ADP WORKFORCE NOW &
ADP WORKFORCE MANAGER

Employee Day One Guide
for accessing pay and time information
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INTRODUCTION

Bard College is partnering with ADP to introduce new pay and time software for

employees.You will access pay information through ADP Workforce Now, and

time and attendance through ADP Workforce Manager. This guide will help
prepare employees on how to access and use these tools.

Myself ~

Things to Do What Would You Like to Do? My pay > Helpful Links

C iti
) ® ® empensatien @ Show Salary Paycheck Calculator
Update Tax Update Update o
Congratulations Withholdings  Payment Pt e Hourly Paycheck Calculator
You've completed all of your Options $ . X .
Things to Do tasks GRossPAY Tax Withholding Estimator
[ ) $XXX

View
ourses

These changes are designed to improve the overall employee

experience, offering a one-stop-shop for your time and pay.
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HOW TO USE ADP WORKFORCE NOW

Once logged in, you can access your pay and time information from the dashboard.This means
you can view your pay statements, request time off, update tax withholdings and more.

o &

ThingstoDo  Calendar

Home Resources ~ Myself ~

Use the tool bar to access WFEN iy psersgmanpmsy
features and perform tasks.

Things to Do What Would You Like to Do? My pay > My time off >
Compensation @ Show Balances as of
.T . . - 04/26/2023 o] @ Show Balances
. Update Tax Update Update
Congratulations Withholdings ~ Payment Profile :;E;;ME
You've completed all of your Options Request time off
Things to Do tasks GROSS PAY
@ ® s
View Employee

Courses Discounts

View pay details and download Request time off and see

Helpful Links
pay statements. your balance.

Quick links to update tax

Salary Paycheck Calculator

withholdings, manage payment
options and update your profile.

Hourly Paycheck Calculator

Tax Withhelding Estimator

Employee Discounts - LifeMart
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HOWTO ACCESSYOUR PAY

Follow Myself > Pay > Pay & Tax Statements to view and download your pay statements.

= Bard Q

Home Resources - Myself ~ %
My Information Personal Information Pay
Profile Dependents & Beneficiaries Personal Accrued Time
Calculators
Workforce Management Employment
Payment Options
Dashboard Surveys Y F
Tax Withholdings
- Aad to Favorites.
Pay & Tax Statements - Pay & Tax Statements
I Hide My Pay
My Pay Tax Statements . -
5 Earnings Statement 30
Come back here to see your tax Fia -
Year 208@ - CURRENT YD COMPARE Information
Oec 13,209 Nov 15, 2019 VIEW STATEMENT
TokeHome  Gross
$6,00845  $10,000.00 Take Home
Nov 15,2019 $1593601 Go Paperless
Toke Home Gross Wous  Gross , .
$1,936.01 $2,678.00 80 $2678.00 Save time, trees and clutter!
= & View your slectronic documents
online.
Type Units  Rate Amount t @ Access them securely at your
Regular 80  $267800 $2678.00 cenvenience
@ Getnotified by email when they
become available
+ EXPAND ALL
o pasERLESS
@ Taxes $72077 ¥
@ Other 52122 v -
1 L] - -
S T L T e
Take Home $1,93601 - e Aottt Kpias
d ST s
_ #001379# 142200 nf..w:l.\_,.w:..v‘
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HOWTOVIEW TAX STATEMENTS

o Follow Myself > Pay > Pay & Tax Statements to access tax statements.

o Your W-2s and 1099 will display in the Tax Statements tile.

Please Note: Your first tax statement in ADP Workforce Now will be available in early 2024.

