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to ADP Workforce Now

Employee Self-Service Training
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THIS INFORMATION IS PROPRIETARY AND CONFIDENTIAL

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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WHAT’S ON THE AGENDA TODAY?

➢ Please note, your current employee information has 
been provided to ADP and has been uploaded into our 
software. Please take time to review and confirm this 
information. 

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 Self-Service.

Today, we’ll discuss the following Self-Service topics:

• Registration
• Viewing/updating your personal information
• Accessing your pay information 
• Time and Attendance Tasks
• Time-Off Tasks
• Benefits Tasks
• ADP Mobile App
• LifeMart
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REGISTRATION
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REGISTRATION: EMAIL 
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REGISTRATION: VERIFY IDENTITY 
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REGISTRATION: CREDENTIALS
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REGISTRATION: LOGIN     https://workforcenow.cloud.adp.com
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EMPLOYEE HOME PAGE VIEW
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MY INFORMATION
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ACCESSING MY INFORMATION: PROFILE
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ACCESSING MY INFORMATION: 
PROFILE- CHANGING ADDRESS 
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ACCESSING MY INFORMATION: 
PROFILE- ADDITIONAL INFORMATION
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ACCESSING MY INFORMATION: 
PROFILE - ADDING LICENSES & CERTIFICATIONS 
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ACCESSING MY INFORMATION: 
PROFILE - UPLOADING PICTURE
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ACCESSING YOUR PAY INFORMATION:  
TAX WITHHOLDINGS
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ACCESSING YOUR PAY INFORMATION:  
TAX WITHHOLDINGS - STEPS 1-3
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ACCESSING YOUR PAY INFORMATION:  
TAX WITHHOLDINGS - STEPS 4-6
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ACCESSING YOUR PAY INFORMATION:  
TAX WITHHOLDINGS - W4
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ACCESSING YOUR PAY INFORMATION: 
PAYMENT OPTIONS
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ACCESSING YOUR PAY INFORMATION: 
PAYMENT OPTIONS - ADDING AN ACCOUNT
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ACCESSING YOUR PAY INFORMATION: 
PAYMENT OPTIONS – VERIFYING ACCOUNT
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ACCESSING YOUR PAY: 
PAYMENT OPTIONS – WISELY DIRECT
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ACCESSING MYSELF: PAY - PAY  & TAX STATEMENTS 
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ACCESSING MY INFORMATION: PROFILE – 
REVIEWING ASSIGNED COMPANY POLICIES
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ACCESSING MY INFORMATION: PROFILE – 
VIEWING COMPANY POLICIES
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ACCESSING MY INFORMATION: 
MY DOCUMENTS
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ACCESSING MY INFORMATION: 
REVIEWING MY DOCUMENTS
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TIMECARD
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YOUR TIME AND ATTENDANCE TASKS: MY TIME ENTRY
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YOUR TIME AND ATTENDANCE TASKS: MY TIME ENTRY
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YOUR TIME AND ATTENDANCE TASKS: 
VIEWING MY TIMECARD
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TIME OFF
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YOUR TIME OFF TASK: 
HOMEPAGE - REQUESTING TIME OFF
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YOUR TIME OFF TASK:  REQUESTING TIME OFF
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YOUR TIME OFF TASK:
CALENDAR - REQUESTING TIME OFF
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BENEFITS
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ACCESSING YOUR BENEFITS: 
ENROLLMENTS – VIEW YOUR ENROLLMENTS
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ACCESSING YOUR BENEFITS: 
ENROLLMENTS – ADDING A DEPENDENT
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ACCESSING YOUR BENEFITS: 
ENROLLMENTS – ADDING A DEPENDENT SCREEN
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ADP MOBILE
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ADP MOBILE ADP Mobile is available for employees/managers to view their 
information To download the application, visit the app 

store on your phone!

#1 HCM App

in the Apple App Store

Free Business App Category 

4.7/5.0 User Rating

from Apple App Store (iOS)

from over 1.3 million reviews!

4.6/5.0 User Rating

from Google Play (Android)

Available in 28 languages 

Compatible with Apple Watch and iPad

Download:
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ADP MOBILE - NOTIFICATIONS

Receiving Alerts – Pay & Inbox

• Mobile inbox can display notifications, alerts, 
reminders and tasks

• You can receive important company news and 
communications

• You can receive push notifications for important 
company alerts  
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ADP MOBILE - DASHBOARD
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ADP MOBILE – PAY SCREENS

• The Pay screen gives you the option to view your 
current and historical pay statements. 

• When selecting View Details, it will display your 
gross wages earned along with the breakdown of 
pay details.

• You can also compare pay statements across 
multiple pay periods, along with viewing year-to-
date earnings and deductions.

• You have the option to view your statement and 
print a copy.
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ADP MOBILE – TAX SCREENS
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ADP MOBILE – DIRECT DEPOSIT
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ADP MOBILE – BENEFITS SCREENS
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ADP MOBILE – MOBILE CLOCKING
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ADP MOBILE – APPROVE TIMECARD

• You can view current and previous timecards - 
and approve from the mobile device
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ADP MOBILE – TIME OFF
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ADP MOBILE – ADP ASSIST
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LIFEMART – EMPLOYEE DISCOUNTS

LifeMart® Discounts
Myself > Benefits> Employee Discounts > LifeMart
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QUESTIONS?
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THANK YOU!
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