off Request: Daxtar, Johr Unread 02/17/16 12:10AM (Ll

*! NOTIFICATIONS (2)

Urgent Natifications (3)

Notifications (0)

FOLDERS

B Archive

I Alorts

The following table describes the different types of messages.

Message Type Description

Alerts Alerts are system-wide messages sent by ADP. Alerts communicate important, time-sensitive information
so that you are aware of upcoming events, such as a banking holiday, that could affect your service. Click
Mark as Read to move the alert to the Alerts folder.

Tasks Tasks are messages that require you to take action, for example, a time off request that you need to
approve or reject. Click the subject to view the message. Click *** (action) to review, approve, or reject a
message or to view the message history. The actions that are available depend on the message.

Notifications Notifications are noncritical informational messages, for example, a success or failure message related to
custom report generation.
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Calendar

Click £ (calendar) to access event information and to perform actions on selected dates and times that are related to your
profile. Event information and actions include requesting time off, arranging work schedules, and noting holidays, blackout
dates, and pay dates.

You can filter content by event type and time ranges. You can work with the following groups of calendar entries:

e Use My Calendar to work with calendar entries that are applicable to you.

o Use My Team, if you are a manager, to work with calendar entries that are applicable to the employees who report to
you.

e Use My Peers to work with calendar entries that are applicable to peers who report to the same manager as you.

Note: Your profile settings control the calendar entries that you can access.

m ze @ @ KRISTAVOLKER
HOME RESOURCES MYSELF MY TEAM REPORTS Search Q
Calendar @
Select the request dates on the calendar and My Calendar ~_Month ~__Filters =
click the button below. A
GO Au My Calendar .
Sunday Tuesday Wednesday Thursday Friday Saturday
My Team 1
M reer Payschedule
Balances As Of:
B/3120XX B CH O
2 3 4 5 6 7 8
Time Off Policy Balance
Personal 120.00 hours
Sickft 40.00 hours
Wacation 240.00 hours g9 0 W 2 = “ 5
Jury Duty -
BT
16 17 18 19 20 2 22
23 24 25 26 27 28 29
TN,
30 Ell
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Support

Click &2 (support) to display the Support page and access forms, product documentation, and learning resources for ADP
Workforce Now. When you click @ (support) from anywhere within ADP Workforce Now, context-sensitive support is

displayed.

£22

Yo Eljgja

KRISTAVOLKER

3]

HOME RESOURCES MYSELF MY TEAM REPORTS Search
{BACK )
Support
© Q
o SUPPORT CENTER RESQURCES
. Review the 1abs Eelow “or all seaich resulls
em

Jooooa 1 100f 35 tems

C Add Urscheduled (Supplem ental) 2ayroll for Adjustm ente, Bonuses,
Corrections, et:,

1
2 Addidenal/Correction Payrolls
3 ADP Cerif ed Payroll Specialiet Exam
4 American Payroll Association Website
== 5 American Society for Payroll Managem ent (85PM)
€ Determine Taxability of Payrdll Features
7 First Projected Fayroll Frocessng
8
g
1

Instructions for use of ADP PC/Payroll to Pay eXpert Migration Tedls
V3.0 (Interral Guide]

MLernationa Fayroll Sesvice
0 Legal Payroll Record Keeping Reguirements

. 00000 0035 s

Visit the
Support
Center

Website

o -~
Product Documentation

ADP Workfares Mow Whae's New
Suppan Camer Wah Shs

LEARNING RESOURCES

o Carviz, lotResources
Jyst.in. Tims | sarnin
LeanZADF

Timg & Ansndance Resources
Compensation Rellow Pesousces
LeanBADE  Quick Siat Sulde

teer Paid Time Off

d three large group
bnes during a "Make a
ear alsu commilied W
bpt-A-Park and Adopt-A-
lone third of all team

lc make a diffcrence in

e in tzam-building.

d ways ¢ give back to
s of our Volunteer Paid
hd your storles to the

Ind arcund us so koep these

toe coming!

