IN THE BUSINESS OF YOUR SUCCESS™

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

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:
= The login page

= The user interface

m Page elements

The Login Page
When you access ADP Workforce Now, you have two login choices: User Login and Admin Login. Managers, supervisors,
and employees use User Login.

Welcome to ADP

User Login

Enter your user ID and password to Log In

e

(Forgot your User ID?) (Forgot your password?)
goty

First Time User?

Bl  or Help Gewing Started
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Navigating in ADP Workforce Now for Managers, Supervisors, and Employees

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 so on.

£A3?

HOME RESOURCES MY TEAM REPORTS

MYSELF

Company Mission

Our Mission

QOur company Is dedicated to maximize the potential of our greatest asset : our employees. We
embrace change and the opportunity It brings. We are focused on delivering quality customer
service: and are committed to recrult, develop. reward and retain our global workforce.

Company News

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

Quick Links

/‘!\T‘\Jﬁ '

« Pay Statement
+ Company Policies

Company Spotlight

Mary Smith had record sales for

the month of May. Congratulations
Mary! Click here to see all sales
resuits for the month.

Forms

State Tax Forms
« Beneiits Forms

Click here to access the full Forms
Library

ANTHONY ALBRIGHT

Company Events
Making A
Difference In Our

-I o) E
Communities

Since the launch of our Volunteer Paid Time Off
program. our office compieted three large group
projects and several smaller ones during a "Make a
Difference Day” event The team also committed to
two year-round projects - Adopt-A-Park and Adopt-
A-Trail In the past six months, one third of all team
members have volunteered to make a difference In
their communities and engage In team-buliding.

if you or your team have found ways to give back to the
community through the use of our Volunteer Pald Time
Off Program, please send your stories to the team.

We are off responsible io the world around us so keep these
stortes AND photos coming!

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

see in the product.

Page Elements

The top of each page includes icons, access to preferences from under your user name, menus, and the Search field.

lcons
A
[ g |

3P o) M & O @ ANTHONY ALBRIGHT w
HOME  RESOURCES  MYSELF  MYTEAM  REPORTS Search & Preferance QI

" J i 3

= 4
Menus Search
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Icons at the Top of the Page
Icons provide quick access to frequently used activities.

@ % M & © @ ANTHONY ALBRIGHT +

HOME Search Q

RESOURCES MYSELF MY TEAM REPORTS

Company Mission Company Events

Our Mission Making A m
Difference In Our

Communities

Since the launch of our Voluntaer Paid Time Off
program, our office completed three large group
projects and several smaller ones during a "Make a
Difference Day” event The team also committed to

Qur company is dedicated to maximize the potential of our greatest asset : our employees. We
embrace change and the opportunity It brings. We are focused on delivering quality customer
service: and are committed to recrult, develop, reward and retaln our global workforce.

Company News Company Spotlight i sl g Ackoghoh ok e Achspt:
= A-Trall. In the past six months, one third of all team
e ord earmings for fourth Mary Smith had record sales for embers differsnce
consecutive quarter!! Click here o i the month of May. Congratulations m have volunieared jo ka5 Eos e
read more. p = Mory! Chick here to see all sales their communities and engage In team-buliding.
R resuits for the month.
. If you or your team have found ways 10 give back to the

community through the use of our Volunteer Paid Time
Off Program, please send your stories to the team.

We are ol responsibie to the world around us so keep thess
stortes AND photos coming’

Quick Links

e Y&+ Poy suteme
¥ + Pay Statement
f.‘-“{"ﬁ f e
Y + Company Policies

~

i = Siate Tax Forms
* Benefts Forms

Click nete to access the full Forms
Library

Message Center
Click ¥ (message center) to quickly view messages, which are sorted by message type and then by creation date. Click

the subject to view the message summary. Click £ (action) to review, approve, or reject a message or to view the
message history. The actions that are available depend on the message type. Click View All Messages to view all of your

messages.
!:.-.-J-, a 7 » ANTHONY ALBRIGHT W

Segrch Q

Ta view a message summary. click the subject. T view full detais andfor 1o respond to 3 message, sefect an actlon from the Action <olumn. Details and actions
available depend an the message type

TYPE « ROM sUB

Li] Automatic Notification Exterral ERIP L 02/12/20XX 10:30:25 AM > ] Hlick the subjact. To view full details and/or to respond to

Dexter, John < O Begy : 02/02/204X 04:00:34 PM i
Automatic Notification Rl ... 02/02/20%X 04:00:33 PM

VIEW ALL MESSAGES
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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:

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

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

» 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.

