ADP Workforce Now®
Portal Administrator Guide

Version 2.0-2.0-1



ADP Trademarks
The ADP logo, ADP, and ADP Workforce Now are registered trademarks of ADP, Inc.

Third-Party Trademarks

Microsoft, Windows, and Windows NT are registered trademarks of Microsoft Corporation in the United States and other countries.

Adobe, the Adobe logo, Acrobat, the Acrobat logo, and Reader are registered trademarks of Adobe Systems Incorporated in the United States and/or other
countries.

Copyright © 2012-2013 ADP, Inc. All rights reserved.

U.S. Government Restricted Rights. The Software and written materials accompanying the Software are “commercial computer software” or “commercial
computer software documentation.” Absent a written agreement to the contraty, the Government’s rights with respect to such Software or materials are limited
by the terms of the applicable product/setvice license agreement, pursuant to FAR' 12.212(a) and/or DFARS' 227.7202-1(a), as applicable.

The information contained herein constitutes proprietary and confidential information of ADP. It must not be copied, transmitted, or distributed in any form
or by any means, electronic, mechanical, or other, including photocopy, recording, or any information storage and retrieval system, without the express written
permission of ADP.

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 ate 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 the programs described in this publication at any time without notice.



- Contents

Contents [
Introduction %
AbOUt ThiS GUIE. . . ..o %
TYPES OF USBIS . . . oot e e e %
SECUNILY GrOUPS . . o vttt et e e e e e e e e v
Navigating the Site. . ... ... oo e vi
Message Centerata Glance. . .. ... Vi
Where to Find Trainingand Help . ........... . vii
Importance of Logging Off . . .. ... . .. vii
Chapter 1
Customizing Your Site 1
Customizing the Welcome and Resources Pages. . ..., 2
Reviewing Sample Content . .. ...t 2
Adding Content ItemS . . .. .. o 4
Saving or Deleting Content Items . . . ... ... 10
Adding Files, Images,and Web Links. . . ......... ... ... . i i 11
Adding Smart Links. .. ... .. 14
Updating Content. . . ... . e e 14
Hiding Portlets from View. . .. ... . 16
Customizable Portlets .. ... 16
Customizing Your Site Theme. . ... ... 18
Selecting a Standard Theme. . .. ...t 19
Creatinga Custom Theme . . . .. ... e e 19
Assigning Custom Themes to Security GroupS. . . ..o vttt 22
Chapter 2
Managing Approvals and Notifications 25
Simple and Complex Workflows. . ........ ... ... 25
Creating a Simple Workflow . . . ... . 26
Example of a Simple Workflow . ....... ... .. 26
Verifying the EVent .. ... . 26
Creating @ WOork Group . . ..o e 27
Selectinga Workflow Path ......... .. ... . . 28
Assigning the Workflow Path to the Workflow ................................ 30
Creatinga Complex Workflow . . ... . 31
ADP Workforce Now i Portal Administrator Guide



Example of a Complex Workflow . ....... ... ... . . 31
Verifyingthe Event . ... ... 32

Creating aWOrk GroUD ... oot e e e 32

Selectinga Workflow Path. ... ... ... .. 36

Adding aBusiness RUle . . ... .. 39

Assigning the Business Rule to the Workflow. .. .......... ... ... .. ... .. ...... 42

Email Notification . ... 43

Assigning the Workflow Path to the Workflow. .. ........... ... ... .. ... ..... 47

Changing or Deletinga Work Group . . .. ... ..o e 48
Changing aWork Group . ...t e e e 48

Deleting @ WOrk Group . . ..ot 49

Changing or Deleting a MembershipRule. . ........ ... ... ... ... ... .. ..., 50
Changinga MembershipRule . ... ... .. 50

Deletinga MembershipRule . ........ ... i e 51

Changing or Deletinga Workflow Path . ......... ... ... .. . .. . ... 52
ChangingaWorkflow Path . ....... ... .. ... . . . i 52
DeletingaWorkflow Path .. ... ... ... . . 53

Managing Business RUIES. . . ... ... 54
Changinga Business RUle .. ... ... .. 54

Deletinga Business Rule . . ... 55
CopyingaBusiness RUle . . ... ... 55

Stopping Email Notifications. . . ... . 57
Managing EVents. . .. ... e 58
Checking the Statusof an Event. . .......... ... . . 58

Deleting an EVeNt. . .. ..o 59
Recallingan EVent . .. .. .. 59

Approving or Rejectingan Event. .. ... . 59
Managing Approval History . ... 61
VIEWING EVENES . ..o 61

Exporting Approval History. . .. ... 62

Purging Completed Approval History .. ... ... .. e 64

Managing Active Workflow. . . ... 66
Reroutinga Pending Step. . ... ..ot 66

Canceling an EVent. . .. ... 68

Viewing and Deleting Submitted Jobs . ......... ... .. . 70

Chapter 3

Managing Your Company Directory 71

Portal Administrator Guide i ADP Workforce Now



QUICK SBarCh . ..o 72

Advanced Search . . ... 73

Working with Individual Contacts . .. ... 74
Adding a Contactto Your Directory .. ...t e 74

Editing a Contact in YOUur DIreCtory . . ... ..o e 76

Deleting a Contact from Your Directory. .. ... i e 78

Using the Company Directory for Employees within Your Organization ........... 80
Where to Enter and Change Employee Information . ............................ 81

Working with .CSV Files . . .. ... 84
Creatinga .CSV File .. ... . 84

Importinga Directory File. . .. ... . 84

Exporting Your Directory File. .. ... o i 85

Chapter 4

Managing Company Policies 87
Setting Company Policy Permissions .. ............ .. i 87

Process for Distributinga New Policy. . ... 88
SettingUpa Company PoliCy . .......... . e 89
What t0 Do NeXE . ..o 94

Setting Upa Company Policy Event. . ......... ... .. .. . ., 95
Creatingthe Event . ... ... . 95

Adding the Content . ... ... e 97

What You Can Change . ... 102

Notifying Employees of a Company Policy. .......... ... . .. 103
Changing a PoliCy . . ... 105
Deleting a PoliCy . . ..ot 107
Purging the Acknowledgement Data for a Company Policy Event. . .............. 108
Hiding a PoliCy .. ... 109
Editing Text in the Company Policy Area .. ........... i 110
Stopping an Active Event. . ... 111
What Happens After You Stopan Event. ......... ... . i 111

How to Stop an EVent . ... ... 111

Deletinga New or Pending Event . ....... ... . . ., 112
Viewing Reports for a Company Policy Event. . ............. ... i, 113
Viewing or Saving Exported Reports . ........... . o 114

ADP Workforce Now iii Portal Administrator Guide



Deleting EXported RepOItS. . ..ot 115

Frequently Asked QUESLIONS . .. .. ... i e 116
Chapter 5

Managing New Hire and Data Verification Events for Employees 121

Setting New Hire and Data Verification Permissions .. ........................ 121

Process for Distributingan Event. . .......... ... .. . 123

SettingUp an EVENt . . ... . 124

Creating the EVeNnt . ... ... e 124

Adding the Content. . .. ... 126

What You Can Change. . . ... e e e 131

Notifying Employeesof an Event ........... .. . i 132

Stopping an Active EVent. . ... . 134

What Happens After You Stopan Event . ............ i 134

Howto Stopan EVent. .. ... .. 134

Deletinga New or Pending Event .. ... .. e 135

Checking Which Employees Have Completedan Event. . ....................... 136

Viewing or Saving Exported Reports. . ... 137

Deleting EXported Reports. . .. ..ot 137

Frequently Asked QUESTIONS . . ... .. i 139
Chapter 6

Financial Tools in ADP Workforce Now 141

Managing Paper Option Settings . .. ... ... 141

Setting Up Calculators . . . ... 142

Appendix: Adding Smart Links to ADP Workforce Now Pages 145

Adding a Link from One ADP Workforce Now Page to Another. ................ 145

Adding a Link from an Email to an ADP Workforce Now Page.................. 147

Portal Administrator Guide iv ADP Workforce Now



Introduction

ADP Workforce Now® is a Web-based, fully integrated workforce management solution
that gives your organization a single point of access to payroll, HR and benefits, and
time and attendance information. This secure, easy-to-use solution gives you everything
you need to maximize your workforce and communicate with your employees.

ADP Workforce Now is tailored to meet the needs of your business. Therefore, menus
and menu options that you see will vary based on your role and the services your
company is using.

As a portal administrator, you set up the site and manage what employees can see and
do. The many tasks you perform include customizing your site theme, creating approval
and notification processes, and managing security groups.

About This Guide

Types of Users

Security Groups

Getting Started with ADP Workforce Now®: Quick Reference helped you log on to ADP
Workforce Now and get familiar with the tasks you need to perform to get your site up

and running for your employees. This guide, the ADP Workforce Now®Portal
Administrator Guide, provides step-by-step instructions for completing these tasks and
maintaining your site going forward.

ADP Workforce Now has four types of users:

< Employee - views and updates personal information

 Manager — supervises employee tasks and manages work events

* Practitioner — adds and modifies content related to HR and benefits, payroll, and
time and attendance data

* Portal Administrator — controls user privileges and the appearance of the ADP
Workforce Now Web site

The tasks users can perform and the pages available to them depend on the ADP
modules purchased and the business decisions of the company.

Security groups determine what users can see and do on the site. You have the
important task of assigning your employees to the appropriate security groups. When
setting up security groups, carefully consider the employees’ job functions and what
information the employees will need access to.

For more information about security, refer to the ADP Workforce Now®Security Guide.
This guide contains detailed information about assigning employees to security groups,
creating custom security groups, setting user permissions (access to specific features in
ADP Workforce Now), and defining membership rules.

ADP Workforce Now
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- Introduction

Navigating the Site

ADP Workforce Now has a customized view based on the company’s setup and the role
of the user (employee, manager, practitioner, or portal administrator). For example, the
menus and menu items that the employee sees are different than those of the portal

administrator. To perform portal administrator tasks, make sure the role displayed in the
Role Selector is Portal Administrator.

4R

Welcome, Anthony DAMS
[ Edit page content More Information...

Role Selector

Glance

one Home - | HR & Benefits « | Payrall | Time & Attendance vl Recruiting & Staffing vl Reporis = |
Employes
SEu(Iiah( Message Center at a
Manager

Menu item

Employee of the Month
A your company missien ar company gasls Aqthony ABright s nemed emeloyee
here, Listed below is a sample mission fmr:mfur:m;tm': on ﬁls'r;cr‘:eszren:r';ts Click the following link
staternent, To add content, select the Customize : (=) to access
tab, messages and

infarmation perinent

Big Company's objectives are sustained growth 1o you
in shareholder value thraugh ever-improving yau-

financial results, World Class Service, and being an Emplover of Features HR & Benefits
Chuoice. e ———— Mezsages

i i Time & Attendance
we will schievs these objectives by having a total commitmentto | Suplic Relations News e —
the highest ethical standards, by treating everyone with honesty, —
fairness and respect, and by conducting our business with the

Corporate Directory
highest level of integrity,

Payroll Mates and Alerts

Qur Mission is to add value to our clients by making available a
broad range of mission-critical, cost-effective computerized
transaction processing and infarmation services to selected
markets on a global basis,

News and Announcements

Big Company in the News

Associate Handbook Addministretive Activities
we believe in open, informal communications, hard wark, and

prodent financial management, These ars Big Companys core Events

walues, the foundation on which our business culture is based.

Adding Content - Add
upcoming events
such as tradeshow
dates and company-
sponsored events.
Add upcoming events,
such as tradeshow dates
and company-spansored

events. Samples ars

listed below, To add
Big Company Semi-Annual Analyst Webcast content, select the
% “wdax March 15th, 8:15 AM EST L Customize tab,

Toan 10, New York "

Message Center at a Glance

You can quickly view the approvals, naotifications, and activities that have been sent to
you in the Message Center at a Glance area of the Welcome page. The links for

approvals, notifications, and activities in this area take you directly to the corresponding
area of the Message Center page.

I'ulessage Center at a Glance

Click the following link(g) to access
meesages and information pertinent
to you.

Approvals - (1)

Motifications - (1)

Time & Attendance Messages
Pavroll Motes and Alerts
Emplovee Activities - (5]

Administrative Activities
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On the Message Center page, you can view the following:

< Approvals - outstanding tasks sent to managers and practitioners for approval
< Notifications — rejections for employees and notifications for managers and
practitioners

< Employee Activities — new hire, data verification, and company policy events that
need to be completed by employees

< Administrative Activities — administrative tasks related to new hires

Note: Employee activities are available only if Event Configuration has been set up for
your company. Whether you can view approvals and notifications depends on your role
and security access settings. Administrative activities are available only if new-hire
activities are available for you to complete.

Where to Find Training and Help

You can access portal administrator training by clicking the Support Center link in the
header at the top right of the site. Clicking this link takes you to the ADP Support Center.
In the ADP Support Center, you can find additional information and guides, training
materials, and other support information.

For help with a specific task, click * (Help) on individual pages.

Assistance for Other Users

ADP Workforce Now offers task assistance for employees, managers, and practitioners.
Task assistance is an easy-to-use reference that contains information on job-related or
personal tasks. For example, managers may use task assistance to learn how to
promote an employee. Newly married employees may use task assistance to find out
how to make changes to their personal information.

Users can access task assistance from the Support menu in the header at the top right
of the site. The content they see is based on their role.

Importance of Logging Off

It is important that you log off ADP Workforce Now to ensure that no one else can
access your site and view your personal information.

1 In the header at the top right of the site, click Log Off.
2 Click OK to confirm your action.

3 Close your browser window.

ADP Workforce Now vii Portal Administrator Guide
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Chapter 1

Customizing Your Site

As a portal administrator, you can make simple changes that transform ADP Workforce

Now® into your company’s own web site. You can add important company content in
the form of text, images, and links. You can further customize the site by updating your
logo, and changing fonts and colors to reflect your company’s branding.

This chapter includes the following:

e Customizing the Welcome and Resources Pages - shows you how to add text,
images, and links to the Welcome and Resources pages, where employees look for
important information such as your company’s mission statement and company
policies.

e Customizing Your Site Theme - shows you how to customize the site header, Role
Selector, and certain sections of pages (portlets). It also includes how to upload your
company’s logo.

Note: The menus and menu options that you see are based on your role and on the
modules or services your company is using.

ADP Workforce Now
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- Customizing Your Site

Customizing the Welcome and Resources Pages

The Welcome and Resources pages are great places to share important information
about your company. The Welcome page is typically the default landing page that
displays after you log on to ADP Workforce Now or switch roles. For this reason, it is an
excellent page for sharing your company’s mission statement, important messages, and
news. You can also navigate to the Welcome page by selecting Welcome on the Home
menu.

Note: If permission for the Welcome page has been removed from your security group
or groups, you will see the first page of the first menu that is displayed. Information on
setting permissions for security groups is provided in the ADP Workforce Now® Security
Guide.

The Resources page is also available on the Home menu and may contain content such
as company policies, forms, quick links, or other online tools that are helpful to
employees.

The content you add on the Welcome and Resources pages is the same for all roles
unless you assign that content to specific security groups.

Reviewing Sample Content

ADP Workforce Now comes with sample content on the Welcome and Resources pages
to give you ideas about what you might want to include on your site. Review sample
content and decide what information your company wants to display, and which roles
will be assigned to see specific content. How much content you can add to a page
depends on the section you choose.

Important: When you customize the pages with your own information, the sample
content disappears.

Portal Administrator Guide
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Customizing Your Site -

Welcome Page

You can add a Welcome Horne vl\/\lnrkﬂnw Setup - | Security Access vlonm’lguratinn v| Reports v|Recruiting&Staﬂ’mg &
message or your company’s
. Wel Spotligh M Ci
mission statement here, along oo e —— dane
) - . . Empl £ the Month ——
Wlth a graphIC |f deS|red- == Big Compan Amho‘;yiﬁb‘;ghti n:r:ed emnployee

Add your company mission or company goals
here, Listed below is a sample mission Click the following link(s) 1 rr—
statement. To add content, select the Customize to access messages and 'lo Health
tah. information pertinert to

o

Etmployes Activities - (3 e Hcathcr

of the month, Click the link above for
more information on his achievements,

You can change the introduction \
to user messages here. ik

However, you cannot change

.
B0
°ll

Big Company's objectives are sustained growth
in sharehalder value through ever-improving N N
financial results, World Class Service, and being an Employer of Features Adinistrative Activities

H H H H 1 (™ Yellon Pages|
the links that display in this area Chaice, e (@ retonpases
because they are automatically We wil achieve these objectives by having a tots commitmentto | FciLC Relations News Events _

) the highest ethical standards, by treating everyone with honesty, — —— @ Maps
created. The links each user E\Tes*s‘andlre‘sp?c’t, ind by conducting our business with the Lorporate Directory Adding Cgntent - Add
; Aesociate Handbook  opcomimd events, [
sees are based on the services 250CIE%E Hanchod such as tradeshon @ U
. . , We believe in open, informal communications, hard work, and dates and company-
the COmpany IS US|ng, the users prudent financial management, These are Big Companys core sponsored events. eM—
. values, the foundation on which our business culture is based, Add upcarning events, \Jﬂ}
I'Ole N the COmpany, and the Our Mission is to add value to our cliznts by making available a such a tradeshow dates
. . broad range of mi: itical, cost-effect; rputerized and company-sponsored @W
aSSIgned approvals, notifica- transaction processing and information services to selected events, Samples ars W=
. L markets on 4 global basis. listed below, To add
tions, or activities that have content, select the @ searn
Customnize tab, \-/_J
been sent to the user.
News and Announcements May 10, New York
Tradeshow
Big Company in the News March 4, Blood Drive

Big Company Semi-Annual Analyst Webcast

July 22, Company
When: Thursday March 13th, 15 AM EST

Picnic
You can add important company
news and announcements in this

area.

® 2010 Automatic Data Processing, Inc. Privacy | Legal

You can add visual links, or banners, to common web sites that employees visit. You can also add these
banners on the Resources page. Note: You cannot change banners that are provided by ADP, but you can
choose to show them or not. These banners display above the ones you add.
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- Customizing Your Site

You can customize the introduction
to your Resources page here and
add a graphic if desired.

You can change the introduction
to company policies and the link
text here. Note: To upload
company policies, click the
Manage Policies link.

You can add quick links to pages
where employees frequently go to
complete personal tasks. You can
direct employees to an external
web page. You can also direct
employees to another page in ADP
Workforce Now by adding a

Resources Page

OERNITTENET R Horme ~ | Workdow Setup - | Security Access ~ | Configuration ~ | Reports = | Recruiting & Stafing ~

Resources Quick Links Benefits Forms
Resources Adding Content - Add links for Adding Content - Add company forms
This page includes policies, i employees frequently use. Samples are
’ forms, and links that .heneﬁ( a.nd cumpensalion . listed below. S
L P |enable vouto access your information. Samples are listed isdd cormpany farms employees in your o Health
emplayes and benefit helow. arganization frequently use, Samples are listed v
infarmation. Add links for benefit and compensation below. To add content, select the Custamize
& inforrmation. Samples are listed below. tab, e Weather
To add content, selectthe Customize Benefits enrollment form
tah.
Q‘fe\lnll Pages,
My 401K
. S My Benefits e Maps
Company Policy ? My Career Career Forms o‘J_J
Trends
My Expenses w =
“ou must acknowledge policies with anl ). Policies test form
with a { ¥ ) have been acknowledged. My Hours o Money
My Pay Statement v—_
Read and acknowlede &l policies == Community Forms R
Meanace Policies == My Personal Info @ News
Blood drive sign up form
= Cell Phone Use Policy * Search
0On Line Tools @1—4

= Work At Home *

= Phone Conference *

2010 Automatic Data Processing, Inc

Adding Content - Add links for
additional tools that may be

Payroll Forms

helpful to your employees.

Add links for additional tools that may be
helpful to our employees. To add
content, select the Customize tab

State Tax Forms
Retirement Planner

Payroll Calculator

Privacy | Legal

Sample Yolurtary Deduction form (Template from PAS)
teat form upload

Time Off Forms

Reguest for Time off

“smart” link. (Refer to “Appendix:
Adding Smart Links to ADP Work-
force Now Pages” on page 145.)

Note: You can add your company logo by customizing your theme. Refer to “Creating a
Custom Theme” on page 19.

Adding Content Items

The content items you can add include text, images, and links to documents or other
web sites. How much content you can add to a page depends on the section you
choose. You can also make content items visible or not, assign security groups for each
content item, and change the order of the content items as they would appear on the

page.

To add a content item, do the following:

1 Point to Home and select Welcome or Resources.

2 Click to select the Edit page content check box in the banner at the top left of the
site. Configure (pencil) icons display to indicate the sections you can customize.

3 Ifyou are adding new content, click » (Configure) in the section of the page where
you want to add content. The Content Summary page displays.

Portal Administrator Guide
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Customizing Your Site -

Note: You can customize any section where a Configure icon is displayed, but you
can have only one Content Summary page open at a time. If you click another
Configure icon while a Content Summary page is open, a message displays indi-
cating that you need to complete your updates and close the current page first.

4 On the Content Summary page, click Add New. The new content item displays.

Note: It is possible to have more than one content item open at the same time while
making your changes on a Content Summary page.

The Content Summary
page is a list of content Community Forms {Back ?
items for the section.

ou can add contert to display on the page. Your contert can be text, pictures or images, links to documents, of links to HTML pages and other Web stes
Acleding condent

1. Click Add Hew.

2. Erter & Content ID for the content you are adding (for example, Holiday Announcement).

3. Click the Upload a File icon :’-'-ﬁ')tn Inad the cortert to the server
4. Note the exact file name for the content you uploaded. Wou wil need the file name to display the content

Displaying contert:
1. To display your uploaded content, do one of the following:
8. To display 60 image, click the Insert Image [D]icon

b. To display & link, highlight your link text inthe Cortent Ares and click the Insert Link (@) [

2. Enter information about the cortent by daing ane of the: following:
&. Enter information about the image inthe Inage Properties window and click OK. If you erter an image file name, enter the file name only.
b. Enter information about the link in the Link window and click OK. If you enter a file natne for the link, enter the file name only

3. Click Save.

Digplay
Order

tem ‘ Content ID ‘ Visible

Group Assigment

Add New button ——— 1 Paaten Save Detete (i Reset |

5 Enter an identifier in the Content ID field. This is a short description of your content
item and does not display on the site. The content ID can include alphanumeric
characters, dashes, and underscores. The maximum character length is 100.
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Community Forms 4Back 7

Wou can add cortent to display on the page. Your contert can be text, pictures or images, links to documerts, or inks to HTML pages and other Wieb sites
Adding cortert

1. Click Add Hew,

2. Enter a Cantent ID for the content you are adding (for example, Holiday Announcemert)

3. Click the Upload a File icon { 0] to Ioad the comtert ta the server
4. Mote the exact file name for the contert you Uplaated . You wil nesd the file name to display the cortent

Displaying cortent:
1. T display your uploaded content, do one of the: fallawing
. To display an image, click the Insert Image ([ Dicon.
s T sl  link, highiight your link tsxd in the Cortent Arss and cick the Insert Link (5858 ison
2. Enter information about the cortert by daing one of the following
2. Enter information about the image in the Image Properties window and click OK. If you enter an image file name, enter the file name only.
b. Enter information about the link in the Link window and click OK. I you erter = file name for the ink, enter the file name anly.

3. Click Save.
Display Group
Order Assigment
« Bload Fressure Checks = Azsian Groups
“¥ou can add text, graphics and links 1o documents, pictures, HTML pages or other Wieb stes.
Content ID field comenci: [
Font | il ~| Fontsizes |11 |+
S | A A~
-~ &
hd [l - =2 Azsign Groups

- Add llew | - Save | - Delete | - Reset |

6 Type (or copy and paste from a file) your text in the content area. To format the
content text, highlight the text, and then use the toolbar icons to change the
appearance of the text. To remove styles and formatting, highlight the text and click
the Remove Styles and Formatting icon.

e The maximum character length for content text is 100,000. This includes any styles
or formatting that you apply to the text. You must enter at least 1 character.

« Ifyou are uploading a banner, the maximum size of the banner that you can provide
is 5 megabytes. Banners are resized at 110 pixels by 110 pixels after you upload
them, which may change their appearance.

Note: Text pasted into the field from another source will not necessarily reflect the
point size of the original text because the point size in the content editor is based on
HTML attributes that approximate the point sizes.

Tip: If at this point you do not have content ready to display on the page, but you

prefer that the sample content not be displayed, do the following:

- Type text in the content area.

- Highlight the text and make the text white.

- In the Visible column, click to select the content item’s check box.

- Click Save and then click Back to return to the section of the page where your
changes are displayed.

Portal Administrator Guide 6 ADP Workforce Now



Customizing Your Site -

Back button

Follow stepstoinsert
images and links.
See step 8 for more
information.

Make items visible
on the page.

Usetoremove styles
and formats.

Community Forms

“ou can add contert to display on the page. Your content can be text, pictures or images, links to documents, or links to HTML pages and other Web stes
Adding contert:

1. Click Add Hew.

2. Enter & Content ID for the contert you are adding (for sxample, Holiday Announcement)

3. Click the Upload a File ican ¢ 25 ta 1oad the cortert to the server.

4. Mote the exact file name for the cortent you uploaded. You will need the file name to display the contert

Displaying contert:
1 To display your uploaded cortert, do one of the following:
&. To display an image, click the Insert Image ([ jicon.
s To display a link, highlight your link test in the Contert Area and click the Insert Link ¢ 82 icon
2. Enter information about the cortent by doing one of the following
& Erter infarmation akout the image in the Image Propertiss window and cick OK_If you enter an image file name, enter the file name anly

b. Enter information about the link in the Link window and click OK. If you erter a file name for the link, enter the file name only .
3. Click Save:

Display |

Order Content ID

[l Blood Pressure Checks ~

*fou can add text, graphics and links to documents, pictures, HTML pages or other Veh sites

Click here to change
the heading text
style to bold. Tip: —
Place your cursor
over the icons to see
what actions they
perform.

Add new content.

Content ID:  # [Credit Linj

E

Content:
= Swle - &

8] u [

PE B @ El viewSouce

Fant | Arial ~| Fontsizes | 11 |~

e AT

q{
o}
q

Credit Union Free Money Days!

e interest payments for the first 3 monthsGet your loan application here

Use to undo your

most recent

changes.

@ Adavew | (@l save | ([l petete | [l Reset |

~
4Back ?

Assign Groups

Assign Groups

7 If you want to save or delete your content item at this point, see “Saving or Deleting

Content Items” on page 10 for more information.

8 You can also add files, images, and web links to your content items. Select the

following links for more information:

* “Adding a Client-Specific File” on page 11

e “Adding an Image Stored on Your Local Drive” on page 12
e “Adding an Image File Located on a Web Site” on page 13
e “Adding Web Links” on page 13

e “Adding a Link to an Image” on page 13

The following are the acceptable file extensions:

bmp gif pdf tiff docx
csv jpeg png txt ppsx
doc ipg pps xls xlsx

dot mdb ppt xlIt pptx

mht rtf

ADP Workforce Now
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Note: Each file you upload can be up to 5 megabytes in size. The maximum size available
to you for all added content is 250 megabytes.

You can add also add links, or jumps, from one page directly to another page. This
allows you to add a “smart” link that the user can click to immediately access another
page. For more information, see “Appendix: Adding Smart Links to ADP Workforce
Now Pages” on page 145.

9 To make the content visible on the page, in the Visible column, click to select the
item’s check box.

10 To assign your content to a security group, click Assign Groups. Then, in the Avail-
able Groups area of the page, click to select the security group(s) to which you want
to assign your content, and then click > to move the security group(s) to the
Selected Groups area. When you are finished, click Done.

Community Forms 4Back ?

You can add contert to display onthe page. Your cortent can be text, pictures or images, links to documents, or links to HTML pages and other Web sites.
Adding cortent:

1. Click Add Hew.

2. Erter a Content ID for the content you are adding (for example, Holidsy Announcement)

3. Click the Upload a File icon [ ='-1}-')t0 load the content to the server.
4. Mote the exact file name for the content you uploaded. ou will need the file name to display the cortent

Dizplaying content:
1. To display your uploaded contert, do one of the following:
a. To display an image, click the Insert Image (lecon.
b To display a link, highlight your link text inthe Content Area and click the Insert Link (@) icon.
2. Enter information sbout the contert by doing one of the following:
&, Enter information about the image in the Image Properties windowe and click OK. If you enter an image file name, enter the file name only
b, Enter information about the link in the Link window and click OK. If you enter a file name for the link, enter the file name only

3. Click Save

cicknereto | T 7y [y
make items o Blood Pressure Checks I Assign Groups
VISIbIe On the “ou can add text, araphics and links to documents, pictures, HTML pages or other Web sites |
page.

Content ID: b |Credit Union
Assign Groups S _
displays when : Style v & | Font | Aral ~| Fortsizes | 11 |~

{Blz u[E]= == = £ | A A
content has not - )

. = @ @ El viewSouwse | A

been assigned v & - = e G

to any security
groups.

Credit Union Free Money Days!

Mo interest payments for the first 3 months! Get vour loan application here.

- Add llew | - Save | - Delete | - Reset |

Note: Content that you do not assign to specific security groups becomes visible to

all users. Assign Groups displays when content has not been assigned to any secu-
rity groups. Show Groups displays when content has been assigned to one or more
security groups (and saved). For more information about setting up security groups,

refer to the ADP Workforce Now® Security Guide.
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11 To change the order of the content item as it appears on the page, click the item’s
Item button. Next, in the Display Order column, click the up and down arrows to
move the item up or down in the Content ID list.

Tip: Changing order of the content items can be done on the Content Summary page
or when the content items are being edited.

Community Forms 4Back ?

“ou can add cortent to displsy onthe page. Your content can be texd, pictures or images, links to documents, o links to HTML pages and other Wek sites.
Adding content:

1. Click Acld Hew.

2. Enter & Contert 1D for the content you are adding (for example, Holiday Announcemert)

3. Click the Upload a File icon (| -’-'-ﬁ-') to load the cortert to the server.

4. Mote the exact file name for the content you uploaded. You will need the file name to display the content.

Displaying cortert:
1. To display your uploaded content, do one of the: fallowing:
a. To display an image, click the Insert Image (Bj\cun.

b. Ta display & link, highlight your link text inthe Content Area snd click the Insert Link [@] icon.

2. Enter information shout the content by doing one of the following:
a. Erter information about the image inthe Image Properties window and click OK. If you enter an image file name, enter the file name anly.
b. Erter information about the link in the Link wincow and click K. If you enter a file name for the link, enter the file name only.

3. Click Save.
Click Item for the item you : Content ID Visible | Group Assigment
want to move. = [l Blood Pressure Checks v Azsign Groups
Use these arrows to change Y o0 CredtUrion ” assizn Groups

the display order of your

content item. el B petete ([ Reset )

Note: Sometimes you will see a Third Party Vendor link ( & ) in the list. This link
was set up by an ADP Administrator and you cannot customize it. You can assign
security groups to the link and change the order in which it appears on the page.

12 When you are finished making all of your changes, scroll down the page and click
Save, and then click Back. This returns you to the section of the page where your
changes are displayed.
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Note: When you replace a file, you must clear your cache to correctly display your
content. How you clear your cache depends on the browser you are using. For
Internet Explorer, select Internet Options or Delete Browsing History... from the
Tools menu. Delete Temporary Internet Files or select Clear History. For Mozilla
Firefox, select Clear Recent History... from the Tools menu. Select Everything in
the Time range to clear drop-down list. Click the Details down arrow and select

In this example, we have
replaced sample content
with a description and a
web site link.

