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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 has purchased.

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

e Manager - supervises employee tasks and manages work events

e 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.

@ Welcome, Steven Darlinski

. [ Edit page content More Information...

Role Selector Home ~ | HR & Benetts ~ | Payroll + | Time & attenance + | Recruting & Stamng ~ | Reports ~
Employee
Manager &

Practitioner

Add your company mission or company goals
here. Listed below is a sample mission
staternent, To add content, select the Customize
tab,

Menu item

Big Company's objectives are sustained growth
in shareholder walue through ever-improving
financial results, World Class Service, and being an Employer of
Choice.

wie will achieve these objectives by having a total commitment to
the highest ethical standards, by treating everyone with honesty,
fairness and respect, and by conducting our business with the
highest lewvel of integrity,

Wie believe in open, informal communications, hard work, and
prudent financial management. These are Big Companys core
values, the foundation on which our business culture is based.
Cur Mission is to add value to our clients by making available a
broad range of mission-critical, cost-effective computerized
transaction processing and information services to selected
markets on a global basis,

Where to Find Training and Help

News and Announcements &

Big Company in the News
Big Company Semi-Annual Analyst Webcast
When: Thursday March 13th, §:15 AM ESTI

Events &

Test 1
test 1
Test 2
Test 2

You can access portal administrator training by clicking the Support 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.

‘Welcome, Steven Darlinski
@ [ Edit page content More Information...

Support | Company Directory | Log Off

- I—ear:h Company Directory
Support ||nk Pur(al Administrator = Jgiful leUrkﬂUW Setup « | Security Access ~ | Configuration ~ | Reports
Welcome & News and Announcements & Message Center at a Glan,
Welcarme Big Company in the News
Big Company Semi-Annual Analyst Webcast Click the Tollowing ink(s) to
When: Thursday March 13th, 8:15 AM EST and information pertinert to

Add your campany mission or company goals
here. Listed below is a sample mission
staternent. To add content, select the Customize
tab.

Big Campany's objectives are sustained growth
in shareholder value through ever-improving
financial results, World Class Service, and being an Emplayer of
Chaice,

Activities to completer10
Approvals and Motifications

Customize tab.

i —~—— ’}M— T Public Relations N

Events & Spotlight
We will achieve these objectives by having a total cormitment to
the highest ethical standards, by treating everyone with honesty, N
fairness and respect, and by conducting our business with the Adding Content - Add Employee of the Month
highest level of integrity. upcoming events Anthony Albright is named
such as tradeshow of the month. Click the lin
We believe in apen, informal communications, hard work, and dates and company- rmare infarmation on his
prudent financial management. These are Big Companys core sponsored events.
valuss, the foundation on which our business culture is based, #dd upcoming events,
Our Missian is to add value to our dlients by making availatle 3 such as tradeshow dates
broad range of mission-critical, cost-effective computerized and company-sponsored
transaction pracessing and information services to selected events. Samples are
markets on & global basis, listed below. To add
content, select the Features

Portal Administrator Guide Vi
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Introduction -

For help with a specific task, click 2 (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.

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, graphics, and links. You can further customize the site by updating
your logo, or 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,
graphics, and links to the Welcome and Resources pages, where employees look for
important information such as your 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
logo.

ADP Workforce Now
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- Customizing Your Site

Customizing the Welcome and Resources Pages

Adding Content

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.

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.

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 the sample
content and decide what information your company wants to display. When you
customize the pages with your own information, the sample content disappears. You can
customize all sections of pages that have the pencil icon displayed.

Important: Whenever you customize content on the site, click to select the Edit page
content check box in the banner at the top left of the site so that you can view all content
that your employees may see.

The content items you can add include text, graphics, and links to documents or other
web sites. How much content you can add to a page section depends on the section you
choose. When adding content, try not to overload your site with graphics. Too many
graphics can clutter your site and slow it down.

Portal Administrator Guide
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Make sure this is

To add a content item, do the following:

Customizing Your Site

1 Point to Home and select Welcome or Resources.

2 Click the pencil icon in the section of the page where you want to add content.

Welcome, Carl Harper

LB

checked so you can view
all content on your site.

Edit tool on the

I Edit page content More Information...

Support | Company Directory | Log Off

e el Home = | worknow Setup + | Security Access ~ | Gonmguration ~ [ Reports ~

W\

Resources rd
I.»

S

This paae includes policies,
farms, and links that
enable vou to access vour
employee and bensfit
information

Company Policy i

You must acknowledge policies with ang * 1. Policies with a
(¥ ) have been acknowledged

Eead and acknowledae sil policies ==

Manage Policies ==

Quick Links

’d

Adding Content - Add links for
benefit and compensation
information. Samples are listed

below.

Add links for benefit and compensation
information. Samples are listed belaw:.
To add content, select the Gustornize

tah.
My 401K

My Benefits

My Career

My Expenses

My Hours

My Pay Statement
My Personal Info

On Line Tools

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 employees. To add
content, selectthe Custamize tab.

State Tax Forms
Retirement Planner
Payroll Calculator

Benefits Forms 7 l

Adding Content - add company forms

listed below.
add campany forms employees in your
arganizstion frequently use. Samples are listed
below. To add content, select the Custamize
tab

Benefits enrollment form

Career Forms rs

Application form

S

Community Forms

Blood drive sian up form

Payroll Forms

Direct Deposit form

Time Off Forms

Resources page

2009 Automatic Data Processing

Privacy | Legal

Request for Time off

ADP Workforce Now
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Customizing Your Site

3 Click Add New Item.

Support | Company Directory | Log Off

[Search Company Directory

“::ess vlcnnﬂguratmn +| Reports

inks < Benefits Forms & Ed
ing Content - Add links for Adding Content - Add company forms
efit and compensation quently use. Samples are ~
n . listed below. p—

Add company farms employess in your
3 organization frequently use. Samples are listed

1 links far benefit and compensation below, To 2dd content, selest the Customize © e ]
formation. Samples are listed below. tab, e
add content, select the Custornize + enrollment form

b SonEesnmTmeE €N weatner |
101K _
My Benefits (& velow Pages
My Career i

My Expenses Career Forms 2 M
My Hours Aoplication form & tiencs
My Pay Statement

My Personal Info ©__Money

@ __news
Community Forms 4Back
Z @ _searen

Managing Your Content

n Line Tools

Do any of the fallawing
o To change or delete cantent, select the buttan next to the heading, and click Edit or Delete.
Ta show or hide content, select the button next to the heading and click Edit

o To add new content, click Add Mew Itern,

o To add supparting files far yaur Web document, select the button next to heading and dlick
Add Supporting Files.

o Ta view the link for a content item, click the heading of the content item

+ To change the arder of contant, select the button next to the heading and click 4 or ¥ .

loyees.
d links for additional tools that may be
Ipful to your employees. To add
ntent, selectthe Customize tab

Display Order Content Item  Shown/Hidden Tupe Group Assignment

Add New ltem button Add Mew ltem |ﬂ| Defete | [ Add Supporting Pzl | [Save | [Reset | [ Cancel

Paxrull Forms 7
Direct Deposit form
&2

Time Off Forms

Request for Time off

Privacy | Legal

Portal Administrator Guide 4 ADP Workforce Now



Customizing Your Site

4 Enter a heading and, if necessary, a description. Headings and descriptions can

include letters, numbers, and special characters. Headings must be unique.

* The maximum character length for a heading is 100.
* The maximum character length for a description is 3700.