AR % 2 & D = ANTHONY ALBRIGHT

HOME RESOURCES MYSELF MY TEAM REPORTS

Calendar ®

Select the request dales on the calendar and My Calendar > Month~  Filters ~

click the button below. ‘ D@ Fe
; Calendar
| Sunday | My Calenda Tuesday Wednesday Thursday Friday Saturday
(1 My Team 3 4 5 5 v
l My Peers
Balances As Of 2/12/20Xx (& \,'¢9| ==
Time Off Policy Balance | 8 9 10 " &
Parsonal 2000 howrs |
Sackct 4000
Vacazon 12000
ol & = . 2
2 7n 24 P 26 7 =
P Schadda
|
Py Schegdier V()
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My Profile

Click & (my profile) to display your employee profile, which includes the following information:

= Name

= Country indicator (flag)
= Title

= Associate ID

m Email address

= Phone number

= Mobile phone number
u Department

= Location

m Reports to

A2 %o O

HOME RESOURCES MYSELF MY TEAM REPORTS

Company Mission

Our Mission
Our company Is dedicated to maximize the potential of our greatest assel : our employees. We

embrace change and the opportunity it brings. We are focused on delivering quality customer
service: and are committed to recruit, develop, reward and retain our global workforce.

Company News Company Spotlight

Record earnings for fourth Mary Smith had record sales for

= consecutive guarter!! Click heie to -. ‘_ el the month of May. Congrotulations
read more. 3 Many! Click nere to see all sales
! results for the month

Quick Links Forms

Ny ? § et

N ~ Click hero to access the full Forms
Library

Maki
Diffe
Com

Since thy
program
projects
Dufferent
two yeaf
A-Trail. |
member
their con

ANTHONY ALBRIGHT w .

Anthony Albright

AAlbright@geneva.com

(<

555-555-5555

3

555-555-5555
i Department
Executive Staff

Location

Northeast Region

Reports to

I YOU OF yu seaainn fiive Wounia Ways oo Give U W e
community through the use of our Violunteer Paid Time
Off Program, please send your stones to the team.

We are off responsible to the world around us so kesp these
storkes AND photos coming!
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Support
Click &% (support) to display the Support page and access a Knowledge Base, product documentation, and training for the

current version of ADP Workforce Now. When you click %* (support) from anywhere within ADP Workforce Now, context-
sensitive support is displayed.

@ m f"“' & ) BC ANTHONY ALBRIGHT w

HOME RESOURCES MYSELF

MY TEAM REPORTS

Seoarch Q I

Support

Search Support Center Resourcas - ?'ﬁ
prafila 4 Visit the
Review the tabs below for all search results su i
S e — enter
Knowledgeidl = Documentation(100) | Learning(12) . Formsi)  Resourcesil) Website
o L
1 & R T . F 1 - 10 O0f 100 items Product um entation

ADP Workforee Now What's New
Support Center Web Site

e 1. About Profiles

Codeill about ProfilesProfiles contral the user's access in the ADP service
purchased You can assign one or mors profiles to vour users Us
multoie profiles to assign

yOuT COMmpany nas
tri=click to salect Learning Resources -

About Profiles sarn@AQP

2.
e, > i eas
abgut Profiles Menu acc are used to sat parmissions for menus, features Time & Auendancs Resourss
and s ser and manage thasa perm ssions, users are placed Compensation Rollout Resgurces

into groups ¢ Learn@ADP - Quick Start Cuide

3. Changing a Profile
Changing a Profile Setup = dccess
appropriate securty access can chan
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Preferences

Click your user name and then click Preferences to manage your language selection, content, contact, and security
information. The following table describes the available options.