Cache. Click Clear Now.

Community Forms

Credit Liniion Free Money Days!
Mo interest payrrents for hefist 3 monts! Get yourloan
sppbation hee

Payroll Forms

Direct Deposit form

Time Off Forms

Request for Time off

Saving or Deleting Content Items

(© _heain_
@ weatner
(> veilow pages
@ veps _
@ rens
© soney
@ news
(@ seareh _

The following are options for saving or deleting content items.

If You Want To

Permanently save changes to
content items

Delete a content item

Delete a new content item before
adding content or a content ID (for
example, if you opened a new
content item by mistake)

Restore the sample content to a
content item

Remove all unsaved changes for all
content items

Then

Click Save.

Note: The content items you are working on remain
open until you click Back, which closes the content
items.

Click the content item’s Item button and then click
Delete. Click OK to confirm your action. Click Save.

Click Delete, and then click OK to confirm your
action. Click Save.

Note: The Item button is automatically selected for
new content items.

Click the item’s Item button, and then click Delete.
Click OK to confirm your action. Click Save.

Click Reset.

Portal Administrator Guide
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Back button

Close Editor icon

Item button

Customizing Your Site -

Community Forms M Back 7

Wou can add content to display on the page. Your content can be text, pictures or images, links to documents, or links to HTML pages and other Wb sites:
Ading content:

1. Click Add Hew.

2. Erter & Contert ID for the content you are adding (for example, Holiday Announcemert)

3 Click the Upload a File icon ¢ “5) 1o Ioad the content to the server
4. Note the sxact file name for the content you uploaded. You will need the file name ta display the content

Displaing cortent
1. To display your uploaded content, do one of the folowing
&, To display an image, dlick the Insert Image (Hican.
b T sl a link, Highlight your ik tesd in the Content Ares and click the Insert Link (92 ison
2. Entter information about the cortert by doing one of the follawing
= Entter information about the image in the Image Propertiss window an click 0K, If you erter an image file name, enter the fle name oy
ta. Enter INformation abaut the link In the Link window and click O, If you enter  file name Tor the link, erter the e name anly

3. Click Save.
Display X
ppe—
o Blood Pressure Checks = Assign Groups
“You can add text, graphics and links ta documents, pictures, HTML pages or other Web sites
Content ID: b [Crecit Union
Content:
2 syl ~| @ | Font| Adal | Fontsizes | 11| =
IB]r ul[Els == = E | 8- A~
-~ N
2= & @ E viewsource | 3
— @ = A33ign Groups

Credit Union Free Money Days!

Mo interest payments for the first 3 months! Get your loan application here

W Aganew | @l save | @l petete | @ Reset |

Adding Files, Images, and Web Links

You can add files, images, and web links to your content items after you have entered a
content ID. Select the following links for more information:

* “Adding a Client-Specific File” on page 11

e “Adding an Image Stored on Your Local Drive” on page 12
e “Adding an Image File Located on a Web Site” on page 13
e “Adding Web Links” on page 13

e “Adding a Link to an Image” on page 13

Adding a Client-Specific File

Important: This file must first be uploaded to the server. Filenames are case-sensitive
and cannot contain special characters or spaces. Keep a record of your filename because
you will need to enter it exactly as you uploaded it in step 9 of this task.

1
2

Click 1} (Upload a File). The Upload File window displays.
Click Browse to navigate to where the file is located on your local disk.

Click Upload to upload the client-specific file. A message displays when the file has
successfully uploaded.

Click = (Close).

Enter text you want to use for the link in the content area and format the text as
needed (for example, font and color).

ADP Workforce Now
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© 00 N O

10
11

Highlight the text and click & (Insert Link). The Link window displays.
From the Link Type list, select URL.
In the Protocol field, select Uploaded File.

In the Content filename or URL field, enter the name of the file (for example,
MissonStatement.pdf). The filename must be entered exactly as it was uploaded.

Click OK. The selected text is underlined.

When you have completed your changes, click Save to save your changes.

Adding an Image Stored on Your Local Drive

Important: This file must first be uploaded to the server. Filenames are case-sensitive
and cannot contain special characters or spaces. Keep a record of your filename because
you will need to enter it exactly as you uploaded it in step 6 of this task.

N P

10

Click "I (Upload a File). The Upload File window displays.
Click Browse to navigate to where the file is located on your local disk.

Click Upload to upload the image file. A message displays when the file has
successfully uploaded.

Click = (Close).
Click [ (Insert Image). The Image Properties window displays.

In the Image filename or URL field, enter the uploaded image filename. The
filename must be entered exactly as it was uploaded.

In the Image fly-over text field, enter text, if desired. The text will display when a
user hovers the cursor over the image.

Use these optional settings, if desired:

e In the Width and Height fields, adjust the pixel values for the width and height
for the image.

< In the Border field, enter a pixel value for the image thickness.

e In the HSpace and VSpace fields, enter pixel values for the horizontal and vertical
spacing for the image. This provides more exact placement of the image in the
content area.

< In the Align field, choose left or right.

Click OK. The image is added to the content area.

Note: The image displays on the page as a small graphic box. Once you save your
changes, the image will display correctly on the page to which it was added. The fly-
over text displays on the page when a user hovers the cursor over the image.

When you have completed your changes, click Save.

Portal Administrator Guide
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Adding an Image File Located on a Web Site

Adding Web Links

1
2

Click 2 (Insert Image). The Image Properties window displays.

In the Image filename or URL field, enter the URL location and name of the file in
http://web address/filename.ext format, where filename.ext is the name of your
image file (for example, http://www.emoticons4u.com/happy/028.gif).

Important: Be sure to enter the URL correctly, and to end with the exact filename
and extension for the image you wish to add.

In the Image fly-over text field, enter text, if desired. The text will display when a
user hovers the cursor over the image.

Use these optional settings, if desired:

< In the Width and Height fields, adjust the pixel values for the width and height
for the image.

< In the Border field, enter a pixel value for the image thickness.

< In the HSpace and VSpace fields, enter pixel values for the horizontal and vertical
spacing for the image. This provides more exact placement of the image in the
content area.

« In the Align field, choose left or right.

Click OK. The image is added to the content area.
Note: The image displays on the page as a small graphic box. Once you save your

changes, the image will display correctly on the page to which it was added. The fly-
over text displays on the page when a user hovers the cursor over the image.

6 When you have completed your changes, click Save.

N O g~ WwON

In the content area, enter the text you want to use for the link and format the text as
needed.

Highlight the text and click && (Insert Link). The Link window displays.

In the Link Type field, select URL.

In the Protocol field, choose the protocol you want (for example, http, https, ftp).
In the Content filename or URL field, enter the URL of the web site.

Click OK. The selected text is underlined.

When you have completed your changes, click Save to save your changes.

Adding a Link to an Image

1

2
3

First, the image must be uploaded to your local drive. See “Adding an Image Stored
on Your Local Drive” on page 12.

Click [ (Insert Image). The Image Properties window displays.

In the Image filename or URL field, enter the uploaded image filename. The
filename must be entered exactly as it was uploaded.

ADP Workforce Now
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y
8
9

10

11

12

In the Image fly-over text field, enter text, if desired. The text will display when a

user hovers the cursor over the image.

Use these optional settings, if desired:

e In the Width and Height fields, adjust the pixel values for the width and height
for the image.

< In the Border field, enter a pixel value for the image thickness.

e In the HSpace and VSpace fields, enter pixel values for the horizontal and vertical
spacing for the image. This provides more exact placement of the image in the
content area.

e In the Align field, choose left or right.

Click OK. The image is added to the content area.

Note: The image displays on the page as a small graphic box. Once you save your

changes, the image will display correctly on the page to which it was added. The fly-

over text displays on the page when a user hovers the cursor over the image.

Click the image and click &8 (Insert Link). The Link window displays.

In the Link Type field, select URL.

In the Protocol field, choose the protocol you want (for example, http, https, ftp).

In the Content filename or URL field, enter the URL.

Click OK.

When you have completed your changes, click Save to save your changes.

Adding Smart Links

With ADP Workforce Now, you can help employees move directly from one ADP
Workforce Now page to another by adding “smart” links. Users click these smart links, or
jumps, and immediately access the page defined in the link.

You can also add a smart link within an email to help the email recipient quickly access
another ADP Workforce Now page.

Detailed instructions for adding smart links are provided in the guide’s appendix. (See
“Appendix: Adding Smart Links to ADP Workforce Now Pages” on page 145.) The
appendix provides tables that list the URL links available for the ADP Workforce Now
pages. The tables are organized by role (employee, manager, practitioner, and portal
administrator).

Updating Content

1 Point to Home and select Welcome or Resources.

2 Click to select the Edit page content check box in the banner at the top left of the

site. Configure (pencil) icons display to indicate the sections you can customize.

Portal Administrator Guide
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3 Click » (Configure) in the section of the page where you want to update content.
The Content Summary page displays.

Community Forms 4Back 7

“¥ou can add contert to display on the page. Your content can be text, pictures or images, links to documents, or links to HTML pages and other Yeh sites.
Adding content.

1. Click Add Hew.

2. Enter a Content D for the content you are adding (for example, Haliday Announcement).

3. Click the: Upload a File icon ( l-’g) to lnad the cortent to the server

4. Mote the exact file name for the contert you uploaded. You wil need the file name to display the cortent

Displaying content:
1. To display your uploaded cortent, do one of the following:

&. To display an imsge, click the Insert Image (Ejicon

b. To display a link, highlight your link tesxt in the Contert Area and click the Insert Link (Q) icon

2. Enter information about the content by doing one of the following
&. Enter information about the image inthe Image Properies windove and click OK. If you enter an image file name, enter the file name only
. Enter information about the link in the Link window and click OK. If you enter a file name for the link, erter the file name only.

3. Click Save.

Content ID Visible Group Assigment
C|IC|( the |tem '[0 Fs ol Blood Pressure Checks ¥ Assign Groups
Open It. = fal Credit Union =2 Assign Groups

. Add Hew |

. Save \ Delete Reset

4 To open an item, click the content ID name.
Tip: You can open more than one content item at a time on a Content Summary page.

5 Update your content as necessary.

Community Forms 4Back ?

“You can add content to display on the page. Your content can be text, pictures or images, links to documents, or links to HTKL pages and other Wb sites
Adiding content:

1. Click Add Hew.

2. Enter & Content ID for the content you are adding (for example, Holiday Announcement)

3. Click the Upload a File icon { 28] 1o Ioad the contert to the server

4. Note the exact fie name for the content you uploaded. ¥ oL will need the fils name to display the content

Displaying content:
1. To display your uploaded content, do one of the following:
a. To display an image, click the Insert Image (hicon

b To display a link, highlight your link text in the Cantent Area and click the Insert Link (88) icon

2. Enter information ahout the content by doing one of the following:
. Enter information skout the image in the Image Properties window and click OK. If you enter an image file name, erer the file name only.
b Enter infarmation skout the link in the Link window and click OK. If you enter & file name for the link, enter the file name only.

3. Click Save.

Content ID Group Assigment

You can add text, graphics and links to documents, pictures, HTML pages or other Wb sites x

ContentID: b [Crecit Union

Content:
Style ~| & | Font | drial ~| Fontsizes |11 |-
s 7 ulE] I | = =] Ae- A~
- = & @ E viewSoues | A&t &
© = ~ Assign Groups
-

Credit Union Free Money Days!

In this example, we have
added another web site.

o interest payiments for the first 3 months! Get your lnan application here

For more information, see wwww creditunion.com

@i @) @ e @ vt

Note: You may need to upload a new file or update your link. See “Adding Content
Items” on page 4 for more information.

6 When you are finished, click Save and then click Back. This returns you to the section
of the page where your changes are displayed.
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Hiding Portlets from View

To prevent certain users from seeing a portlet, you can deny them access by modifying
the permissions for their security group. To access security groups, point to Security
Access and select Security Groups.

Your ADP Workforce Now® Security Guide provides detailed instructions for setting up
security groups and assigning appropriate permissions. To access this guide, open ADP
Workforce Now, point to Home, and select Administrator Resources.

Customizable Portlets

In ADP Workforce Now, you can customize many of the portlets that are visible to your
employees. Some portlets must be customized by your ADP Administrator.

You can make changes to the following portlets.

Page

Welcome

Resources

Pay & Taxes

Benefits

Administrator Resources

Portlet

e Company Mission Statement

* News & Announcements

e Spot Light

e Features

e Events

e ADP Banner (Rotating) - Show/Hide only
e Banners (Static)

e Message Center at a Glance

* Resources

e Quick Links

e OnLine Tools

e Benefit Forms

e Career Forms

e Community Forms

e Payroll Forms

e Time Off Forms

e ADP Banner (Rotating) - Show/Hide only
e Banners (Static)

Welcome Page

e Tools & Links
Pay Card

e Tools & Links

Personal Accrued Time
e Tools & Links
Spending Accounts

e Tools & Links

e My ADP Banner (Rotating) - Show/Hide only

Portal Administrator Guide 16
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The following portlets can only be customized by your ADP Administrator:

Page
Welcome
Resources

Administrator Resources

My Tools -
HR Services

Administrator Tools -
HR Services

Portlet
e ADP Banner (Rotating)
e ADP Banner (Rotating)

e Products

e Introduction

e Product Finder

e Contact Me

* Resources

e References

e My ADP Banner (Rotating)
e ADP Banners (Static)

e News & Information

e Link Central

e Library & Forms
e User Assistance

e Training

e Bulletin Board

e Manager Toolbox

e Link Central

e Library & Forms
e User Assistance
e Training

e Bulletin Board

ADP Workforce Now
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Customizing Your Site Theme

Default text color and

background color in header

Default Role
Selector design

Default border color in
page

You can customize the look of your site by choosing a theme that suits the branding of
your organization. You can choose one of the themes that ADP provides, or you can

create a custom theme.

Note: Changes you make to your theme are applied to your site immediately.

ADP provides three standard themes: the ADP Classic Theme, the Blue Theme, and the
Silver Theme. By default, the ADP Classic Theme is applied to your site.

Example of the ADP Classic Theme

Welcome, Steven Darlinski
¥ Edit page content More Information...

r—Theme Configuration

Portal Administrator = EEhlu-Ied | Workflow Setup v} Security Access « | Conflguration « | Reparts vi Recruiting & Staffing vi

Theme Hame | ADFP Clazsic Theme ¥
Header| Role Selector || Portlets

- Save . Cancel |

@ 2010 Automstic Data Processing, Inc.

¥ Default Theme

Text Color #000000 B
Background Color HECEBCE l:‘
Logo Image acdp_red oif

Maximurm [0go size is 150 wide ¥ 45 high

Upload

. Save As _':

To change your default theme, select a nev theme from the Theme Name menu snd click to select the Defauft Theme checkbox.

e e

The header containg your company's logo, user identification, an
Ediit page content check box, and additionsl links (for example, links

to access the ADP Support Center or log off the system).

Depending on howy your company was set up, the header may also
contain & company directory search box and links that allow you to
access a company directory search page or select a language.

Privacy | Legal

Portal Administrator Guide
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Selecting a Standard Theme

In the Theme Name
field, select a theme
in the list.

If you want this theme to be
the default theme for your
site, click to select the
Default Theme check box.

You can replace the ADP Classic Theme with either the Blue Theme or the Silver Theme.

1
2

Point to Configuration and select Customize Theme.

Do the following:

(LGN Gl BT Tl Home | Wyorkflow Setup | Security Access = | Configuration = | Reports = | Recruiting & Staffing -

Theme Configuration

To change your default theme, select s new theme from the Theme Mame menu and click to select the Default Theme checkbox.

—~ Theme Hame I Blue Theme = I [ Default Theme

Header| Role Selector || Portlets

Text Color #000000 . | :

| — [ e T
Background Color A97DDFF I:‘ : ]
Logo Image adp_red oif Upload

3

Maximum logo size is 150 wide X 45 high

The heacder containg your company's loga, user identification, an
Edit page contert check box, and additional links (for example, links
to access the ADP Support Center or log off the system).
Depending on howe your company vwas set up, the header may also
contsin & company directary search box and links that allow you to
aCCess & company directory search page or select & language

- Save J - Cancel J - Save As )

Click Save, and then click OK to confirm your action.

Creating a Custom Theme

If you wish to make any changes to a standard theme, including uploading a logo, you
need to create a custom theme by saving a standard theme as a new name.

1

On the Theme Configuration page, in the Theme Name field, select the template
closest to your needs.

Click Save As, and then click OK to confirm your action.

Enter a unique name for your new theme, and then click OK. Do not include numbers
or special characters in the name.

Explorer User Prompt ﬂ
Script Prompt:
Flease enter the theme name

Cancel |
IMy Theme

Result: Your new theme is now available in the list of items in the Theme Name
field.

In the Theme Name field, select your theme in the list.

If you want this theme to be your default theme for your site, click to select the
Default Theme check box.

ADP Workforce Now

19 Portal Administrator Guide



- Customizing Your Site

6 To customize your header, select the Header tab. Choose a text color and
background color by clicking the color box to the right of each field.

Portal Administrator ~ Jghlgl:] vl\-'\forkﬂow Setup v|SecurityAccess vlConﬂguration leepons leecruiting&Stafﬂng v|

Theme Configuration

To change your default theme, select a new theme from the Theme Mame menu and click to select the Default Theme checkhbox,

Theme Hame IMY Theme 'l [ Default Theme Assign Security Group{s)
Text and background | Header || Role Selector || Portlets |

color boxes

Text Color [zscces =

S roa— T
Background Color |#ECEBCE l:‘ : i :
Logo Image Jacin_red gif . Upload |

Maximum logo size is 150 wide ¥ 45 high

The header contains your company's logo, user identification, an
Edit page content check box, and additional links (for example, links
to access the ADP Support Center or log off the system).
Depending on how your company was set up, the header may also
contain & company directory search box and links that allow you to
access a company directory search page or select a language.

. Save :I . Reset :I . Cancel :I . Save As :I . Delete :I

7 Click the color you want, or in the set color by name field, select a color name in
the list. When you are done, click Set Color.

At [#COFFO0 Sel: [#FFFFFF
I#FFFFFF Set Color |
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8 To update your logo, on the Header tab, click Upload. Click Browse to find the logo,
and then click Upload.

Click the browse butten i order to select a file off wour local disk that
is to be uploaded to the portal server for use within the custom theme.

| Browse. . |

Lpload | Cancel |

Important: Your logo cannot be larger than 150 width x 45 height pixels prior to
upload. If you go beyond this size, the logo will be cropped to fit after you upload it,
so the full logo will not be displayed. The logo will not be reduced or resized. You can
use Microsoft® Picture Manager or Paint to resize your logo. Acceptable formats are
BMP, JPG, JPEG, GIF, and PNG. No spaces or special characters should be included in
the filename.

9 At the bottom of the page, click Save.

10 On the Role Selector tab, choose a color and style for the Role Selector.

Portal Administrator ~ Jghlnl-N4 I Winrkflow Setup vI Security Access - l Configuration v| Repors vI Recruiting & Staffing vI

Theme Configuration

To change your default theme, select a new theme from the Theme Mame menu and click to select the Default Theme checkhbox,

Theme Hame IMY Theme 'l [ Default Theme Assign Security Group{s)
Header | Role Selelctor | Partlets

:
s I.S Portal Administrator vI » ;
:
s I.S Portal Administrator vI
:
© | &_Portal Administrator_~ |

Role Selector tab

The Role Selector displays the current role selected by the user.

- Save - Reset - Cancel - Save As - Delete §
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11 On the Portlets tab, customize your page by choosing a bar color and button style.
Home = | Workflow Setup = | Security Access v] Configuration v| Reports -

Theme Configuration

To change your default theme, select a new theme from the Theme Mame menu and click to select the Default Theme checkbox

Use the Bac kground Theme NameIMY Thame = ¥ Default Theme Assigh Security Group(s
Color field to

customize your bar Header || Role Selector || Portiets |

color. D ————_ i U e I#JDDDBEI . ‘ I
Button Style % g Light Blue | ILight Blue = I

| Defautt

The pottlet section of the custom therme is
responsible for wrapping portiet content. Each
portlet will be wrapped inwhat is known a3 a
skin. This skin contains the title of each portiet
as well a3 buttons that perform specifc
functions

. Save J . Reset J . Cancel A . Save As J . Delete

12 When you are done creating your custom theme, click Save, and then click OK to
confirm your action.

Assigning Custom Themes to Security Groups

You can only assign custom themes to specific security groups.

1 On the Theme Configuration page, select the Header tab.

L EICL TG TE G GI Al Home « | Workflow Setup = | Security Access « | Configuration « | Reports + | Recruiting & Staffing =

Theme Configuration

Select the theme you To change your defautt theme, select & new theme from the Theme MName menu and click to select the Default Theme checkbox.
want to aSSlg n. —t=  Themie Hame | My Theme &7 I [ Default Theme Assign Security Group{s)
C“Ck ASSIg n Secu rlty Header | Role Selector || Portlets

Group(s).

Text Color #onnoon B
Background Color #33CCa9 D
Logo lmage addp_red gif . Upload

Maximum logo size is 150 wide X 45 high

—_— ==

The header contains your company's logo, user identification, an
Ediit page cortent check box, and additionsl links (for example, links
to access the ADP Support Center o log off the system).
Depending on howy your company was set up, the header may also
contsin & company directory search box and links that allow you to
access a company directory search page or select a language

. Save J . Reset J . Cancel . Save As . Delete
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2 Click to select the security group(s) to which you want to assign your custom theme,
and then click > to move the group(s) into the Selected area.

Athorized Groups

Available Selected

practitioner
>
manager j
B
«

Dione | Feset |

3 When you are finished, click Done, and then click Save.

Important: Employees who belong to more than one security group with different
assigned themes will be assigned the default theme. For more information about
security groups, refer to your ADP Workforce Now® Security Guide.
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Chapter 2
Managing Approvals and Notifications

A workflow is used to manage the approval and routing of events in ADP Workforce
Now. For every workflow, the event needs to be sent to at least one person for approval
or notification, and it must follow a route (workflow path). As the portal administrator,
you work with your payroll and HR practitioners to determine and set up workflows for
your organization. These workflows are initiated when users complete certain activities
(events). For example, when an employee changes direct deposit information, a
workflow may be initiated that routes the event to the payroll practitioner for approval.

Simple and Complex Workflows

A workflow can be simple or more complex. The type of workflow you set up depends
on the event and your organizational processes. A simple workflow may only require
approval or notification by a few people, whereas a more complex workflow may include
multiple levels of approvals and calculations.

Each workflow can include the following:

 Event - the activity that requires approval or notification.

 Work group - one or more people to whom an event is routed for approval or
notification.

* Membership rules — used to define criteria for group membership.

 Workflow path - the route that the workflow follows. A workflow path may have
one or more steps, such as notification of a work group, approval of a manager, or
routing to a manager’s proxy. Workflow paths are assigned to workflows.

* Proxy - the person who approves an event in the absence of the designated
approver.

* Event-specific email notification —an email for a specific event that is sent to
users in a workflow path.

e Business rules — used to create exceptions to a workflow path. Business rules are
assigned to workflows.

Note: Depending on how your company is set up, you may be using additional types of
workflows. For more information on additional workflows, see the HR & Benefits
Implementation Guide located on the Support Center.
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Creating a Simple Workflow

You can use simple workflows for events that require only one level of approval. You can
also use these workflows for events that have one standard workflow path, with no
exceptions to this path.

Example of a Simple Workflow

An example of a simple workflow is a direct deposit update made by an employee. For
this workflow, we could set up a workflow path that includes two payroll managers. This
section outlines the tasks involved in creating a simple workflow, using the direct deposit
event as a model.

Verify the | Create a work o Select a Assign the workflow
event v group | workflow path path to the workflow

Verifying the Event

ADP provides a list of events for which you can set up workflows. You need to verify that
the event for which you want to set up a workflow is included in that list.

1 Point to Workflow Setup and select Event Workflow.

2 In the Event Name column, view the listed events, and verify that the event you
want to set up is displayed.

Portal Administrator ~ R viWnrkﬂuw Setup + | Security Access ~ | confguration ~ | Reports + |
Event Workflow T
This page displays the default workflow processing by event. To change the default and exception processing for an event, click the Event Name.
In our example, the event we
e e e pvont | T R S N N
nee IS m p Oyee ven - Employes Event - Address Address Update Mone o
Direct DepOSIt. Emplovee Event - Direct Deposit Direct Depostt InssrUpdatemDelete Hone o
Employes Event - Phone Numbers Phone Mumker Inzertlpdate/Delete Mone o
Employee Event - Tax Withholdin Tax Withholding InsertUpdate MNone ]
The options you see depend
on the services your
company Is using.
©®2010 Sutomatic Data Processing, nc. Privacy | Legal

Portal Administrator Guide 26 ADP Workforce Now



Managing Approvals and Notifications -

Creating a Work Group

In our example, the work
group name and description

A work group consists of the people to whom an event is routed for approval or
notification. When you create a work group, you define the members who will be in it by
either adding membership rules or adding members manually. The work group you
create will approve or be notified of the event.

Note: Once you create a work group, you can use it in other workflows. For example,
you may want the same HR team to be notified of several different manager events.

1 Point to Workflow Setup and select Work Group Definition.
I ‘Workflow Setup v| Security Access - | Configuration = | Reports V‘

Work Grqu Definition ks

To view or change a grou, click the Group Mame. If you need addtional Work groups, click Add New.

i AddHew |

= A
Work Group Hame 7. Description =~

(ol Benefits 1

i Delete |

@ 2010 Automstic: Data Processing, Inc

Privacy | Legal

2 Click Add New.

3 Enter a work group name and description.

Portal Administrator ~ [N lenrkﬂuW Setup - | Security Aceess ~ | Configuration v| Reports ~

Work Group Definition s

Work Group Name: » [Payroll Managers Group Description:  [Fayroll Managsrs

Rukes | Members
Select applicable rules for this group. The selected rules will determine the members belonging to this group

Membership Rules

define the people who will
approve the direct deposit
event.

Pay = Ay

S rutowame T fwetessrpton & uesews S
[ Payrol and HR Employess Payrol and HR Employees ZZ‘;?;;’;‘E;C;’”;‘;:C:;WE ht Equals Time and =
I Payrol and HR Managers Payroll and HR Managers Manager Indicator Equals Manager

[T Time and Attendance Employees Time and Attendancs Emplayess Time and Attsndance Emplayes Indicator Equals

r Time: annd Aftendanne SUBRFYISOES Titne and Aftencdanne SUnAFvEEAES Titne and Aftencdanne Sunervisar indicstor Frals v LI

i AddRule |

i Save Group | Delete Group i Cancel |
@ 2010 Automatic Deta Processing, Inc. Privacy | Legal
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Note: On this page, you can choose to use an existing membership rule or create a
membership rule to further define your work group. When you assign a membership
rule to a work group, users who meet the rule’s criteria are added. If you don’t assign

a rule, then you need to add members to your work group manually. In our example,
we want to add two members manually.

4 Select the Members tab to add members manually.

5 Click Add Members.

6 In the list of users that are displayed at the bottom of the page, click to select the
check box next to the users you want to add to your group.
m Welcome, F ITPORDS. Language » Support Center | Company Directory | Log Off
Edit page content More Information.. Search Company Directory =]
LOREENLITEETR g Home v | Workllow Setup | Security Access ~ | Configuration ~ | Reports » | Stafling ~
Work Group Definition ?
Work Group Name: Payroll Managers Group Description: Payroll Managers
Rues [T Wemeerw
This list contains members that have D?-tll dertved from the rukes or added manualy. The membars that are curently active members are shown s checked. Members that have been removed manually are Shown as. Qrayed and
unchecked. To add additional members manually, chck the “Add Members” button.
First Name: Job:
Last Name: Location:
Department: . Find . GetAll
In our example, these two 2Foung Rows per Page: 10 = @l scaviomvers
users are added to the Payroll B .= = B B B Rule Hame
Managers Work group. L £l Agams, Jane JADANS@FTPOR0S 100300 1001 200 Nia
Paer” managers act aS £l Arturos, David 100100 1009 100 WA
praCtltloners B seve Group W oelete Group W concel
©2013 Automatic Dala Processing, Inc. Privacy | Legal -

7 Click Save Group.

Selecting a Workflow Path

A workflow path is the route that the event follows in the workflow. A workflow path can

have one or more steps, depending on the event. Once you create a workflow path, you
assign it to the workflow.

Important: Certain conditions change the way an event moves down the workflow path.
For example, if you assign a workflow step to a work group that has no members in it,
the step is skipped. If you assign a workflow step to a non-registered user, the event does
not advance down the workflow path until the user registers or the step is rerouted. For
more information, click * (Help) in the top-right corner of the page.

1 Point to Workflow Setup and select Workflow Path Definition.
2 Click Add New.

3 Enter a workflow path name and description.
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CINEP VI E R Home ~ | worklow Setup - | Seeurity Access - | Configuration = | Reports =

In our example, the workflow |
path name and description
define the people included in
the workflow path.

Managing Approvals and Notifications -

Workflow Path Definition

This page defines & workflow path. A workflow path can v an unlimited number of steps. Lise the Action icons to changs, Insert or delete & stsp i & path. You must click Save in order for
any changes, including actions performed via the icons, 1o take effect

= Hame: ¥ [Payroll Managers

Description: ¥ [Payroll Managers workflow Path

Select an option - =X

. Save | . Reset | . Cancel |

©2010 Automatic: Data Processing, Inc. Privacy | Legal

4

In our example, the direct
deposit event will be routed to
the Payroll Managers work
group for their approval.

5

At the bottom of the page, do the following:

« Select the type of assignee to where the step will be routed.

« Select the assignee. The options you see are based on the type of assignee you
choose.

» Select whether the step is an approval or a notification.

L Tl Horme [ workfiow Setun ~ | Security Access ~ | confguration ~ | Reports |

Workflow Path Definition

This page defines a warkflow path. & workflow path can have an unlimited number of steps. Use the Action icons to change, insert or delete & step in & path. You must click Save in order for
any changes, including actions perfarmed via the icons, to take etfect

Hame: ¥ [Payroll Managers

Description: * [Payrall Managers varkflow Path

I ™ T N
wark Group - Payroll Managers (2) - Approval - 2 IS

@ save | @ Reset | (@l cancel |

2010 Automatic Deta Processing, Inc. Privacy | Legal

Note: You can also choose to route events to a specific user or to a specific level up.
For details about these options, click ? (Help) in the top-right corner of the page.

When you are done, click Save.
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Assigning the Workflow Path to the Workflow

To complete the workflow, you need to assign the default workflow path to the
workflow.

1 Point to Workflow Setup and select Event Workflow.

2 In the Event Name column, select the appropriate event. In our example, we need
to select Employee Event - Direct Deposit.

3 In the Default Workflow Path field, select the workflow path that you want
associated with the event.

Portal Administrator ~ FeLIGEl v!WarmowSetup v| Security Access v] Caonfiguration vi Reports v]

Event Workflow T
This page establishes defaut workilow pracessing by svent. Click Save o save your changss. Click Edit Exception to sst up or maintain akermate workflow paths based on business rules
Event Hame: Employee Event - Direct Deposi
Proxy Assignment: atter [ days assionprowyto [None 7]
Reminder Hotification Policy:  after | days send & reminder notiication email every | days
Do not assign workflow tasks to any member of | Mone = | when the Workflow Path Sssignee Type is Up or the Event Proxy Assignment is

In our example, we need to Eecluded Work Group: Qe Level Up
select Payro” Man agersl ——t— Default Workflow Path: Payroll Managers |~

Assignment Hotification Email: [~ Do not send Assignment Nolification email if Workflow Pelh step type is Motification
@ Evit Exceptions |

Found 0 Rows per Page|50 ¥

e s
@ save | @ Reset | | cancel |

©2010 Autometic Data Processing, Inc. Privacy | Legal

4 When you are done, click Save.

Note: For information about other options on this page, click * (Help) in the
top-right corner of the page.
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Creating a Complex Workflow

A complex workflow includes the tasks involved in setting up a simple workflow, but it
can include other tasks such as adding a membership rule for a work group, adding a
business rule, assigning a proxy, and setting up email notifications.