Support | Company Directory | Log Off

\m Information... [Search Company Directary

} | security Access ~ | configuration ~ | Reports ~

Quick Links 7 Benefits Forms

Adding Content - Add company forms

Adding Content - Add links for
employees frequently use. Samples are

benefit and compensation -

h n : listed below.

information. Samples are listed e arms employess in your
below. organization frequently use. Samples are listed
Add links for benefit and compensation below. To add content, select the Customize
information. Samples are listed below tab

To add cortent, select the Customize
tah

My 401K

My Benefits
My Career
My Expenses

Benefits enrollment form

Career Forms

fina My Hours
My Pay Statement
My Personal Info

Appl on form

Community Forms

On Line Tools 4

Add Content

Adding Content - Add links for Adding Text to Your Intranet Site
additional tools that may be

helpful to your employees. Heading*
dd links for addtional fools that may be Text i automaticaliy [Blood Drive Sign-Up Form

helpful to your employees. To add belded
content, select the Customize tab.

(+ T
(@ _weatner
Gt

s (@
@ Trenas |
© oy
(O

Description

State Tax Forms I::;I\:gd\smaved under the
Retirement Planner
Payroll Calculator

*Required

4Back
(@ _search
Editor
r
&l
P
=

adding a Link to a Document/Picture

You can make your heading link to s docurnent/picture, You can anly enter one link
per content item. Adding a link autemnatically underlines your heading.

@ Document/Picture Browse.

Fila formats that cannot
be used: exe, com, tar, zip

Irnpartant Note:

If you are linking 3 Web docurnent with links to pictures or other Web pages, dick "Add
Supporting Files" an the Managing Your Content page to add the additional files used

in your Web document. Show me how

[# Show this content on the intranet site

Impartant Note:

If you don't want employees to see this comtent yet, unchedk the field above. Tou can

show the cantent later. Show me how

Assigning Content to Security Groups

You may assign this content to ane or mare security groups. Gontent nat
sssigned to any aroup will become the default content for il users,

Azsign to Security Group(s)

Save
Cancel

Paxmll Forms

Direct Deposit form

Time Off Forms
——

Request for Time off

Privacy | Legal

ADP Workforce Now
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- Customizing Your Site

For example, click B to

5 To format the heading and description text, click the Editor check box next to the

associated field. Then highlight the text you want to format, and then use the toolbar
icons to change the appearance of the text.

ewt to Your Intranet Site Cditor

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

To link your heading to a document or picture, select Document/Picture, then click
Browse to find the file. The maximum file size for documents and pictures is
5 megabytes.

 Document files can be in DOC, TXT, PDF, XLS, HTML, PPT, JPG, JPEG, GIF, and BMP
format.

 Document files cannot be in EXE, COM, JSP, TAR, WAR, or ZIP format.

e Pictures must be in JPG, JPEG, or GIF format.

Note: If you have the option of adding a thumbnail picture to your page section, you
must provide it in JPG, JPEG, or GIF format. The maximum file size is 5 megabytes.
Thumbnail pictures are resized at 110 pixels by 110 pixels after you upload them,
which may change their appearance. If you have the option of linking to a web site,
you must keep “http://” before the address. The maximum character length for URLs
is 128.

Click to select the check box next to Show this content on the intranet site if you
want to show the content now.

Portal Administrator Guide

6 ADP Workforce Now



Customizing Your Site -

8 To assign your content to a security group, click the Assign to Security Group(s)
link at the bottom of the page. Then in the Authorized 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) into the Selected area. When you are
finished, click Done.

=g =1

uuuuuuuuuuuuuuuu

Note: Content that you do not assign to specific security groups becomes visible to
all users. For more information about setting up security groups, refer to the ADP
Workforce Now™ Security Guide.

9 When you are finished making all of your changes to your page section, scroll down
the page and click Save.

10 If you selected to display the content now, you can confirm your changes by clicking
Back in the page section. Your changes will be displayed.

11 To add another item to this page section, click OK.
Note: If you are uploading a banner ad, the maximum size of the banner ad that you can

provide is 5 megabytes. Banner ads are resized at 110 pixels by 110 pixels after you
upload them, which may change their appearance.

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 e-mail to help the e-mail recipient quickly access
another ADP Workforce Now page.

ADP Workforce Now
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- Customizing Your Site

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 101.) 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 the pencil icon in the section of the page where you want to update content.

3 Click the content item you want to update, and then click Edit.

Support | Company Directary | Log Off

... [Search Company Directory

Yeress | conmguration - | Reports - |

Links 7 Benefits Forms Z z

ing Content - Add links for
efit and compensation

brmation. Samples are listed vo [r—
ow. Iy use. Samples are listed
links for benefit and carmpensation nt, select the Custornize @ _neain
rrnation. Samples are listad below e
add content, select the Customize
@ _weather

(S eiiom pages,

My Expenses Career Forms 2 @& maps
Py Hours Application form \‘,_T’e'""
My Pay Statement
My Personal Info €)__money
@O news
Community Forms 4Back
- ——— @ _searcn

Managing Your Content

Adding Content - Add links for

additional tools that may be Do any of the following

jhelpful to your employees. = To change or delste content, sslsct the button next to the heading, and click Edit or Delste.
dd links for additional tools that may be o show ar ntent, select the buttan next ta the heading and click Edit.

=lpful to your employees. To add e T

ontent, select the Customize tab.
< far yaur web document &, select the buttan next ta heading and dlick

- To add new

- To add supp
£dd Supperting Files

= To view the link for a content item, slick the heading of the santent item.

s To change the arder of content, select the button next to the heading and click a or

Display ; Group
Order Content Item Shown/Hidden T¥pe g 700 o o

P Shown DOC Al Groups
2 o Shown
- 3 Shown DOC AN Groups

Add MNew ltem | |Edit| Delete | Add Supparting File | Save | | Reset | Cancel

Payroll Forms s

Direct Deposit form

Time Off Forms rd

Reaquest for Time off

Privacy | Legal

Portal Administrator Guide
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Customizing Your Site -

4 Update your content as necessary.

Supurt | Company Directory | Log off

|s ror benem and compensation

Career Foarms

Application form

c ity Enrms

Change Existing Cantent
anct site

or Changing Text on You
Elood Driwe Sien-Up Form

In this example, a description

is added oril s Vo Simisiose 7o s
-
=1
nt/ricture | Browse

tont on the intranct site

mployees to see this contant yek, uncheck the fisld above. You can show the content

Updato
cancel

Previous Change Made By: CHarper@USSRECTL

Payiull Fuirns

Direct Deposit form

Privacy | Legal

5 When you are finished, scroll down the page and click Update.

6 If you selected to display the content now, you can confirm your changes by clicking
Back in the page section. Your changes will be displayed.

7 To add another item to this page section, click OK.

Changing the Display Order of Content

When you add new content to a page section, that content is displayed below the
existing content in the section. To change the display order of content in that section, do
the following:

1 Point to Home and select Welcome or Resources.

2 Click the pencil icon in the section of the page where you want to change the order
of content.

ADP Workforce Now 9 Portal Administrator Guide



- Customizing Your Site

3 Click the content item you want to move. Then click -« or -+ to move the item up
or down in the Display Order list.

\ Support [ v I Tog o

[T e

Links s 2 -

ing Content - Add links for
efit and compensation
rmation. Samples are listed
ove.

links far hanafit and campansatinn
rmation. Samples are listed below:.
a0d content, select the ©

s

© _noan

@ westner
(Sieiion Pages

- @ meps

My Pay Statement
My Personal Info

@ _news

Community Forms 4Back

@ _search

Managing Your Content

Do any of the following:

*, select the button next to the heading, and click Edit or Delete
elect the buttan next to the heading and click Edit.

iles for your Web docurmen &, select the button next to heading and click

ontent itern, click the heading of the content iterm

* To chanae the o cantent, select the button next to the heading and click . or w .