= Bard

Home Resources ~ Myself -

My Information

Profile

[

Personal Information

Dependents & Beneficiaries

Pay

Personal Accrued Time

Calculators
Workforce Management Employment
Payment Options
Dashboard Surveys ay :
Tax Withholdings
Talent
Pay & Tax Statements
My Learning
Pay & Tax Statements .” Add to Favorites
(B Hide My Pay
My Pay Tax Statements
Come back here 1o see your tax
Year 20192 CURRENT o COMPARE information
Dec 13, 201 Nov 15, 2019 IEW STATEMENT
TakaHomo  Gross
$6,008.45  $10,000.00 Take Home
Now 15, 2018 $1193601 Go Paperless
Take Homo Gross Hours Gross + "
$1.926.01 $2,678.00 80 $2678.00 Save tme, trees and clutter
= T @@ View your electronic documents
online
Typo Units Rato Amount

Regular 80 §2578.00 $2678.00

+ EXPAND ALL
GO PAPERLESS
@ Taxes -§72077 v~
@ Other 2122 v
@ Take Home $193601 ¥

@ Access them securely at your
convenience

& Get notified by email when they
become available
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HOWTOVIEW,ADD OR EDITTAX
WITHHOLDINGS

Follow Myself > Pay > Tax Withholdings to manage your tax withholdings.

= Bard

Home Resources - Myself ~ b
My Information Personal Information Pay
Profile Dependents & Beneficiaries Personal Accrued Time
Calculators
Workforce Management Employment
P .
Dashboard Surveys ayment Options
Tax Withholdings
Talent
Pay & Tax Statements
My Learning

To update your withholdings, select Edit in

) Federal New York
the appropriate box, and follow the W-4
prompts to complete your updates. Single or Married filing el
sep?rately You must complete your Federal
Complete this form to make W-4 first
changes
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HOWTO MANAGE DIRECT DEPOSIT

Follow Myself > Pay > Payment Options to enroll in and manage direct deposit .

= Bard

Home Resources - Myself - b
My Information Personal Information

Profile Dependents & Beneficiaries
Workforce Management Employment

Dashboard Surveys
Talent

My Learning

Pay

Personal Accrued Time

Calculators

Payment Options

Tax Withholdings

Pay & Tax Statements

Bank Account Direct Deposit

Click +Add bank account and
follow the prompts on your
screen.

| 1 )

Deposit amount

Account# None

0.0%

Bard



HOWTO ACCESS WORKFORCE
MANAGER

To access ADP Workforce Manager, follow Myself > Workforce Management >
Dashboard.

= Bard

Home Resources ~ Myself ~ %
My Information Personal Information Pay
Profile Dependents & Beneficiaries Personal Accrued Time
Calculators
Workforce Management Employment
P 2
Dashboard Surveys e i
Tax Withholdings
Talent
Pay & Tax Statements
My Learning
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HOWTOVIEW YOUR SCHEDULE

Access ADP Workforce Manager by following Myself > Workforce Management >

Dashboard.

= Bard

Home Resources ~ Myself ~

My Information

Profile

Workforce Management

Dashboard

Talent

My Learning

In the My Schedule tile,
click the arrow in the top
right corner.

When the calendar opens,
use the controls at the top
of this screen to show
previous and future views,
access commonly
performed tasks, change
the calendar view, show or
hide items in the calendar
or hide the right panel.

s

Personal Information Pay

Dependents & Beneficiaries Personal Accrued Time

Calculators
Employment

Payment Options
Surveys Y ¥ N

Tax Withholdings

Pay & Tax Statements

= 0 AP

@ Welcome back, Willis

My Schedule

My Timecard

My Time Off

TODAY > Exceptions

FRI15 >

SAT16 >

SUN1T >

MON 18 >

n Bard



HOWTO ENTERYOURTIME

In the My Timecard tile, click the arrow and your timecard

will display.

In the In cell, enter the start
time for the desired work
date.

When your shift is over, in the
Out cell, enter the end time
for the desired work date.
Click Save to save your entry.

My Timecard ~»
Edited Tue 5/23 by Test, Employee
Exceptions
5
-
No data to display.
B |Y
Date Schedule Absence In Transfer Qut
+ | |
-+ Sar 5/20
-= Sun 5/21
-~ on 5/
+ Tue 5/23
+ Wed 5/24
+ Thu 5/25
+ ri 5/26
-+ Sar5/27
- Sun 5/28
-~ on 5/
+ Tue 5/30
+ Wed 5/31

12
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HOWTOVIEW TIME WORKED
Hourly Employees

Access ADP Workforce Manager by following Myself > Workforce Management >
Dashboard.