Example of a Complex Workflow

An example of a complex workflow is when an employee enters a value of greater than
10 for his or her federal tax exemptions. This type of event may require two levels of
approval, the first from the payroll manager and the second from the HR manager
responsible for the employee’s department. In addition, this type of event requires a
business rule that identifies that particular event as an exception to the standard
workflow path for the tax withholding event.

This section outlines all of the tasks you may need to complete for this complex
workflow, using the tax withholding event as a model.

Verify the | Create a work | Selecta
event v group 7| workflow path

:

Add a
business rule

Assign the
business rule i
to the workflow

Assign the workflow path
to the workflow

Set up e-mail
notification

r
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Verifying the Event

ADP provides a list of events for which you can set up workflows. You need to verify that
the event for which you want to set up a workflow is included in that list.

1 Point to Workflow Setup and select Event Workflow.

2 In the Event Name column, view the listed events, and verify that the event you
want to set up is displayed.

Portal Administrator ~ [T v|Wnrkﬂuw Setup ~ | Security Access ~ | Configuration + | Reports - |
Event Workflow ?
e
This page displays the default workflow processing by evert. To change the defaul and sxception processing for an event, click the Event Name
S I S 7T T
Employes Event - Address Address Update Mone o
Employee Event - Direct Deposit Direct Depost Insertpdate/Delets Mane i
Emplovee Event - Phone Mumbers Phone Number InsertiUpdate/Delete None 0
In our example, the event Emplovee Event - Tax ithholding Tax Withhalding Insert/pdate Mone o
we need is Employee
Event - Tax Withholding.
The options you see depend
on the services your
Company IS UslI ng . @ 2010 Automatic Data Processing, Inc. Privacy | Legal

Creating a Work Group

A work group consists of the people to whom an event is routed for approval or
notification. In our example, two work groups are needed for the workflow: one for the
payroll managers and one for the HR managers who are responsible for the employee’s
department (Department 100000). The Payroll Managers work group was created earlier
in the chapter for the direct deposit workflow and can be added to the tax withholding
workflow.
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To create the HR Managers work group, do the following:

1 Point to Workflow Setup and select Work Group Definition.
| Warkflow Setup v| Security Access vl Configuration = | Reports v‘

Waork GIDUE Definition ?

To wiewy or change a group, click the Group Mame. If vou need additional Work oroups, click Add Hew.

W Addbew |

= =
Wiork Group Hame ™ Description ™

@ Beneths 1
(o Pavroll Manaters Payroll Managers

. Delete |

2010 Automatic Data Processing, Inc. Privacy | Legal

2 Click Add New.

3 Enter a work group name and description.

Portal Administrator ~ [0 lenrkﬂDW Selup + | Security Access v| Configuration v| Reports v‘

Work Grqu Definition ?
In our exam ple, the work ———— work Group name: » [Feyrall managers Group Description: [Payroll Managers
group name and descrip- R\ Menbers
tIOn define the second Select applicable rules for this group. The selected rules will determine the memkers belonging to this group

Membership Rules

group Of people Who Wi” é Rule Hame Rule Description % Rule Details %

approve the tax withholdi ng [ Earoll and HR Employess Fayroll and HR: Employess Pay Group/Company Code Mol Equals Time and =
atterdance Emplayee
event.

[T Pavrolland HR Manadgers Payrall and HR: Managers Manager Indicator Ecuals Manager
[T Time and Attendance Employees Time and Attendance Employees Time and Attendance Employee Indicator Equels ¥
r Time and Attendance Sunervisnrs Time and Attendanre Sunervisnrs Time and Aftendanre Sunervisor Indinator Fraoals ¥ LI

W fodrue |

. Save Group | Delete Group . Cancel |

@ 2010 Automatic Data Processing, Inc Privacy | Legal

4 Determine if you want to add a membership rule to further define your work group.
In our example, we need to create a two-part rule with comparison variables to
indicate that members approving the event belong to Department 100000 and also
have an HRMGR job code.

5 Create a membership rule by clicking Add Rule.
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In our example, the rule
name and description
define the people in the
work group.

6 Enter a rule name and description.
Home v|Wnrkﬂanelup - | Security Access v| Corfiguration | Reports

Work Group Definition

‘Work Group Name: HR Managers Group Description:  |Human Resources Managers
Rules | Members

Rule Name: p [HR Managers

Rule Description: » [HR Managers

Membership Rule Details
Companzon Calculation

attributer  [Departmert -
operator:  [Eqoe v

Value: Froooon @ | Addcomparison | Cancel
(Lise & comma to separate multiple values)
W Clesrrue |
i H

[ X Delete W concer |

® 2010 Automatic Data Processing, Inc Privacy | Legal

7 Inthe Attribute, Operator, and Value fields, enter the membership rule details. In
our example, shown above, the details entered describe Department 100000.

Important: You must select the correct attribute and enter the correct value. What
you should select and enter depends on the combination of modules your company is
using. Refer to a list of membership rule attributes and values by clicking ? (Help)
in the top-right corner of the page. In the left-navigation column, click See more
about Membership Rule attributes and values.

8 Click Add Comparison.
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9 At the bottom of the page, in the Rule Preview area, verify the first part of the rule.
Wiorkflow Setup v| Security Atcess - | Conflguration | Reports v|

Work Gruue Definition ?

‘Work Group Name: HR Managers Group Description: |Human Resources Managers

Fules | Membaers

Use these icons to Change Rule Name: p [R Managers Rule Description: » [Human Resources Managsrs
your rule statement, if Membership Rule Details
needed.

— =%

ADD 3 Comparison / Caleulation. OR  ADD an operstar.

@ ceorrue |

Department = 100000

=l |

. Save | Delete . Cancel |

10 In our example, we want all the HR managers who are in Department 100000, so we
need to add a second comparison variable. To add a second comparison variable, click
And.

11 Click Add a Comparison/Calculation.

12 In the Attribute, Operator, and Value fields, enter the membership rule details. In
our example, the details entered describe a job code of HR Manager.
oo Selup - Secuiy scess - | Confguration » [ Reports |
Work Gmun Definition ?

‘Work Group Name: HR Managers Group Description:  |Human Resources Managers
Rules | Members

Rule Narme: b [HR Managers Rule Description: » [Human Resources Managers

Membership Rule Details

Department = 100000 =X
AHD =X
[TTomparmen | Calsulation

attribute: [ Jop code -

operstor:  [Equals v

Tl HRMGR: [ ] Add G i ) @l caca |

(Use & comma to separste muliple values)
@ clesrrue |

Rule Preview

Department = 100000 AND

et B

. save | Delete . Cancel |

©2010 Auomaic Data Processing, Inc. Privacy | Legal
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13 Click Add Comparison.

14 At the bottom of the page, in the Rule Preview area, verify the complete rule.

[l Home ~ [worknow Setun ~ | Security Access ~ | conmguration - | Reparts ~ |

Mork Group Definition

Work Group Name: HR Managers Group Description:  [Humen Reseurces Managers

Rules Members

Rule Name: » [HR Managers Rule Description: » [Human Resources Managers

Membership Rule Details

Department = 100000 A=
AHD =X
dok Code = HRMGR =X

Calculation. OR  ADD an operstor ([ anp | [ OR

ADD a Comparison

JET} =

- seve Delete W concel |

©2010 Automatic Data Processing, Inc Privacy | Legal

Note: A calculation variable is used to define calculation logic - for example, for a
group of managers who have been employed for 90 days or more. For more
information about calculation statements, click ? (Help) in the top-right corner of
the page.

15 When you are done, click Save. A list of users who meet the rule’s criteria is
generated.

Selecting a Workflow Path

A workflow path is the route that the event follows in the workflow. In our example, we
need to set up a two-step workflow path that first goes to the Payroll Managers work
group and then to the HR Managers work group.

Important: Certain conditions change the way an event moves down the workflow path.
For example, if you assign a workflow step to a work group that has no members in it,
the step is skipped. If you assign a workflow step to a non-registered user, the event does
not advance down the workflow path until the user registers or the step is rerouted. For
more information, click ? (Help) in the top-right corner of the page.

1 Point to Workflow Setup and select Workflow Path Definition.
2 Click Add New.

3 Enter a workflow path name and description.
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GUOETEN TR IE IR Horne - | waorkflow Setup - | Security Access ~ | Gonfiguration ~ | Reports +

Workflow Path Definition
— —_

This page defines a workflow path. & workflow peth can hawe an unlimited number of steps. Use the Action icons to change, insert or delete a step in a peth. You must click Save in order for
any changes, including actions performe via the isons, to take effect

In our example, the workflow — L weme:  *[ipearmapo

path name and description Description: * 1 Up and Human Resaurces Workflow Path

define the second and i e e —— —C——
step of the approval process. [Socmeion =] e

(HR managers are one level up : . .
. Si ) . Reset | . (& |
from payroll managers.) - = -

©2010 Automatic Data Processing, Inc. Privacy | Legal

4 At the bottom of the page, add the two workflow path steps in the order that the event
should be routed. To add Step 1, do the following:

« Select the type of assignee to where the step will be routed.

« Select the assignee. The options you see are based on the type of assignee you
choose.

« Select whether the step is an approval or a notification.

L E il Horme ~ [ workiiow Setun + | Sacuriy access = | contguration ~ | Reports ~|

Workflow Path Definition

This pags defines a workfiov path. & workflow path can have an unlimited number of steps. Uss the Action icons to change, insert or delsts & step in & path. “You must clisk Savs in order for
any changes, including actions performed via the icons, to take effect

Hame: ¥ [ Up andt HR pproval

Description: * [1 Up and Human Resaurces Warkflaw Path

In our example, for Step 1, oo | seswee | seoiee | o |
the tax withholding event ek Growp I e = [l =l | 4839

will be routed to the Payroll @ swe | @ Reset | (@ Cancel |
Managers work group for
their approval.

©2010 Automatic Data Processing, Inc. Privacy | Legal
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5 Add Step 2 by clicking = (Insert Below) in the Actions column.
| Workilow Setup v| Security Access vl Configuration « | Reporis v‘

Workflow Path Definition

This pags defines a workfiov path. & workflow path can have an unlimited number of steps. Uss the Action icons to change, insert or delsts & step in & path. “You must clisk Savs in order for
any changes, including actions performed via the icons, to take effect

Hame: ¥ [ Up andt HR pproval

Description: * [1 Up and Human Resaurces Warkflaw Path

I I S TS BT
Wiark Group - Payroll Managers (2) - Approval - =X

@ save | @ Reset | cancel |

©2010 Automatic Data Processing, Inc. Privacy | Legal

6 Do the following:

* Select the type of assignee to where the step will be routed.

» Select the assignee. The options you see are based on the type of assignee you
choose.

« Select whether the step is an approval or a notification.

Portal Administrator ~ ELUTI | wiarkflow Setup v| Security Access ~ | Configuration vl Reports v|

Workflow Path Definition
— —

This pags definss & workfiow path. & workflow path can have an unlimited number of steps. Liss the Action icons ta changs, insert o delets a step in & path. You must click Save in order for
any changes, inchuding actions performed via the icons, to take effect.

In our example, for Step 2, Hame: ¥ Lp end R eprevl
the tax W|thho|d|ng event Description: [T Up and Human Resources Worktlaw Path

will be routed to the HR I ™ S T T
Managers work group for [ L e N = e

their approva| X —l_qurk Group =] [HRMenagers 2) =] [eporoval =l 23X
@ sae | @ Reset | (@l cancel

®2010 Automatic: Data Frocsssing, Inc Privacy | Legal

Note: You can add as many steps to a workflow path as you need. However, a step
up cannot follow a specific user or a work group step. Also, if you are using multiple,
consecutive work group steps, the work group names must be unique.

7 When you are done, click Save.
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Adding a Business Rule

A business rule is used to create an exception to a default workflow path. You can create
a global business rule that can be used as an exception for all event types, or an
event-specific business rule to be used as an exception for a specific event. You can
assign more than one business rule to a default workflow path.

It is not always necessary to assign a business rule to a default workflow path. These
rules should be created and assigned based on your company’s needs.

When creating business rules, be very specific when defining the change for which you
want to trigger the workflow. Otherwise, the workflow may be triggered inappropriately.

In our example, we need to create an event-specific business rule that states that
federal exemptions greater than 10 require HR manager approval.

1 Point to Workflow Setup and select Business Rules.
| Warkflow Setup vl Security Access « | Configuration vl Reports vl

Business Rules ?

This pags displays the businsss rules established for workflow. To change & business rue, click the ruls nams. To add a new ruls, click Add New. Uss the Action icons to Delete or Copy & rule

Description: Rule Type: ¢ Giobal ¢ Evert Specific Fuent Narne: | 3elect an option -~ i Find | i Clear |
i AddHew |
Found 0 Raws per Page| 100 ¥

bt © T T

©2010 Automatic Deta Processing, Inc. Privacy | Legal

2 Click Add New.

Tip: For examples of business rules, click 2 (Help) in the top-right corner of the
page.
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3 Choose to add either a global business rule or an event-specific business rule. If you
choose an event-specific rule, select the event for which you need a rule in the Event
Name field.

Portal Administrator ~ JelIgEIRg | Yorkflow Setup = | Security Atcess | Configuration vl Reports v|

Business Rules s

This page definss & business rule for workflove. Attributes avalatls for ruls logic vary based on ruls typs or event. Use the Action icons to change, inssrt or delete & ruls statsment. You must
click Save in order for any changes performed via the icons, to take effect.

' Global Business Ruls (% Event Specific: Ruls Event Hame: Select an option =
In our example. we need to —— e tame: * Rule Description: | =51ct &0 option

Employee Evert - Address
select Event Specific Rule, e e Event - Phore bimoae
and then select Employee = .
Event - Tax

Withholding.

Rule Details:

cing

. Check Rule Syntax | . Clear Rule |

Tip: For information about global business rules, click 2 (Help) in the top-right
corner of the page.

4 In the Rule Name and Rule Description fields, enter descriptive information.
Horme 'lWﬂI’kﬂﬂW setup - | Security Access | Configuration 'l Reports 'l

Business Rules T
——

This page defines & business rule for workflov. Atiributes available for rule logic vary based on rule type or evert. Use the Action icons to change, inssrt or delete a ruls statsment. You must
click Save in order for any changes performed via the icons, to take effect

| | th | € Global Business Rule % Evert Specific Rule Event Hame: Emplovee Evert - Tax Withholding
nour example, the rule name —— Rule Hame: * [Fecieral Exemitionss = 10 Rule Description:  } [Federal Exemptions = 10 F

and description define the
exception to the standard st Comparson

workflow path for the tax with-
holding event.

. Check Rule Syntax | . Clear Rule |

[ EDE 58

©2010 Automatic Data Processing, inc: Privacy | Legal

5 In the Rule Details area, determine whether you need to define your business rule
by adding an action, a comparison, or a calculation. (Refer to “Other Business Rule
Definitions” on page 42 for more information.) In our example, we want to create a
comparison variable, so we click Comparison.

Note: An action is used only for employee events.
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Enter the business rule details. Make selections from the options that are available to

you. In our example, we need to compare the federal tax exemption value to greater
than 10.

GOUEIRE TSR g Home | VWorkflow Setup ~ | Security Access vl Configuration vl Reports v‘

Business Rules
——

This page defines & business rule for workflow. Atiributes svalable for rule logic vary based on rule type or event. Use the Action icons to change, insert or delete a rule statement. ou must
click Save in arder for any changes performed via the icons, to take effect

© Global Business Rule 1 Evert Specific Rule Event Hame:

Employes Event - Tax WWithholding =
Rule Hame: * [Federal Exemptions = 10 Rule Description: b [Federal Exemptions = 10
Rule Details:

Action Comparison '\ Caleulation

Attribute: [Mew Fetieral Exemptions

Operator: [> (greater than) -
vawe: fg

I start with Open Parenthesis "(*

[ s Cancel

. Check Rule Syntax | . Clear Rule |

. Save | . Cancel |

@2010 Automatic Data Processing, Inc. Privacy | Legal

Note: If you are creating a business rule for an employee address, phone number, or

emergency contact event, you must select an attribute that matches the employee fields
on the Personal Information pages.

7 Click Add.

ADP Workforce Now
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8 Review your business rule by clicking Check Rule Syntax. If the rule is incomplete
or contains errors, it will be displayed in red in the Rule Preview area. Hover your
cursor over the red text for more information.

« If needed, change your rule by using the icons.
« If no errors are detected, click OK.

ULETRETTTE IR Home ~ | wiorkiow Setup - | Security Access -] Configuration vi Reports vi Recruiting & Stafing -]

Business Rules T
———

This page defines a business ruls for workflow. Attributes available for rule logic vary based on rule type or evert. Use the Action icons to change, insert or delete & rule statement. Vou must
click Save in order for any changes performed vis the icons, to take effect

7 Global Business Rule ™ Event Specific Rule Event Hame: |Emn\nvee Event - Tex Withholding ;I
. Rule Hame: * [Federal Exemptions = 10 Rule Description: b [Fecieral Exemptions = 10F
Use these icons to make :
changes to a rule statement. e
ADD a rule ststernent OR  ADD an operator: ‘(' ‘)' " AND J L OR "
- Check Rule Syntax | - Clear Rule |

e e croe

ey Federal Exemptions > 10

@ sive | @ cancer |

© 2010 Automatic Deta Processing, Inc Privacy | Legal

9 When no more changes are needed, click Save.

Note: You can test the business rule by adding it to a default workflow path and
conducting the associated event.

Other Business Rule Definitions

A calculation variable is used to define calculation logic. For example, if a standard
salary change plus a proposed additional salary change for an employee exceeds a
certain percentage, a second manager needs to approve the event.

An action is used only for employee events that involve adding, updating, or deleting
information. For example, if an employee has a baby and adds the baby as a new
dependent, HR approval is required since information such as the baby’s birth certificate
needs to be verified.

Note: These events are available if your company uses the HR module.

Assigning the Business Rule to the Workflow
After you create the business rule, you need to assign it to the workflow.
1 Point to Workflow Setup and select Event Workflow.

2 In the Event Name column, select the appropriate event. In our example, we need
to select Employee Event — Tax Withholding.

Portal Administrator Guide 42 ADP Workforce Now



Managing Approvals and Notifications -

3 At the bottom of the page, click Edit Exceptions.

| Workflow Setup | Security Access « | Configuration - | Reports « |
Event Workflow T
This page establishes default warkflow processing by event. Click Save to save your changes. Click Edit Exception to set up or maintain aternate workflow paths based on business rules.
Event Hame: Emplayes Event - Tax Withhalding
Proxy Assignment: atter [ days assign proxyta[Nere =]
Reminder Hotification Palicy:  after l_ days send a reminder natification email every l_ days
Excluded Work Group: gf.sﬁ:fﬁ; wirkflow tasks to any member of | Mone | wehien the Wiorkfiow Path Assignee Type is Up o the Evert Proxy Assignment is
Defautt Workflow Path: [wore =]
Assignment Hotification Email: [ Do not send Assignment Motification email if Workfiow Path step type is Notification
& G xcovions
Found 0 Rows per Page|50 =]
W @rest) @ Coen
® 2010 Automatic Data Frocessing, Inc Privacy | Legal
4 Select the appropriate business rule and workflow path.
| Wiorkflow Setup - | Security Access - | Caonfiguration ~ | Reports - |
7

Event Workflow

This page defines the exceptions to the default warkflow path for this event. Uss the icons inthe Actions column to change, insert or delets a rule associated to this evert. You must click Save in

order for any changes, including actions: performed via the icons to take effect.
| proity | Busiessmie | Wonowpah | ctons |
In our example, we need to 0 [Fetoribemaions =10 =] | [AORROE EEL
select the business rule and "l Il
workflow path that we created
for this workflow.

©2010 Automatic Data Processing, Inc. Privacy | Legal

Note: If you have more than one exception to your default workflow path, you can
control the order in which these exceptions are applied. Click & (Insert Above)

and = (Insert Below) to add your exceptions in the order you want. You may need
to click Enable Priority Processing to set up this ability. For more information, click

? (Help) in the top-right corner of the page.

5 Click Save.

Email Notification

You can set up email notification for a workflow to notify users of action required or
taken. You can set up global emails and event-specific emails. Notifications are sent to

the employee’s security management email address.
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Note: Employees can keep their security management email addresses up to date by
clicking the Update My Security Profile link on the ADP Workforce Now logon page.

Global Emails

Global emails apply to all events and are sent automatically when the event occurs. A
global email can be sent to assignees in a workflow path to notify them that an
employee event has been submitted and requires their approval. Another global email
can be sent to employees to confirm that an event they submitted was approved.

Note: If you set up a global Assignment Notification email, you do not have to send it to
users who are only being notified about a workflow step. You make this selection on the

Event Workflow page. (Refer to “Assigning the Workflow Path to the Workflow”
on page 47.)

Example of a Global Email
Home ~ | Warkfow Sefup ~ | Security Access ~ | Configuration ~ | Reparts ~ |

Email Setue ?

Enter the email body, subject ine and sender's email address. Click Save to save your changes. Click Disable to clear email data and stop email from being generated

Type Hame: Assignment Notification

From Address: * [manager@company:.com

Subject Line: [assignment Hotification for (EVENTY

Email Body: b [5oo onager, =

ou have a request for (EVENT} for {EMPLOYEE_NAME}, submitted on
{SUBMITTED_DATE}, that requires your sttertion

**This e-mail has been sert by an automated system. PLEASE DO MOT
REPLY **

@ save | @ Reset | ] cancel | (@ Disable |

®2010 Automatic Data Processing, Inc Privacy | Legal

Event-Specific Emails

An event-specific email is used to notify assignees in a workflow path about a specific
event. It is only sent if you set it up and then make the selection on the Event Workflow
page. (Refer to “Assigning the Workflow Path to the Workflow” on page 47.)

Important: An event-specific email takes the place of a global assignment notification.

This means that when you choose to send an event-specific email, a global Assignment
Notification email does not go out.

Perhaps an employee updates his or her account number and would appreciate future
paychecks deposited to this new account as soon as possible. You can set up an
event-specific email that lets the assigned approver know a direct deposit event has
been submitted and requires a timely response.
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Example of an Event-Specific email

L E LT D R Home » | Workflow Setup v| Security Access vl Configuration ~ | Reports -

Email Setup s

Enter the email body, subject s and sender's emall address. Click Save to save your changes. Click Disable to clear smail data and stop smail from being gensrated.

Type Hame: Employes Evert - Direct Deposit - Assignment Notification

From Address: * [manager@company: com

Subject Line: ¥ [Direct Depaisit Updste Retuiring ‘Vour Approvel

Email Body: b [5oc onager,

2 direct deposit update submitted by {EMPLOYEE_NAME} an
SUBMITTED_DATE} recuires your promet attention. Thank you for
responcing

**Thiz e-mail has been sert by an automated system. PLEASE DO NOT
REPLY **

. Save | . Reset | . Cancel | . Disahle |

©2010 Automatic Data Processing, Inc Privacy | Legal

Setting Up Email Notifications

To set up an email notification, do the following:

1

In our complex workflow
example, we can set up a
global Assignment Notification
email.

Point to Workflow Setup and select Email Setup. This page provides your available
templates and tells you which ones have been set up (configured).

Global emails are listed in the Email Type area of the page. Event-specific emails are
listed in the Event Specific Email Templates area right below it. Click the type of
email you want to set up.
TR ome - [ vioriow Setun | Sesurty ssvess - | confguration - | Regorts -

Email Setup

Click the appropriste email type to view, update or disabls

Email Type Subject Configured?

Approved Notification to requestor N
|~ | Assignment Notification

Cancel Event Notification

Proxy Assignment

Recall Notification

Eeiection Notifiation to assionees in previous steps

Reiection Notification to requestar

Reminder Notification

z =z z =z =z =z =z =

Reroute Notification

Employee Event - Address - Assignment Notification

Employee Event - Direct Deposit - Assignment Notification

[
N
Emplovee Event - Phone Mumbers - Assignment Notification [
N

Employee Event - Tax Withhalding - Assignment Motification

@2010 Automatic Data Processing, Inc Privacy | Legal
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3

In our example, the subject line
describes the event and

includes a variable for the event
name.

Enter information in the From Address field, Subject Line field, and Email Body
box. In the Subject Line field and Email Body box, you can use the variables below
to personalize the text. The email is updated automatically with the specific
information you choose to display (for example, the event name or the date the event
was submitted).

To Display The Include This Variable
Event name {EVENT}

Submitter’s name {NAME}

Affected employee’s name {EMPLOYEE_NAME}
Date the event was submitted {SUBMITTED_DATE}

* Number of events awaiting approval that {NUMBER_OF RECORDS}
have passed the number of days set up in
the Reminder Notification policy (for
Reminder Notification emails)
e Number of records reassigned to a new
approver when an event is rerouted (for
Reroute Notification emails)

EALETEG TG Home - | Wiorkflow Setup = | Security Access » | Configuration ~ | Reports =

Email SeluE

Enter the smail body, subject ne and sender's emall address. Click Saveto save your changes. Click Disable to clear emal data and stop emal from being gensrated

Type Hame: Assignment Ntiication

From Address: * [manager@company: com

In the body, variables are
included for the event name, the
affected employee’s name, and
the date the event was
submitted.

4

Subject Line: ¥ [ssignment Natification for (EVENT}

Email Body: ¥ [pear Manager, a

ou have & reduest for {EVENT }for (EMPLOYEE_NANE}, submitted on
{SUBMITTED_DATE}, that recuires your attention

= This e-mail has been sent by an sulometed system. PLEASE DO NOT
REPLY 1

@ save | [ Reset | ] cancer | ] Disable |

@2010 Automatic Data Processing, Inc. Privacy | Legal

Click Save.
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Assigning the Workflow Path to the Workflow

To complete the workflow, you need to assign the default workflow path to the
workflow. On this page, you can also set up a proxy, exclude a work group from
addressing workflow tasks, and manage email notifications.

1
2

Point to Workflow Setup and select Event Workflow.

In the Event Name column, select the appropriate event. In our example, we need
to select Employee Event - Tax Withholding.

Make your selections. In our example, we want to do the following:

e Select 1 Up and HR Approval as the default workflow path.

* Reroute the workflow task to a proxy who is one level up after 7 days, if needed.

* Send a reminder notification to assignees once a day after 3 days, if needed.

e Exclude certain users from having to address a workflow task when a step in a
workflow path is routed up to them. Note: You need to set up a work group for
these users.

« Send an event-specific email notification that we set up.

Home = [Warktow Saton | SasuriAcssss = | confuration = | Reports =

Event Workflow

This page establishes defaul workilow processing by event. Click Save to save your changes. Click Edit Exception to set up or meintain alternate workflow paths based on business rules

Event Hame: Employee Event - Tax Withholding
Proxy Assignment: sfter | 7 days assion proxyto [One Level Up ¥
Reminder Notification Palicy:  adter | 3 days send a reminder notification email every | 1 days

Do not assign workflow tasks to any member of | Excluded Work Group(s) = | when the Workflow Path Assignee Type is Up or the Event Proxy
Assignment is Ons Level Up

Default Workflow Path: 1 Up and HR Approval =

Event Specific Email: [V Uise Evert-Specific Email

Excluded Work Group:

Assignment Hotification Email: [~ D ot sendt &ssignmentt Notification smeil if Workfiow Path sten type is Matification
@ Evit Exceptions |

Found 1 Rows per Pags|50

- - -
e e > ot ram 2

1 Federal Exemptions = 10 Event Specific 1 Up and HR Approval

@ save | @ Reset | @l cancel |

©2010 Automatic Data Processing, Inc Privacy | Legal

Note: For assistance completing this page, click z (Help) in the top-right corner of
the page.

4 When you are done making all of your selections on this page, click Save.
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Changing or Deleting a Work Group

Changing a Work Group

When you change a work group, any workflows associated with that work group are
automatically updated with the change.

1 Point to Workflow Setup and select Work Group Definition.
Home - | Workflow Setup V| Security Access v| Configuration 'l Reports v|

Waork Group Definition ?
To view or change a group, click the Group Name. If you need adtional Work groups, click Add Hew
W fddbew |
* =
Work Group Hame ¥ Description  ~
& Benefts1
£ Excluded iork Group Executives who are nat assigned workflow tasks for level up steps
€ HR Managers Human Resources Managers
0 Payrol Managers Payroll Managers
@ veete |
©2010 Automatic Data Processing, Inc. Privacy | Legal
2 Click the name of the work group you want to change.
3 Change information as needed.
Portal Administrator ~ I vlwmmow Setup v| Security Access v‘ Configuration v‘ Reports =
Work Group Definition ?

‘Work Group Name: HR Managers

Group Description:  |Human Resources Managers

Fules \ Members

Select applicabls rules for this aroup. The sslected rulss wil determine the members belonging to this aroup

Membership Rules
= _
=~ |Rule Hame ¥

o Py
= Rule Description =7 Rule Details =~

Human Resources Managers

M HRManagers

[T Payrol and HR Emplovees

Department Equals 100000 AND Job Code Equals HRMGR -
Pay Graup/Company Code Mot Eguals Time and
Payrol and HR Employess T B

™ Payroll snd HR Managers Paryroll and HR: Managers Manager Indicator Equals Manager
T Time and Attendanee Fmolnuees:

@ pddrue

Time: and Attendance Fmolrvess Time and Atendance Fmalover Indicstor Fruals ¥ =

W seveGrowp | B peleteGroup | @ concel |

®2010 Automatic Data Processing, Inc Privacy | Legal

4 To add or remove a rule, click the associated check box, or click Add Rule to create
a new rule.

Note: Removing a rule will not remove members that were added to the group
manually.
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5 To add or remove individual members, select the Members tab and do any of the
following:

e To add members, click Add Members.
* To remove members, click to clear the appropriate check boxes.

@p Vielcome, F ITPORDS Langusge - Support Center | Company Directory | Log Off =
Edit page content More Information..
et Home ~ [ worktiow Setup = | Securily Access ~ | Gonfiguration ~ | Reponts ~ | staming ~

Search Company Directory 2

Work Gmue Definition

?
Work Group Name: Payroll Managers

Group Description: Payroll Managers
Rules Wembers

To locate a member, enter

This list contains membrs that have been derived from the rules or added manually. The members that are currently active members are shown as checked. Membars that have been removed manually are shown as grayed and
information in this area,

First Name:

and then click Find. —— 1

Last Name: Location:

Department: o rinc W Getan

2 Found Rows per Page: 10 =

@ #ddMembers
= = = = = =
Name =7 Userin T Service Center Department = Job T %2
7| agams, Jene JADANS@FTPORDS 100300

Rule Hame
1001 200 Wa
7] Auros, David 100100 1008 100 na

Wl seveGrowp @ petete Group il cancel

92017 Automalc Data Processing. e Privacy | Legal

6 Click Save Group.

Deleting a Work Group

If you delete a work group that is assigned to a workflow path directly or by proxy, the
workflow step assigned to this group or proxy will be skipped.