Dizplay Content rtem Shown/Hidden Tepe SEOUPR

Use these arrows to change the o 1 ©  Blocdbovesinuform  shoun LT —
- 2 & Walk for Heart Health Sian-U Shown pOc Al Groups
display order of your content - e ahown ooc ANl Grouss

item. Add New e | Ceit| Deiste | Add Supparting Cite | Save | Reset | Cancel

Payroll Forms. z

Direct Deposit form

Time Off Forms Z

Request tor Time oft

privacy | Legal

4 When you are finished, click Save.

Removing Sample Content

If you do not have content ready to display in a portlet and you prefer that the sample
content not be displayed, you can replace the sample content with a blank graphic. To
add a blank graphic, you can create a white box using a graphics tool, such as

Microsoft® Paint. Then add the white box to the appropriate portlet.

1 Point to Home and select Welcome or Resources.
2 Click the pencil icon in the section of the page where you want to add your graphic.

3 Click Add New ltem.

Portal Administrator Guide 10 ADP Workforce Now



Customizing Your Site

4 Enter the appropriate information.

Quick Links - Benofiss Forms - -

(G —

A ik fur Bnu il anmd Gurnpsmsalion
infarmnatinn Damnlea are Rated beioo

Lot (& wentner |
My Uenetits L el =o=
fropsm )
b Carwur Fuims aBack @ mnen
n e My Hours Add Content @@ irenas |
i i arconal Info €@ _money |
Enter a heading and, if my Poreonas e SRSl e oS -

necessary, a description. ot von o pomenmuen = P —

a Link Lu a Ducurml/Picturs
S L R e e e o <20 Sty <reer one tnk

Upload your graphic.

E Dacument Pictien  [CRlocaments and Getting | Liowss.

Choose to display the content f—

now. i*:i’tT‘:EEE:f:z: FERISIRSL TSR Sontent et unsheck the Held above. Wou can

Sove
Cancal

c. Forms -
e w‘u BTl o B s 200 1Ty o e st
2 ollaw the Thetracaens en shis farn

Lunch and Learn Stan-Up Form

Payiull Fuins -

Lirect Beposit form

Time OFf Forms -

Heauest for 1ime off

5 Click Save.
6 Confirm your changes by clicking Back in the page section.

Result: Your changes are displayed.

Welcome, Carl Harper Support | Company Directory | Log Off
I Edit page content More Information... [search Company Directary
PayralliHR -|Rapms -|
z Quick Links z Benefits Forms z 7
b ud i Adding Content - Add links for Adding Content - Add company forms
This page insludes solicies, i use. Samples are
formes, and links t benefit and compensation listed below. z
$7aBis o to sotsss vour information. Samples are listed Add company forms employess in your
employee and benefit below. organization frequently use. Samples are listed
information Add links for benefit and compensation below. To add content, select the Customize o Health
infarmation. Samples are listed below tab. =
To add contert, selectthe Customize Benefits enrollment form
tab = (E™_weatner
My 401K
P (€53 yellow Pages,
n this example, sample content My Benefits =
. My Career P —
7 2 Maps
has been replaced with an T Exponecs Carcer Forms @
announcement. nowledge policies wih an( * ) Policies with 2 My Hours Forms te Come Soon () Trenas
jen s::b;nnwlﬁdglad My Pay Statement
owiedue il polcies == (
My Personal Info \m
Community Forms z o
( News
Blood Drive Sign-Up Fol
f & The nevt blasd drive will be held on Decerber (@ ssaren
QntineTools Lo v e b e s B @ seaen |
please follow the instructions on this form
Adding Content - Add links for walk for Heart Health Sign-Up Form
additional taols that may be Lunch and Learn Sian-Up Form
helpful to your employees.
‘A links fof additional tools that may be
helpful 1o your employees. To add Payroll Forms 2
content, select the Gustomize tab —_—
State Tax Forms Direct Deposit form
R ment Planner
Payroll Calculator
Time Off Forms I
Reguest for Time off
Data Processing Privacy | Legal
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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.

Portal Administrator Guide
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Customizing Your Site -

Customizing Your Site Theme

Default text color and
background color in header

— AP

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
I Edit page content More Information...

GIOERCHTEIEGTE S Home ~ | Workflow Setup ~ | Security Access « | Conflguration - | Reports ~

Theme Configuration

Support | Company Directory | Log OFF

[Search Company Directary

Default Role
Selector design

To change your default theme, selact a new theme fram the Theme Name menu and click to select the Default Theme checkbos,

Theme Name | ADP Classic Therme ¥
[ Heater |[ Role Setector |[ Fortlets

7 Default Theme

Text Color

00000 [ ] =

[eeCERCE O :

Background Color

Logo Image adp_red.gif Upload
. Maximum logo size is 150 wide X 45 high
Default border color in
page section (portlet)
The header section of this custom theme
prominently displays the client logo and
containg text that clearly identifies the
authenticated users. Quick Search allows
users to perform searches of the employee
directory. Additional buttons exist that allow
users to obtain assistance as well as logging
out ofthe portal.
L ETS W concer | W sevens |
2009 Automatic Data Processing Privacy | Legal
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Selecting a Standard Theme

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

1 Point to Configuration and select Theme Configuration.

2 Do the following:

welcome, Steven Darlinski Suppart | Company Directary | Log O
” I Edit page content More Information... [earch Campary Directory
INEWTTTEER Home ~ | workfow Setup ~ | Security Access = | Configuration | Reparts ~

Theme Cnnﬁguratinn

To change your default theme, select a new theme fram the Theme Mame menu and click 1o selectthe Default Theme checkbox.

In the Theme Name — | Theme Name|Blue Theme 2 W Default Theme

fleld,_ select a theme in =
the list. A
Text Color 000000 [ ] o — —

Background Color  [#57DDFF i O : ‘
Logo Image adp_red gif [ Upload

Maximumn logo size is 150 fide X 45 high

If you want this theme to be
your default theme for your
site, click to select the

Default Theme check box. The header sechon oi his cuslorn tneme

prominently displays the client logo and
containg text that clearly identifies the
authenticated users. Quick Search allows
usgers to perform searches of the employee
directary. Additional buttans exist that allow
users 10 obtain assistance as well as logging
out ofthe portal

@ save | @ cancer | @ saveas |

2009 Automatic Data Processing Privacy | Legal

3 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.

2 Click Save As.

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

Explorer User Prompt il
Script Prompt:
Please enter the theme hame

Cancel |
tdy Theme

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

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

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

Portal Administrator Guide 14 ADP Workforce Now



Choose a text color and
background color by
clicking the color box to the
right of each field.

6 Customize your header.

Customizing Your Site -

Welcome, Steven Darlinski

Support | Company Directory | Log OFF

[Search Company Directary

@? [™ Edit page content More Information...
Portal Administrator + [N lenrkﬂuw Setup v| Security Access ~ | Configuration ~ | Reports +

Theme Cnnﬁﬂuratinn

¥ Default Theme

Theme Name | My Theme -

[ Header || Role Selestar |[ Partiats

[roonoes [ ]
pecococ O

. Upload |

Maxirnurn logo size is 150 wide X 45 high

Text Color

Background Color

Logo Image [adp_red.qif

To change your default theme, select a new therme from the Theme MName menu and click to select the Default Therme checkbox.

Assign Security Group(s)

— [ e — o]

The header section of this custom theme
prominently displays the client logo and
contains tex that clearly identifies the
authenticated users. Quick Search allows
users o perform searches of the
employee directory. Additional butions exist
that allow users to obtain assistance as
wiell as logging out of the portal

[ ETE =5 @ concel

. Save As |

@ petete

2009 Automatic Data Processing

Privacy | Legal

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 I#CCFFD 1]

Sel

#FFFFFF

[#FFFFFF

Set Color |

ADP Workforce Now
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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.