@ % M & 7 W ANTHONY ALBRIGHT W
Preferences
HOME RESQURCES MYSELF MY TEAM REPORTS Search Q ]
B (1]
- b . b
Company Mission £ ISEumy MULICATIO! 7o
Language & Locales:
Our Mission Engish (US) -

Our company Is dedicated to maximize the potential of our greatest asset : our employees. We embrace
change and the opportunity it brings. We are focused on delivering quallty customer service; and are

committed to recruit, develop, reward and retain our giobal workforce. Since the lsunch of our Volusoos Paid Thma OF peogean, our

office comoleted three laroe orouo orolects and several

Description

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.

g You may have the following languages options:
LANGUAGE = English (US)
m Spanish (US)
= English (CA)

ﬂ From Security, you can access the following tabs:
- = Password tab to change your password
i = Questions tab to manage your security questions and answers

» Work and personal email addresses. Indicate which email address to use for notifications.
= Several types of work contact information: work phone, fax, cell, pager, and mail stop.

‘.. From Communication, you can manage the following contact information:

- From Content, you can manage Time & Attendance preferences such as whether attendance and timecard
nm notifications are sent through the Message Center or in email messages.
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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.

£A32

HOME

RESOURCES

MYSELF MY TEAM

REPORTS

h 4
Menus

ANTHONY ALBRIGHT w

8l

BN A O

Menu

Home

Role
All

Description

This page is displayed when you log on.

Resources

All

Comprehensive Services

Access company information such as forms, frequently asked guestions, tools and
references, and manager and practitioner 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.

Copyright © 2012-2015 ADP, LLC
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Search
Find employees by using the Search field.

% t}. & Sz g ANTHONY ALBRIGHT w

HOME RESQURCES MYSELF MY TEAM REPORTS

Company Mission Company Events

Making A “ Bl
Difference In Our

Communities

Since the launch of our Volunteer Pald Time Off
program, our office completed three large group
projects and several smalier ones during a "Make a
Difference Day” event The team also committed to

QOur Mission

Qur company Is dedicated to maximize the potential of our greatest asset : our employees. We
embrace change and the opportunity it brings. We are focused on delivering quality customer
service; and are committed to recrult, develop, reward and retain our global workforce.

Company News Company Spotlight two year-round projects - Adopt-A-Park and Adopt-
A-Trall In the past six months, one third of all team
- Record eamings for fourth Mary Smith had record sales for mibors ntoor
consecutive quarter!! Click here to the month of May. Congratulations - fawa vwous o Ao ke & deare o0 )
read more. A Mary! Click here 1o sce all sales thair communities and angage in team-building.
& resuits for the month
If you or your team have found ways to give back to the
community through the use of our Volunteer Paid Time
Off Program, please send your storias to the team.
X ) We are ol responsibie to the world around us 5o keep these
Quick Links Forms stortes AND photos coming!

State Tax Forms

« Benefits Forms

Click here to access the full Forms
Library

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

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

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

m Last name

m First name

= Reports to

u Job title

= Home department
m Location

m % Eu-.- i &2 » ANTHONY ALBRIGHT w
REPORTS ey Q I

HOME RESOURCES MYSELF MY TEAM

Advanced Search @ ©

First Name: Reports To:

[ - \“Af [ e
Imeri:{eprarilmrerntrz : Location: =

Job Title: ——.
78 i Y

| | » | i v

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

Description
[+ ] Click @ (add) to add a record, an option, or an entry for the current activity.
(-] Click @ (delete) to remove a record, an option, or an entry from the current activity.
© Click 7 (action) to view a list of additional activities or options.
2] Click 12} (help) to view context-sensitive information for a specific field or task.
Trademarks

The ADP® logo and ADP® are registered trademarks of ADP, LLC. ADP Workforce Now” is a registered trademark of ADP, LLC. In the Business of
Your Success® is a service mark of ADP, LLC.

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

Copyright © 2012—2015 ADP, LLC. ADP Proprietary and Confidential - All Rights Reserved.

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