1 Point to Workflow Setup and select Work Group Definition.
Home v|Wurkﬂuw Setup v| Security Access vi Caonfiguration vi Reports vi

Work Group Definition

To view or change a group, click the Groug Name. If you need additional Work groups, click Add Hew

@ Addbew |

= P
Work Group Hame 7 Description =
Benetis 1

Excluded Wyiork Group

Executives who re not assigned workflow tacks for level up steps
HR Managers

o il Biie BN C]

Human Resources Menagers
Payroll Managers

@ peete |

Payroll Managers

®2010 Automatic Data Processing, Inc Privacy | Legal

2 Click to select the radio button next to the work group you want to delete.

3 Click Delete, and then click OK to confirm your action.
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Changing or Deleting a Membership Rule

Changing a Membership Rule

You cannot change a membership rule that is assigned to a work group or a security
group. You must first unassign the rule from any work groups or security groups to
which it is assigned. Another option is to create a new rule.

Note: Information on managing security groups is provided in the ADP Workforce Now®
Security Guide.

1 Point to Security Access and select Membership Rules.
Home -+ | Workflow Setup v| Security Access v| Configuration -~ | Reports + | Recruiting & Staffing v|

Membership Rules

Rules can determing the members of a Security or Work Group. To view or change & rule, click the Rule Mame_ 1f you need additional rules, click Add Hew

. AddHew |

Rule Hame: 3 Rule Description = Rule Details
& HE Manavers Human Resources Managers Department Equals 100000 AND Job Code Equals HRMGR
€ Pavrol and HR Emplovees Payroll and HR Employees Pay GroupiCampany Code Not Equals Time and Attendance Employee
€ Pavroll and HR Managers Payrall and HR Managers Manager Indicator Equals Manager
€ Time and Attendance Emplovees Time and Atiendance Employees Time and Attendance Employee Indicator Exusls ¥
€ Time and Aftendance Supervisors Titme andl Atiendance Supervisors Time and Attendance Supervisor Indicator Equals Y

W vetete |

©2010 Automatic: Data Processing, Inc.

Privacy | Legal

2 Click the name of the rule you want to change.

3 Change information as needed.
workiow Setup > [ Geeurity Access ~ | Configuration ~ | Reports ~ | Recruiting & Stafing ~

Membership Rules kd
Rule Name: HR Managers Rule Description:  » [Human Resources Managers

Membership Rule Details

Departmert = 100000

D=0
AND =X
Job Code = HRMGR 1=

Calculation OR  ADD an operstor [(anp ) [ or )

W cearrue )
Department = 100000 AHD Job Code = HRMGR
L] =

@ ) @vese ) @cewe )

©2010 Automatic Data Processing, Ine Privacy | Legal
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Tip: Use the icons to make changes to a rule statement. Click Clear Rule to delete
the entire rule.

4 Verify your rule in the Rule Preview box at the bottom of the page.

5 When you are done, click Save.

Tip: For more information about managing membership rules, click 2 (Help) in the
top-right corner of the page.

Deleting a Membership Rule

You cannot delete a membership rule that is assigned to a work group or a security
group. You must first unassign the rule from any work groups or security groups to
which it is assigned.

1 Point to Security Access and select Membership Rules.

LSRG Gl Home « | Wiorkflow Setup « [ Security Access - | Configuration ~ | Reports - | Recruiting & Staffing -
Membershiﬂ Rules ?
Rules can determine the members of & Security or Work Group. To visw or change & rule, click the Rule Name. f you nesd additional rules, cick Add Hew
@ Acdtew |
o = _
Rule Hame v Rule Description = Rule Details
@ HR Managers HuMmean Resources Managers Department Equals 100000 AND Job Code Equals HRMGR
€ Payrolland HR Employees Payroll and HR Employees Pay GroupiCompany Cade Not Equals Time and Attendance Employse
€ Payrolland HR Managers Payroll and HR Managers Manager Indicatar Equals Managsr
€ Time and Attendance Emplovees: Time and Atiendance Employess Time and Attendance Employee Indicator Eguals
€ Time and Attendance Supervisors Time and Attendance Supervisors Time and Attendance Supervisor Indicator Equals
@ oeicte |
©2010 Automatic: Data Processing, Inc. Privacy | Legal

2 Click to select the radio button next to the rule you want to delete.

3 Click Delete, and then click OK to confirm your action.
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Changing or Deleting a Workflow Path

Changing a Workflow Path

Use these icons to make

changes to a step in the work-

flow path.

You can change a workflow path at any time.

1 Point to Workflow Setup and select Workflow Path Definition.
2 Click the workflow path you want to change.

3 Make your changes.

Ll Home = [[workilow Setup — | Security Ascess + | Configuration ~ | Reports ~

Workflow Path Definition

This page defines a workflow path. & workflov path can have an unlimied number of steps. Use the Action icons to change, insert or delete & step in 8 path. You must click Save in order for
any changes, including actions performed via the icons, to take effect

Hame: Fayroll Managers

Description: * [Payroll Managers Wiarkiiow Path

Work Group Payroll Managers Approval 8= X

@ save | (@ Reset | @l cancel | (il Delete |

2010 Automatic Data Processing, Inc. Privacy | Legal

4 Click Save.
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Deleting a Workflow Path

You cannot delete a workflow path that is associated with an event as either the default
workflow path or an exception to the workflow path. You must first remove the workflow
path from the event.

1 Point to Workflow Setup and select Workflow Path Definition.

e LT e Home v | Workflow Setup | Security Access + | Configuration + | Reports ~ |
Workflow Path Definition ?
——
This page displays the paths established for workflow. To change a workflow path, click the appropriste Path Name. To add & new path click Add Mew. To delets a path, click the delete icon
@ Aadnen |
Found 2 Rows per Page|50
= e . S
1 Up and HR Approwal 1 Up and Human Resources Workflow Path X)
Fayroll Managers Payroll Managers WWorkflow Path X)
® 2010 Automatic Data Processing, Inc Privacy | Legal

2 Click x (Delete) to the right of the workflow path you want to remove, and then

click OK to confirm your action.
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Managing Business Rules

Changing a Business Rule

To locate a business rule,
enter or select information

1 Point to Workflow Setup and select Business Rules.

Portal Administrator ~ RNE] v|Wurkﬂnw Setup ~ | Security Access v| Configuration ~ | Reports v|

Business Rules s
——

This page displays the business rules etablished for workflow. To change & business rule, click the rule name. To add & new rule, click Add New. Use the Action icons to Delste or Copy & rule.

in this area, and then click—__ Description: Rule Type:  © iobal © Everi Specific  Event Hame: | Sel=ct an cplion B Wrna |l clear |

Find.

Use these options to make
additions to your business
rule.

[ e
Found 2 Fows per Page| 100
more® | i ® | o ® | oo ®

Department Rule Department equals 100000 Global - Department = 100000 Global X @
Federal Exemptions = 10 Federal Exemptions = 10 Retire HR Marager Approval Mew Fetieral Exemptionss = 10 Employes Event - Tax Withhalding Xl
@ 2010 Automatic Data Frocessing, Inc Privacy | Legal

Use these icons to change a
rule statement.

2 Click the rule you want to change.

3 Make your changes.

[T - ome - | worknow Seion ~ | Securit Aceass | Contguration < | Reports =

Business Rules i

This page defines @ business rule for workflove, Attrisutes available 1o rule (0gic vary hased on rule type or evert. Use the Action icons to change, insert or delete @ rule statement, You must
click Save in order for any changes performed via the icons, 1o take sifect,

Rule Hame: Federal Exemptions > 10 Rule Description: » [Feceral Exemptions > 10 F
7 Build a Global Business Rule © Build an Event Specific Business Rule Event Hame: Employes Event - Tax yvithholding

1 lew Federal Exemptions = 10 A3

ADD a rule statement OR  ADD an operstor: () O)Canp ) [ or )

@ creckRule syntax | @ cearrue

News Federal Exemptions = 10

W s Delete | Cancel |
©2010 Automatic Data Processing, Inc. Privacy | Legal

Review your changes by clicking Check Rule Syntax. If the rule is incomplete or
contains errors, it will be displayed in red in the Rule Preview area. Hover your
cursor over the red text for more information.

When no more changes are needed, click Save.

Test the business rule by assigning it to a workflow and conducting the associated
event.
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Deleting a Business Rule

You cannot delete a business rule that is associated with an event. You must first
remove the business rule from the event.

1 Point to Workflow Setup and select Business Rules.

Portal Administrator + RN leurkﬂnw Selup ~ | Security Access + | Configuration v| Reports v‘

Business Rules ?
This page displays the business rules established for workflow. To change & business rule, click the rule name. To addl & new rule, click Add New. Lise the Action icons to Delete or Copy & rule
Description: Rule Type:  © Giobal ¢ Event Specific Event Name: | Select an option - . Find | . Clear |
. Add Hew |
Found 1 Fows per Page| 100 ¥
T I NS N S
Federal Exemptions = 10 Federsl Exemptions > 10 Recire HR Manager Approval New Federal Exemptions > 10 Employee Evert - Tax Withholding 2@

@2010 Automatic Data Processing, Inc Privacy | Legal

Click x) (Delete) to the right of the rule you want to delete, and then click OK to
confirm your action.

Copying a Business Rule

You can copy an existing business rule to a new rule and then make changes to it. You
can copy:

From a global rule to a global rule
From a global rule to an event-specific rule
From an event-specific rule to an event-specific rule, if the event is the same
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To copy a business rule, do the following:

1 Point to Workflow Setup and select Business Rules.

OO E BT (G Gl Home » | Workflow Setup | Security Access v| Configuration - | Reports v|

Business Rules 7

This page displays the business rules established for workflow. To change a business rule, click the rule name. To add & newr rule, click Add Mewe, Use the Action icons to Delete or Copy & rule.

Description: Rule Type: " Giobal © Evert Specific Event Hame: | Select an option ~ . Find | . Clear |

. Add Hew |

Found 2 Rows per Pags| 100 ¥ )
. . .

Pt © o e S Jrcions)

Department Rule Department equals 100000 Global - Department = 100000 Global ) __J
Federal Exemptions > 10 Federal Exemptions = 10 Requirs HR Manager Approval Mew Federal Exemptions = 10 Employes Event - Tax Withholding X ,_')
@ 2010 Automatic Data Processing, Inc Privacy | Legal

2 Click [} (Copy) to the right of the business rule you want to copy.

3 Select the rule type. (You cannot do this if you are copying an event-specific rule.)

[T LT el Home - [worklow Setup | Securty Access ~ | Configuration ~ | Reports = |

Business Rules ?

Enter the type, name and description for the new rule and click Save. After save, select the new rule name from the list to change the rule serigt.
Copy : Department Rule

To: { Buida Global Business Rule ¢ Buid an Evert Specific Business Rule Fvent Hame: |seiect an option -
Rule Hame: b Rule Description: b |—

Global - Department = 100000

. Save | . Reset | . Cancel |

@ 2010 Automatic Data Processing, Inc Privacy | Legal

Enter a new business rule name and description.
Click Save. This returns you to the updated Business Rules page.
Select the new rule from the list.

Make your changes.

0o N o o b

Click Save.
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Stopping Email Notifications

You can stop an email notification from being sent.
1 Point to Workflow Setup and select Email Setup.

2 Click the name of the email you want to stop sending.

Portal Administrator + RN viWurkﬂnw Selup ~ | Security Access + | Configuration ~ | Repors + |

Email SeluE

Ertter the email body, subject fine and sender's email address. Click Save to save your changes. Click Disable to clear emsil data and stop emil from being generated

Type Hame: Employee Evert - Direct Deposit - Assignment Notification

From Address: * [manager@companyx.com

Subject Line:

¥ [pirect Deposit Updete Regquiring “Your Appravel
Email Body:

¥ [bear Manager,

4 cirect depost updats submitted by {EMPLOYEE_NAME} on

{SUBMITTED_DATE }requires your prompt sttention. Thank you for
responting

**This e-mail has heen sent by an automated system. PLEASE DO NOT
RERLY **

- Save | - Reset | - Cancel | . Disable |

2010 Automatic Data Processing, Inc. Privacy | Legal

3 Click Disable, and then click OK to confirm your action. The template for this email
is cleared, and the email is no longer sent.
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Managing Events

Checking the Status of an Event

You can check the status of all events in which you participated on the Approval History
page.

1 Point to Home and select Approval History.

QL ﬂﬂmm_»”

To refine your list, enter infor-
mation in this area, and then —
click Find.

Click here to view additional —
columns.

Your events are displayed

status: [ Al ¥
Employee Name:
Originator Name:
Worksheet ID:

LMore Information
4gFound 13013149/ M

Actiy =
WerkEvent-Employment Status Change

WiorkEvent-Emplovment Status Change

WiorkEvent-Chanas Job Status

WiorkEvent-Change Job Status

WorkEvent-Change Job Stafus

WorkEvent-Change Job Status

here.

WiorkEvent-Change Job Status

WiorkEvent-Job and Salary Change
WiorkEvent-Job and Salary Change
WiorkEvent-Job and Salary Change
WiorkEvent-Job and Salary Change
WorkEvent-Job and Salary Change
HorkEvent-Job and Salary Change

WiorkEvent-Job and Salary Change

Wiork Transfer

WiorkEvent-Emplovment Status Change:

WiorkEvent-Change Job Statug

. Print |

Employee Name @

Timothy Johnson
Woodie Richards
James Conti
Alpiz Brang
Juan Rodriguez
Phil Capstein
Sandra Baird
Donald Logan
James Conti
Joesph Kelly
Joesph Kelly
Joeaph Kely
Ronald Valerie
Sandra Baird
David Abbott
Muttiple

Muttiple

Wukiple

Activity:
Last Action Date:

Effective Date:

From: 1o |
From; ETD} E

Rows per Page: |30 ¥

Originator Name %
Rhonda Helming
Rhonda Helring
Anngtte Kendrick
Jennifer Abraham
Annefte Kendrick
Annette Kendrick
Annette Kendrick
Rhonda Helming
Rhonda Helming
Ahonda Helming
Rhonda Helming
Rhonda Helming
Annette Kendrick
Annette Kendrick
Alan Theil
Rhonda Helming

Jennifer sbraham

Rhonda Helming

Vay
LastAction Date

04/28/2009 11:40:46

2009 15:00:09

0812/2009 01:01:12

7/21/2009 01:00:59

7/06/2008 14:19:28

04i27/2009 22:08:55

04020/2008 12:23:44

07/01/2009 11:48:57

08/03/2009 13:54:45

08/20/2009 09:03:22

072372008 18:47:12

200910:341%

07H7/2009 14:58:16

Status @
In Progress
In Progress
In Progress
In Progress
In Progrese
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress

In Progress

In Progress
In Progress
Complete
Complete

n Progress

—

. Find \ . Clear :I

Actions
[c]

2 To view a summary of changes for an event, click the activity name.
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3 To view details of each step in the event’s workflow path, click @ (View History) to

Deleting an Event

the right of the activity (event).

Result: A summary of the event is provided at the top of the page, followed by a list
of actions performed by all users and the system.
-mpmfm.ia.m-n.ﬁ — R e i . R

Approwal History

T page sinziays Tie mauk cetal tor the seiese

Activity
Empluyes Rame
Wiurksbeat 1D
Crigmator llame
Date Suberitted
Effective Date

Complution Date
Viarkfiow Fatn lame Statad Change Asproeers
Dusness e

Agsigned To.
Symem

Syaten or iy memeer of uclsed groie

e

You can remove completed events from your approval history. Completed events include
any event that is not in progress.

Note: The event remains on the Approval History page of other participants in this event.

1
2

Point to Home and select Approval History.

Click x) (Delete) to the right of the event you want to remove, and then click OK
to confirm your action.

Recalling an Event

You can recall an event only if you are the submitter of the event and the status of the
event is in progress.

1
2

Point to Home and select Approval History.

Click ) (Recall) to the right of the event you want to recall, and then click OK to
confirm your action. The status of the event is updated as recalled in the approval
history, and the event is removed from the Approval list of the assignees.

Approving or Rejecting an Event

You can approve or reject an event that you received for approval by doing the
following:

1 Point to Home and select Welcome.

2

In the Message Center at a Glance area of the page, click Approvals.
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3 Approve or reject an event by clicking the activity name.

Portal Admi TRl Home | workiow Setup = | Securiy access | configuration = | Reports = | Recruiting & Stamng ~

Message Center

Approvals || Motifications Administrative Activties Employes Activties

Enter search criteria and click Find to refine Activity list. Click an Activity link to vieve, approve or reject. Click the visw history icon inthe Actions column to visw approval history. Click the More
Information ink to view addtional columns.

Employee Hame: Activity:
Originator Hame: Date Submitted:  From: | = T =
Worksheet ID: Effective Date: From: [ = e = [ R

More Information 49 Found  [1-30 | 31-43 [ 2 b1 Fowe por Pagelﬂ

Activity S Employee Name S Originator Name £ Date Submitted v Actions
Emplo Roy Jenkins Roy Jenkins 10/16/2008 10:05:32 @
VWorkEvent-Transfer David Abbott Alan Theil 08/20/2008 09:03:18

Emploves Event - Education PS5 KaladharEVSD! P5 KaladharEVS00 08/20/2009 05:15:56

lanager Event - Skils PS VenuEvS00 P5 RavEVS00 08/12/2009 09:44:35 Q
lanage: - Skils FS SubratEVs00 P35 RavEVS00 08/12/2008 08:34:41 g
lanager Event - Skils Sandra Baird Annette Kendrick 08/12/2009 09:28:43

Manage - Skl Charles Kirby endrick 08/11/2009 18:03:25

Note: For more information, click 2 (Help) in the top-right corner of the page.
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Managing Approval History

You can monitor and manage workflow history. You can view a list of all approval history
records that are in progress or completed, along with their details. You can also export
and purge records to keep your system running efficiently.

Viewing Events

Events that are in progress include events that have a step awaiting approval.

Completed events include events that have been completed, rejected, recalled, or
canceled.

To view all events that are in progress or completed, do the following:

1 Point to Home and select Manage Approval History.

Portal Administrator ~ JRBliCEES ‘ Wyorkflow Setup vi Security Access vi Configuration vi Reporte vi

Manage AEEmvaI History T
This page allows you to export approval history ta a .cav file or purge approval histary records for completed events. Enter search criteria to fiter the everts. Lise the Action icon to view

appraval history. To view status of submitted job, Click Submitied Jobs Manitor. Click More Infarmation nk to view aditionsl columns

» Status: In Progress » Employee Hame: Submitted Jobs Manitor

Date Submitted: b From: | E] To: | E] Fvent Hame: Select an option -

Last Action Date:  From: | = To:| = Originator Hame:

Effective Date: From: | = o = Worksheet ID: W rnd |l Clear |

Mare Information

Found 0 Rows per Page|50 ¥
- - P
n Event Hame Employee Hame Originator Hame Date Submitted “% L ast Action Date | mm

@ exeort | @ Esportan | W Purge | @ rurgean |

©2010 Automatic Data Processing, Inc. Privacy | Legal

2 In the Status field, choose In Progress or Completed.

3 In the Date Submitted field, enter the From and To dates. You can enter the date
manually (format is mm/dd/yyyy) or select the date from the calendar. The maximum
date range is 90 days.

Tip: To further refine your list, enter information in other fields. For more information,
click 2 (Help) in the top-right corner of the page.
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4 Click Find. The results matching your search criteria al

e Approval Hislgi_i_i_""-'-—._,_i

re displayed.

Employee llame:

Last Action Date:

Effective Date:

From: 2‘ To: 2/
From: 0 e 5|

This page a to export approval higtory to a
sfatus be, click Submitted Jobe Monitor. Ciick More information to view additional columne.
P Status; |Fending ¥

Date Submitted: ¥ From: 3 To: 3

Event lame:
Originator Name:

Worksheet ID:

More Information

[ Eventlame ~

[ Employes Event - Address

[ Employes Event - Address.

[ Employes Event - Address

[ Employee Event - Dependents

[ Employes Event - Education

[~ Employes Event - Emergency Contacts
[ Employes Event - Emergency Contacts
[~ Employes Event - Emergency Contacts
[ Employee Event - Languages

[ Employee Event - Languages

| B

- ExportAll_|

3738 Found [1-10]11-20121-20| 213738 | 2 M)

Employee Name % Originator Hame %
artin Boggia artin Boggia

Jennifer Abraham Jennifer Abraham
Martin Boggia Wartin Boggia

PS KaladharEVS00 PS KaladharEV500

PS KaladharEVE00

PS KaladharEVS00

Annefte Kendrick Annetie Kendrick
Martin Boggia Jartin Boggia
Rhonda Helming Rhonda Helming
Robert Wentworth

Kevin Wisen

- Purge J

Kevin Wilson

8 purge

Rows per Page

itted 2
Date Submitted =

07/22/2009 11:41:59

0812, ae02

08/13/2000 11:10:58

10 >

A
LastAction Date =

08/25/2009 01:02:40

s fil or purge approval hitory for completed svents. Enter search crieria to fiter the events. Use the Action icon to view approvalhistory. To view

Submitted Jobs Monitor

oo |

Status % Actions
InProgress  (F)
In Progress

In Progress

InProgress ()
Infrogrsss ()
inProgress  (3)
InProgress ()
nProgress ()
InProgress ()
In Progress

& cer

5 To view details of each step in an event's workflow path, click @ (View History) to
the right of the event.

Exporting Approval History

You can export pending or completed approval history to a zipped .csv file for archiving
and reporting. If you plan to purge approval history, be sure to export it first so you

have a record of it.

1 Point to Home and select Manage Approval History.

2
3

In the Status field, select In Progress or Completed.

In the Date Submitted field, enter the From and To dates. You can enter the date

manually (format is mm/dd/yyyy) or select the date from the calendar. The maximum
date range is 90 days.

Tip: To further refine your list, enter information in other fields. For more information,

click =

(Help) in the top-right corner of the page.
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4 Click Find. The results matching your search criteria are displayed.

b Status: |Pending ¥

Last Action Date: From:

More Information

[ |Eventame &

[ Employss Event - Address

[~ Employes Event - Address.

[ Employss Event - Address

[ Employee Event - Dependents

[ Employes Event - Education

[ Employee Event - Emergency Confacts
[ Employes Event - Emergency Contacts

7| Employee Event - Emergency Contacte

o Tpproval History _

Date Submitted: ¥ From: |

status of submitted jobs, click Submitted Jobs Monitor. Ciick More information to view additional columns.

3738 Found 110 11-20] 2130 | 31-3738 | (WWH)

Employee lame
Martin Boggia
Jennifer Abraham
Martin Boggia

PS KaladharEVS00
PS KaladharEws00
Annette Kendrick
Martin Boggia
Rhonda Helming

Rob: worth

Kevin Wison

5 Do one of the following:

Employee lame:

To: | Event lame:
i = Originator Name:
Hecielae From: T Te | Worksheet D:

Rows per Page

£ orgnatorfame £ Date Submitted
artn Boggia 07132008 17:35:3¢
Jennifer Abraham 071342008 131426
artn Boggia 07132008 173327
P5 KaladharEVE00 0820/2008 05.21:45
73 KaladharEvs00 08120/2003 0511556
Annefte Kendrick 07/20/2008 16:48:13
larthn Bogga 0712212008 142316
Rhonda Helring 072212008 1:41:59
Robert Wentwortn 031212008 123402

Kevin Wilson 08/13/2009 11:10:56

[ T | T

* To export all history, click Export All.
* To export specific history, click to select the check box next to the event name(s)

and click Export. Do this one page at a time.

| Submitted Jobs Monitor

. Find \ . Clear \

0=

Py ay
LastActionDate —  Status = Actions

071162008 01:01:13 In Progress
07152009 13:37:45 In Progress.
07/16i2008 01:01:10 In Progress
08/21/2009 05:08:47 In Progress.

08/20i2008 05:15:58 In Progress

07/24/2008 14:28:44 In Progress.
07/24/2009 14:26:58 In Prograas
07/24/2008 14:26:48 In Progress.

08/242009 01:40:45 In Progress

08/25/2008 01:02:40 In Progress
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This example shows a
recently completed export
job.

Result: The Submitted Jobs Monitor page is displayed with your update. The
Submitted Jobs Monitor page lists all export, purge, reroute, and cancel workflow jobs
in order of creation, with the most recent first. Jobs include those in progress and
completed. If a job has a processing status, that status is updated automatically once
the job is completed.

_ ——
tus of submited jobs. Postion your cursor on Creation Date to view search criteria for the job. To copy exported records to your local system, cickhe icon next t the status.
fas a Processing status, he status i automaticall updated once the job completes

[ Crestiondate  JobProcess  SubmitiedBy  Status b

Total Completed  Failed

7 090202009 11:11:30 Export Sekected  Jennifer Abranam  Processing 0 0 0

e Export Selected  Jennifer Abraham  Completed @ ] 5 ]

| ¢ CancelEvert  Jennifer Abranam  Completed 1 1 0

[ 02122009 11:2251 Reroute Event  Jennifer Abraham  Completed 1 1 0

| e ReroutsEvent  Jenniter Abraham  Completed 1 1 0

[ e S0 RerouteEvent  Jennifer Abraham  Completed 4 4 0

e S ExporiSelected Jemnifer Abranam  Compkted () 1 1 0

r Exgort Seected  Jennifer Abraham  Completed () 5 5 0

o A ReroutzEvent  Jemnifer Abraham  Completed 1 1 0

[ e 47 RerouteEvent  ADP Admin Completed 1 1 0

e CancelEvent  Jemnifer Abraham  Completed 1 1 0

r 2 RerouteEvent  Jennifer Abraham  Completed 1 1 0

[ s : Furge Selected  Jennifer Abranam  Completed 1 1 0

o 51 ReroutsEvent  ADP Admin Compieted 1 1 0

[ B T

Wait for the status of your export job to change from processing to completed, then
click @ (Download File) to the right of the job.

Choose to save the file.

Select a filename and destination, and then click Save. This returns you to the
Submitted Jobs Monitor page. A zipped .csv file is generated in the specified location.

Purging Completed Approval History

You can purge (delete) completed approval history. It is recommended that you export
your approval history before purging it. To do so, you conduct a search twice: first to
export the approval history and second to purge it.

1
2
3

Point to Home and select Manage Approval History.
In the Status field, select Completed.

In the Date Submitted field, enter the From and To dates. You can enter the date
manually (format is mm/dd/yyyy) or select the date from the calendar. The maximum
date range is 90 days.

Tip: To further refine your list, enter information in other fields. For more information,
click 2 (Help) in the top-right corner of the page.
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4 Click Find. The results matching your search criteria are displayed.

ents. Enter search criteria to fiter the events. Use the Action icon te view approval history.

This page alows you to export approval history fo a .cav fik or purge approval history for compk
status of submitted jobs, click Submitted Jobs Monitor. Ciick More information to view additional columns.

b Status: |Pending ¥ Employee lame: \ Submitted Jobs Monitor
Date Submitted: P From: T T i Event llame: v

Last Action Date: o 0 T = Originator Name: |
Effective Date: From: ﬂ To: ll Worksheet ID:

. Find \ . Clear \

More Information

3738 Found \HmM\MIM\M Rows per Page IE'

I~ Event lame A Employee llame = Originatorflame £ Date Submitted < LastActionDate &  Status = Actions
[ Employss Event - Address Martin Boggia Martin Boggia 07132008 17:38:34 071162008 01:01:13 In Progress T

[ Employee Event - Address Jennifer Abraham Jennifer Abraham 0713/200813:14.28 07152009 13:37:45 In Progress.

[ Employss Event - Address Martin Boggia Martin Boggia 07132008 17:38:27 07/16i2008 01:01:10 In Progress

[T Employee Event - Dependents PS KaladharEVS00 PS KaladharEV500 08/20/2008 05:21:45 08/21/2009 05:08:47 In Progress. -E)
[ Employes Event - Education PS KaladharEvs00 PS KalagharE\V500 08/20/2008 05:15:56 08/20i2008 05:15:58 In Progress -y
[ Employee Event - Emergency Confacts Annette Kendrick Annette Kendrick (7/20/2008 18:4813 0712412009 14:26:44 In Progress. (0]
[ Employes Event - Emergency Contacts Martin Boggia Martin Boggia 077222009 142316 07/24/2009 14:26:58 In Prograas \:p
[ Employee Event - Emergency Contacts Rhonda Helming Rhonda Helming (7/22/2009 11:41:59 0712412009 14:26:49 nPogress (1)

Robert Wentworth Rober orth 08122009 12:32:02 08/242009 01:40:45 In Progress “J

Kevin Wison Kevin Wilson 08/13/2009 11:10:56 08/25/2008 01:02:40 In Progress \j

[ T | T

5 Do one of the following:

* To purge all history, click Purge All.

* To purge specific history, click to select the check box next to the event name(s)
and click Purge. Do this one page at a time.

Result: A confirmation message is displayed.

6 Click OK to confirm your action. The Submitted Jobs Monitor page is displayed with
your update.
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Managing Active Workflow

You can monitor and manage current workflow tasks. You can reroute a step in a
workflow path that is pending approval, and you can cancel an event without updates
being made to either the HR & Benefits module or the Payroll module. For example, if a

manager is out for an extended leave of absence, you can reroute employee events to
another manager.

Rerouting a Pending Step
To avoid delays in a workflow path, you can reroute a pending step. You can assign the
step to a new approver, or you can choose to skip the step.

1 Point to Home and select Manage Active Workflow.
Home v| Warkflow Setup ~ | Security Access vi Caonfiguration vi Reports vi

Manage Active Workflow ?

This page enakles you to reroute the currert step within a workfiow path that is pending approvel, or to cancel an event, without updating the system of record. Enter search criteriato fiter the
BYEMts. To visw status of submitted jobs, click Submitted Jobs Montor. Click More Information to views adetional columns

} Assigned To: Individual: @ Employee Hame: Subrnitted Jobs Manitor
work Group: € [Sekectanopion 7] Event Hame: Select an aption -

Date Submitted:  From: | E To: [ E] Originator Hame:
Last Action Date:  From: | = = Worksheet ID:
Effective Date: From: | =g = @ rind | cClear |

More Information
Found 0 Rows per Page|50 =]

n Assigned To & m Employee Hame & Originator Hame = Date Submitted = [Last Action Date =
B reroute @ cencelEvent

@ 2010 Automatic Data Processing, Ine

Privacy | Legal

2 Find the individual or work group to where the step was originally assigned.
To Find Select

An individual approver Individual in the Assigned To field. In the
Individual field, enter the approver’s name. If
you do not specify the individual, all
individuals are displayed in your results.

A specific work group Work Group in the Assigned To field. In the
Work Group field, click the down arrow to
select the work group from the list. If you do
not specify the work group, all work groups are
displayed in your results.