Cliclke the broswwse button in order to select a fle off wour local dislke that
iz to be uploaded to the portal serwver for use wwrithin the custom theme.

I Browse. .. I

Upload I Cancel I

9 At the bottom of the page, click Save.

Important: Your logo must be sized at 150 width x 45 height pixels prior to upload.
You can use Microsoft® Picture Manager or Paint to resize. Acceptable formats are

BMP, JPG, JPEG, GIF, and PNG. No spaces or special characters should be included in
the filename.

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

Welcome, Steven Darlinski St [} Gy Ezsi (] o Al
I Edit page content More Information... [Search Company Directory

EULEELITTRIE IR Home ~ | workflow Setup ~ | Security Access - | Configuration v| Reports = |

Theme Configuration

To change your default theme, select 2 new theme from the Theme Name menu and click o select the Default Theme checkbox.

Theme Name | My Theme d ¥ Defautt Theme Assign Security Group(s}

Role Selector
.
. s
.
c
o
‘

The Role Selectar displays the current role
gelected by the user,

| ETDEE = @ concer | W sovens | W veete

2009 Automatic Data Processing

Privacy | Legal
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11 On the Portlets tab, customize your page sections (portlets) by choosing a bar color
and button style.

S t | C Di t Log Off
m Welcome, Steven Darlinski upport | Company Directory | Log

I Edit page content More Information... [Search Company Directory
LU BLIT i TR g Home ~ | Workflow Setup ~ | Security Access » | Configuration = | Reports -
Theme Cunﬁﬂuraﬁun ’

To change your default theme, select a new theme from the Theme Name menu and click o select the Default Theme checkbox,
Theme Name | My Theme =2 [ Defautt Theme Assign Security Group(s}

Use the Backg rou nd Header || Role Selectar ‘ Portlets |

Color field to —— 1 BackgroundColor [fO000BE [ | I |
customize your bar Button Style @ (@ tontewe | [LgntBlue =]

COlOr. | Defautt

The portlet section of the custom theme is
responsible forwrapping portlet content. Each
portiet will be wrapped in what is known as a
skin. This skin contains the title of each portlet
as well a5 buttons that perform specific
functions.

L ETN @ Reset | @ corcer | W sevens @ vecte |

2009 Automatic Data Pracessing Privacy | Legal

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.

Welcome, Steven Darlinski SrpppiE () Erppany Wiy [ Lop @i
I Edit page content More Information... [Search Company Directory

GLEIERENTTETE DS Home - | Workflow Setup ~ | Security Access | Configuration ~ | Reporis =

Theme Configuration 7

Select the theme you To change your default theme, select a new theme fram the Theme Name menu and click 1o selectihe Detault Therme checkbox

want to aSSign. —_— 1 Theme Name [Ny Theme -  Default Theme Assign Security Groupis)

| Header || Ruole Selector H Fortlets ‘

Click Assign Security
p Text Calor foooes W

roup(s). Backgrounaconr  [FCCECEE " []
Logo Image adp_red.gif @ e | ‘

Maxirmum logo size is 150 wide X 45 high

The header section af this custom theme
prominently displays the client logo and
contains text that clearly identifies the
authenticated users. Guick Search allows
users to perform searches of the
ermployee directory. Additional buttons exist
that allow users to obtain assistance as
well a5 logging out ofthe poral

W seve | @ Reset @ concet | @ sevens | @ oeete

2009 Automatic Data Frocessing Privacy | Legal
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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.

HAorailable Selected
admin
Temporary Employvees
employes >>|

manager

Terminated Emplovees LI
practitioner < |
Tirme and Attendance

Dane I Reset |

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

Important: Employees who belong to more than one security group 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 (approval 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.

* Approval path - the route that the workflow follows. An approval 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. Approval paths are assigned to workflows.

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

* Event-specific e-mail notification - an e-mail for a specific event that is sent to
users in an approval path.

e Business rules - used to create exceptions to an approval 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 approval 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 an approval path that includes two payroll practitioners.
This section outlines the tasks involved in creating a simple workflow, using the direct

deposit event as a model.

Verify the .| Create a work .| Selectan
avent | group approval path

Assign the approval
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.

Welcome, Carl Harper Support | Company Directory | Log Off
m I” Edit page content More Information... W
Home « | Workflow Setup - | Security Access ~ | Configuration ~ | Reports ~
Event Workflow ’
——
I n our exam ple’ the event we This page displays the detautt workflow processing by event. To change an events workflow or exception processing, click the underlined evert idertifier of the event being changed.
. Event Hame Description Approval Path
need is Employee Event - Empioyee Event - Acdress actress Updete
Direct Dep osit. Employee Event - Dependents Dependent InsertLpdate Delets none
Employee Evert - Direct Deposit Direct Deposit InsertipdateDelete: none
Emplovee Event - Educstion Education InsertilipdateiDelete none
Employee Event - Emergency Cortacts Emergency Contacts Insertpcate/Delete none
Employee Event - License/Certificate License/Certificate InsertUndate Delete none
Employee Event - Memberships Membership Insertipdate Delete none
Employee Event - Phons Mumbers Phone Mumber InsertiUpciateDelste nong
Employee Event - Previous Employer Previaus Employer Insertpdate Delete nane
Employee Evert - Skils Skill InsertUpcsteDelete none
Employee Event - Tax Withholding Tax Withholcing InsertUpdats none
Manager Event - Education Education Insertilpdate/Delete for employes none
Manager Event - License and Cerfificates License/Certificate Insert/Update/Delete for employes none
Manager Event - Memberships Memberships Insert/ipdete/Delete for employes none
Manager Event - Performance Feviews Performance Reviews none
Mianager Event - Previous Emplayer Previous Emplover Inzertpdate/Delete for employee none
Manager Evert - Skils Skill InsertUpdateDelete for emplayes none
WorkEvert Emplovment Status Change WarkEvert-Employment Status Change nong
WorkEwert-Job and Salary Chanoe WarkEvent-Jok and Salaty Change nong
WorkEvent-Transter WiorkEvent-Transfer none
2009 Automatic Data Processing Privacy | Legal
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Creating a Work Group

In our example, the work
group name and description
define the people who will
approve the direct deposit
event. Payroll administrators
act as practitioners.

Managing Approvals and Notifications -

A work group consists of the people to whom an event is routed for approval or
notification. When you create a work group, either by creating rules or adding members
individually, you define the members who will be in it. 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, and then click Add

New.

‘Welcome, Steven Darlinski

AR

[ Edit page content More Information...

Support | Company Directory | Log Off

[Search Company Directory

Portal Administrator ~ Jallit:] vIWnrkﬂnw Setup « | Security Access vi Configuration vi Reports vi

Work Grqu Definition

Work Group Hame
Direct Deposit Admins
HE Administrators

HF Managers

Jim Roberts

Joan Walsh

Mew Group

Payroll Administrators
Payroll Adming

Tex HR Admin

test 1

o Niie Nile Biie Hike Hile Bike Niie Bike Nile RO

Top cuy

@ petete |

2009 Automatic Data Processing

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

W Addbew |

=~
Description =

Direct Deposit Admins

Human Resources Administrators
Human Resources Managers
Marketing Director

HR Directar

Descritive Name

Payroll Administrstars
Tax HR Admins
test1

Top guy

Privacy | Legal

Enter a work group name and description.

Welcome, Steven Darlinski

AP

™ Edit page content Hore Information...