5 _":‘ » Benefits Forms
- « Pay Statement

» 'f z )

\j s « Company Policies
r@
|

Forms Library

Click here to aceess the full

ADP News

Copyright © 2012-2016 ADP, LLC 6

V04041680872WFN10



Navigating in ADP Workforce Now for Managers, Supervisors, and Employees

My Profile
Click your user name and then click My Profile to display your employee profile, which includes the following information:

Name

Country indicator (flag)
Title

Associate 1D

Email address

Phone number

Mobile phone number
Department

Location

Reports to

@ Yo @ @ KRISTA VOLKER

HOME RESOURCES MYSELE MYTEAM  REPORTS T (5 BRI |

£+ Preferences

< BACK
Company Mission My Profile Events
Our Mission = KristaVolker o |
Our company is dedicated to maximize the potential of our greatest asset : our employees. We . HR Director = | n OUI‘

embrace change and the oppertunity it brings. We are focused on delivering quality customer

. 1 b
service; and are committed to recruit, develop, reward and retain our global workforce. Assoclate ID: 0000000023 [£'5

Active
ur Volunteer Paid Time Off
ompleted three large group
smaller ones during a "Make a

ht. The team also committed to

Company News and Company Spotligh i s Adopt A Park and Adopt-A-
B months, one third of all team

Aﬂ nouncem eﬂtS Mary Smith Bad « teered to make a difference in

f‘\ fq‘ o the month of May st Department
% i Congratulations ®  Human Resources d engage in team-building.
Record eamings for fourth to see all sales rd

: A
consecutive quarter!! Click here month. Q Locatior ave found ways to give back to
o read more. Atlanta .
gh the use of our Volunteer Paid
L Reports to lease send your stories to the
James Townsend
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Preferences

Click your user name and then click Preferences to manage your language selection, content, contact, and security

information.

L2232

HOME

Company Mission

RESOURCES

Our Mission

Our company is dedicated to maximize the potential of ocur greatest asset : our employees. We
embrace changs and the opoortunity It onings. We are focused on delivenng quality customer
service: and are committed to racruit, develop, reward and retain our global workforce.

MYSELF

KRIETAVOLKLR

& My Profile
o voenee ]

N1s

o & ® @

MY TEAM REPORTS { < BACK '

a . ==

SECURITY COMMUNICATION CONTENT

Language & Locales:

Cnglisn (US) w

lrerertee UL
Communilies

The following table describes the preferences options.

From Language, you may have the option to display the content in ADP Workforce Now in a different
language. This preference will be displayed only if it is turned on for your company.

You may have the following languages options:
e English (US)
e Spanish (US)
e English (CA)

From Security, you can access the following tabs:
e Password tab to change your password

SECURIT ¢ Questions tab to manage your security questions and answers
&. From Communication, you can manage the following contact information:
S~ W e Work and personal email addresses. Indicate which email address to use for notifications.
e Several types of work contact information: work phone, fax, cell, pager, and mail stop.
T From Content, you can manage Time & Attendance preferences such as whether attendance and timecard
] notifications are sent through the Message Center or in email messages.
CONTENT
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Menus

The menus and activities that are available to you depend on your assigned roles, security settings, and the modules that
your company uses. The following table describes the menus that might be available.

m h'le > KRISTAVOLKER w

HOME RESCURCES MYSELF MY TEAM REPURTS Search Q I
l ]
Menus
Home All This page is displayed when you log on.
Resources All Access company information such as forms, frequently asked questions, tools

and references, and manager tools.

Myself All Access activities that are associated with your role as an employee such as
personal information, employment, pay, time and attendance, time off, talent,
and benefits.

My Team Manager, supervisor Access activities that are associated with your role as a manager, such as
employee personal information and employee employment information, including
job profiles and pay rates. You can also manage the requisition and application
process and conduct employee performance reviews.

Reports Manager, supervisor Access both standard and custom reports. Standard payroll reports include audit
trail, on-site printing, pay history, statutory compliance, time and attendance,
wage garnishment, benefits, and so on.