Tip: To further refine your list, enter information in other fields. For more information,
click 2 (Help) in the top-right corner of the page.
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3 Click Find. The results matching your search criteria are displayed.
et Ative Workflow "o T

— ” __7_7__7_;)/
This page enables you ta reroute the current step wihin a workfiow path that is pending agproval or to cancel an event, without updating the system of record. Enter search criteia to fiter the events. To view
status of submitted jobs, click Submitted Jobs Monitor. Click More Information te view addtional columns

} Assigned To: Individual: & Employes llame: ‘Submitted Jobs Monitor

Work Group: " - Event llame: -

Date Submitted: From: E To: E Originator Name:

Last Action Date: From: ,— 3 To: l— 3 Worksheet D

Effective Date: from| el A @0 ) @)
Mare Information
3714Found 11011201 21-30 | 313714 | P Raows per Page ,EI
[~ Assigned To @ Event lame a Employee Hame. @ Originator Name % Date Submitted @ Last Action Date: %
[ shannon Themaz Employee Event - Languages Maryanne Bradham Maryanne Bradham 081272008 17:42:13 08i25/2008 01:46:33

™ shannon Thomas Employee Event - Languages Iaryanne Bradham Maryanne Bradham 0811372008 17:42:27 0812572009 01:46:35

™ shannon Themas Employee Event - Languages Maryanne Bradham Maryanne Bradham 081372008 17:42:40 08i25/2008 01:46:37

™ shannon Thomas Employee Event - Languages Maryanne Bradham Maryanne Bradham 081372009 17:42:54 081252009 01:46:39

™ shannon Themas Employee Event - Languages Maryanne Bradham Maryanne Bradham 081372009 17:43:08 0812572008 01:46:41

™ shannon Thomas Employee Event - Languages Maryanne Bradham Maryanne Bradham 081372009 17:43:22 0812572009 01:46:43

[~ shannon Thomas Employee Event - Languages |aryanne Bradham Maryanne Bradham 081312008 17:43:38 D252008 114845

[~ shannon Thomas Employee Event - Languages M aryanne Bradham Maryanne Bradham 0841312008 17:43:50 DBA2572009 11:46:47

[ Shannon Thomas Employes Event - Languages 1aryanne Bradham Maryanne Bradham 181132000 17:44:03 082512000 11:46:49

[™ Shannon Thomas Employes Event - Languages Maryanne Bradham Maryanne Bradham 0811312000 174417 082542008 114651

Wreowe | cancelbven

4 Click to select the check box next to the step(s) you want to reroute and click
Reroute. Do this one page at a time.

Result: The Reroute Options page is displayed.

Portal Administrator = [[EEEE Wu;b;ﬁ_UWEmmr--T__ ion ~ | Reparls " --7___""'-*—-.,__7_3__/

Manage Active Workflow ?
Select your Reroute Option

Aseigned To: Individual:  Enter/Select Name - Employee Hame: Enter/Select MName. -

Work Group: [al - Worksheet ID: Enter/Select ID -

Date Submitted: From: To: Event Hame: v

Reroute Options:

 Individual:  EnferEeiEct ame -

" Work Group: v

o Skip Step

. Submit . Cancel J

2009 Automatic Data Processing Privacy | Legal

5 Click one of the following reroute options:

« Individual. Enter at least three characters in the name, then click the down arrow
in the associated field to search for the name. If this new assignee has a manager
proxy set, that proxy is not used.

* Work Group. Click the down arrow in the associated field to search for the name.

« Skip Step. Choose this option if you want the pending step to be ignored in the
workflow path. If this step is the last one in the path, the event is completed.
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Tip: For more help, click 2 (Help) in the top-right corner of the page.

6 Click Submit.

Result: The Submitted Jobs Monitor page is displayed with your update.

Note: A rerouted step that is not addressed can be reassigned to a proxy. For more
information, click  (Help) in the top-right corner of the page.

Canceling an Event

You can cancel an event that has a pending step in the workflow path.

1 Point to Home and select Manage Active Workflow.

L LRl e « | woriow Setup = | Secury Access +| Configuration - | Reparts - |

Manage Active Workflow ?

This page enables you 1o reroute the current step within s workflow path that is pending approval, or to cancel an event, without upcsting the system of record. Enter sesrch criteria to fitler the
everts, To view status of submitted jobs, click Submitted Jobs Monitor. Click More Information to view addtional columns.

) Assigned To: Individual: @ Employee Hame: Submitted Jobs Monitor
Work Group: {7 | Select an option o Event Hame: Select an option -

Date Submitted:  From: E] To: E Originator Hame:
Last Action Date:  From: E] To: j Worksheet ID:
Effective Date:  From: =0 B W e | clear |

More Information
Found 0 Rowrs per Page| 50 ¥

n Assigned To & m Employee Hame % Originator Wame % Date Submitted "% [Last Action Date

. Reroute | . Cancel Event |

© 2010 Automstic Data Processing, Inc. Privacy | Legal

2 Find the individual or work group to where the step was originally assigned.

To Find Select

An individual approver Individual in the Assigned To field. In the
Individual field, enter the approver’s name. If
you do not specify the individual, all
individuals are displayed in your results.

A specific work group Work Group in the Assigned To field. In the
Work Group field, click the down arrow to
select the work group from the list. If you do
not specify the work group, all work groups are
displayed in your results.

Tip: To further refine your list, enter information in other fields. For more information,
click 2 (Help) in the top-right corner of the page.
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3 Click Find. The results matching your search criteria are displayed.
et Ative Workflow "o T

— __7_7__7_/
This page enables you ta reroute the current step wihin a workfiow path that is pending agproval or to cancel an event, without updating the system of record. Enter search criteia to fiter the events. To view
status of submitted jobs, click Submitted Jobs Monitor. Click More Information te view addtional columns

} Assigned To: Individual: & | Employee Name: | Submitted Jobs Monitor

Work Group: |- Event Name: | -

Date Submitted: From: E To: E Originator Name: ‘

Last Action Date: From: ,— 3 To: l— 3 Worksheet D ‘

Effective Date: from| el A @0 ] o )
Mare Information
3714 Found \1-10\11-20\21-30\31-3714|M Raows per Page ,EI
[~ Assigned To @ Event lame ; Employee Hame. @ Originator Name % Date Submitted @ Last Action Date: %
[ shannon Themaz Employee Event - Languages Maryanne Bradham Maryanne Bradham 081272008 17:42:13 08i25/2008 01:46:33
™ shannon Thomas Employee Event - Languages Iaryanne Bradham Maryanne Bradham 0811372008 17:42:27 0812572009 01:46:35
™ shannon Themas Employee Event - Languages Maryanne Bradham Maryanne Bradham 081372008 17:42:40 08i25/2008 01:46:37
™ shannon Thomas Employee Event - Languages Maryanne Bradham Maryanne Bradham 081372009 17:42:54 081252009 01:46:39
™ shannon Themas Employee Event - Languages Maryanne Bradham Maryanne Bradham 081372009 17:43:08 0812572008 01:46:41
™ shannon Thomas Employee Event - Languages Maryanne Bradham Maryanne Bradham 081372009 17:43:22 0812572009 01:46:43
[~ shannon Thomas Employee Event - Languages |aryanne Bradham Maryanne Bradham 081312008 17:43:38 D252008 114845
[~ shannon Thomas Employee Event - Languages M aryanne Bradham Maryanne Bradham 0841312008 17:43:50 DBA2572009 11:46:47
[ Shannon Thomas Employes Event - Languages 1aryanne Bradham Maryanne Bradham 181132000 17:44:03 082512000 11:46:49
[™ Shannon Thomas Employes Event - Languages Maryanne Bradham Maryanne Bradham 0811312000 174417 082542008 114651

W reove | @ concelEven |

4 Click to select the check box next to the event(s) you want to cancel and click Cancel
Event. Do this one page at a time.

Important: Performance events must be rejected by an approver rather than
canceled. If you include these events in your selection, your request will not process.

Result: A confirmation message is displayed.

5 Click OK to confirm your action.

Result: The Submitted Jobs Monitor page is displayed with your update.
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Viewing and Deleting Submitted Jobs

You can view all current and completed export, purge, reroute, and cancel workflow
jobs. If you no longer need the records of completed jobs, you can delete them.

Important: Jobs that are 30 days old are automatically deleted.

1 Point to Home and select Manage Approval History or Manage Active
Workflow.

2 Click Submitted Jobs Monitor.

Tl Home | warkiow Setup ~ | securty Access + | confgurstion + | Repors «|

Manage Approval History

This page allowes youto export approval history to s csv file or purge approval history records for completed everts. Enter search criteria to fiter the events. Use the Action icon to view
approval history. To view stetus of submitted jobs, click Submitted Jobs Monitor. Click More Information link to viev sdditional columns.

b Status: W Employee Hame: l— Subritted Jobs Monitar
Date Submitted: » From: I g] To: I g} Event Hame: W
Last Action Date: From: I E] To: I g] Originator Hame: l—
Effective Date: From: I g] To: I g] Worksheet ID: l—

Mare Information

Found 0 Rowes per Page| 30 ¥
he Submitted Jobs n Event Hame Emplayee Hame Originator Hame "% Date Submitted ¥ |Last Action Date 4 FiS

vionitor link

. Export \ . Export All :| . Purge :| . Purge All :|

3 To delete completed jobs, click to select the check box next to the job you want to
delete.

tatus of submited jobs. Fosiion your cursor on Creafon Date
b has a Processing status, the status i automaticall updated

earch orteria for e job. To copy exported records to your local system, elick ine o nextto the status
ob completes.

Records
[~ Creationdate JobProcess  SubmittedBy  Status
Total Completed  Failed

F s 20 ExpontSelected Jemniter Abraham  Processing 0 0 0
r Export Selected  lennfer Abraham  Completed (3] g 5 0
e CancelEvent  Jemnifer Abraham  Completed 1 1 0
r Rerouts Event  Jennifer Abraham  Completed 1 1 0
r eroute Event  Jennifer Abraham  Completed 1 1 0
r Reroute Event  Jennifer Abraham  Completed 4 4 0
r Export Sekcted Jemfer Abrahan  Completed () 1 1 0
r S ExponSeected Jennier Abranam  Compited (1) § 5 0
Il ReroutsEvent  Jemnifer Abraham  Completed 1 1 0
r Reroute Event  ADP Admin Completed 1 1 0
r CancelEvent  Jennifer Abraham  Completed 1 1 0
r Reroutz Event  Jennifer Abraham  Completed 1 1 0
r 4 Purge Selected  Jemnifer Abraham  Completed 1 1 0
r RerouteEvent  ADP Admin Completed 1 1 0

[ EEREE TS

4 Click Delete. You are returned to the updated Submitted Jobs Monitor page.
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Chapter 3
Managing Your Company Directory

Your company directory provides you and other users with easy access to contact
information. Contacts include employees within your organization and non-employees,
such as vendors and contractors. Employees who are set up in either the HR & Benefits
module or the Payroll module are automatically included in your directory. When you
add new employees or change their information in either the HR & Benefits module or
the Payroll module, your directory is updated immediately.

Important: If your company purchased the HR & Benefits module, you may not have a
quick search feature and your directory may look and operate differently.
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Quick Search

To quickly locate a contact, use the quick search field.

1 At the top right of any page, in the Search Company Directory field, enter a last
name, first name, or partial last name, and click the arrow to the right of the field.

Quick search field

Support Center | Company Directory | Log Off

[Search Company Directory

nformation...

'PecurilyAccess - | Configuration = | Reports vIStafﬁng v|

Spotlight Megage Center at a Glance

Employee of the Month

Anthony Albright is named employes
of the manth. Click the link above for
more information on his schisvements.

Click the following link{=s) to
access messages and
information pertinent to you
Administrative Activities

@ Healin

Features Events -

Public Relations Mews Adding Content - Add (& weather |
upcoming events,

Release
Corporate Directory
Associate Handbook

such as tradeshow
dates and companw-
sponsored events.

(2 vellow Pages

Add upcaming events,

such as tradeshow dates i
events. Samples are
listed belaw. To add ()  Trends
content, select the - ==
Custornize tab. p .
May 10, New York m
Tradeshow
EST March 4, Blood Drive @ news |
July 22, Company
Picnic (EY_search
Privacy | Legqal
2 If more than one contact meets your search criteria, a list displays.
Home | Wiariflow Setup v| Security Access vl Canfiguration + | Reports v|
CnmEanx Directory T
Click the employee name far more information
Hame Department Location Phone E-mail Address
Practtioner Jane 00000000
Practitioner,John 00000000
H Find Again | i
Click the contact name you | ICIELTII) CETTE Y =T
want.
® 2009 Automatic Data Processing Privacy | Legal
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Advanced Search

To search for a contact using additional criteria, do the following:

1 At the top right of any page, click Company Directory, or point to Home and select
Company Directory.

Portal Administrator ~ abuCId | workflow Setup ~ | Security Access + | Configuration ~ | Reparts ~
Company Directory ?
Ertter information in at least one Field. Entering part of name is allowed
First Hame:
Last Hame:
Preferred Hame:
Department:
Location:
Results per Page: 20>
@ seomit
2003 Automatic Data Processing Privacy | Legal

2 Search for a contact. You can enter the full or partial first name, last name, or
preferred name. You can also enter the department or location. You must enter
information in at least one field.

3 If necessary, select how many results you want displayed per page.

4 Click Submit.
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Working with Individual Contacts

In ADP Workforce Now, you can add or remove contacts from your directory as needed.
There are two ways to manage your directory:

» Individually - You can add or remove individual contacts to your directory as
needed.

* Import a file - You can upload a .csv file containing several contacts. (See
“Importing a Directory File” on page 84.)

Important: If you add a contact to your directory, but this person has already been
entered in either the HR & Benefits module or the Payroll module, a second entry for this
person will be created in the company directory. What you enter in the company directory
does not update what has been entered in either the HR & Benefits module or the Payroll
module. For more information, refer to “Using the Company Directory for Employees
within Your Organization” on page 80.

Adding a Contact to Your Directory

1 Point to Configuration and select Company Directory.

2 Click Add Employees.
Horme ~ | Workflow Setup ~ | Security Access ~ | Configuration - | Reports ~

Cumeanx Direr:lum Admin

Add Employees
Edit Employees

Import Directory File (Must be in CSY Format)  Yiew Sample CSY File

Export Directory File (Export file is in CSY format)

2009 Aukomatic Data Processing Privacy | Legal
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3 Enter the appropriate information. You must make a selection in the Show in Direc-
tory field and enter information in the First Name, Last Name, and Phone (busi-
ness phone) fields.

Portal Administrator ~ FEhIgl-Red | ‘Waorkflow Setup v| Security Access v | Configuration vl Reports v‘

CumEan¥ Diremum Admin

Add Employee
The information yau erter for this employee wil display in Employee Directory
Personal Information

Show in Directory Cves T

First Hame: ||
Last Hame: ||
Preferred First Hame: |
Job Title: ||
Department: ||
Reports To: [

Contact Information

Phone: [ Ext:

E-mail address: |

Cell Phone: l—

Pager: | e[
FAX: l—

Main Phone: l—

Admin Hame: |

Admin Phone: l—

Location Information

street:
Street 2: l—
city: l—
State /Province: |
Postal / ZIP: l—
Country: l—
office Cube 4 |
Location: l—

. save | . Reset | . Back |

2009 Autamatic Data Processing Privacy | Legal

4 Click Save, and then click OK to confirm your action.
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Editing a Contact in Your Directory

You can update information for a contact who was added individually or in a .csv file.

Important: If an employee’s data is in either the HR & Benefits module or the Payroll
module, you or your payroll practitioner needs to update the data in either the HR &
Benefits module or the Payroll module so that changes are applied appropriately.
Changes that you make in your company directory will not display in either your HR &
Benefits module or your Payroll module. For more information, refer to “Using the
Company Directory for Employees within Your Organization” on page 80.

1 Point to Configuration and select Company Directory.

2 Click Edit Employees.
Home + | Wiorkilow Setup = | Security Access + | Configuration » | Reports +

Company Directory Admin

Add Employess
Edit Emplovees

Import Directory File (Must be in CSY Formal)  Yiew Sample €3V File

Export Directory File (Expart file i in CSY format)

2009 Automatic Data Processing Privacy | Legal

3 Locate the contact by entering information in one or more fields and clicking Submit.
Home - | Workflow Setup ~ | Security Access = | Configuration - | Reports

Cumﬂany Directory Admin

Erter informeation in ot lzast one Field. Entering part of name is allowed

First Hame: [
Last Hame: parinss |
Preferred Hame: [
Department: l—
Locatian: 1
Results per Page: [ =

@ swomit | @ concel |

2009 Automatic Data Processing Privacy | Legal
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4 In the Show in Directory column, click Edit.

Portal Administrator ~ FalinERed | Workflow Setup ~ | Securily Access - | Configuration vl Reparis ‘

Cnmeanx 'rel:tnm Admin
Select the Employes Mame or Click edit to update an emploves information
r Hame Department Location Phone E-mail Address Show in Directory
[l Darlingki Steven 4735524171 sdarlinskifoeneva.com s =1
. Delete | Search | Add Employee |
Previous 1 Next
2003 Aukomatic Data Processing Privacy | Legal

5 Make your changes.

Portal Administrator ~ JELTgT] lenrkﬂnw Setup ~ | Security Access ~ | Configuration - | Reparts +

Cnmean! DiremnmAdmin

Steven Darlinski
The information you erter for this employee wil display in Employee Directory
Personal Information

Show in Directory & ves C g

First Hame: Beven |
Last Hame: Patnsa
Preferred First Hame: |
Job Title: |
Department: |
Reports To: |

Contact Information

Phone: [prassza Ext: [000
E-mail address: [sderinski@genevacom |

Cell Phone: |

Pager: [ PiH: |
Fix: ||

Main Phone: |

Admin Hame: |

Admin Phone: |

Location Information

Street: ||
Street 2: |
city: ||
State /Province: |
Postal / ZIP: |
Country: |
Office Cube # |
Location: |

[ T Reset | (i Back |

2009 Autamatic Data Processing Privacy | Legal

6 When you are done, click Save, and then click OK.
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Deleting a Contact from Your Directory

You can delete contacts who were added individually or in a .csv file. For example, you
can delete a contract employee who no longer works for the company. When you delete
a contact, you are only deleting it from the company directory and not your module.

1 Point to Configuration and select Company Directory.

2 Click Edit Employees.
Home = \ Workflow Setup vi Security Access vl Configuration v‘ Reports v]

Company Directory Admin

Aol Employees
Edit Emplovess

Import Directory File (Must be in C5Y Format)  Yiew Sample CSY Fie

Export Directory File (Export file is in C5Y format)

2009 Automatic Daka Processing Privacy | Legal

3 Locate the contact by entering information in one or more fields and clicking Submit.

[T o] Home ~ | woridiow etup = | Seourydscess = | Confwzton + | Repars ~ |

Company Directory Admin

Erter information in o least one Field. Ertering part of name is allowed

First Hame: l—
Last Hame: W
Preferred Hame: l—
Department: l—
Location: l—
Results per Page: IE

. Submit . Cancel J

2009 Automatic Data Processing Privacy | Legal
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4 Click to select the check box next to the name you want to delete.

Portal Administrator ~ Eehlif-E4 | Workflow Setup - | Security Access - | Configuration - | Reports ~ |

Company Directory Admin
Select the Employee Mame or Click edit to updste an employee information
I | Hame Department Location Phone: E-mail Address Show in Directory
~ Derlingki Steven 9739524171 sdarlinskifBgeneyva.com s Eciit
[ = W seeren | @ 2adEmpioyes |
Previous 1 Next
2009 Automatic Data Processing Privacy | Legal

5 Click Delete, and then click OK to confirm your action.
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Using the Company Directory for Employees within
Your Organization

When you add new employees or change their information in either the HR & Benefits
module or the Payroll module, certain fields in the company directory are updated
immediately. These fields are highlighted in yellow below.

Home - | Workflow Sefup ~ | Security Aveess v‘ Configuration v‘ Reports -
Company Directory A|w
Add Employee
The Infarimation you enter for this empioye wil isplay in Employe Directary
Personal Information
Show in Directory Cves o
First lame: ]
Last llame: /]
Preferred First llame: 7]
Job Title: ]
Department: ]
Reports To: ]
Contact Information
Phone: [ Ext:
E-mail address: ]
Cell Phone: -
Pager: [ ]
FAX: |
Wain Phone:
Admin lame: [
Admin Phone: [
Location Information
Street: [
Street 2: -
City: 7
State / Province:
Postal | ZIP:
Country: [
Office Cube # [
Location: |
W sve | B Reset | [ T

Important: The information that you enter in the company directory does not update
what has been entered in either the HR & Benefits module or the Payroll module.

Where you enter and change the employee information that gets displayed in the
company directory depends on the combination of modules your company is using.
Refer to the next section for details.
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Where to Enter and Change Employee Information

Below, locate the combination of modules your company is using. Next to this
combination, refer to the table that is listed.

If You Have Use

Payroll module, HR & Table 1, HR & Benefits Module
Benefits module, and

Time & Attendance

module

Payroll module and HR Table 1, HR & Benefits Module
& Benefits module

Payroll module and Table 2, Payroll Module
Time & Attendance

module

Payroll module Table 2, Payroll Module

Each table lists the company directory fields that are updated immediately when you
enter or change employee information in the module. The information next to each
company directory field tells you how to get to the specific field in the module where this
information is entered or changed.
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Table 1. HR & Benefits Module

In the HR & Benefits module, you add or change employee information in specific fields

on the Employee page. You must be in the Practitioner role.

To get to these fields, point to HR & Benefits and select Employee. Find the
employee. On the Employee page, point to the appropriate tab and click edit. Make

your edits in the desired field(s).

Company HR & Benefits = HR & Benefits = HR & Benefits | Notes
Directory Field | Page Tab Field
First Name Employee Personal First Name
Last Name Employee Personal Last Name
Preferred First Employee Personal Preferred Name
Name
Job Title Employee Work Job Title Tomakeeditsin
this field, entera
change date,
and then click
Change Job.
Department Employee Work Home Tomakeeditsin
Department this field, entera
change date,
and then click
Change Groups.
Reports To Employee Reports To This employee Tomakeeditsin
is currently this field, entera
managed by change date,
and then click
Change
Manager.
Phone Employee Work Work Phone
email address Employee Work Work email
Fax Employee Work Work Fax
Location Employee Work Location Tomakeeditsin
this field, entera
change date,
and then click
Change Groups.
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Table 2. Payroll Module

In the Payroll module, you add or change employee information in specific fields on the
Employee page. You must be in the Practitioner role.

To get to these fields, point to Payroll and select Employee. Find the employee. In the
Employee Information area, click the appropriate link. Locate the area of the page you
need, and then make your edits in the desired field(s).

Company Payroll Payroll link = AreaofPayroll | Payroll Field Notes
Directory page page
field
First Name Employee Personal Personal First Name
Information
Last Name Employee Personal Personal Last Name
Information
Preferred Employee Personal Personal Preferred Name
First Name Information
Job Title Employee Position Position tab Job Title
Department Employee Position Position tab Home
Department
Reports To Employee Position Position tab Reports To Tomake editsin
this field, click
View/Change
Reports.
Phone Employee Personal Personal Work Phone Separate Payroll
Information fields are
provided for the
national prefix,
area code, dial
number, and
ext/PIN.
email address = Employee Personal Personal Work email
Information
Fax N/A If needed, you
can enter a fax
number in the
company direc-
tory.
Location Employee Position Position tab Location
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Working with

.CSV Files

Instead of adding contacts individually, you can import a large number of contacts to
your company directory using a .csv file. Later, you can import another .csv file to either
add to files to your directory or replace them.

Creating a .CSV File

Before you can import your contacts, you must create a .csv file that contains your
contact information. To import this file successfully, follow these guidelines:

1
2

5

Do not change the order of the 24 columns that are in the import file.

For each contact, enter information in the First Name, Last Name, and Phone
Number (business phone number) columns. This information is required.

Enter “null” without the quotation marks in other areas for which you have no infor-
mation. You cannot leave any fields blank in the import file.

Delete the header in the file. You can use this header to create the .csv file, but you
will not be able to import the file if you do not remove it.

Save the file with a .csv extension to a directory on your C drive.

Tip: A sample .csv file is available in ADP Workforce Now. Point to Configuration and
select Company Directory. Click View Sample CSV File.

Importing a Directory File

1
2

Point to Configuration and select Company Directory.

Click Import Directory File.

OERGITTETE R Home - | Workflow Setup « | Security Access = | Configuration « | Reporis

CumEanx Directum Admin

Add Emplovees
Edit Employees

Import Directory File (hust be in €5 Format) Wiewy Sample CSY File

Export Directory File (Export file is in CSY format)

2009 Automatic Data Processing Privacy | Legal

Portal Administrator Guide

84 ADP Workforce Now



Managing Your Company Directory -

3 Do one of the following:
* To add to your existing company directory file, click Add to existing file.
* To replace your existing company directory file, click Replace existing file.
Horme ~ | Workflow Setup ~ | Security Access ~ | Configuration - | Reports ~

Company Directory Admin

Import Directory File
To upload your company directory the fle must be m CSV Format

Import Options:
& Add to exmsting file
© Replace existing file

Directory File: | Browse

e & el

2009 Automatic Data Processing Privacy | Legal

4 Click Browse to locate the file on your C drive.
5 In the window, select the file, and then click Open.

6 Click Save.

Exporting Your Directory File

You can export the data in your directory to a .csv file and reformat or change the
information using software such as Microsoft® Excel.

1 Point to Configuration and select Company Directory.

2 Click Export Directory File.
Home = | Wyorkflow Setup « | Security Access « I Configuration « | Reports vi

CumEanx Directum Admin

Add Emplovees
Edit Employees

Import Directory File (hust be in €5 Format) Wiewy Sample CSY File

Export Directory File (Export file is in CSY format)

© 2009 Adtomatic Data Processing Privacy | Legal
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3

In the File Download window, click Open to view the file, or click Save to save the

file to your local drive.

File Download

Do you want to open or zave this file?
@ j Mame: export.sls
1 Tupe: Microzoft Excel Wiorksheet, 15.3 KB
From: commonag-portal-fit. adp.com

Open Save Cancel

x|

while files from the Intermet can be useful, zome files can potentially
harm your computer. |f you do not trust the source, do not open or
save this file. What's the risk?
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Chapter 4

Managing Company Policies

As a portal administrator, you can use ADP Workforce Now® to distribute company
policies to employees.

Note: The availability of the company policy feature and associated functionality
depends on how your company is set up and your permissions for accessing this feature.

You work with your HR practitioner to determine which employees should receive which

policy, when they should receive it, and whether or not they need to acknowledge it.

When a policy is ready to be distributed, you roll it out. You can also alert employees to

the policy by:

e Having a message pop up when they log on to ADP Workforce Now. This message
directs them to where they need to go to read or acknowledge the new policy.

e Sending them an email to let them know about the new policy.

This chapter provides instructions about how to set permissions for the company policy
feature, and it covers the tasks involved in setting up a company policy and rolling it out
to employees.

Setting Company Policy Permissions

If your company is using the company policy feature, you can set security permissions
for portal administrators to specify their access to the feature and to specify how they
can work with company policy events.

Set permissions for the company policy feature according to the following instructions:

1 Select Security Groups from the Security Access menu to access the Security
Groups list page.

2 Click the name of the security group for which you want to set company policy permis-
sions.

3 On the Security Group detail page, click the Permissions tab.

4 Under the Administrator Configuration Tab — Set Up Employee Activities, you
can click to select or clear the Company Policy check box, and you can click to select
or clear permissions to add, edit, or delete company policy events.

« If you want members of a security group to have view-only access to company
policy events, click to select the Company Policy check box, and leave the Add
Selected Activities, Edit Selected Activities, and Delete Selected Activities
check boxes clear (not selected).

« |If the Company Policy check box is cleared for a security group that previously
had access to the company policy feature, members of the security group can no
longer create new company policy events, but they can access company policy
events and reports that were created before the Company Policy activity was turned
off, and users can still acknowledge those events.

« If you click to select the Add Selected Activities, Edit Selected Activities, or
Delete Selected Activities check box, you must select the Company Policy
event type.
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Portal Rdministrator ~ SRS -|an\nwaa|uu ~ | Security Access v | Configuration ~ | Reports -|Recrmtmu&stamnn '|

Securty Groups ?
Group Name: adinin Graup Description: [amrististor
Group Type: administrator Group Status:  Active
Rules Members T Pemissions

ThR SEELPEy Grolp has pRmISSin t0the Selacted SLpes
W select il
@ W Enployes Home Tab
@ W Manager Home Tab
5 admristister Securtt Access Te
& pracitiorer Hme Tab
F W aomristiaror Home 13
= ¥ admrististor ConfigLration Tab
' custorize Theme
¥ SelUp sainistative Ackviies

W Cormany Drectoey
Add, Delete, and Edit Selected = 7 st npiyes sctutes
Activities check boxes. — | b e s

W Dolato Salactad Activtios
¥ Edit Selacts Actvities

1% hew Hirs
Company Policy R e—
4 o
check box. R

# ¥ Enployes Pay snd Tewas Tab
[ caresr Tan
5 Benetts Tao
[ Personal Iniormation Tab
by Team e
# P Admististor Reon.tis srd Staiing Tsb
& M admn Reperis Tab
a W sdmrististor Werkfiow Setup Tab

7 Heaver arbues

W soveGrow [ B

Process for Distributing a New Policy

In order to distribute a new company policy to employees, you have to first set up the

policy and then set up a company policy event to roll it out to employees. You can set up
as many policies as you want.

The Process

Set up the Set up the If needed, notify

e[ o [ ey
policy policy event Y policy

| I

Create the Add the
event content
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Setting Up a Company Policy

When the content of a company policy is finalized and is ready to be distributed to
employees (either as a document file or a link to the policy), you will need to first set it
up in ADP Workforce Now. This task can be done by your company’s HR practitioner or
by you.

Note: Both the portal administrator and the practitioner can set up a company policy.
Only the portal administrator can set up an event to roll out the company policy to
employees.

1 Point to Home and select Resources.

2 In the Company Policy area, click Manage Policies.

e R R Home + | workllow Setup ~ | Security Access ~ | Configuration ~ | Reports = | \

Resources & Quick Links & Benefits Forms 4
——
esources Adding Content - Add links for Adding Content - Add company forms
This page includes policies, N emplovees frequently use. Samples are

9 forms, and links that benefit and compensation listed below.

S\ P |cnable vou to access vour are listed Add company forms employees in your
employes and benefit helow. arganization frequently use, Samples are listed
infarmation. Add links for benefit and compensation below. To add content, select the Custornize

& infarmation. Samples are listed helow. tab.
To add content, select the Customize Benefits enrollment form
tab
My 401K
My Benefits
My Career
i &2 s
Comeanx PDllﬂ My Expenses Career Forms

My Hours -

You must acknowledge policies with ani * ). Policies with & Application form

( +F ) have been acknowledged My Pay Statement

Read and scknowledse al polisies == My Personal Info

Manage Policies link ——— 1 weracee
+ » Accident Reporting Policy ® Cnmmunig Forms &

On Line Tools #
e

Blood drive sign up form
Adding Content - Add links for
additional tools that may be
helpful to your employees.
Add links for additional tools that may be
helpful to your emplovees. To add
content, selectthe Customize tab Payroll Forms Z

State Tax Forms
; Direct Deposit form
Betirement Planner

Payroll Calculator

Time Off Forms &

Request for Time off

2009 Automatic Data Processing Privacy | Legal
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Click here.

3 Click Add New Policy.

Portal Administrator ~ [JEBIGES vIWnrkﬂnWSeIup ~ | Security Access « | Configuration = | Reports = | Recruiting & Staffing v‘

Resources &

esources

This paas includes palicies,
? forms, and links that
I P> |ensbie vou to sccess vour

employee and benefit

infarmation.

Company Policy T

Manage Policies

Click Add Hew Policy to add a policy, or click a Policy Name to edit a policy. To delete a policy, select the checkbox next to the
policy wou wizsh to delete snd click Delete. Display order is not required, but must be unigue if entered.

. Add Hew Policy |

In this example, a cell phone
policy is added.

4

- -~ -
| B | poicytiome © | version ¥ | _neccripion # | _creationnte * | _bispay order * |
Phone
T sonference 1.0 04714/2010 1
[C | Work At Home W10 0441472010 2

Woee ) @

@ 2010 Automatic Data Processing, Inc. Privacy | Legal

Quick Links h

Adding Content
henefit and co

information. Sa
helow.
Add links far ben
infarmation. Sal
Toadd content,
tah.