Support | Company Directory | Log Off

Search Company Directary

Portal Administrator ~ Sl learkﬂuw Setup | Security Access vi Configuration vi Reparts vi

Work Groue Definition

Rules Members

‘Work Group Name: b |Payrall Admins

Group Description:  [Payroll Administrators

=
< |RuleName T

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

Membership Rules

o o
Rule Description ™7 Rule Details =~

ETEES0
HR Administrators

oan

Temporary Emploves Benefts

a

Termingted Employees Pay and Taxes Tab

W Aodrue |

Fulltime employees emaloyed 60 days or more

Human Resources Administrators Employment Status Ecuals &

(rul - null) == 60 j

il

Do not show benefits Regular o Tetmporary Equals t

Only show pay statemerts on Pay snd Taxes teb Employment Stetus Ecualet

@ saveGrow | Delete Group

2009 Automatic Data Processing

. Cancel

Privacy | Legal
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In our example, these two
practitioner users are added
to the Payroll

Admins work group.

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.

3 Select the Members tab to add members manually.

4 Click Add Members.

5 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.

CINERTTSIE R Horne ~ | Workllow Setup + | SecurityAceess = | Configuration = | Reports ~

Work Group Definition

‘Work Group Name: Payroll Admins Group Description:  Payroll Administrators

—
Rules / embers

Support | Company Directary | Log Off
@ Welcome, Steven Darlinski pport | Company ry | Log

I Edit page content More Information... [Search Company Dirscory

o This tab displays members who are eligible for membership in this work group. Ater you select the users you want to include, scroll to the bottom of the
list and click Done.

First Name : l— Job:

Last Name: l— Location :

Department # : l— - Find |

14 Found  [4-10 [11-14 | 20l Row per Page: |10 *
1 PRI, o0 uuouLy =
¥ Practitioner, John 013000 Adiminist
¥ Practitioner, Jane 005000 ANALYST -
r Smith2. John ﬂ

B pore B cancel

2009 Aukematic Data Processing Privacy | Legal

6 When you are finished, click Done.

7 Click Save Group.

Selecting an Approval Path

An approval path is the route that the event follows in the workflow. An approval path

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

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

3 Enter an approval path name and description. Click Add Step.

Portal Administrator Guide
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Managing Approvals and Notifications -

Support | Company Directory | Log DFf

@ Welcome, Steven Darlinski
. I Edit page content More Information... [=earch Company Directory
Portal Administrator ~ EEhlgt] vlv\fnrkﬂnw Setup ~ | Secutity Access | Configuration = | Reports v|

Approval Path Definition
—

This page crestes an approval workllow path. Click Save to save your changes

Approval Process Definition
In our example, the approval ——  wame: [Fayrot Rarins
path name and desCrlpt[On Description: [Pasyrol Administrator &pproval Pati

There are unlimited steps that can be sssocisted with any given workflow path. To add an addtionsl step, click Add Step. To delete & step from this path, click Delete

define the people included in —

the approval path. Direction step Action Delete Step
. AddStep |

. Save \ . Cancel \ . Reset \

2009 Autornatic Data Pracessing Privacy | Legal

4 In the Navigation area, do the following:

* Select the direction you want the step to follow.
« Indicate to where this step will be routed.
* Indicate whether the step is an approval or a notification.

Support | Company Directory | Log OFf

@ Welcome, Steven Darlinski
- I Edit page content More Information... [Search Company Directory
Portal Administrator = [0S vlvvnrkﬂanetup | Security Access v|Cnnﬁguratmn V|Repnns v‘

Approval Path Definition

This page crestes an approval workflow path, Click Save to save your changes

Approval Process Definition

Hame: [Fayron admins

[Pavrol agministrator approval peth

In our example, the direct Deseription:

There are unlimited steps that can be associsted with any given workflow path. To add an adsitional step, click Add Step. To delste & step from this path, click Delete

deposit event will be routed to

the Payl’O” Admins work Direction Step Action Delete Step
group for their approval. | ‘Workgroup Payral Admins | Approval . Delete |
. AddStep |

s Eow We

2009 Autematic Data Processing Privacy | Legal

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

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

In our example, we need to
select Payroll Admins.

To complete the workflow, you need to assign the approval 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 Workflow Path field, select the approval path that you want associated with
the event.

Welcome, Steven Darlinski Cpmo [} @y sy (| Ly
. I Edit page content More Information... [search Company Directory
[INCEN T P R Home ~ | workilow Setup ~ | Security Access + | Configuration | Reports =

Event Workflow s

The event workflow page establishes default workflow processing by event. Click Save:to save your changes

Event Hame Employee Evert - Direct Deposit

Proxy Assignment: Cne Level Up
Maximum of days: 1o
Reject Policy: Send task ack to criginator ¥

I Do net send Notification emal

Workflow path: Payroll Admins ¥

If there are any exceptions to the standard workflow path enter them below and associate each exception with a workflow path. There are unlimited rules that can be
associated with any given event, to add an additional rule click Add Exception. To delete a rule from this event click Delete Exception.

Business Rule & Process Definition Hame % Delete Exception

. swe | . Add Exception | . Cancel | . Reset

2008 Automatic Data Processing Privacy | Legal

4 When you are done, click Save.
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Managing Approvals and Notifications -

Creating a Complex Workflow

A complex workflow includes the tasks involved in setting up a simple workflow, but it
can also include other tasks such as creating a group membership rule, creating a
business rule, changing proxy information, and setting up e-mail notification.

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 practitioner 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
approval 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 Select an
gvent group approval path

Y

Assign the
——p{ business rile f—p
o the workfiow

Assign the approval path
10 the workflow

Adda
business rule

Set up e-mail
nofification
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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.

Welcome, Carl Harper Support | Company Directory | Log Off
@? [” Edit page content More Information... [Gemrch Compary Drectory
Home « | Workflow Setup « | Security Access = | Configuration = | Reporls «
Event Workflow ?
This page displays the default workfiow processing by evert. To change an everts workflow or exception processing, click the underlined evert identifier of the event being changed
Event Hame Description Approval Path
Emploves Event - Adsress Addresss Liptiate rione
Employse Evert - Dependerts Dependent InsertiLipcate Delete none
Employee Event - Direct Deposit Direct Deposit Insertipdate Delete: none
Employee Event - Education Education insert/ pdateDelste none
Emplovee Event - Emergency Cortacts Emergency Cortacts insertUpdateDelste none
Emplovee Event - LicenselCerificate LicenselCertificate Insertpdate Delete none
Employee Event - Memberships Membsership Insert/Upcste Delete none
Emplovee Event - Phone Mumbers Phone humber Insert/Upciate/Delete nane
Emplovee Event - Previous Emplover Previous Employer InsertUpdate Delete none
Emploves Event - Skils Skill nsertUpdateDelste none
In our exam pIe , the event Emploves Event - Tax Wikthholding Tax Withholding InsertiUpdate rane
we need is Em p I oyee Manager Evert - Education Education Insert/LipdateDelste for smpioyes none
Manager Evert - Licenss and Certificates: License/Certiticate Insertpdate/Delets for smployee none
Event - Tax W| t h h 0 | d | n g X Marwager Evert - Memberships Mermberships InsertpdateiDelste for smployes none
Mansger Evert - Performance Reviews Performance Reviews none
Manauer Evert - Previous Emplover Previous Employer Insert/Update/Delete for employes none
Manaoer Evert - Skils Skill InsertijpdsteDelste for employes none
orkEvent-Employment Stetus Chanee ‘WorkEvent-Employmert Stetus Change none
‘puorkEvent-Job and Salary Change ‘wiorkEvent-Job and Salary Change none
orkEvent-Transter WorkEvent-Transfer none
2009 Actomatic Data Processing 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 practitioners and one for the HR managers who are responsible for the
employee’s department (Department 100000). The Payroll Admins work group was
created earlier in the chapter for the direct deposit workflow and can be added to the
tax withholding workflow. To create the HR Managers work group, do the following:

1 Point to Workflow Setup and select Work Group Definition.
2 Click Add New.
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3 Enter a work group name and description.
@? Welcome, Steven Darlinski Sty ) Cmpry e[| o @7

O I Edit page content More Information... [Search Company Directory
DL L AE IR Home = [workiow Setup + | Security Access = | Canfiguration = | Reports +|

Work Group Definition

?
In our example, the Wwork ———  wokcrowname: sfrvemaee Group Description; [Fmen Resouves Managers |
group name and descrip- [T\ veners
tl on d efl ne th e secon d Select the applicable rules for this group. The selected rules will determine the members belonging to this group.
. Membership Rules
group of people who will - = o 3
. . =7 | Rule Hame Rule: iptii 4 Rule Details 7
approve the tax withhold Ing r HE: Administrators Human Resources Administrators Employment Status Eusls a B
event. r Temporary Emplyee Benetis Do not show benefits Regular or Temporary Equals t
r Terminated Empioyess Pay and Taxes Tabh Only show pay statements on Pay and Taxes tab Employment Status Equals t
r Time and Attendance Supervisor Time and Ateniiance Suprervisor Time and Attendance Supervisor Equals =

W rddrue )

. Save Group | Delete Group . Cancel |

2009 Automatic Data Processing Privacy | Legal

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.