= Bard

Home Resources ~ Myself ~ %
My Information Personal Information Pay
Profile Dependents & Beneficiaries Personal Accrued Time
Calculators
Workforce Management Employment
Pa t Options
Dashboard Surveys ki
Tax Withholdings
Talent
Pay & Tax Statements
My Learning

@ Welcome back, Willis

My Schedule My Timecard E : My Time Off

° CIiCk My Timecal’d tO TODAY 3 Exceptions
view your more
detailed timecard.

FRI1S >

SAT16 >

SUN17 >
MON 18 >
aB= ° o
8- tPayPeriod £} Loaded: 4:20 PM
= e e 34
Date Sched bsence  PayCode  Amoumt T o Tra s d
i =t [
i )
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« Right click on an exception to view details.
e In the case of 6/7, Unscheduled.

e You can view different pay periods by using the Calendar icon.

My Timecard

-
g
&
o

) Confirm X
Punch Actions

I attest that the information on this
Date: timecard is accurate and that [ was
B/07/2022 provided a continuous, uninterrupted
Time: meal break during each shift.*

10:52 PM

Time Zone:

Exceptions:

I Unscheduled _

Comments and Notes:
zIn Punch

Last Edit Date:

6/07/2022

Edit Made By:

Bruce, Willis |
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HOWTO SUBMIT YOURTIMECARD

Access ADP Workforce Manager by following Myself > Workforce Management >
Dashboard.

= Bard

Home Resources ~ Myself ~ %
My Information Personal Information Pay
Profile Dependents & Beneficiaries Personal Accrued Time
Calculators
Workforce Management Employment
Payment Options
Dashboard Surveys b A B
Tax Withholdings
Talent

Pay & Tax Statements

My Learning

Click My Timecard to view your more detailed timecard.

My Timecard > My Time Off My Notifications >

Edited Tue 7/19 by ADP SUPPORT, User 0003

My Requests

Exceptions

0

Timekeeping

Notices

System Messages 2 >

My Timecard

) v currentPay Period € Loaded: 5:16 PM

| 4 (+) iz N &

Previous Next Add New ListView  Approve Share

Project Sun 7/24 Mon 7/25 Tue 7/26 Wed 7/27 Thu7/28 Fri7/29 Sat 7/30 Week Timeframe
Home: Emplayee wellness oay ]

'j Home: Personal Leave 8:00
Home: Personal Leave 8:00
Daily Total 24:00
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o Click Approve or Remove Approval.

= o AR Emplo
| Tester, Time - | © HPFINGL1B ¢ 5680f650
| [+ = A v &
Previous Add New List View Zoom Approve Sign-Off
Project Sun 7/10 Mon 7/11 Tue 7112
'j Home

WV Housing Assitance, MCjE Al m Employee Timecard
WV Housing Shared Costs, @ HPFTNGLIB ¢ 5680f650 >

Home: Personal Leave ‘ o = ,BA ‘/O & isilg
Previous Add New List View Zoom Remove Sign-0ff Analyze
pproval
Daily Total
Project Sun 7/10 Mon 7/11 Tue 7/12 Wed 7/13
r‘ Home
WV Housing Assitance, MD HAF 4.00 8.00
WV Housing Shared Costs, WV MRAP 2021 5.00 8.00
Home: Personal Leave
Daily Total 9.00 8.00 8.00

Please Note: Use Approve when you have reviewed your timecard and validated its accuracy. Use Remove
Approval if you need to go back and make a change dfter you have approved your timecard. To make a
change, click Remove Approval, update your timecard and reapprove by clicking Approve.

« If you entered Approve, you will receive a confirmation message to certify your hours
are correct. If you agree, click Submit. If you need to go back and make corrections,

click Cancel.

4 = b [+]

i
AN

Daily Total 8.00 8.00
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You will receive a message confirming your timecard was approved successfully by you,
and is now available for your manager to review and approve.