My 401K
My Benefits
My Career

On Line Tools

Adding Content
additional tools
helpful to your e
Add links far additi
helpful ta yaur em|
caontent, select thi

In the Policy Name field, enter the name of the policy. You can include letters,

numbers, and special characters. You can also change the appearance of the policy

name by using the Editor toolbars that display.

Company Policy

Add New Policy

Erter information in esch field below. Fields with a b are required fields

7 Editor

Style ~| Font | Arial v| Fontsizes | 12 |~

e A |, ] view Source|

Policy Name: » Cell Phone Use Policy

Version: » 1.0

Description:

Policy Content:> " Hyparlink |

¥ Acknowledgement Required
¥ | agree that my cormpany (hot ADPY is responsible for any policies that are uploaded

to this ADP application and that ADP does not review, approve o have any liability
whatsoever to my company or any third party with respect to such policies.

. Save ~| . Cancel ~|

# Document |ce|liphnneiuseipnhcy doc . Select File |
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5 In the Version field, enter a version number. You can include letters, numbers, and
special characters.

6 If needed, enter a description in the Description field.

7 Add the company policy by selecting either Hyperlink or Document in the Policy
Content field. Then do the following.

If You Select Then
Hyperlink In the Hyperlink field, enter the URL to the
policy.

Note: Test the link before you distribute it to
employees. Some external Web sites open at
full size and prevent employees from acknowl-
edging the policy.

Document Click Select File, then click Browse to find the
file. Click Upload. Acceptable file formats are
.doc, .docx, and pdf.

Note: Not all special characters can be used in the filename during file upload or in the
hyperlink URL. See Table 1, Using Special Characters in File Names and URL Addresses
for a list of valid and invalid characters.

8 To require that employees acknowledge the policy, click to select the
Acknowledgement Required check box. You may want to do this for policies that
contain sensitive information.

9 Click to select the check box next to the liability agreement. You must accept this
agreement in order to save your information.

10 Click Save. This returns you to the updated Manage Policies page, where you can sort
and view all company policies that have been set up for your company.
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11 To control the order that you want the policy to display in the Company Policy area
of the Resources page, make a selection in the Display Order column. If you do not
assign a number to the policy, the policy will appear in the order of its creation date.

Company Policy 7

Manage Policies

Click Add Mew Policy to acd a policy, of click a Palicy Name to edt 5 palicy. To delete a policy, select the checkbox next tothe
policy you wish to delete and click Delete. Display order i not required, but must be unigue if entered.

i Add Hew Policy |

Change the display orderof | MM R R R R
our company policy here. = | Cell Phone Use 4 i isnn I__,,
y p y p y T PU“C T T Te e T 1
Phone =
r AT 1.0 041452010 |3 l
[C | Work & Home W1.0 0411472010 |2 'l

i Delete :I i Done :I

Table 1: Using Special Characters in File Names
and URL Addresses

Special Character Name File Name URL Address
Single Space Valid Valid
Double Space Valid Valid
Triple Space Valid Valid
‘ Single Quote Invalid Invalid
& Ampersand Valid Valid
# Pound Valid Valid
= Equal Valid Valid
- Dash Valid Valid
_ Underscore Valid Valid
( Left Parenthesis Valid Valid
) Right Parenthesis Valid Valid
@ At Sign Valid Valid
Semicolon Valid Valid
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Special Character Name File Name URL Address
Period Valid Valid
+ Plus Valid Valid
n Caret Valid Valid
% Percent Valid Valid
$ Dollar Valid Valid
{ Left Curly Valid Valid
} Right Curly Valid Valid
[ Left Bracket Valid Valid
] Right Bracket Valid Valid
, Comma Valid Valid
? Question Invalid Valid
\ Backslash Invalid Valid
/ Forward Slash Invalid Valid
> Greater Than Invalid Invalid
< Less Than Invalid Invalid
Colon Invalid Valid
“ Double Quote Invalid Invalid
* Asterisk Invalid Invalid
Separator Invalid Invalid
~ Tilda Invalid Valid
Tick Valid Valid
o Invalid Invalid
° Invalid Invalid
8§ Invalid Invalid
° Invalid Invalid
¢ Invalid Invalid
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What to Do Next

In order to roll out the company policy to selected employees, you need to set up a
company policy event. (See “Setting Up a Company Policy Event” on page 95.)

Important: You cannot change company policy content after employees have received
it. You need to set up a new policy and then roll it out through a new event. Before you
set up an event, check to make sure the policy you want to include is ready to be rolled
out.
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Setting Up a Company Policy Event

After you have set up a company policy, you are ready to roll it out to employees. You
do this by setting up a company policy event. You first create the event, then add the
content you want your selected employees to read.

Note: Only the portal administrator can set up a company policy event.

Creating the Event

1 Point to Configuration and select Set Up Employee Activities.

2 Click Add New Event.
Home v|W0rkﬂowSetup - | Gecurity Access = | Configuration = | Repors -

Configurable Events ?
Event List
This page displays details for defined configurable events. Select Current to view new, pending, or active events. Select History to view expired
events
To add new events, click Add new event. To update or view details for an existing event, click the underlined event Name. To send email notification
for a pending or active event, click Send MNotification. To view employee completion details for active and expired events, click View Reports. To
delete a new or pendlng event, click Delete
View: Currem Add Hew Event
T Prompt at S(an Date
ype i Login?
Lunch Policy Company Active | Mo 1001/2009 Send Hotification |
olicy Wiew Report
General Company Palices Company fclive | Yes 10052009 fopope CendHotfication |
Palicy Wiew Report
Year end policies SEITE’T“V New Yes 10/06/2009 | 10082003 | Delete
Year end policies CheEEiy New Mo 10/06/2009 Delete
Paolicy
2009 Automatic Data Processing Privacy | Legal
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3 In the Type field, select Company Policy.
Home - | Workflow Setup = | Security Access 'J Configuration v| Repods -
Configurable Fvents ?
Event Configuration
To defing & new evert, you must at & minimum select the Type, Mame, Start Date and Security Groups, then click Creste Event. Once the event is successfully created, you can
complete the new ewent configuration
. Type: b | Company Policy - Security Groups: ' Available Selected
In this example, an Groups Groups
event is created for Name: » ICeH Phone Palicy Event
a cell phone policy. Description: 5|
E
Start = End =
pate: 1015200 = Datg: 110172008 =
¥ Prompt at Login
B create Event | B concer |
@ 2009 Automatic Data Processing Privacy | Legal
4 In the Name field, enter a name for the event.
5 If needed, enter a description in the Description field.
6 In the Start Date field, enter the start date of the event. You can enter the date

manually (format is mm/dd/yyyy) or select the date from the calendar. This is the date
on which the event will be available to employees.

Important: If you set up an event using the current date, employees will receive the
event immediately. Once the event goes out, you can only change the event end date
and the Prompt at Login check box. When creating an event, you may want to enter
a future start date. Once you confirm that all your event details are correct, you can
go back and change the start date to the current date, if needed.

If needed, enter an end date in the End Date field. You can enter the date manually
(mm/dd/yyyy) or select the date from the calendar.

Important: Before an end date is reached, employees can go to their activities list
to complete the event, which may include a welcome message, a closing message,
and more than one policy. Once an end date is reached, employees can no longer
complete the event because it is removed from their activities list. They can still read
and acknowledge the policy or policies in the Company Policy area of the Resources
page, but they will not be able to read a welcome and closing message that may have
been included in the event. Their acknowledgement will be recorded in the Company
Policy area and in the report for the event.
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8 In the Security Groups area, choose the employee security groups who should
complete the event. In the Available Groups list, click the security group(s) you
want, and then use the arrow keys to move the group(s) into the Selected Groups
list.

All employees were assigned to security groups when ADP Workforce Now was set up
for your company. These groups affect what users can see and do on the site. Your
groups include default groups (employee, manager, practitioner, and admin) and
custom groups that may have been set up.

Tip: For detailed information on setting up security groups, refer to “Chapter 3:
Setting User Access in ADP Workforce Now” in the ADP Workforce Now® Security
Guide.

9 If you want employees to receive a notification message about this policy when they
log on to ADP Workforce Now, click to select the Prompt at Login check box.
Employees will see this prompt for the first time on the start date you provided. They
can choose to complete the event then or receive another message the next time they
log on. They will continue to receive the message each time they log on until they
complete the event or until the end date for the event, if you provided one, is reached.

10 Click Create Event. The Event Configuration page is redisplayed. You can now add
the content to your event.

Adding the Content

After you create the company policy event, you need to add the content. You can
include three items: a welcome message, the actual company policy, and a closing
message. Each item is set up as a separate step in the event. You can include as many
policies in an event as you want. You may want to bundle related policies together, or
those that need to be acknowledged at important times of the year, such as year-end.
The policies you include will be listed on one page, as part of the same step.

You may want to include a welcome message that lets employees know that they have
to acknowledge the policy, and by a specific date. You may also want to send a closing
message that provides further instructions to employees.
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To add your content, do the following:

1 In the Available list in the Configure This Activity area, click what you want to

include, and then use the arrow keys to move the items into the Selected list.

Important: You must select Company Policy.

Portal Administrator ~ R | Workflow Setup v| Security Access ~ [ Configuration ~ | Reports ~

Cnnﬁﬂurahle Events

Your event was successfully created

Event C

Vour event was successiully crested. To complete svent configuration, select and sort the seouence of activiies for the event. You can also select snd configure each
inclivicual activity.

Click Save to save your changes. Click Preview 1o view your configured event before finalizing the event. Click Done ance you have saved and previewed your configured
Type: » [Company Policy =
Name:

Security Groups: "
b [Cell Phane Palicy Event

Available
Groups
admin
Description: I i|| practitioner
Start End
Date: » fiomszooe = T 11/01/2009 =

¥ Prompt at Login

Configure This Activity

Awailable

Your available content

—
Welcome

Carnpany Palicy
Closing Staternent

(4]
>

[2)|a vy

- seve

O Freview ) @l Done )

@ Goncer )

2009 Automatic Data Processing

Privacy | Legal

The items will be displayed in the order you select them. If you need to change the
order, use the up and down arrows to the right of the Selected list.

2 In the Selected list, click Company Policy.

el Home ~ | wiorknow Setup ~ | Security Access ~ | Configuration ~ | Reports =

Configurable Events

our event was successfully created

Event C

Vour evert was suscesstully crested. To complete svert configuration, Select and o the ssauence of activiies for the svent. You can slsa select and configure sach
incliviciual activity.

Type:

Portal Administrator Guide

Click Save to save yaur changes. Click Previsw 1o view your configured svent befors finslizing the svert. Click Done once you have saved and previewsd your configured

» [Company Policy =

¥ Prompt at Login
Configure This Activity

Awvailable

Security Groups: " Available Selected

Groups - Groups

Name: b+ [Cell Phane Palicy Event =drmin [ > ] |[employes

Description: =l practitioner 2 || Naw Hiras
| e
=)
Start End —
Date: » [10/15/2009 = Date: 11/01/2009 = (=)

Configure This Activity

Welcome
Clasing Statement

(a8

Activity Name/Title: [Company Palicy
 Required (The user cannot skip this activity)

Select policies included in this swent

2]
>

- s

W Proview

- oore

2005 Aukomatic Data Processing

W concer

Privacy | Legal
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3 To change the title of the step that the employees will see, enter a new name in the
Activity Name/Title field. The default name is “Company Policy.”

For example, if you are including one cell phone policy, you can enter a name that is
more specific, such as “Using Your Cell Phone at Work.” The following screen shot
shows what the employees will see when they open their company policy event.

[T e Pl Horme | workflow Setup - | Security Access ~ | Canfiguration ~ | Reports - | Resruiting & Staffing ~

Message Center ?
: ; rovals ctifications ministrative Activiies [ Employes Actmitios |
Employees will see the title of pAoorovalsje fesHotics! Adminisirative Al Employes Actiiizs
the step in the left navigation Cell Phone Palicy Event Activities Step 1 0f 1

" Work

Employees will see the content
here. They can read the actual
policy by clicking the policy
name.

Previous Next @ pore | W cencer |

® 2010 Automatic Data Processing, Inc. Privacy | Legal

4 Select the policies to include in this event by clicking the Select policies included
in this event link to the right of the Selected list.

5 On the Select Policies page, click to select the policy or policies that should be included
in the event, and then click Done.

Select Policies - e

- Acc_ident Reporting 10 Hcm_-' and when to report 10/05/2009 ;I
Palicy accidents
This policy outlines
¥  Cell Phone Use Policy w1.0 acceptable cell phane 10/05/2009
use.
[ Lunch Palicy 1 Cornpany Lunch Paolicy 10/01,/,2009
[T Parking Lot Policy 1.0 Farking lot policy 10/05/,2009
Processing procedures
r Travel Bxpense - Endof -y g for end of rmanth 10/05/2002
Manth Policy :
reporting
[~ “acation Policy 1 TS 15 @I EOmRE) 09/30/2009
vacation policy
Regarding business and
[~ “isitor Policy 20 non business wisitar 10/05/,2009
access to facilities. =
@ pone | B cancel
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In this example, a welcome
message is selected.

Editor icon

6

If you selected a welcome or closing message, click Welcome or Closing in the
Selected list.

[l Hore ~ | workfow Setup ~ | Security Access ~ [ Confinuration — | Reports ~ |

Conﬁﬂurahle Events ?

Event policy changes have been complsted successfully

Event C

Vour evert was suscesstully crested. To complete svert configuration, Select and o the ssauence of activiies for the svent. You can slsa select and configure sach
incliviciual activity.

Click Save to save your changes. Click Preview 10 view: your configured event before finalizing the event. Click Done once you have saved and previewed your configured

event

Type: » [Company Policy = Security Groups: * Available Selected
Groups Groups

Name: » [Cell Phone Policy Event —dmin employes
ractitioner manager

Description: I =l e ERD | i

= =
Start [ionemmms = End [fimimms = <<
Doto: » [10r15z008 Date: 11/01/2009

¥ Prompt at Login

Configure This Activity

Awailable

Configure This Activity

Activity Name/Title: [vWelcome

Edit the Page Content in the Content Management System

Clasing Staternent

- s ) W Froview @ oo @ Concer

2009 Automatic Data Processing

Privacy | Legal

To change the title of the step that the employees will see, enter a new title in the
Activity Name/Title field. For example, if you are including one cell phone policy,
you can change “Welcome” to “Introduction to Our Latest Cell Phone Policy.”

Enter text for the welcome or closing message by clicking the Content Management
System link to the right of the Selected list.

Lo .
Click 7= (Editor).
G Rl Home + | woridiow Setup | Sesuy Aceess + | Configuration + | Reports = | Reonuting & Stating = |

Configurable Events

{Back 7

Welcome to Self Service
Configuration.

This page displays sl customizakle portlet fislds snd allows a clert
administrator to define their own custom preferences. Static label texd can
be changed as well ag the postion of fields on & porlet. After making your
selections, please click the save button in order to apply the changes.

Base Custom
Order Order

System
Field  Field Label
Hame

Editor Vigible

cortert | Please enter welcome message for this event activty *ﬂ

. Save _; . Reset J

@ 2010 Automatic Data Processing, Inc. Privacy | Legal
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10 In the Content field, enter your message.

Configurable Events 4Back ?

Welcome to Self Service
Configuration.

This page displays all customizakle portiet fislds and sllows & clisnt
administrator to defing their own custom preferences. Static label text can
be changed as well as the position of fields on a portlet. After making your

selections, please click the save button in order to spply the changes:

Base |Custom

System
Field |Field Label Editar | visible o152 | L0

Hame
! G -| Fort | Aria -] Fontsizes| 12 |-

i 7 ulE=s =1

== = [ A A-
e @ @ E S| & &

Please read and acknowledge this important policy that defines appropriate cell phone use.

cantert i

W see | B Reset |

2010 Automatic Data Frocessing, Inc Privacy | Legal

e To change the appearance of the text, use the toolbar icons.

» To add a link to an ADP Workforce Now page, click the link icon. (See “Appendix:
Adding Smart Links to ADP Workforce Now Pages” on page 145 for detailed instruc-
tions on adding the link.)

11 Click Save. This returns you to the Event Configuration page.
12 Click Save to save your changes.

13 Preview the event by clicking Preview. You will not see the content of the company
policy, but you will see the order of steps you set up and the titles of steps you
provided. Click Next to navigate to the next step, if needed.

14 Click Return. This returns you to the Event Configuration page.
Note: If you need to make any changes, you can do so now by updating and saving

the information. You can also complete part of the event, save the information, and
complete the entire event at a later time.

15 Click Publish.

Important: When you click Publish, you are officially completing the event. The
selected employees will see the policy or policies you included on the start date you
provided.
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What You Can Change

If you complete an event, but the start date has not been reached for the event, you
can change all of the event’s details except for the event type. Details include the start
date, selected security groups, and content that you want the employees to read.

After the start date is reached for an event, you can only change the end date for the
event and the decision to show a prompt when employees log on to ADP Workforce
Now.

You cannot make any changes to an event once an end date, if you provided one, is
reached.

To make changes to an event, do the following:

1

2
3
4

Point to Configuration and select Set Up Employee Activities.
Click the name of the event you want.
Make your changes.

Click Save.

Tip: If you provided an end date and you learn that many employees are on vacation,
you may want to extend the date.
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Notifying Employees of a Company Policy

Send Notification option

You can send an email notification to employees anytime after you finish setting up a
company policy event and before the end date for that event, if you provided one, is
reached. The start date does not need to be reached for the event.

The employees who receive the notification belong to the security groups you identified
when you set up the company policy event. You can choose to send the notification to
all employees or to only the employees who have not completed the event.

You may want to send a notification to all employees when the company policy is first
rolled out. Later, you may want to send a reminder to only the employees who have not
acknowledged the policy, which may be particularly useful if an end date is approaching.

Note: The email notification goes to an employee’s security management email address.
Employees can keep their security management email address up to date by clicking the
Update My Security Profile link on the ADP Workforce Now logon page.
To set up an email notification, do the following:
1 Point to Configuration and select Set Up Employee Activities.
2 In the View field, keep the selection as Current.
3 Click Send Notification next to the event you want.

Home ~ | Workflow Setup ~ | Security Access ~ I Caonfiguration -‘ Reports ~

Configurable Events T

Event List

This page displays details for defined configurable events. Select Gurrent to wiew new, pending, or active events. Select History to view expired events

To add new events, click Add new event. To update or view details for an existing event, click the underlined event Name. To send email notification for a
pending or active event, click Send Motification. To wiew employee completion details for active and expired events, click View Reports. To delete a new or
pending event, click Delste

View: | Current ¥ @ AcanewEvemt |
Type & Prompt at Start Date ]
ype ¥ Login? =

Internet Usage Polic: Lompany Active Mo 10/082009 Send Notihcation | Wiew

Internet Usage Policy Palicy Report

Hiring of Relatives Policy Company Active | Yes 10/08/2009 Send Notification | View
Policy Repart

Clean Desk Polic Company Active Yes 10/03/2009 Send Notifiestion | Miew
Policy REeport

Telephone Usage Polic Company Active Yas \0/mES00g send Notification | view
Policy Report

Calculating Federal Tax Withholdin Company Send Notification | View

Palicy Folioy Active Yes 10/09/2009 s

Test Company hlew No 10/09/2009 Delete
Falicy

Cell Phane Policy Event Canipery Pending  Ves 10A52008 | 11mopg  o=nd Notfiestion |
Policy Delete

Company Policy Test Cornpany Mew Mo 117112008 Delete
Policy =

2009 Automatic Data Processing Privacy | Legal

Note: If you do not see the Send Notification option, that means you have not
finished setting up the event. Events that are not completely set up are listed as New
in the Status column. After you complete the event, you will see it listed as either
Pending or Active, depending on whether the start date has been reached.
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In this example, an email
notification is set up for a cell
phone policy.

Furtal Administrator ~ (Rt CA

Configurahle Events

4 Provide the appropriate information. The default subject is the event name. You can
change the text in this field.

Tton - | Repotts = _-—

o

?

Event List

Send Email Hotification

=ing, or active events. Select History to view expired

k the underlined event Mame. To send email notification
v active and expired events, click Yiew Reports. To

| Add Hew Event

Send Notification |
iew Report
Send Notification |
View Report
Send Notification |
igw Report
Send Notification |

09/29/2009  10/15/2009
10A01/2009

10/01/2009

10/05/2009  10/31/2009

iew Report

To Groups: emplayee, manager
Send to: & Everyone  © Emplayees who have nat completed the activity
From: 3 Imanager@cumpanyz com
Subject: » ICeII Phone Policy
Body: b A new cell phone policy has been distributed. Please log on =l
to ADP Workforce Mow to read and acknowledge it
[ |
. Send | . Cancel |
L ——, Lompany B i
~ Paliey

— ..1Djf09f_2009 Delete

5 Click Send. This returns you to the Event List page.
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Changing a Policy

You may need to change a policy to comply with new federal, state, or local laws, such
as for a policy on smoking in the workplace. Or, you may learn that a section needs to
be added to an attendance policy that covers taking time off for doctor appointments.

Important: After a policy is rolled out to employees through an associated event, you
can only change how the name and description of the policy display in the Company
Policy area of the Resources page. You cannot change policy content. However, you can
stop the event, add a new policy, and then roll out the new policy through a new event.

If you have not rolled out a company policy, you can replace the current policy with a
new document file or URL to the new policy.

To change a company policy, do the following:

1 Point to Home and select Resources.

2 In the Company Policy area, click Manage Policies.

3 In the Policy Name column, click the policy you want to change.

4 If necessary, change the name or its appearance by clicking % (Show Editor).
Change the name in the Policy Name field. Change the name’s appearance by using
the Editor tools that display.

Cumeany Policy s
Edit Policy
Erter information in each fisld below . Fields with & b are required fislds .
Policy Hame: »  Cell Phone Use Policy ¥ Editar
Version: W10
In this eXample, a description is This policy outlines acceptable cell phone use during =]
. business hours.
added for a cell phone policy. Description:
=l
Policy Content:) " Hyperlink |
= Document cell_phone_use_policy. doc Delete
Preview

I  Acknowledgement Required

I | agree that my company (not ADP) is responsible for any policies that are uploaded to this
ADP application and that ADP does not review, approve or have any liability whatsoever to
my company or any third party with respect to such policies.

B save | @ save as.. | @ cancel

5 If necessary, change the description text.

6 To preview the current policy, click Preview. The policy is displayed in a separate
window. Click X in the upper right corner to close the window.
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7 Replace the current policy with a new one by selecting either Hyperlink or
Document, then follow these guidelines.

If You Select Then
Hyperlink In the Hyperlink field, enter the URL to the
new policy.

Note: Test the link before you distribute it to
employees. Some external Web sites open at
full size and prevent employees from acknowl-
edging the policy.

Document Click Delete to remove the existing file, then
click OK to confirm the deletion. Click Select
File, then click Browse to find the new file.
Click Upload. Acceptable file formats are
.doc, .docx, and .pdf.

8 To change whether or not acknowledgement of the policy is required, either click to
select or click to clear the Acknowledgement Required check box.

9 Click to select the check box next to the liability agreement. You must accept this
agreement in order to save your changes.

10 Do one of the following:

* Save your changes using the same version number by clicking Save. This returns
you to the updated Manage Policies page.

« Save your changes using a new version number by clicking Save As. Enter the new
version number, then click to select the check box next to the liability agreement.
You must accept this agreement in order to save a new version of the policy. Click
Done. This returns you to the Manage Policies page.
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Deleting a Policy

You can delete a company policy if you have not rolled it out through an event in which
the start date has been reached. For example, if you created a new version of a policy
and employees have not seen the older version, you may want to delete this older
version so that your records are clear and up to date.

In addition, you can delete any policy not associated with any active event by purging
company policy acknowledgement history. See “Purging the Acknowledgement Data for
a Company Policy Event” on page 108.

To delete a company policy that you have not rolled out to employees, do the following:
1 Point to Home and select Resources.
2 In the Company Policy area, click Manage Policies.

3 Click to select the check box next to the policy you want to delete.

e e el Home ~ | orkilow Setun ~ | Security Access ~ | Configuration ~ | Reports ~ | Recruiting & Stafing ~ |

Resources 2 Quick Links

Resources . s . Adding Content
is paas includes policies,
= forms, and links that benefit and com
s F 3 ensble vou to access vour information. Sa
employee and benefit belowve.

information. Add links for ben
& information. Sa
To add content,

tab

My 401K
My Benefits
Cnmeanx Pnllﬂ' ¢ My Career

Manage Policies

Click Add Hew Poliey to add a policy, or click a Policy Mame te edit 3 policy. To delete a policy, select the checkkox next to the
policy you wish to delete and click Delete. Display order is not required, but must be unique if entered

- Add Hew Policy |
o - -
Policy Hame Description Creation Date ¥ Displa;
-

e Order -
Bhone T n Py E— = Adding Content |

additional tools

Conference

— Work At Home 1.0 04/14/2010 2= helpful to your e
Add links for additi
Relpful to your ern;
content, select th
B velete | @ vone |
@ 2010 Automatic Data Processing, Inc Privacy | Legal

4 Click Delete.

5 Click OK to confirm the deletion. This returns you to the updated Manage Policies
page.
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Purging the Acknowledgement Data for a Company

Policy Event

You can permanently remove all acknowledgment data for an expired company policy
event.

Important: It is strongly recommended that you view and export the policy acknowl-
edgment data for backup before you purge it. Once the data is removed, you can no
longer access it. Purged policy acknowledgment data cannot be recovered.

To purge acknowledgment data for a company policy event, do the following:

1
2

Select Portal Administrator from the role selector.

From the Configuration tab, select Set Up Employee Activities. The Event List
page displays.

Select History from the View field. All expired company policy events will be listed.
Select the Purge History link. The following message displays:

You are permanently removing all policy acknowledgment data for the selected
event. The data cannot be recovered.

You can select the Delete the event's policies that are not associated with
other events check box. If the event has company policies that are associated with
other events, they are not deleted.

A confirmation message displays. Select Yes to remove the event company policy
acknowledgment data.
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Hiding a Policy

After a Company Policy event expires, employees can still read or acknowledge the
company policy that was included in the event in the Company Policy area of the
Resources page. When they click the Read and acknowledge all policies link in this
area, they can view all policies.

To prevent an employee from seeing a policy that is part of an expired event, you can
hide the policy. To hide a policy, the associated company policy event must be expired.
If there are multiple policies in the company policy event, the event must be expired
before any of the policies can be hidden. If an event is expired, it is moved from the
Current view to the History view on the Event List page (Configuration — Set Up
Employee Activities).

To hide a policy, do the following:

1 From the Manage Policies list page, select the check box in the Hide column for the
policy(ies) you want to hide.

Note: If a policy is part of an active event, the Hide check box will be grayed out and
unavailable on the Manage Policies list page.

2 Click Done.

The policy(ies) you selected will be hidden from employee view, but you will still be able
to manage the hidden policies, and the hidden policies will be included in generated
reports.
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Editing Text in the Company Policy Area

You can edit the link text that is displayed in the Company Policy area of the
Resources page. You can also change the appearance of the instructional text, such as
the font and color, to match your company’s branding.

1 Point to Home and select Resources.

2 Click to select the Edit page content check box at the top left of the site. Pencil icons
are displayed to indicate the areas you can customize.

3 Click &## (Configure) in the Company Policy area of the page.

4 Click %# (Editor) to the right of the text you want to edit.

Resources

& Quick Links,

—

esources Adding Con
This page includes policies, o p—

e farms, and links that henefit and

5 B |enable you to access your information

P employee and benefit helow.
information A ks for
& i

Company Policy

Welcome to Self Service
Configuration.

This page displays all customizable portlet fields and allows a client
administrator to define their own custom preferences. Static label text can

be changed as well as the postion of fielts on & portiet. After making your
selections, Please click the Save buttan In order to spply the changes.

4Back ?

System Field

F=n Field Label Editor | Visible g‘:ﬁgr g:’i‘:m
FISDHEEIONS | s st scknorwledge policies with ang * ). Policiss witha |E Jhave been acknowledged ¥ |F
SecondDirections | Read and acknowledge all policies == Fald
MansgePolicy | Manage Poiicies >> Falz
MorePolicy hore == AN
Editor icon Moo W=

2010 Automatic Data Processing, Inc Privacy | Legal

Tip: For more information about customizing text, click ? (Help) in the upper-right
corner of the Self Service Configuration page.
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Stopping an Active Event

You may want to stop a company policy event while employees are in the process of
completing it (for example, if you learn that changes need to be made to the policy
included in the event). This type of event is active.

Tip: Before you stop an active event, send all selected employees an email notification
alerting them to the change.

What Happens After You Stop an Event

After you stop a company policy event:

< You cannot send any more email notifications about the event to employees.

< Employees no longer receive a message about the event when they log on to ADP
Workforce Now, if you are using this feature.

« Employees no longer view the event in their activities list.

e The event is moved from the Current list to the History list on the Event List page.

Employees can still read or acknowledge the company policy that was included in the
event in the Company Policy area of the Resources page. When they click the Read
and acknowledge all policies link in this area, they can view all policies.

You can still review the company policy that was included in the event on the Manage
Policies page. All company policies that have been set up for your company are listed.
You can also view a report to check which employees have acknowledged the policy.

How to Stop an Event
1 Point to Configuration and select Set Up Employee Activities.
2 In the View field, keep the selection as Current.

3 View the events, then click the name of the one you want. The event must be listed
as Active in the Status column.

4 In the End Date field, enter or change the date to when you want the event to end.
You can enter the date manually (format is mm/dd/yyyy) or select the date from the
calendar. The end date can be the current date or a future date. It must be later than
the start date.

5 Click Save.

6 To return to the updated Event List page, click Cancel.

ADP Workforce Now 111 Portal Administrator Guide



- Managing Company Policies

Deleting a New or Pending Event

You can delete a company policy event that is new or pending because employees have
not received it yet. Perhaps, due to economic reasons, your company cannot offer
tuition reimbursement to employees anymore. You can cancel a tuition reimbursement
event that employees have not received yet. You can then delete the tuition
reimbursement policy included in the event since you have not rolled it out. (See
“Deleting a Policy” on page 107.)

A new event is one that has been created, but not completely set up. For example, you
may have created a new vacation policy event, but you have not added a welcome
message or the actual policy for the employees to read. A pending event is completely
set up, but the start date has not been reached.

To delete a new or pending event, do the following:

1 Point to Configuration and select Set Up Employee Activities.
2 In the View field, keep the selection as Current.

3 View the events, then click Delete to the right of the event you want to delete. The
event must be listed as New or Pending in the Status column.

4 Click OK to confirm the deletion. This returns you to the updated Event List page.
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Viewing Reports for a Company Policy Event

In this example, a specific
policy is selected.

After employees receive a company policy event, you can check which employees have
acknowledged the policy or policies in the event, and send an email reminder to those
who have not.

Note: Managers can also generate policy acknowledgement status reports, send email
reminders, and check recent and previous policies for their employees also. For more
information about managers, click * (Help) in the top-right corner of the My Team >
Policy Acknowledgement Status page.

You can also export the data to a .csv file for archiving and reporting.

Important: On the Reports menu, you can view reports for older company policies that
were not rolled out to employees through company policy events.

To view a report for a company policy event, do the following:
1 Point to Configuration and select Set Up Employee Activities.
2 In the View field, do one of the following:

« Select Current to view active events (events in progress for which an end date has
not been reached).

« Select History to view expired events (events for which an end date has been
reached).

3 View the events, then click View Report to the right of the event you want.

Note: If you do not see View Report next to a current event, that means the event
has not been completely set up or the start date has not been reached. You can only
view reports for current events that are listed as Active in the Status column.