6 Enter a rule name and description.

m Welcome, Steven Darlinski Support | Company Directory | Log OfF
In our example, the rule : Dl edit pase coendimoreMeTnaten [Seareh Company Orertory |
name and description R LE e Rl Home ~ | workiow Setup ~

Security Access ~ | Configuration - | Reports ~
define the people in the Membership Rules E
work group.

Rule
Name:

Membership Rule Details

» [FR aragers

- Fuman Resources Managers
Description: " | o

Temparzon

Attribute:  [Department -
Operator: [qas =
Value: o000

- Add Comparison ] @l__cancel

W crearrue |

Rule Preview

- Save | Delete . Cancel |
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7 Inthe Attribute, Operator, and Value fields, enter the membership rule details. In

our example, shown above, the details entered describe Department 100000.
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Security Access « | Configuration = | Reparts =
If you need to make changes, e .
; . : ombership Rules :
click the pencil icon to edit a
H Rule HR Managers Rule . Human Resources Managers
rule statement, the arrow icon Name; » [ereres pescripton: | 9
. Membership Rule Details
to add arow, and the xiconto ———rar=Tamea DE®
delete arow. ADD a Comparison/ Calculation. OR apD an operator: “aND | [ OR
W oo )
Department = 100000
s ) Delete & e )
© 2003 Automatic Data Processing Privacy | Legal

Note: For more information about choosing attributes and values, click ? (Help) in
the top-right corner of the page.

8 Click Add Comparison.

9 At the bottom of the page, in the Rule Preview area, verify the first part of the rule.

m welcome, Steven Darlinski St () Gty MG (| (en
2 I Edit page content More Information... [Search Company Dirsctory
Portal Administrator ~ [FIERICE KU =t

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.

Support | C Direct Lag o
@ Welcome, Steven Darlinski A [ G e [ Loy
d I Edit page content More Infarmation... [Search Company Directory
Portal Administrator ~ [JIERICE U E U TN

Security Access ~ | Configuration ~ | Reports ~
Membership Rules Ed
n‘;':le_ b [HR Margers: Description: b [Human Resources Managers
Membership Rule Details
Department = 100000 22X
AND =X
Cateutation
Attribute:  [Joo Coce ~
Operator:  [Equais ~
Value: [ARMGR - Add Comparison ) @l cancer |
@ Clearrule |
Department = 100000 AND
[ T Delete @ corcer |
2009 Automatic Data Pracessing 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.

Directory | Log OFf

UG ECTTSTETRG Home ~ | waorkiow Setup - | Security Access ~ | Configuration ~ | Reports ~

Support | Comp.

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

MemhershiE Rules

Rule
Name: Description:

If you need to make changes,

Department = 100000

» [ anagers » [Foman Resources Marsgers

&
X

click the pencil icon to edit a AND e
rule statement, the arrow icon Job Code = HRMGR Hax
to add a row, and the x icon to ADD & Comperison/ Calculation. OR  apo anoperdor.  (AND ) [ OR)

delete a row.

Rule Preview

Department = 100000 AND Job Code = HRMGR

W s Delete W conce |

© 2009 Automatic Data Processing Privacy | Legal

Tip: 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.

Result: A list of users who meet the rule’s criteria is generated. You can also view
these users by pointing to Workflow Setup and selecting Work Group Definition,
and then selecting the Members tab.

Selecting an Approval Path

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

1 Point to Workflow Setup and select Approval Path Definition.
2 Click Add New Process.
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3 Enter an approval path name and description.

Suppart | Company Directory | Log OfF

Welcome, Steven Darlinski
’ I” Edit page content More Information... [Search Campany Directory
Portal Administrator = EEllil v|WarmawSetup ~ | Becurity Access = | Configuration leepuns v|

Approval Path Definition s

This page creates an approval workflow path. Ciick Save to save your changes,

Approval Process Definition

Hame: [ O e 1R Aol

In our example, the approval —

path name and description
There are unlimited steps that can be associsted with any given workflow path. To acd an acditionsl step, click Add Step. To delete a step from this path, click Delete.

define the second and final step | s

Description: |1 U anc Human Resources Approval Path

Of the approval process. (HR Direction Step Action Delete Step ‘
. Add Ste| |
managers are one level up from o
payroll practitioners.) [ ETN Cancel_| Resat |
{©) 2009 Automatic Data Processing Privacy | Legal

4 Add the two approval path steps in the order that the event should be routed. To add
Step 1, click Add Step.

5 In the Navigation area, do the following:

* Select the direction you want the step to follow.
« Indicate to where this step will be routed.
« Indicate whether the step is an approval or a notification.

@ Welcome, Steven Darlinski Support | Company Directory | Log Off

- I” Edit page content More Information... [Search Company Directory
Portal Administrator ~ Il v|Warkﬂuw Setup = | Security Access v| Canfiguration vlﬁepons v|

Aeﬂroval Path Definition ?

This page creates an approval workflow path. Click Save to save your changes

Approval Process Definition

Hame: [t up end R Approval

Description: i Up and Human Resources Approval Path

There are unlimited steps that can be associated with any given warkflow path. To add an addtional step, click Add Step. To delete a step from this path, click Delete.

Havigation

In our example, for Step 1, Diection step acton Deete step
the tax Wlthholdlng event —[ Workgroup ¥ Payroll Admins ¥ approval ¥ W e |
will be routed to the Payroll W rase |

Admins work group for their W | @omd ) @)
approval.

@ 2009 Automatic Data Processing Privacy | Legal

6 Add Step 2 by clicking Add Step.
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the tax withholding event
will be routed to the HR
Managers work group for
their approval.
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7 In the Navigation area, do the following:

* Select the direction you want the step to follow.
« Indicate to where this step will be routed.
« Indicate whether the step is an approval or a notification.

Support | Company Directory | Log OFF

@ Welcome, Steven Darlinski
- I” Edit page content More Information... [Search Company Directory
Portal Administrator = XS0 VIWnrkﬂDWSEIup | Security Access ~ | Configuration ~ | Reports + |

AEﬂmval Path Definition

This page creates an approval workflow path. Click Saveto save your changes

Approval Process Definition

Hame: [t anet HR: sppraval

Description: 1 Up and Human Resauroes Approval Path

There are unlimited steps that can be associsted with any given workflow path. To add an adsitional step, click Add Step. To delste & step from this path, click Delete

Navigation

Direction Step Action Delete Step
Workgroup = Payral Admins | v Approval . Delete
Workgroup HR Managers |7 Approval . Delete

- AddStep |
| ET @ concel | W Reset |

© 2009 Automatic Data Processing Privacy | Legal

Note: You can add as many steps to an approval path as you need. However, certain
directions must follow a sequence. For example, a step up can't follow a specific user
or a work group step. Also, if you are using multiple work group steps, the group
names must be different for each step. For more information, click ? (Help) in the
top-right corner of the page.