Tester, Time * | @ HPFTNGLIB € 568 of 650 O
e {
4 + = A ¥ v
Previous Add New List View Zoom Remove Remove Al Sign

Approval Approval

o Information Timecard Approved by ADP SUPPORT, User D003 7/26/2022 8:45 AM

Project Sun 7/10 Mon 7/11 Tue
’j Home
WV Housing Assitance, MD HAF 4.00 8.00
WV Housing Shared Costs, WV MRAP 2021 5.00

Llm s Dlmem g =] | =y

. Bard
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HOW TO PERFORM A TRANSFER

Please Note: You will use the transfer feature to report hours when an employee worked more than one job.

Access ADP Workforce Manager by following Myself > Workforce Management >
Dashboard.

= Bard Q

Home Resources ~ Myself ~ %

My Information Personal Information Pay

Dependents & Beneficiaries Personal Accrued Time

Profile
Workforce Management Employment Dalcton
Dashboard Surveys Fayment Options
Tax Withholdings
Talent
Pay & Tax Statements
My Learning
o From the Manager , _ ,
My Timecard > : Manage Timecards >
Timecards Tile, select All Provious Pay Pariod
. Exceptions
T|mecards 0 Need Review
1 LateIn
. . 2 nscheduled
o Access the desired timecard . [

h Miscellaneous
12 Unexcused Absence b »
2 Holiday Schedule Violation \1

Clean Timecards
Timecards with no I\
exceptions 2 .\

All Timecards >

Bard
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o Click the drop-down next to
Current Pay Period and

select the appropriate option
o Or click Select Range to

select a specific date

o A calendar will display where
you can select a Start and

End Dates

+ To select different segments
of the cost number to
transfer on, click the
Transfer cell and select
Search

 If you are transferring hours
to a specific Organization,
select Add Business

Structure

« If you're transferring hours to
a specific Fund, Account,
Program or Activity, select

Add Labor Category

To add a business structure:

e Select Browse Entire List

ile Absence In Transfer Qut In Transfer

8:00 AM 5:00 PM

Qut

Pay Code Amou

Transfer

ociate
rk Rule None

None

BARD/ANN/1101ZZ/Ass

ories TYX, 1000ZZ,5230,70,ZZ

ZZZ7 Electrician Level 1

Lead
& AddB 1ess S cture
@ Adc o Rule -
o Add Co Center -
@ Add Labor Catego

Transfer
Business Structure

Current job
Associate
BARD ANN 1101ZZ

Location

11012Z2Z

Job

Associate

Jobs with: "Associate™
| Associate

BARD ANN 1101ZZ

I Associate

BARD ANN 5020ZZ

BARD ANN

Associate
5022ZZ

@ Show Next 3 Results

| I Q. Browse Entire List

20

B

0 0 ©

[307]

00 0
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o Click the arrow to display all
organizations

o Search for and select the
appropriate entry

« Click OK
e Select Submit

o Click Save on your timecard
to save your entry

Please Note: You will see the Total
tab delay the timecard allocated to the
transferred cost number. Anything that
contains an X denotes a transfer on the

timecard.

Transfer
Business Structure

( bearch

Locations

ANN
BARD/ANN

Transfer
Business Structure

ocoococoo
BARD/ANN/OCOCO00 >

oocozZ=z=

ooi100s
EARD/ANN/OO100S

001053
BARD/ANN/OO10S3

oco1101
BARD/ANN/OO1T101

oco1110
BARD/ANN/CO1110

oco1123
BARD/ANN/OOT123

oco112s

Absence In Transfer Out

i 8:00 AM 10,10,8242727,; 5:00 PM

21

)0 000|10p 0

Business Structure

B

=

[ search
€ Home> ANN > 0000ZZ
Jobs
=) Associate
BARD/ANN/0000ZZ/Ass0ciat @
e
GoTo
rk Ru
Cost Cente
Labor Cateqg:
(o)
L Back
5 ~ current Pay Period {3 Loaded: 12:06 PM
Transfer Out Pay Code

Amount

Bard



HOW TO APPROVE / REFUSE TIME OFF
REQUESTS

Access ADP Workforce Manager by following Myself > Workforce Management >
Dashboard.