Access team reports such as employee personal and employment information,
performance reviews, recruitment, and so on.
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Search
Find employees by using the Search field.

m Yo M ® @ KRISTA VOLKER

HOME RESOURCES MYSELF MY TEAM REPORTS Search Q I

Company Mission Company Events

Our Mission : : Making A 4
Our company is dedicated to maximize the potential of cur greatest asset : our employees. We “ D |ﬁ:'9 rence Irl O LIr

embrace chance and the opoortunity it brings. We are fecused on delivering quality customer COm munities
service; and are committed to recruit, develop, reward and retain our global workforce.

Since the launch cf our Volunteer Paid Time Cff
program, ou ollice compleled three larye group
projects and sevaral smaller ones durnng a "Make a
Differenca Cay' evert. The team also commitied to

CO m p an y N ews an d C om p an y S p OT I I g hT twa year-round projects - Adopt-A-lark and Adopt-A-
Mary Smith had record sales far Trail. I e pastsix months, one tird of all i2am
Al’] nouncemen tS f‘\' ﬁ‘ N thc month of May. : mzmbers have volunteered 1c make a difference in
b 'a . Congratulanens Mary! Chck nere their communities and engage in tzam-building.
Record samings for fourth ! to see al sales resuls for the
censecutive quarter!! Click hare menth , . , R
o e ITalE If you or your team have found ways ‘¢ give dack 1o
the community through the use of our Volunteer Paid
Time Off Pragram, pleasc send your stories to the
team.
FO rm S We are alf responsible 1o the world around us so keep these
. - siuries AND pliolss conniing’
i i MBS | ctate Tax Moms
Quick Links e e TaE T
== « Benelis Foms
) s -
Py, - Pay Statoment i Click here to access the full
/f“ \.! -~ o Company Pulices -y lorms Library
TS ADP News
|

The Search field has the following characteristics and capabilities:

Is not case-sensitive

Uses “starts with” logic, which means that if you type “tom,” the search returns results that begin with those characters
Narrows your search results as you type

Searches for only last names if you enter a last name and then a comma

Searches for only first names if you enter a comma and then a first name

Allows capital or lowercase letters, numerals, commas, spaces, and dashes

Copyright © 2012-2016 ADP, LLC 10 V04041680872WFN10



Navigating in ADP Workforce Now for Managers, Supervisors, and Employees

Advanced Search
Click Q (search) to launch an advanced search. You can search by any of the following criteria:

Last name

First name
Reports to

Job title

Home department
Location

KRISTAVOLKER

]

HOME RESOURCES MYSHF MY TEAM REPORTS Scarch
Advanced Search @
| | v

" Q SCARCH

Icons

Perform tasks quickly and easily with icons. The following table includes some examples.

[+] Click @ (add) to add a record, an option, or an entry for the current activity.

e Click @ (delete) to remove a record, an option, or an entry from the current activity.

©or - Click & or == (action) to view a list of additional activities or options.

(7] Click @ (help) to view context-sensitive information for a specific field or task.

Trademarks

ADP, LLC. ADP A more human resource.™ is a service mark of ADP, LLC.

All other trademarks and service marks are the property of their respective owners.

this content (including but not limited to YouTube® or any other social media) is expressly prohibited.

and/or changes in the product and/or programs described in this publication at any time without notice.

The ADP® logo and ADP® are registered trademarks of ADP, LLC. ADP Workforce Now® is a registered trademark of

Copyright © 2012-2016 ADP, LLC. ADP Proprietary and Confidential — All Rights Reserved. These materials may not be
reproduced in any format without the express written permission of ADP, LLC. Any repurposing, reposting, or other use of

ADP provides this publication "as is" without warranty of any kind, either express or implied, including, but not limited to, the
implied warranties of merchantability or fitness for a particular purpose. ADP is not responsible for any technical
inaccuracies or typographical errors which may be contained in this publication. Changes are periodically made to the
information herein, and such changes will be incorporated in new editions of this publication. ADP may make improvements
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