8 When you are done, click Save.

Adding a Business Rule

A business rule is used to create an exception for an approval workflow path. In our
example, we need to create a business rule that states that federal exemptions greater
than 10 require HR manager approval.

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

1 Point to Workflow Setup and select Business Rules.
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2 Click Add New.

Tip: For examples of business rules, click ? (Help) in the top-right corner of the
page.

Support | Company Directory | Log Off

Welcome, Steven Darlinski
@ ™ Edit page content More Information... Eearth Caompany Directory
Portal Administrator » Jhlil] vIWUrkﬂuw Setup v‘ Security Access + | Configuration = | Reparts = |

Business Rules

This page dizplays the business rules estabiished for workilow. To change a business rile, click the appropriste underined rule idertifier. To add & nes rule, click Acd Mew.

Description : Event Type: " . Find

2 Found Rows per Page: |100
Rule Identifier & Description @ Script

ZIP Code Chance ZIP Code Change ~ ( Mew Postal/ZIP Change)
State Change State Change ~ { Mew State/Prov Change)

W padpew

© 2009 Automatic Data Processing Privacy | Legal

3 In the Event Type field, select the event for which you need a business rule.

Support | Company Directory | Log Off

‘Welcome, Carl Harper
m I™ Edit page content More Information... Search Campany Directary
Portal Administrator = Eg0lil} viWurkﬂuwSetup = | Security Access » | Configuration '! Reports + |

Business Rules

Select the appropriate evert thet wil wtiize the business rule

Event Type Please select evert type hd
In our example, we need to = P
select Employee Event - o o EnvioyosEvent - Eneraency Corlacs

. . Employee Event - License/Cerificate
Tax Withholdin g. Employes Evert - Membershins
Emnployee Event - Phone Mumbers
Employee Event - Previous Employer -
Employee Event - Skills

Employment Status Changs
b and Salary Changs hd

2003 Automatic Data Processing Privacy | Legal
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4 In the Business Name and Business Description fields, enter descriptive
information.

Portal Administrator ~ el lenrkﬂnwsamp ~ | security aceess + | connguration + | Repornts = |

Support | Cormnpany by
[Search Campary Dr:)

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

In our example, the business Busingss Rules
name and .deSCrlptlon define Event Type Employes Event - Tox Withhaicing
the exception to the standard ——  susiness name: [Federal Exemptions » 10
approval path for the tax with- Business Description: [Federal Exemptions = 10 Require HR Manager Aprroval
. Business Rule Definition
holding event. Action: E=ET| & psn
Comparison Variable: [Select variable == @ Aaac
Caleulation Variable:  [Select variakle =l [=] [Setect variabie = = [ T
AND OR
=l
Business Rule Undo W cear
=
W seve @ cancer W Reset
2009 Automatic Data Pracessing Privacy | Legal

5 In the Business Rule Definition area, determine whether you need to define your
business rule by adding a comparison, a calculation, or an action. In our example, we
want to create a comparison variable.

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

Support | Company Directory | Log Off

[Search Compary Directory

ome v!Wurkﬂow Setup v | Security Access ~ | Configuration ~ | Reports = |

iness rule for weorkflow:. Attributes avalable for rule logic vary based on evert. Click Save to save your changes. Click Delete to delete the business rule

Employes Event - Tax Withhalding
Federal Exemptions = 10

ion  [Federal Exemptions » 10 Require HR: Manager Approval
inition
Select action ¥

ble:  [New Federal Exemptions

@ Agaaction

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

@ Add Comparisan

= o

[select varishle

=l -
[Select variskle | =

=

@ ~ad calcuiation

AND OR

=

[

Undo

- Cancel | - Reset | . Delete |

cessing Privacy | Legal

6 Click Add Comparison at the right of the Business Rule Definition area.

7 Review your business rule, and if no more changes are needed, click Save.

Note: You can test the business rule by adding it to an approval path and conducting the
associated event.
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Other Business Rule Definitions

A calculation variable is used to define calculation logic. For example, if an employee’s
current salary plus a proposed pay increase exceeds a certain amount, 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: This type of event is available if your company uses the HR module.

For more information about business rule definitions, click 2 (Help) in the top-right
corner of the page.

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.

3 At the bottom of the page, click Add Exception.

Welcome, Steven Darlinski Support | Company Directory | Log 0ff
m I~ Edit page content More Information... [Search Company Directory
LG PG (R Home v | Wiorkflow Setup = | Security Access + | Configuration » | Reports v
Event Workflow T

The event workfiow page establishes defaull workilow processing by event. Click Save to save your changes

Event Hame Employee Event - Tax Yithholding

Proxy Assignment: lm

Maximum of days: |10—

Reject Policy: [ Senc sk back 10 orgivator =
I Da not send batiication =mai

Workflow path: lh

™ Use Event-specific email

If there are any exceptions to the standard workflow path enter them below and associate each exception with a workflow path. There are unlimited rules that can be
associated with any given event, to add an additional rule click Add Exception. To delete a rule from this event click Delete Exception,

Business Rule & Process Definition Hame @ Delete Exception
- Save | - Add Exception | . Cancel | . Reset |
2009 Automatic Data Processing Privacy | Legal
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4 Select the appropriate business rule and approval path.

In our example, we need to
select the business rule and
approval path that we created
for this workflow.

Setting Up E-Mai

Support | Company Directory | Log Off

@? Welcome, Steven Darlinski
o I Edit page content More Information... [Search Campany Directary
NS AITEER Home ~ | Workfow Setup ~ | Security Access ~ | Configuration ~ | Reparts ~

Event Workflow

Select the sppropriste exception business rule and approval path that workfiow should follow when the business rule is trus. Click Save to save your changes.

Business Rule Federal Exemptions = 10 7
Approval Path 1Up and HR Approvel ¥

L T @ concel |

2003 Automatic Data Processing Privacy | Legal

5 When you are done, click Save.

| Notification

In ADP Workforce Now, you can set up e-mail notification for a workflow to notify users
of action required or taken. Notifications are especially helpful if users do not check their
Approvals and Notifications page on a regular basis.

You can set up global e-mails and event-specific e-mails. Global e-mails apply to all
events and are sent automatically when the event occurs. For example, a global e-mail
can be sent to users in an approval path to notify them that an employee event has
been submitted and requires their attention. Another global e-mail can be sent to
employees to confirm that an event they submitted was approved.

Note: You can choose not to send global Assignment Notification e-mails by deselecting
the option on the Event Workflow page. All other global notifications that you set up are
sent automatically when the event occurs.
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Example of a Global E-mail

Welcome, Steven Darlinski Support | Company Directory | Log Off
@? I Edit page content More Information... [Search Company Directory
Portal Administrator » EEhint:) lenrkﬂnw Setup = | Security Access 'i Configuration = | Reports « |

Email Setup ?

This page defines the email body, subject ine and sender's email address. Click Save to save your chanpes.

Type Hame: Assignment Motification
From Address: [renager@eampanyx com
Subjeet Lines [Rssionment Natfication
EMail Body:
Dear Manager, d

You have a request for {EVENT) for {EMPLOYEE_MANE},
submitted on {SUBMITTED_DATE}, thal requires your sttertion

*This e-mail has been sent by an automated system, PLEASE
EMail Text : DO NOT REPLY *

| EE I W cencer |

2009 Automatic Data Processing Privacy | Legal

An event-specific e-mail is used for a specific event and is only sent if you select Use
Event-specific email on the Event Workflow page. This e-mail is sent to users in an
approval path. An example is a direct deposit event. 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 e-mail that lets the

assigned approver know a direct deposit event has been submitted and requires a timely
response.