= Bard

Home Resources ~ Myself ~ %
My Information Personal Information Pay
Profile Dependents & Beneficiaries Personal Accrued Time
Calculators
Workforce Management Employment
Dashboard Surveys g i
Tax Withholdings
Talent
Pay & Tax Statements
My Learning

Option I:
o From the My Notifications tile, select Employee Requests

o Select requests to approve / refuse by clicking the checkbox on the left of the request

Control Center (P
Manage Schedule > : My Notifications >
o Time Off Request - Scheduled
5/02/2022 * Last Update 2:22 PM '“':DP- Hourly3
4/28/2022 8:46 PM
Tasks 0 > squested Pe
e.:.'?'s})n}'» -4/28/2022
Starting 0 > cubiriesd by
TestADP, Hourly3
Employee Requests 1 p o !
Missing 0 > v X 2
My Requests 0 > i |
On Break 0 >

2 Bard



Control Center

Categaries ® Filter: ¥4~ Alstaus (5 = none Details

0 Tasks rx x 1ef1

Time Off Request - Scheduled
Time Off

1 Employee Requests

TestADP, Hourh
0 My Requests esSADP, Hourly3

Control Center (,Jo
Option 2:
Time Off Request - Scheduled
o Click the notification bell Jravaidiant s
« Click the Approve or Refuse button

TestADP, Hourly3

S <] =
Please Note: An employee can cancel time off requests up until manager approval. || -
If an employee has a change after manager approval, the employee must reach out
to the manager directly to make an adjustment. If any time off request is cancelled,
the employee’s schedule will need to be adjusted.

z Bard



HOW TO APPROVE TIMECARDS

Access ADP Workforce Manager by following Myself > Workforce Management >
Dashboard.

= Bard

Home Resources ~ Myself ~ %
My Information Personal Information Pay
Profile Dependents & Beneficiaries Personal Accrued Time
Calculators
Workforce Management Employment
Payment Options
Dashboard Surveys Y ¥
Tax Withholdings

Manage Timecards

o From the Manage Timecards tile, select All Timecards

vious Pay Period

Need Review

1Lateln
2 1 Unscheduled

Miscellaneous
12 Unexcused Absence > N
2 Holiday Schedule Violation \
Clean Timecards 1
Timecards with no I\
exceptions b3 L
A

.
I All Timecards % I \

« Select the Approve Timecard icon
= A v i g
+ [ . I I
+ @ i .
+ O |
+ o i
+ i
-+ 00 AN §
+ 1 li: i

Please Note: You can use the icon in
the upper right to select specific

employees or groups to approve.

i
b
it
s

Locations & Hyperfinds

Hyperfinds

2 Bard
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MOBILE ACCESS

Employees may download the ADP Mobile Solutions app to access tasks on the go.

The app is FREE and available via the App Store and Google Play.

AR

Good Afternoon

2 Bard



ADP MOBILE SOLUTIONS APP

Open the ADP Mobile Solutions app — first time set up requires the following steps:

|. Launch the ADP Mobile Solutions
app on your smart phone and tap
New? Get Started at the bottom

of the screen

2. Tap Yes, I’'m Sure

@ Are you sure?
L ]

Good Afternoon If you have already setup an ADP Mobile

account on this device, you will lose all of
USER ID

your stored data for this app, such as your
Fingerprint Login or a saved User ID.

New users should tap Yes, I'm sure
. Save My User ID

X NO, THANKS
FORGOT USER ID?

& NEW? GET STARTED

- Bard



3. On the Let’s get started screen, tap No 4. Select USA as your country of residence

10:29 w! T 3:06 97 a T
<
/5D /3P
L3
‘ Good Afternoon
Good Morning
@ &
X 6
@ o
e L N @ & o0 @
L AN L J (AN X J
°9 00 9 00
®aan faan
Let's get started Are you based in the USA or Canada?

>

Do you have a registration code’

o

USA CANADA

I'M FROM A DIFFERENT LOCATION

Back to Login
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5. Enter your name exactly as it 6. Enter your date of birth and tap
exists in your company’s records, Next

and tap Next

3:089 a Tmm 3:10 9 =

Good Afternoon Good Afternoon

What is your name?