4 In the Policies field, do one of the following:

« Select All to view details for all policies. If you included multiple policies in the
event, you can use this option to check which employees have completed the event.
This option does not give you details for a specific policy if you included multiple
policies in the event.

e Select an individual policy to view details for a specific policy. You can use this
option to check which employees have acknowledged the policy and when.

(NSO Horme ~ | Workllow Setup + | Security Access v] Configuration -| Reports + | Recruiting & Staffing =

Configurable Events ?

This page allows you to view employee completion details for active and expired events. You can see whether an employee has not yet started an event, is in
progress, of has completed an event. To export the event details displayed on this page, click Export to .csv file. To view exported reports, click View Exported
Reports

Event Report - Company Policy

Description: Wacation Policy Security Groups: adrmin, employee, manager, practitioner
Start Date: 0843072010 Status: Active
End Date: Prompt At Login: Mo

Status: | Mot Acknowledged -

P \acation Policy
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9
10
11
12

13

In the Status field, make a selection.
Click View.

Result: Your search results are displayed on the bottom of the page.

To export the data on this page to a .csv file, click Export to .csv. The Report Export
Data dialog box displays.

Note: The exported data includes the status of all eligible employees. For example,
if you choose to view which employees have acknowledged a specific policy, the
exported report will include the employees who have acknowledged the policy and the
employees who have not acknowledged the policy.

In the Report Name field, enter a name for the report to be exported.

Report Export Data:

Report Description:

Frovide a Report Name (required) as well as Report Description (optional) for the report
to be exparted.

Report Name: » IVacaliun Faolicy

Report Description: |Week 1 Check

- oK | - Cancel |

If desired, enter a description in the Report Description field.
Click OK to submit the data for the export.
Click OK to complete the export process.

To view the exported report or save it to a different location, refer to “Viewing or
Saving Exported Reports” on page 114.

To delete the exported report, refer to “Deleting Exported Reports” on page 115.

Viewing or Saving Exported Reports

After you have exported a report to a .csv file, you can view the report or save it to
another location that you specify. (For help creating a .csv file, refer to “Viewing Reports
for a Company Policy Event” on page 113.)

1
2
3

Point to Configuration and select Set Up Employee Activities.
In the View field, select Current or History.

Click View Report to the right of the event you want.
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4 On the Event Report page, click View Exported Reports.

Result: All exported reports are displayed.
Home = | ‘Workflow Setup | Security Access | Configuration + | Reports + | Recruiting & Staffing +

Configurable Events s

Event Reports
To view a report, click Report Name. To delete ane or more reparts, select the report(s) and click Purge Selected. To return to the previous page, click Return,

-~ Y . -~
B | et | e st | v e | ooy | seportoma > | opatvoeron | g | e |

[T Data verification 08/30/2010 NOLAN RYAN  Quarterly DV (Summer]  Week 2 Check 09082010 SUCCESS
[T “acation Policy  08/30/2010 NOLAN RYAN acation Policy Week 1 Check 09/08/2010 SUCCESS
7 Data Verification 08/30/2010 NOLAN RYAN  Quarterly DV (Summer]  Week 1 Check (0B/30/2010 SUCCESS

. Purge Selected | . Retun |

5 In the Report Name column, click the name of the report that you want. The File
Download dialog box displays.

6 To view the file, click Open.

7 To save the file to a specified location, click Save.

Deleting Exported Reports

After you have exported a report to a .csv file, you can delete reports that you no longer
need. (For help creating a .csv file, refer to “Viewing Reports for a Company Policy
Event” on page 113.)

1 Point to Configuration and select Set Up Employee Activities.
2 In the View field, select Current or History.

3 Click View Report to the right of the event you want.

4 On the Event Report page, click View Exported Reports.

Result: All exported reports are displayed.

Portal Administrator ~ JEhIiE v|WorkﬂoW Setup v| Security Access - | Corfiguration v| Reports = | Recruiting & Staffing ~

Configurahle Events 7

Event Reports

Ta view a report, click Report Name. To delete one or more reports, select the repm( ] and click Purge Selected. To return to the previous page, click Return

| vt | taeitpns | oo | gy | gt > | feporsescrsen | pnone > | S

[ Data Verification 08/30/2010 MOLAM RYAN | Quarkerly OV (Summer)  Week 2 Check 08082010 SUCCESS
¥ ‘“acation Policy  08/30/2010 MOLAN RYAN Wacation Palicy Week 1 Check 02/08/2010 SUCCESS
[ Data Verification 08/30/2010 MOLAM RYAN | Quarterly DV (Summer)  Week 1 Check 034302010 SUCCESS

. Purge Selected \ . Return

5 Click to select the check box next to the reports that you want to delete, and then click
Purge Selected.

6 Click OK to confirm your action.
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Frequently Asked Questions

Q:
A:

°

How can I distribute a company policy event only to new hires?

A company policy event can be distributed only to new hires by setting up a custom security
group for these employees. When you create the company policy event, you choose to distribute
it only to that security group. Custom security groups are added on the Security Groups page
on the Security Access menu.

A membership rule can be used to further define the group. For example, your company may
define new hires as those who have been employed by the company for 30 days or less. A rule
can be added by creating this calculation statement:

Membership Rule Details

Attribute: ICurrerﬂ Diste ﬂ I - |Hire Date ﬂ

QOperator; |== ~
Value: [ @ 20 caicuiation | (] cancel

After 30 days, employees will be removed from the group automatically.

Tip: If a custom security group has been set up for new hires and you need to distribute a
company policy event to all employees, include all employee security groups when you create
the event.

For detailed instructions on setting up custom security groups and managing membership
rules, refer to “Chapter 3: Setting User Access in ADP Workforce Now” in the ADP Workforce

Now® Security Guide.

What happens to the policies I had on my site before I was able to distribute them
through company policy events?

All existing policies are automatically available in the new version of ADP Workforce Now.

Employees can read and acknowledge all policies by clicking the Read and acknowledge all
policies link in the Company Policy area of the Resources Page. However, they should read
or acknowledge any new policies that are added in ADP Workforce Now by completing the
associated event that you set up because the event may include other information, such as a
welcome and closing message.

Employees can access active company policy events by using the Employee Activities link in
the Message Center at a Glance, located on the Welcome page on the Home menu. This link
brings them to the Employee Activities area of the Message Center page.

Portal administrators and practitioners can view all policies that have been set up for their
company by clicking the Manage Policies link in the Company Policy area of the Resources

page.
Can I roll out an existing policy through a new event?

Yes, you can roll out an existing policy through a new event. All employees who belong to the
security groups you identify when you create the event will receive the policy.
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What happens to employees who are hired after an event is rolled out? Will the
event be sent to them?

Yes, new hires will receive the event, as long as the end date has not been reached. New hires
are assigned to a security group, and ADP Workforce Now keeps track of who has been sent the
event.

Tip: If your company has a policy that all new hires need to acknowledge, don’t enter an end
date when you set up the associated event. Doing so keeps the event active for all future new
hires.

How long does an event remain in an employee’s activity list?

The event remains in the activity list until the employee completes the event or until the end
date for the event, if you provided one, is reached.

When should I provide an end date for a company policy event?

Providing an end date for a company policy event can be helpful if employees need to read and
acknowledge certain policies at important times of the year, such as year-end.

What happens if the end date for an event is reached and some employees have not
acknowledged all the policies in the event?

For employees: The event is removed from their activities list. The policies, however, remain in
the Company Policy area of the Resources page. Here, employees can still read and acknowl-
edge the policies by clicking the Read and acknowledge all policies link. They then select
the policy on the Policy Acknowledgements page. Their acknowledgement will be recorded on
this page and in the report for the event.

For portal administrators: The event is moved from the Current list to the History list on the
Event List page. The policies, however, remain in the Company Policy area of the Resources
page. Here, portal administrators (and also practitioners) can view all policies that have been
set up for their company by clicking the Manage Policies link. Portal administrators can also
view a report to check which employees have acknowledged the policies.

How long will employees be prompted at logon for an event?

Employees will only be prompted at logon if you set up the event using that feature. The
employees will continue to receive the prompt until they have acknowledged all the policies in
the event, or until an end date for the event - if you provided one - is reached.

- After I send an email notification, will I be informed if any emails are not delivered

adue to incorrect or invalid email addresses?

You can find out which email notifications were not delivered if you enter your real email address
in the From field on the email notification setup page. You will then receive notifications about
which emails were not delivered. email notifications go to an employee’s security management
email address.

Tip: The number of email notifications that are not delivered can be reduced if employees
keep their security management email address up to date. They can do this by clicking
Update My Security Profile on the ADP Workforce Now logon page.

Why haven’t employees received an event that I set up on the start date I provided?

You may not have clicked Publish after you created the event and added your content. You
must click Publish in order for the event to be completely set up and for the selected employees
to see the event in their activities list on the start date you provided.
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Q

Q

°

Q

°

You can check the status of your event on the Event List page. If the status is New, select the
event, review the event details again to make sure they are correct, and click Done.

What does the report for a company policy event tell me?

The report for a company policy event provides details on all policies or on a specific policy
included in the event, depending on what you choose. All reports include employee names and
user IDs. Reports for specific policies also include the acknowledge date and time.

If you choose to view details for all policies, the options are:

« Employees not yet started
« Employees in progress
» Employees completed

If you choose to view details for a specific policy, the options are:

e Acknowledged
< Not acknowledged

A company policy event is not considered completed until all the policies in it have been
acknowledged.

Note: The reports on the Reports menu are for existing company policies that were not rolled
out to employees through an event that you set up.

Who is allowed to post a company policy on ADP Workforce Now?

Both the portal administrator and the practitioner can post a company policy on ADP Workforce
Now. This just means that the policy is set up and uploaded on the site. The employees will not
see the policy until an event for the policy is set up and the start date for the event is reached.

Who is allowed to set up a company policy event?

Only the portal administrator can set up a company policy event. The process of setting up the
event is what is needed to roll out the policy to employees.

Who in your organization can do this depends on their role and their security privileges.

How many policies should I include in an event?

The number of policies that you include in an event is up to you. You may want to bundle related
policies together, such as benefits policies, or those that need to be acknowledged by a specific
date.

What should I do if employees received an event and I learn that one of the policies
included in the event was an older version?

You should stop the event by entering an end date of today. Once the event is stopped, it is
removed from the employees’ activity list. You should then roll out the correct policy through a
new event. You can make a note in the welcome step that communicates the change to the
employees. You can also hide the older version of the policy by selecting the check box in the
Hide column for the policy on the Manage Policies list page.

Why can’t I hide a company policy?

Only company policies that are part of an expired event can be hidden. If multiple policies are
part of an event, the event must be expired before any of the policies can be hidden. You can
stop an event by entering an end date of today.
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Q: Why can’t I delete a policy?

A: You cannot delete a policy that employees have seen in their activities list. The policy is retained

for your records. However, you can set up a new policy and roll it out to employees through a
new event.

Note: You can delete existing policies that were not rolled out through a company policy
event. Records of these deletions are listed in the Audit Trail of Past Policies on the Report
menu.

ADP provides practical information concerning the subject matter covered and this information is provided with
the understanding that ADP is not rendering legal advice or other professional services. The material or
suggestions made available to you is not a substitute for legal advice or your professional judgment.
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Chapter 5
Managing New Hire and Data

Verification Events for Employees

If your company is using Self Service, you can help new employees complete new hire
tasks, such as providing direct deposit and dependent information. You can also confirm
existing employees’ information at important times of the year, such as year-end. You
do this by setting up new hire and data verification events for employees. Only portal
administrators can set up these events.

Note: The availability of new hire and data verification events and associated function-
ality depends on how your company is set up and your permissions for accessing the
features.

When you set up a new hire or data verification event, you include all the tasks

employees need to complete in ADP Workforce Now® as a single set of tasks. This
allows employees to complete all required tasks from one convenient location in their
activities list. Employees can access this list by using the Employee Activities link in
the Message Center at a Glance, located on the Welcome page on the Home menu.
This link brings them to the Employee Activities area of the Message Center page.

You can include several tasks in an event and, if needed, an end date for completing the
event. You can also alert employees to the event by:

* Having a message pop up when they log on to ADP Workforce Now. This message
directs them to where they need to go to complete the event.
e Sending them an email to let them know about the new event.

Note: If your company is using the HR & Benefits module, employees may have to
complete other new hire or data verification tasks before they can complete an associated
event that you set up.

Setting New Hire and Data Verification Permissions

If your company is using the new hire or data verification feature, you can set security
permissions for portal administrators to specify their access to the features and to
specify how they can work with the features.

Set permissions for the new hire and data verification features according to the following
instructions.

1 Select Security Groups from the Security Access menu to access the Security
Groups list page.

2 Click the name of the security group for which you want to set new hire and data veri-
fication permissions.

3 On the Security Group detail page, click the Permissions tab.
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4 Under the Administrator Configuration Tab — Set Up Employee Activities,
you can click to select or clear the New Hire check box or the Data Verification
check box, and you can click to select or clear permissions to add, edit, or delete
events.

« If you want members of a security group to have view-only access to new hire or
data verification events, click to select the event type check box (New Hire or
Data Verification), and leave the Add Selected Activities, Edit Selected
Activities, and Delete Selected Activities check boxes clear (not selected).

« If the New Hire or Data Verification check box is cleared for a security group
that previously had access to the feature, members of the security group can no
longer create new events, but they can access events and reports that were created
before the activity was turned off, and users can still acknowledge those events.

« If you click to select the Add Selected Activities, Edit Selected Activities, or
Delete Selected Activities check box, you must select at least one event type
(New Hire or Data Verification).
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Process for Distributing an Event

In order to distribute a new hire or data verification event to employees, you have to set
up the event. You first create the event, then add the content you want your selected

employees to receive.

The Process

If needed, notify
Setup the ——p1 employees of the

event event by e-mail
Create the Add the
event content
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Setting Up an Event

Creating the Event

To set up a new hire or data verification event, you first create the event, then add the
content you want to include in the event. You should work with your company’s HR
and/or payroll practitioner to determine the details you need to include in the event,
such as which tasks you should select and which employees should receive the event.

1 Point to Configuration and select Set Up Employee Activities.

2 Click Add New Event.
Hotrne v|W0rkﬂ0w Setup v|Secum\/Access - | Configuration v| Reports v‘

Configurable Events ?

Event List

This page displays details for defined configurable events. Select Current to view new, pending, or active events. Select History to view expired events.

To add new events, click Add new event. To update or view details for an existing event, click the underlined event Name. To send email notification for & pending or

active event, click Send Motification. To view employee completion details for active and expired events, click Yiew Reports. To delete a new or pending event, click

Delete

View: | Current = . Add Hew Event |
Mew Hire Mew Hire Mew Mo 02012010 Delete
Data Verffcation Data erfication New Mo 020172010 Delete

) 2009 Automatic Data Processing Privacy | Legal
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In the Type field, select New Hire or Data Verification.

CUETEUTTEIE Ol Home ~ | Workfow Setup = | Security Access vJ Configuration v‘ Reports ~

Configurable Events ?

Event Configuration

Todefine a nevy event, you must st 5 minimum select the Type, Name, Start Date and Security Groups, then click Creste Event. Once the evert is successfully crested, you can complete the new

event configuration
Type: > |Mew Hire ]' Security Groups: ' Available Groups

Selected Groups

Name: 4 IFUH'TImE Mev Hires admin »» | || New Hires
etnployee
Description: This event includes the tasks that new j tranager t)
fulltime employees must complete j Payroll and HR Empli

Payroll and HR Mana

= End = ractitioner
Start Date:  » [01/27/2010 = 2 p <3
e Date: = Tirme and Attendance
Time and Attendance
¥ Prompt at Login
. Create Fvent ) . Cancel )
2009 Automatic Data Processing Privacy | Legal

In the Name field, enter a name for the event.
If needed, enter a description in the Description field.

In the Start Date field, enter the start date of the event. You can enter the date
manually (format is mm/dd/yyyy) or select the date from the calendar. This is the date
on which the event will be available to employees.

Important: If you set up an event using a current date, employees will receive the
event immediately. After this happens, you can only change the end date and the
Prompt at Login check box. When creating an event, you may want to enter a future
start date. Once you confirm that all your event details are correct, you can go back
and change the start date to the current date, if needed.

If needed, enter an end date in the End Date field. You can enter the date manually
(mm/dd/yyyy) or select the date from the calendar. You may want to include an end
date for a data verification event if you need employees to update their information
at important times of the year, such as year-end.

Important: Once an end date is reached, employees can no longer complete the
event. They can still complete the tasks that were included in the event on the appro-
priate pages in ADP Workforce Now, but the completion of these tasks will not be
recorded in the report for the event.
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8 In the Security Groups area, choose the employee security groups who should
complete the event. In the Available Groups list, click the security group(s) you
want, and then use the arrow keys to move the group(s) into the Selected Groups
list.

All employees were assigned to security groups when ADP Workforce Now was set up
for your company. These groups affect what users can see and do on the site. Your
groups include default groups (employee, manager, practitioner, and admin) and
custom groups that may have been set up.

Tip: Before you create a new hire event, make sure that a custom security group has
been set up for new hires. (Refer to “How can | distribute a new hire event only to
new hires?” on page 139 for help completing this task.) When you get to this step,
select only this group so that only new hires receive the event.

For detailed information on setting up security groups, refer to “Chapter 3: Setting
User Access in ADP Workforce Now” in the ADP Workforce Now® Security Guide.

9 If you want employees to receive a notification message about this event when they
log on to ADP Workforce Now, click to select the Prompt at Login check box.
Employees will see this prompt for the first time on the start date you provided. They
can choose to complete the event then or receive another message the next time they
log on. They will continue to receive the message each time they log on until they
complete the event or until the end date for the event, if you provided one, is reached.

10 Click Create Event. The Event Configuration page is redisplayed. You can now add
the content to your event.

Adding the Content

After you create the new hire or data verification event, you need to add the content
(the tasks). You choose what you want to send from the list of employee items that are
available to you. What you see depends on the modules your company is using and how
your company is set up.

For a new hire event, you may want to include content related to personal information,
benefits, direct deposit, and tax withholding. For a data verification event, you may want
to include content related to personal information, emergency contacts, base pay
history, and personal accrued time.

You may want to include a welcome message that lets employees know that they have
to complete the event, and by a specific date. You may also want to send a closing
message that provides further instructions to employees.

Table 1 lists available content that may display in the Configure This Activity area of
the screen depending on the module(s) your company is using.

Note: The content listed in Table 1 may or may not display in the Configure This
Activity area of the screen depending on how your company is set up. The Welcome
and Closing selections are always available.

Items are the same for new hire and data verification events. Each item is set up as a
separate step in the event.
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Table 1: Available Content for Configuring New Hire and
Data Verification Events

Module(s)
Content
Payroll Only | Payrolland HR | Payroll and HR Benefits
Pay & Taxes
Direct Deposit 4 v v
Tax Withholding v v v
Base Pay History v v
Career
Career Profile v
Job Profile v v v
Performance Reviews v
Benefits
Benefits Summary v

Benefits Enrollment

Personal Accrued Time v v v
Personal Information

Addresses v v

General v v

Phone Numbers v v

Dependent Information v

Emergency Contacts v
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To add your content, do the following:

1 In the Available list in the Configure This Activity area, click what you want to

include, and then use the arrow keys to move the items into the Selected list. You
must choose at least one item other than Welcome or Closing.

T Rl Home ~ | workiow Setup > | Security sccess ~ [ Configuration « | Reports ~ |

Cnnﬁgurahle Events

Your event was successiully created

Event Configuration

“our evert was successtully erested. To complete event configuration, select and sort the sesuence of activities for the evert. You can alse select and configure sach individual activity.

Click Save to save your changes. Click Preview 1o view your configured event befors finalizing the event. Click Done onee you have saved and previewed your configured event

Type: > e Hire = Security Groups: Available Groups Selected Groups
Name: » [Full-Time Mew Hires admin s | |[New Hires
employee
Description: his event includes the tasks that new =1 manager >
[full-time employees must complete. =l Payroll and HR Emple|
Payroll and HR Mana
. e = End = practitioner <<
StartDate:  » |01/27/2010 B e = Time and Attendance
Time and Attendance
* Prompt at Login

Configure This Activity

Your available content o = =

Address

Dependent £ (&)
Emergency Contact

Telephane < L2
Personal Information

Direct Deposit

Tax Withhaolding =l

o s W Preview & oone & concer

7009 Automatic Data Processing Privacy | Legal

The items will be displayed in the order you select them. If you need to change the
order, use the up and down arrows to the right of the Selected list.

2 Click each item in the Selected list.

For each selection, you can change the title of the step that the employees will see by
entering a new name in the Activity Name/Title field. For example, if you are

including the Emergency Contact item, the default title is “Emergency Contact.” You
can enter a name that is more user-friendly, such as “Who to Call in an Emergency.

Note: For certain tasks, employees may need to scroll down the page to save and
verify changes.
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4 For each selection, indicate if you want the user to be required to complete the step.
When you move a step to the Selected area, the Required check box is selected by
default. If you do not want the step to be required, click to clear the check box.

T il Home ~ | workiow Setug = | Securlty Access ~ | Configuration ~ | Reparts = |

Cunﬁgurahle Events s

Event Configuration

“our event was successully created. To complete evert configuration, selsct and sort the sequence of activities for the svent. You can slso select and configure each individus! activty.

Click Save to save your changes. Click Preview to view your configured evert before finalizing the event. Click Done once you have saved and previewed your configured event

Selected Groups

Type: » [New Hire 2 Security Groups: "

Available Groups

Name: » [Fulk-Time New Hires admin New Hires
employes
Description: his event includes the tasks that new = manager
ulkime smployees must complete =

Payroll and HR Emplt
End Payroll and HR Mana
StartDate:  » [o1272010 | [T nd = practitioner
Date: Tirme and Attendance
T d Attend
W Prompt at Login ime ane silendance

E

Keep this check box selected if

you want employees to be
X Actvity Namo/Titte: 75 15 Gall 7 an Emerge
required to complete the step. — e —1

Configure This Activity Configure This Activity

' Required (The user cannot skip this activity)

" [[address
|_> | ||Dependent (4)
PRIl Eeroency Contact

P y
=2 ([Fetephane 7]
(< ||Personal Information

Direct Deposit
Tax Withholding =l

[ T Preview | Done | Cancel |

2009 Automatic Data Processing

Privacy | Legal

Note: The Required check box is not displayed for Welcome and Closing items.

5 If you selected a welcome or closing message, click Welcome or Closing in the
Selected list.

e il Home ~ | workilow Setup + | Gecurity Access ~ | Canfiguration ~ | Reports +

Cunﬁgurahle Events s

Event Configuration

“our event was successfully created. To complets evert configuration, sslsct and sort the sequence of activities for the svent. You can also select and configure each individual activity

Click Save to save your changes. Click Preview 1o view your configured event befors finalizing the event. Click Done onee you have saved and previewed your configured event

: » = i . b
Type Mlews Hire Security Groups: Available Groups Selected Groups

Name: » [Fullk-Time New Hires admin New Hires
employee
Description: his event includes the tasks that new =l manager
[full-time employees must complete. =l

Payroll and HR Emple
End Payroll and HR Mana
Start Date:  » [01/27/2010 = n = practitioner
= e = Time and Attendance
Time and Attendance
W Prompt at Login

13189152

Configure This Activity Configure This Activity

Available Activity NameTide:

Edit the Page Content in the Content Management System
Address

Dependent (4]
52

In this example, a welcome
message is selected.

Emergency Contact
Telephane

Personal Information
Direct Deposit

Tax Withholding =l

&[]][]

[ T Preview | Done | Cancel |

1) 2009 Automatic Data Processing Privacy | Legal

6 Enter text for the welcome or closing message by clicking the Content Management
System link to the right of the Selected list.
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Editor icon

7 Click %= (Editor).

(TR IR Home v | Wiorkdlow Setup v | Security Access v | Configuration « [ Reports + | Recruiting & Staffing v:

Configurable Events 4Back ?

Welcome to Self Service
Configuration.

This pace displays sl customizable portlet fislds and allows & clert
administrator to define their own custom preferences. Static label texd can
be changed as well as the posttion of fields on & porlet. After making your
selections, please click the save button in order to apply the changes.

System

Field Field Label Editor Wisible B98¢ CUStom
Order Order

Hame

cortert | Please enter welcome message for this event activty. *ﬂ

. Save J . Reset J

@ 2010 Automatic Data Processing, Inc. Privacy | Legal

8 In the content field, enter your message.

T Rl Home ~ [ worldlow Setup ~ | Security Access + [ Canfiguration « | Reports ~ | Reeruiting & Stafing =

Configurable Events 4Back ?

Welcome to Self Service
Configuration.

This page displays all customizable portlet fields and sllows & clent
administrator to define their own custom prefersnces, Static lakel text can
be changed as well as the positian of fislis an s portlet. After making your
selections, plesse cick the save button in order b apply the changes.

Systemn

Field  Field Label Editor Visible|225¢ |Custom
Order |Order

Hame

Z Shyle - Fort | Arial ~| Fontsizes | 12 |~

1 ulEls === |4 A

& @ ElSouce | & &

Please complete all the steps in this aclivity. They are necessary for you to begin your employment

content v

W seve ) B Reset |

©32010 Automatic Data Processing, Inc Privacy | Legal

* To change the appearance of the text, use the toolbar icons.

* To add a link to an ADP Workforce Now page, click the link icon. (See “Appendix:
Adding Smart Links to ADP Workforce Now Pages” on page 145 for detailed instruc-
tions on adding the link.)

9 Click Save. You are returned to the Event Configuration page.
10 Click Save to save your changes.

11 Preview the event by clicking Preview. You will see the order of steps you set up and
the titles of steps you provided. Click Next to navigate to the next step, if needed.

12 Click Return. This returns you to the Event Configuration page.
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Note: If you need to make any changes, you can do so now by updating and saving
the information. You can also complete part of the event, save the information, and
complete the entire event at a later time.

13 Click Publish.

Important: When you click Publish, you are officially completing the event. The
selected employees will see the event in their activities list on the start date you
provided.

What You Can Change

If you complete an event, but the start date has not been reached for the event, you
can change all of the event's details except for the event type. Details include the start
date, selected security groups, and content in the event. For example, you may want to
extend an end date for an event if you learn that many employees are on vacation.

After the start date is reached for an event, you can only change the end date for the
event and the decision to show a prompt when employees log on to ADP Workforce
Now.

You cannot make any changes to an event once an end date, if you provided one, is
reached.

To make changes to an event, do the following:

1 Point to Configuration and select Set Up Employee Activities.
2 Click the name of the event you want.

3 Make your changes.
4

Click Save.
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Notifying Employees of an Event

Send Notification option

You can send an email notification to employees anytime after you finish setting up a
new hire or data verification event and before the end date for that event, if you
provided one, is reached. The start date does not need to be reached for the event.

The employees who receive the notification belong to the security groups you identified
when you set up the event. You can choose to send the notification to all employees or
to only the employees who have not completed the event.

You may want to send a notification to all employees when the event is first sent to
them. Later, you may want to send a reminder to only the employees who have not
completed the event, which may be particularly useful if an end date is approaching.

Note: The email notification goes to an employee’s security management email address.
Employees can keep their security management email address up to date by clicking the
Update My Security Profile link on the ADP Workforce Now logon page.

To set up an email notification, do the following:

1 Point to Configuration and select Set Up Employee Activities.
2 In the View field, keep the selection as Current.

3 Click Send Notification next to the event you want.

CIEEUTTEIE R Home ~ | Worklow Setup = | Security Access v! Configuration v‘ Reports ~ |

Configurable Events

Event List

This page displays details for defined configurable events. Select Current to view new, pending, or active events. Select History to view expired events.

T add new events, click Add new event. To update or view details for an existing event, click the underlined event Name. To send email notification for a pending or
active event, click Send Motification. To view employee completion details for active and expired events, click Wiew Reports. To delete a new or pending event, click
Delete

View: | Current * B 2ddvewEvent |
T Stalus Prompt at Stan Date
ype i Login?

FulkTite New Hires Mew Hire Active Ves 01272ma :zngn’?otmcamn | View
All New Hires: New Hire New No 02i012M0 Delete

Dala Verifcalion Data New | Mo 02012010 Delete

—— Werification

€ 2009 Automatic Data Pracessing Privacy | Legal

Note: If you do not see the Send Notification option, that means you have not
finished setting up the event. Events that are not completely set up are listed as New
in the Status column. After you complete the event, you will see it listed as either
Pending or Active, depending on whether the start date has been reached.
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4 Provide the appropriate information. The default subject is the event name. You can
change the text in this field.

went. To update ar view dei-é'ﬁS"ru.- gvent, click the underlined event l\jgﬁﬁe.--r, riotifit,

In this example, an email
notification is set up for a new
hire event.

ggte A new o
Send Email Notification

Time and Attendance Superdsors, Payroll and HR Employees,

To Groups: Tirne and Attendance Employees, practitioner, manager,
employee, admin, Payroll and HR Managers

Send to: % Everyone © Employees who have not completed the activity

From: 4 |manager@company}{.com

Subject: b | Mew Hire Employes Event

Body: b [Welcome to Company ¥ An event has been sent to you with =

all the steps you need to complete to begin your work as a
new employee. Please log on to ADP Warkforce Mow ta
camplete this important fvent.

[

. Send | . Cancel |

5 Click Send. You are returned to the Event List page.
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Stopping an Active Event

You may want to stop a new hire or data verification event while employees are in the
process of completing it (for example, if you learn that certain tasks that you did not
include in the event now need to be completed by employees). This type of event is
active.

Tip: Before you stop an active event, send all selected employees an email notification
alerting them to the change.

What Happens After You Stop an Event

After you stop an event:

You cannot send any more email notifications about the event to employees.
Employees no longer receive a message about the event when they log on to ADP
Workforce Now, if you are using this feature.

Employees no longer view the event in their activities list.

The event is moved from the Current list to the History list on the Event List page.

You can view a report to check which employees completed the event during the time
period you specified.

How to Stop an Event

1
2
3

Point to Configuration and select Set Up Employee Activities.
In the View field, keep the selection as Current.

View the events, then click the name of the one you want. The event must be listed
as Active in the Status column.

In the End Date field, enter or change the date to when you want the event to end.
You can enter the date manually (format is mm/dd/yyyy) or select the date from the
calendar. The end date can be the current date or a future date. It must be later than
the start date.

Click Save.

To return to the updated Event List page, click Cancel.
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Deleting a New or Pending Event

You can delete an event that is new or pending because employees have not received it
yet. A new event is one that has been created, but not completely set up. For example,
you may have created a new hire event, but you have not added a welcome message or
the tasks for the employees to complete.

A pending event is completely set up, but the start date has not been reached.
To delete a new or pending event, do the following:

1 Point to Configuration and select Set Up Employee Activities.

2 In the View field, keep the selection as Current.

3 View the events, then click Delete to the right of the event you want to delete. The
event must be listed as New or Pending in the Status column.

4 Click OK to confirm the deletion. This returns you to the updated Event List page.
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Checking Which Employees Have Completed an Event

You can check which employees have completed the event and send an email reminder
to those who have not.

You can also export the data to a .csv file for archiving and reporting.

1
2

Point to Configuration and select Set Up Employee Activities.
In the View field, do one of the following:

« Select Current to view active events (events in progress for which an end date has
not been reached).

* Select History to view expired events (events for which an end date has been
reached).

View the events, then click View Report to the right of the event you want.

Note: If you do not see View Report next to a current event, that means the event
has not been completely set up or the start date has not been reached. You can only
view reports for current events that are listed as Active in the Status column.

In the Status field, make a selection.