(Enter exactly as It'ls In your company’s records)

Enter your date of birth

Jan 1,1990

2 Bard



7. Tap | DON’T HAVE THESE NUMBERS and enter your Social Security Number

’ 10:15 + .
am« T - o s wl T -

AP £2?

Good Afternoon Good Morning

Emter your Employes ID or Assaciate 1D

Emes your Social Security Mumber (S5M), EIM of ITIN

a

5 Bard



8. Review the information you entered
and tap Confirm if it is correct

10:31 TR 2

AP

Good Morning

Please review your information

Name:Alex Smith s
Date Of Birth:01/01/1976 s
Employee/Associate 1D:246802 s

PRE‘/‘OUS

31

9. ADP verifies the information you

entered against the information
available in your company records.
Upon successful verification, tap |

Got it,and tap Continue

3114 9 wl T =

£3?

Good Afternoon

Good News!

You can use your ADP, Inc. User ID and password to

log in to ADP Mobile

Bard



Enter the login and user ID and password that you use to sign in to your company’s
network or ldentity Provider, and tap Sign in. Open your chosen MFA method to

complete the login process

wlATAT T 1:59 PM
Close @ login.microsoftonline.com A C,
P —
Sign in

I someone@example.com I

Can't access your account?

If you have forgotten your password or need to

change your password visit

http://selfservice.telamon.org. To reach the

service desk please call 866-257-3365 or
email servicedesk@telamon.org.

Q Sign-in options

Terms of use ~ Privacy & cookies

th

il ATRT = 2:00 PM 37% @)
Close @ login.microsoftonline.com »rA C
=
?mmnm—m-
<« @telamon.org

Enter password

Password

Forgot my password

If you have forgotten your password or need to
change your password visit
http:/[selfservice.telamon.org. To reach the
service desk please call 866-257-3365 or
email servicedesk@telamon.org.

32

o ATAT = 2:00 PM 37%@ )
Close @ login.microsoftonline.com aA (C,
Prrcare:

@telamon.org

Approve sign in request

@ Open your Microsoft Authenticator app and
approve the reqguest to sign in.

Y
I can't use my Microsoft Authenticator app right now

More information

If you have forgotten your password or need to
change your password visit
http://selfservice.telamon.org. To reach the
service desk please call 866-257-3365 or
email servicedesk@telamon.org.

Terms of use  Privacy & cookies

< ) ®

Bard



Please Note: When you see the Stay signed in? screen, if you are
on a shared device (i.e. Center iPad), select No, otherwise select Yes

Close @ login.microsoftonline.com »A C,
P oo

@telamon.org
Stay signed in?
Do this to reduce the number of times you are asked

to signin.

() Don't show this again

If you have forgotten your password or need to
change your password visit
http://selfservice.telamon.org. To reach the
service desk please call 866-257-3365 or
email servicedesk@telamon.org.

/N
B

[ ATRT = 2:00 PM 37%@ )

®

I'1. If you're a first-time user, accept the Terms and Conditions.Then on the Enable Touch ID
page, enable biometric login for faster access.The biometric options available to you will

vary based on your mobile device

2. When you log in for future sessions, you can use one of the biometric options available

to you, or use your User |D and password

W ATRT 7 2:00 PM 37%@

a
(@
Enable Touch ID

Sign in with Touch ID for faster access to
your information.

No, thanks

33
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ADP MOBILE SOLUTIONS RESOURCES/
VIDEOS

ONLINE VIDEOS FOR

ADP MOBILE SOLUTIONS APP:

Quick Glimpse of the ADP Mobile Solutions app: Connected Virtually, Anywhere (0.5 min)

How to Install the ADP Mobile Solutions app (I min)

How to Create Your Account with the ADP Mobile Solutions app (2 min)

How to Access Your Pay Information with the ADP Mobile Solutions app (1.5 min)

- Bard


https://youtu.be/rPn2ItHVj_0
https://youtu.be/3j4OafRitfQ
https://youtu.be/MhFAIw6Tz6E
https://youtu.be/LBKexK6Wa5U

A AN y
\*/(
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