Click View.

Result: Your search results are displayed on the bottom of the page.

Tip: Refer to the “View Event Reports” online help for more information about the totals
provided in the reports. Click ? (Help) in the top-right corner of the page.

6

7

8

To export the data on this page to a .csv file, click Export to .csv. The Report Export
Data dialog box displays.

Note: The exported data includes the status of all eligible employees. For example,
if you choose to view which employees have completed a data verification event, the
exported report will include the employees who have not started the event, the
employees who are in the process of completing the event, and the employees who
have completed the event.

In the Report Name field, enter a name for the report to be exported.

Report Export Data:

Report Description:

Frovide a Report Mame (required) as well as Report Description {optional) for the report
to be exported.

Report Name: » IOuar‘terIy D% (Summer)

Report Description: IWeek 1 Check

- oK - Cancel

If desired, enter a description in the Report Description field.
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9 Click OK to submit the data for the export.
10 Click OK to complete the export process.

11 To view the exported report or save it to a different location, refer to “Viewing or
Saving Exported Reports” on page 137.

12 To delete the exported report, refer to “Deleting Exported Reports” on page 137.

Viewing or Saving Exported Reports

After you have exported a report to a .csv file, you can view the report or save it to
another location that you specify. (For help creating a .csv file, refer to “Checking Which
Employees Have Completed an Event” on page 136.)

1 Point to Configuration and select Set Up Employee Activities.
2 In the View field, select Current or History.

3 Click View Report to the right of the event you want.

4 On the Event Report page, click View Exported Reports.

Result: All exported reports are displayed.

Portal Administrator » Sxllul] vi ‘iiarkdow Setup vI SecurityAccess

Confiqurable Events

Configuration v‘ Reports vI Recruiting & Stafiing vi

Event Reports

Toview a report, click Report Mame. To delete one or more reports, select the report(s) and click Purge Selected. To retum to the previous page, cick Retum.
I T T e
[" Data Yerification 0B/A0/2010 WOLAN RYAN  Quarterly DY (Summer)  Week 2 Check 090872010 SUCCESS
[" Wacation Policy  0B/A072010 NOLAN RYAN Vacation Palicy Week 1 Check 081082010 SUCCESS
[ Data Yerification 08/30/2010 NOLAN RYAN  Quarterly DV (Summer) — Week 1 Check 0830200 SUCCESS

. Purge Selected . Return

5 In the Report Name column, click the name of the report that you want. The File
Download dialog box displays.

6 To view the file, click Open.

7 To save the file to a specified location, click Save.

Deleting Exported Reports

After you have exported a report to a .csv file, you can delete reports that you no longer
need. (For help creating a .csv file, refer to “Checking Which Employees Have Completed
an Event” on page 136.)

1 Point to Configuration and select Set Up Employee Activities.
2 In the View field, select Current or History.

3 Click View Report to the right of the event you want.
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4 On the Event Report page, click View Exported Reports.

Result: All exported reports are displayed.

el T e (TRl Home » | Workfow Setup + | Secwrity Access + | Configuration « | Reparts « | Recruiting & Staffing =

. Hire Employes
Configurahle Events Q ?

Event Reports

Toview a repar, click Report Name. To delete one or more reports, select the repun(s) and click Purge Selected. To retum to the previous page, click Retum

I T e T

[7 Data Verfication 0873072010 NOLAN RYAN  Quarterly OV (Summer]  Week 2 Check 19ms72010 SUCCESS
[ Vacation Palicy  0B/30/2010 NOLAN RYAN Vacation Palicy Week 1 Check 090972010 SUCCESS
[ Data Verfication 08/30/2010 NOLAN RYAN  Quarterly DV (Summer] — Week 1 Check 163072010 SUCCESS

' Purge Selected \ ' Return ‘|

5 Click to select the check box next to the reports that you want to delete, and then click
Purge Selected.

6 Click OK to confirm your action.
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Frequently Asked Questions

Q

Q

How can I distribute a new hire event only to new hires?

A new hire event can be distributed only to new hires by setting up a custom security group for
these employees. When you create the new hire event, you choose to distribute it only to that
security group. Custom security groups are added on the Security Groups page on the Security
Access menu.

A membership rule can be used to further define the group. For example, your company may
define new hires as those who have been employed by the company for 30 days or less. A rule
can be added by creating this calculation statement:

Membership Rule Details

Aftribute: ICurremData j e |H\raDate ﬂ

Operator: [= =
Value: [ @ 2aucaiculation | [l cancel |

After 30 days, employees will be removed from the group automatically.

For detailed instructions on setting up custom security groups and managing membership
rules, refer to “Chapter 3: Setting User Access in ADP Workforce Now” in the ADP Workforce

Now® Security Guide.

Why haven’t employees received an event that I set up on the start date I provided?

You may not have clicked Publish after you created the event and added your content. You
must click Publish in order for the event to be completely set up and for the selected employees
to see the event in their activities list on the start date you provided.

You can check the status of your event on the Event List page. If the status is New, select the
event, review the event details again to make sure they are correct, and click Publish.

If I accidentally include a task in a new hire or data verification event that the
selected employees do not have permission to view, will the employees be able to
complete the event?

Yes. Employees who do not have permission to view a task that you included in an event will
not receive the task.

What happens if an employee updates information for a data verification event, but
the employee recently updated this same information and submitted it for approval
through a workflow event, and this change is still pending approval?

When the employee selects the task in the event (for example, a direct deposit task), the
employee will see a message that says additional changes cannot be submitted until previous
changes are approved. The same occurs when an employee logs onto ADP Workforce Now and
navigates to the task independently.

What happens to employees who are hired after a new hire event is rolled out? Will
the event be sent to them?

Yes, new hires will receive the event, as long as the end date has not been reached. New hires
are assigned to a security group, and ADP Workforce Now keeps track of who has been sent the
event.
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Q

°

Q

Tip: Do not enter an end date when you set up a new hire event. Doing so keeps the event
active for all future new hires.

How long does an event remain in an employee’s activity list?

The event remains in the activity list until the employee completes the event or until the end
date for the event, if you provided one, is reached.

What happens if the end date for an event is reached and some employees have rnot
completed all the tasks in the event?

For employees. The event is removed from their activities list. Employees can still complete the
tasks that were included in the event on the appropriate pages in ADP Workforce Now.

For portal administrators: The event is moved from the Current list to the History list on the
Event List page.

The report created for this event lists the status of the employees who have not completed all
the tasks in the event as one of these:

* “Not yet started” - the employees have not started the event
* “In progress” - the employees have started the event, but not finished it

Tip: Do not enter an end date for a new hire event. Doing so will keep the event active for all
new hires.
How long will employees be prompted at logon for an event?

Employees will only be prompted at logon if you set up the event using that feature. The
employees will continue to receive the prompt until they have completed all the required tasks
in the event, or until an end date for the event - if you provided one - is reached.

- After I send an email notification, will I be informed if any emails were not delivered

aue to incorrect or invalid email addresses?

You can find out which email notifications were not delivered if you enter your real email address
in the From field on the email notification setup page. You will then receive notifications about
which emails were not delivered. email notifications go to an employee’s security management
address.

Tip: The number of email notifications that are not delivered can be reduced if employees
keep their security management email address up to date. They can do this by clicking
Update My Security Profile on the ADP Workforce Now logon page.

What does the report for a new hire or data verification event tell me?

When you click View Report next to a new hire or data verification event on the Event List
page, you see the following:

e Which employees have not started the event
< Which employees are in the process of completing the event
e Which employees have completed the event

An event is not considered completed until all the required tasks in it have been performed.
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Chapter 6
Financial Tools in ADP Workforce Now

Depending on the products your company has purchased, you and your company’s
employees may be able to do the following on the Pay & Taxes menu:

* View pay statements and annual statement information
* Access calculators that can help you make important financial decisions

Note: You must be in the employee role to view this information.

As a portal administrator, you can manage whether or not employees receive paper
statements and which financial calculators they can access.

Managing Paper Option Settings

To manage paper option settings in ADP Workforce Now, do the following:

1 Point to the Role Selector and select Practitioner.
2 On the Payroll menu, select iPay Admin.

3 In the Manage Company Options section of the page, click Paper Option
Settings for W-2s and 1099s, or Paper Option Settings for Pay Statements.

3]
iPayStatements.

Admiistraive tetace

ADP iPayStatements Administrative Interface

Manage Employee Earning Statements Manage Company Options

® Checks and Pay Statements
® Pay Adjustments
» WD Staterents
» 1093 Staternents

u -4 Assistant Display Settings
» Paper Option Settings for W-2s and 10995
= Paper Option Sedtings for Pay Statements

Security

Support Documents ® {PayStaternents Security

To view a document, click a link below
To save a document, right-click a link and select

4

Save Target As...

[ Sample Letters

[ Quick Reference Cards

= Paper Suppression Information
= What's New in iPayStatements?

. —

uAn Employee Neads Heln

w What's MNew in iPay Admin?
u |PayStatements Web Site

Support documents are displayed in POF format and
require the Adobe® Reader®. Click the icon below to
install the latest version.

I G 4
ADOUE READER

fﬁ_

Select Employee Selectable (employees can choose to go paperless), Paper and
Online (employees receive both paper and online statements), or Online Only
(employees receive only online statements) for the appropriate company code(s).
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5 Click Save, and then click Yes and OK to confirm your action.

Setting Up Calculators

To choose which calculators you want your employees to view, do the following:

1
2
3

Point to the Role Selector and select Employee.

On the Pay & Taxes menu, select any menu item.

In the Financial Tools section of the page, click » (Configure). Make sure you
have clicked to select the Edit page content check box in the header at the top left

of the site.

IM Huorme | Time & Attendance v! Pay & Tanes -‘ Personal Information ~ | Benefits ~ | Career v

Welcome

‘Welcome to the Money section of the site.

This section of the site is designed to provide associstes with online resources such as
access to your Pay Statements, Annual Statements, Direct Depost Information and
much mare.

2009 Automatic Data Processing Privacy | Legal

Tools & Links 4

Financial Tools &

Click & link to help you estimate some of
your most important financial calculations

Salary Paycheck Calculatar
Haurly Paycheck Calculatar

Gross Pay Calculator

401k Planner

403(h) Planner
Emplovee Stock Option Calculator

Wi-4 Assistant

My 401K
My Expenses
My Hours
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Click to display the

Financial Tools in ADP Workforce Now

4 In the Visible column, click to select the check box for each calculator that you want

to display.

'm Hame ~ | Time & Attendance ~ | Pay & Taxes ~ | Persanal Infarmation - | Bensfits - | Career = |

Welcome

Welcome to the
Money section of
the site.

This section of the
site is designed to
provide sssocistes
with arline
resources such as
acoess to your Pay
Statemerts, Annual
Statements, Direct

Financial Tools

4Back

Welcome to Self Service
Configuration.

This page displays all custamizable portiet fields and allows a
client administratar to define their own custem prefersnces
Static label text can be changed as well as the position of
fields on a portlet. After making your selections, please click
the save buttan in order o apply the changes.

Base |Custom
Order Order

associated calculator.

Complete Tax

Tools & Links

-4 Assistant

Depost Information System Field Hame | Field Label Editor Authorized Groups  Visible
much more.
instructions Assion Group(s v
Glick & Ink to help you Sstimate Some of your most mportart finansial caloulations: o o ple) =
houryPayCheckCal |
Tax Banner ouryPayheckeal Hourly Paycheck Calculstor r
arossPaytal [l
tax preparation
online plannerd0Ta r
productsiservices 401k Planner
and professional
services from plannerdnib 403¢5) Planmer -
Autharized RS e-
file Providers such tockOr
& Infut, the make ockOption Employes Stock Option Caloulator =
of TurboTax =
products, HaR I PR
B o alary Paycheck Calculstor
Jackson Hewit and rdsssistant =

ah

RN

K

W seve

B Reset

My 401K
My Expenses
My Hours

2008 Automatic Data Processing

Privacy | Legal

Note: Although you can change the display settings of the W-4 Assistant calculator on
the iPay Admin page, we recommend that you make your changes here.

5 When you are done, click Save.
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Appendix: Adding Smart Links to ADP
Workforce Now Pages

You can add links, or jumps, from one ADP Workforce Now® page directly to another
ADP Workforce Now page. This allows you to add a “smart” link that the user can click
to immediately access another ADP Workforce Now page.

Example 1:

On the Employee Home page, in the News and Announcements area, you have
added information on a new policy allowing associates to have additional direct

deposit accounts. You can add a link in the News and Announcements area that
takes the user directly to their direct deposit summary information.

Example 2:

On the Employee Home page, in the News and Announcements area, you have
important information on benefits. You can add a link in the News and
Announcements area that takes the user directly to their benefits information.

You can also add a link within an email that allows the email recipient to click the link,
and after successfully logging on, immediately access the ADP Workforce Now area
defined in the link. This may be helpful when mass-mailing employees information on
benefits enhancements, policy changes, and so forth. You can also add these links to
email notifications that managers or practitioners are sent through workflow to notify
them of action required or action taken.

Important: If a user does not have permission to view a linked page that you set up,
the user will be directed to the first page of the first menu that is displayed when he or
she clicks the smart link.

Adding smart links consists of the following tasks:

* Adding a link from one ADP Workforce Now page to another
e Adding a link from an email to an ADP Workforce Now page

Adding a Link from One ADP Workforce Now Page to Another

To add links, or jumps, from one ADP Workforce Now page directly to another ADP
Workforce Now page, do the following:

1 Click to select the Edit page content check box in the banner at the top left of the
site. Configure (pencil) icons display to indicate the areas you can customize.

2 Navigate to the area of the page where you want to add a smart link and
click » (Configure). The Configuration page for the selected page displays.
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3 Ifyou are adding a link to a Content Management area (which are most areas on the
Welcome and Resources pages), click Add New.

News and Announcements 4Back ?

Yo can add contert to display onthe page. Your cortent can be text, pictures or images, links to documents, or links to HTML pages and other Yeb sites.
Steps to sddd an Image to the page:

1. L the Upload File icon to upload & picture or image file to the server

2. Use the Insert Image icon to add the image to the page:

3. Inthe Image filename field, enter the uploaded image filenatme:
Steps to sdd & Link to display contert on the page:

1. Use the: Upload File icon to upload the content file to the server

2. Use the Insert Link icon to acd the cortent to the page

3. Inthe Protocol figld, select Uploaded File and then erter the uploaded content filename:

Content ID

‘ Visible | Group Assigment

W Addbew | Save Delete (] Reset |

Result: The Editor toolbar displays. Enter a content ID for the link you are adding.

4 If you are adding a link to a Self Service Configuration area, locate the field in the
System Field Name column where you want to add the link and click %= (Editor).

Company Policy 4Back ?

Welcome to Self Service
Configuration.

This page displays all customizable portlet fields and allows a client
administrator to define their own custom preferences. Static label text can
be changed =5 well &5 the pOSon of fiskis on & portist, After meaking your
selections, please click the save button in order to apply the changes

SystemField gl | abel Editor |Visible 225 | Custom
Hame Order Order
FirstDirections [=] =

*OU must acknawledge palicies with sn(* ). POICIes with & ( ) have een scknowledged
SecondDirections | Read and acknowledge all policies == Ea
ManagePalicy Manage Policies == EaRC

More ==
MoreFolicy |~

CERE T

Result: The Editor toolbar displays.

5 Enter the text you want to attach the link to.

éSter v @ | Fant | Arial ~| Fontsizes | 11 |~

iB 1 ulE]z == £

é =| Q = E'ViewSource| r@ L

| %~ A~
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6 Highlight the text and clickﬁ (Insert Link). The Link dialog box displays.

Link
Link Type

URL -
Protocol Contert filename or URL to a web page

http:/# -

7 In the Link Type field, select URL.

8 In the Content filename or URL field, enter the URL for the page you want to link
to. Be sure to enter it exactly as shown in Tables 1-4 that follow in this chapter.

9 Click OK. The link is added to the selected field.

Example:

If you wanted to link to the Direct Deposit summary page, you would enter the
following in the Content filename or URL field:

/wps/myportal /Employee/PayTax/DirectDeposit

10 When you have completed your changes, click Save.

< If you are adding a link to a Content Management area, click Back. You are
returned to the refreshed area, which displays your changes.

« If you are adding a link to a Self Service Configuration area, you are immediately
returned to the refreshed area after you click Save.

Adding a Link from an Email to an ADP Workforce Now Page

You can also add a link within an email that will allow the email recipient to click the link,
and after successfully logging on, immediately access the ADP Workforce Now area
defined in the link.

To add a link within an email to an ADP Workforce Now page, do the following:

1 Create your email. You can do one of the following:

e Compose your own external email.
e Use the email notifications available within ADP Workforce Now.

2 Add the appropriate smart link, in the following format:

https://portal.adp.com<smart URL link>
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Important: Be sure to enter the smart URL link exactly as shown in Tables 1-4 that
follow in this chapter.

Example:

If you wanted to link to the Direct Deposit summary page, you would type the
following in your email:

https://portal.adp.com/wps/myportal/Employee/PayTax/DirectDeposit

When the recipient receives the email, he or she can click the link and once successfully
logged on, immediately access the ADP Workforce Now area defined in the link.
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The following tables detail the URL links that are available for the ADP Workforce Now
pages. The tables are organized by role (employee, manager, practitioner, and
administrator).

Important: Which features are available to you depends on the HR or Payroll services
your company is using and how your company has been set up.

Table 1. URL Mapping for Employee Pages
ADP
Workforce
Now Menu | Option Page URL
Home Welcome /wps/myportal/Employee/Home/Welcome
Company Directory Iwps/myportal/Employee/Home/CompanyDirectory
Message Center fwps/myportal/Employee/Home/ApprovalsAndNotifications
Approval History /wps/myportal/Employee/Home/ApprovalHistory
Resources /wps/myportal/Employee/Home/Resources
HR and Benefit Messages | /wps/myportal/Employee/Home/HRBenefitsMessages
Company Directory (for HR | /wps/myportal/Employee/Home/HRBCompanyDirectory
& Benefits module)
My Tools Iwps/myportal/Employee/Home/MyTools
Time & My Time Card /wps/myportal/Employee/TimeAttendance/MyTimecard
Attendance
My Schedule Iwps/myportal/Employee/TimeAttendance/MySchedule

My Attendance

My Accruals

Iwps/myportal/Employee/TimeAttendance/MyAttendance
/wps/myportal/Employee/TimeAttendance/MyAccurals

My Information

Time Off Summary

/wps/myportal/Employee/TimeAttendance/MylInformation
Iwps/myportal/Employee/TimeAttendance/TimeOffSummary

Enter Time Off
Cancel Time Off
Carry Time Off
Time-Off History

Team Calendar

Iwps/myportal/Employee/TimeAttendance/EnterTimeOff
Iwps/myportal/Employee/TimeAttendance/Cancel TimeOff
Iwps/myportal/Employee/TimeAttendance/Carry TimeOff
Iwps/myportal/Employee/TimeAttendance/TimeOffHistory

Iwps/myportal/Employee/TimeAttendance/TeamCalendar
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Table 1. URL Mapping for Employee Pages (Continued)
ADP
Workforce
Now Menu | Option Page URL
Pay & Welcome Iwps/myportal/Employee/Pay Tax/Welcome
Taxes
Pay Statements /wps/myportal/Employee/PayTax/PayStatements
Pay Card Iwps/myportal/Employee/PayTax/PayCard
Base Pay History /wps/myportal/Employee/PayTax/BasePayHistory
Direct Deposit /wps/myportal/Employee/PayTax/DirectDeposit
Tax Withholding /wps/myportal/Employee/Pay Tax/TaxWithholding
Annual Statements /wps/myportal/Employee/PayTax/AnnualStatements
Personal General (for Payroll Iwps/myportal/Employee/Personalinformation/PayxGeneral
Information 'module)
General (for HR & Benefits | /wps/myportal/Employee/Personallnformation/General
module)
Addresses Iwps/myportal/Employee/Personalinformation/Addresses

Dependent Information (for
Payroll module)

Dependent Information (for
HR & Benefits module)

Emergency Contacts (for
Payroll module)

Iwps/myportal/Employee/PersonalInformation/
PayxDependentinformation

Iwps/myportal/Employee/Personal Information/
Dependentinformation

Iwps/myportal/Employee/PersonalInformation/
PayxEmergencyContacts

Emergency Contacts (for
HR & Benefits module)

Citizenship Information
Personal Custom Fields

Phone Numbers

Iwps/myportal/Employee/Personal Information/
EmergencyContacts

Iwps/myportal/Employee/Personallnformation/CitizenshipInformation
Iwps/myportal/Employee/Personalinformation/Personal CustomFields

/wps/myportal/Employee/Personalinformation/PhoneNumbers
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Table 1. URL Mapping for Employee Pages (Continued)

ADP

Workforce

Now Menu | Option Page URL

Benefits Compensation and Benefits  /wps/myportal/Employee/Benefits/CompensationAndBenefits
Pending Benefits Summary | /wps/myportal/Employee/Benefits/PendingBenefitsSummary
Review/Change Benefits Iwps/myportal/Employee/Benefits/ChangeBenefits
Review/Change /wps/myportal/Employee/Benefits/ChangeBeneficiaries
Beneficiaries
Compare Plans /wps/myportal/Employee/Benefits/ComparePlans
Plan Details /wps/myportal/Employee/Benefits/PlanDetails
Life Events /wps/myportal/Employee/Benefits/LifeEvents
Benefits Summary /wps/myportal/Employee/Benefits/BenefitsSummary
Benefits Enroliment Iwps/myportal/Employee/Benefits/BenefitsEnroliment
Personal Accrued Time Iwps/myportal/Employee/Benefits/Personal AccruedTime
Spending Accounts /wps/myportal/Employee/Benefits/SpendingAccounts

Career Work Info /wps/myportal/Employee/Career/WorkInfo
Performance Review /wps/myportal/Employee/Career/PerformanceReview
Talent /wps/myportal/Employee/Career/Talent
Work Custom Fields /wps/myportal/Employee/Career/WorkCustomFields
Job Profile Iwps/myportal/Employee/Career/JobProfile
Career Profile /wps/myportal/Employee/Career/CareerProfile
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ADP
Workforce
Now Menu

Home

Time &
Attendance

My Team

Recruiting

Reports

Table 2.

Option Page
Welcome

Company Directory

Message Center

URL Mapping for Manager Pages

URL
/wps/myportal/Manager/Home/\Welcome

/wps/myportal/Manager/Home/CompanyDirectory

Iwps/myportal/Manager/Home/ApprovalsAndNotifications

Approval History
Resources

HR and Benefit Messages

/wps/myportal/Manager/Home/ApprovalHistory
/wps/myportal/Manager/Home/Resources

Iwps/myportal/Manager/Home/HRBenefitsMessages

My Tools /wps/myportal/Manager/Home/MyTools

Home /wps/myportal/Manager/TimeAttendance/Home
Timecards /wps/myportal/Manager/TimeAttendance/Timecards
Schedules /wps/myportal/Manager/TimeAttendance/Schedules
Employees Iwps/myportal/Manager/TimeAttendance/Employees

Team Summary
Hire Employee
Talent Search

Direct Reports

/wps/myportal/Manager/MyTeam/TeamSummary
Iwps/myportal/Manager/MyTeam/HireEmployee
/wps/myportal/Manager/MyTeam/TalentSearch
/wps/myportal/Manager/MyTeam/DirectReports

Managing Work Events

Employee Career Profile

/wps/myportal/Manager/MyTeam/ManagingWorkEvents
/wps/myportal/Manager/MyTeam/EmployeeCareerProfile

Proxy Assignment
Performance Reviews
Recruiting - Search
Application Management

Screening Settings

Iwps/myportal/Manager/MyTeam/ProxyAssignment
/wps/myportal/Manager/MyTeam/PerformanceReviews
Iwps/myportal/Manager/Recruiting/RecruitingSearch
/wps/myportal/Manager/Recruiting/ApplicationManagement

/wps/myportal/Manager/Recruiting/ScreeningSettings

Resource Library

HR & Benefits Reports
Management

HR & Benefits Reports
Bin

Time & Attendance
Reports

/wps/myportal/Manager/Recruiting/ResourceLibrary

/wps/myportal/Manager/Reports/HRBenefitsReportsManagement
/wps/myportal/Manager/Reports/HRBenefitsReportsBin

/wps/myportal/Manager/Reports/TimeAttendanceReports
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ADP
Workforce
Now Menu

Home

HR & Benefits

Appendix: Adding Smart Links to ADP Workforce Now Pages -

Table 3.

Option Page
Welcome

Administrator Resources

Company Directory

URL Mapping for Practitioner Pages

URL
/wps/myportal/Practitioner/Home/Welcome

/wps/myportal/Practitioner/Home/AdministratorResources

Iwps/myportal/Practitioner/Home/CompanyDirectory

Message Center
Approval History
Manage Approval History
Manage Active Workflow

Resources

Iwps/myportal/Practitioner/Home/ApprovalsAndNotifications
/wps/myportal/Practitioner/Home/ApprovalHistory
Iwps/myportal/Practitioner/Home/ManageApprovalHistory
/wps/myportal/Practitioner/Home/ManageActiveWorkflow

/wps/myportal/Practitioner/Home/Resources

Administrator Tools

/wps/myportal/Practitioner/Home/AdministratorTools

Home /wps/myportal/Practitioner/HRBenefits/Home
Company Iwps/myportal/Practitioner/HRBenefits/Company
Benefits Iwps/myportal/Practitioner/HRBenefits/Benefits
Employee Iwps/myportal/Practitioner/HRBenefits/Employee
Time Off /wps/myportal/Practitioner/HRBenefits/TimeOff
HR /wps/myportal/Practitioner/HRBenefits/HR
Invoice /wps/myportal/Practitioner/HRBenefits/Invoice
Billing /wps/myportal/Practitioner/HRBenefits/Billing
Import Iwps/myportal/Practitioner/HRBenefits/Import
Exchange /wps/myportal/Practitioner/HRBenefits/Exchange

Connections
Integrations

E-Access

Iwps/myportal/Practitioner/HRBenefits/Connections
/wps/myportal/Practitioner/HRBenefits/Integration

/wps/myportal/Practitioner/HRBenefits/EAccess

Rights

/wps/myportal/Practitioner/HRBenefitsyHRAndBenefitsRights
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Table 3. URL Mapping for Practitioner Pages (Continued)
ADP
Workforce
Now Menu Option Page URL
Payroll Home /wps/myportal/Practitioner/Payroll/Home
(fordF’;’:\y)roll Employee /wps/myportal/Practitioner/Payroll/Employee
moaule
Payroll /wps/myportal/Practitioner/Payroll/Payroll
Utilities /wps/myportal/Practitioner/Payroll/Utilities
Setup /wps/myportal/Practitioner/Payroll/Setup
Total Pay iNet /wps/myportal/Practitioner/Payroll/TotalPayiNet
General Ledger Interface /wps/myportal/Practitioner/Payroll/GeneralLedgerInterface
Welcome Center /wps/myportal/Practitioner/Payroll/\WelcomeCenter
Pay Card /wps/myportal/Practitioner/Payroll/PayCard
iPay Admin /wps/myportal/Practitioner/Payroll/iPayAdmin
Time & Home /wps/myportal/Practitioner/TimeAttendance/Home
Attendance
Timecards /wps/myportal/Practitioner/TimeAttendance/Timecards

Recurring Schedules

End of Period

/wps/myportal/Practitioner/TimeAttendance/RecurringSchedules

Iwps/myportal/Practitioner/TimeAttendance/EndofPeriod

Setup

Maintenance

/wps/myportal/Practitioner/TimeAttendance/Setup

/wps/myportal/Practitioner/TimeAttendance/Maintenance
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Table 3. URL Mapping for Practitioner Pages (Continued)
ADP
Workforce
Now Menu Option Page URL
Recruiting &  Search Iwps/myportal/Practitioner/RecruitingStaffing/Search
Staffing
Application Management /wps/myportal/Practitioner/RecruitingStaffing/
ApplicationManagement
Postings Iwps/myportal/Practitioner/RecruitingStaffing/Postings
Status /wps/myportal/Practitioner/RecruitingStaffing/Status
Communications /wps/myportal/Practitioner/RecruitingStaffing/Communication
Settings /wps/myportal/Practitioner/RecruitingStaffing/Settings
Screening /wps/myportal/Practitioner/RecruitingStaffing/Screening
Resource Library Iwps/myportal/Practitioner/RecruitingStaffing/ResourceLibrary
Welcome /wps/myportal/Practitioner/RecruitingStaffing/\Welcome
Background Check Iwps/myportal/Practitioner/RecruitingStaffing/BackgroundCheck
Tax Credit Services /wps/myportal/Practitioner/RecruitingStaffing/
TaxCreditScreening
Employment Eligibility el9 /wps/myportal/Practitioner/RecruitingStaffing/
EmploymentEligibilityEl9
Reports HR & Benefits Reports /wps/myportal/Practitioner/Reports/HRBenefitsReports

Payroll Reports
Time & Attendance Reports

ADP Reporting

/wps/myportal/Practitioner/Reports/PayrolIReports
/wps/myportal/Practitioner/Reports/TimeAttendanceReports

Iwps/myportal/Practitioner/Reports/ADPReporting

iReports
Payroll Preview

DocuMax-CDROM

/wps/myportal/Practitioner/Reports/Ireports
Iwps/myportal/Practitioner/Reports/PayrollPreview

/wps/myportal/Practitioner/Reports/DocuMaxCDROM
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ADP
Workforce
Now

Home

Workflow
Setup

Security
Access

Table 4.

Option Page
Welcome

Administrator
Resources

Company Directory

Message Center

URL Mapping for Administrator Pages

URL
Iwps/myportal/ Administrator/Home/\Welcome

/wps/myportal/Administrator/Home/AdministratorResources

/wps/myportal/Administrator/Home/CompanyDirectory

Iwps/myportal/ Administrator/Home/ApprovalsAndNotifications

Approval History

Manage Approval
History

Manage Active Workflow

Resources

Administrator Tools

Work Group Definition

Iwps/myportal/Administrator/Home/ApprovalHistory
Iwps/myportal/ Administrator/Home/ManageApprovalHistory

/wps/myportal/ Administrator/Home/ManageActiveWorkflow
Iwps/myportal/Administrator/Home/Resources
/wps/myportal/Administrator/Home/AdministratorTools

Iwps/myportal/ Administrator/WorkflowSetup/WorkgroupDefinition

Membership Rules
Workflow Path
Definition
Business Rules

/wps/myportal/Administrator/WorkflowSetup/MembershipRules
Iwps/myportal/ Administrator/WorkflowSetup/ApprovalPathDefinition

/wps/myportal/Administrator/WorkflowSetup/BusinessRules

Email Setup

Event Workflow
Security Groups
Membership Rules

View User

Iwps/myportal/Administrator/WorkflowSetup/EmailSetup
/wps/myportal/ Administrator/WorkflowSetup/EventWorkflow
Iwps/myportal/Administrator/Security Access/SecurityGroups
/wps/myportal/Administrator/SecurityAccess/MembershipRules

/wps/myportal/Administrator/SecurityAccess/ViewUser

Configuration

Company Directory

Customize Theme

/wps/myportal/ Administrator/Configuration/CompanyDirectory

Iwps/myportal/ Administrator/Configuration/ThemeConfiguration

Set Up Employee
Activities

/wps/myportal/Administrator/Configuration/EventConfiguration

Reports

Policy
Acknowledgement

/wps/myportal/Administrator/Reports/Policy Acknowledgement

Audit Trail for Past
Policies

Iwps/myportal/Administrator/Reports/AuditTrailforPastPolicies
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