Note: When you choose to send an event-specific e-mail, that e-mail is sent to approvers
in place of the global Assignment Notification e-mail.
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Example of an Event-Specific E-mail

Support | Company Directory | Log Off

Search Company Directary .

Welcome, Steven Darlinski

@? [” Edit page content More Information...
LG ELTTRE IR Home - | Workflow Setup « | Security Access = | Configuration = | Reports =

Email Setup ?

This page defines the emil body, subject ine and sender's emsi address. Click Saveto save your changes

Type Hame: Employee Evert - Direct Depost
From Address: lm
Subject Line: [pirect Deposi Lpate |
EMail Body:
Dear Manager, A
|4 direct deposit update submitted by (EMPLOYEE_NAME] on
H{SUBMITTEC_DATE} resjuires your prompt sttertion. Thank
vyou for responding.
EMail Text :

**This e-mail has been sert by an automated system. PLEASE
D0 NOT REPLY **

B sove B Reset @ cancel

® 2009 Automatic Data Processing Privacy | Legal

To set up an e-mail notification, do the following:

1 Point to Workflow Setup and select Email Setup.

2 Global e-mails are listed in the Email Type area of the page. Event-specific e-mails
are listed in the Event Specific Email Templates area right below it. Click the type

of e-mail you want to set up.

Welcome, Carl Harper
[ Edit page content More Information...

GGGl Home ~ | Workilow Setup | Security Access ~ | Goniiguration - | Reparts +

Email Sequ

Click the: appropriste underlined email type to view of update email text and subject lines.

Email Type Subject
Approved Netification to requestor

example, we can set up a

global Assignment Notification

e-mail.

notification
Cancel Event Notification

Proxy Assinment

Feecall otification

Eelection notification to requestor
Feeroute bl

n
Event Specific Email Templates
Emploves Evert - Address
Emploves Evert - Dependents
Emplaves Evert - Direct Denosit
Emploves Event - Education
Emploves Evert - Emergency Contacts
Emploves Evert - License/Certificate
Emplaves Evert - Memberships.
Emploves Evert - Phone humbers:
Emplaves Evert - Previous Emplover
Emploves Evert - Skils
Emploves Evert - Tax Withholding
Emplovmert Status Change
Job And Salary Chande
Manacer Evert - Education
Manacier Evert - Lisense and Corificstes
Manacer Evert - Membershios
Manacier Evert - Pertormance Reviews
Manager Evert - Previous Emplover
Manacier Evert - Skills
Transter

@ 2009 Automatic Daka Processing

Privacy | Legal

Support | Company Directary | Lag Off

[Sesron Compary Oresiory |
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3 On the Email Setup detail page, enter appropriate information in the From Address
field, Subject Line field, and Email Text box. You must enter information in all three
places. In the Email Text box, use the following variables to personalize the text.

To Display Include This Variable in the E-Mail Text
The name of the event {EVENT}

The event originator’s name {NAME}

The associated employee’s name {EMPLOYEE_NAME}

The date the event was initiated {SUBMITTED_DATE}

The number of records reassigned to a {NUMBER_OF_RECORDS}
new approver when an eventis rerouted
(used only in the Reroute Notification

e-mail)
Welcome, Steven Darlinski Support | Company Directory | Log Off
@ I Edit page content More Information... Search Company Directary
[ EL TS G Home + | Workflow Setup « | Security Access + | Configuration = | Reporis »
Email Setup 7
This page defines the email body, subject line and sender's email acddress. Click Save to save your changes
Type Hame: Assignment Natification
In our example, the subject line From Address: [rerager@cnnpany< com
describes the event. Subject Line: [assigrment Hotitication
Email Body:
. ) Dear Manager, d
Variables are included for the
| [Vou have a request for {EVENT} for (EMPLOYEE_MAME},
name of the event’ the associ- [submitted on {SUBMITTED_DATE}, that requires your attention.
1 **This e-mail has been sent by an sutomated system. PLEASE
ated employee s nam?_’ and the EMail Text : D0 NOT REFLY 2
date the event was initiated.
i
[ EO W Reset | @ cance! |
2009 Automatic Data Processing Privacy | Legal

4 When you are done, click Save.

Assigning the Approval Path to the Workflow

To complete the workflow, you need to assign the approval path to the workflow. You
can also choose to change the proxy, the maximum number of calendar days before the
event is rerouted to the proxy, and e-mail notification.

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.
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3 Do the following:

e Select a proxy assignment. This assignment is used by default when the manager
does not have a proxy assigned and no action has been taken on a workflow task.
Only one manager proxy and one default proxy are allowed per event.

« Select the maximum number of calendar days that can pass before the task is
rerouted to the proxy.

< In the Workflow path field, select the approval path you want associated with the
event.

< Select if you want to use an event-specific e-mail notice. In our example, we created
one, so to use it we want to click to select the check box.

Weltome, Steven Darlinski Support | Company Directory | Log Off
m I Edit page content More Information... Search Campany Diredlory
COLEIG TS G Hame = | Wirkllow Setup - | Security Access « | Configuration = | Repods -
Event Worlflow ?

The evert workflow pags sstablishes defaul workflow processing by svent. Click Save to save your changes

Fuent Hame Empleyss, Evert - Tax Wikholing
Proxy Assignment: [ore Levei Un ]

Masimurn of days: -

Reject Policy: [Sendtask back to orginator =]

In our example, we need to

I™ Do not send Notification smail

selectlUpand HR | o immpue AT
Approval . ¥ Uss Event-specific smail

If there are any exceptions to the standard workflow path enter them below and associate each exception with a workflow path. There are unlimited rules that can be
associated with any given event, to add an additional rule click Add Exception. To delete a rule from this event click Delete Exception.

1 Found Rows per Page: |50 ¥
Business Rule & Process Definition Kame = Delete Exception
Federal Exemptions =10 1Up HR Approval - Delete Exception
| ET @ AddException | W concel | @ reset |
2008 Automatic Data Pracessing Privacy | Legal

Important: The maximum number of days in the proxy assignment is not absolute
because the activity monitor, which triggers the proxy assignment, runs once a day
at 1:00 a.m. system time. For example, if a user submits an event on Tuesday at
1:00 p.m. and the number of days before the event gets rerouted to the proxy is
defined as 2, the event will not be rerouted until 1:00 a.m. on Friday morning.

4 When you are done, click Save.
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Managing Events

Checking the Status of an Event

Click the up and down arrows
in the column headings to sort
columns in ascending or
descending order.

Your events are displayed

You can check the status of any event you initiated or received for approval.

1 Point to Home and select Approval History.

/—— o "——--.,__7__7__7_/ i 7""'-—-_,__7___)__/?/

here.

Deleting an Event

Approval History
For details of an approval click the appropriate task description. Click Delete to remove an approval from your Approval History. Click Recall to stop a submitted event
10 Found

r— A Employee Originator Last Action  Effective T R
ventflame < Name/Worksheet D < Name < Date = Date = few Ristory alus < Ation

7124/
Iiultiple Sarah Price Elizatiet o 24‘%009 08/15/2009 In Progress

Johnson 14:26:51

ultiple Wultple i";;:;;h g?fgg"gg”g 10/16/2009 In Progress

7128/
Employee Event - Skills Sarah Price Sarah Price 37 ggégoa . View |  InProgress
Employee Event - 07/23/2009 9
License/Certiicate Warcia McMann Warcia Mclann 11:39.20 . View |  Recalled . Delete
Idanager Event - " 07/31/2009 5
Licenses/Carificates Joshua Daniels Paul Franklin 470 o @ View | Recalled @ Delete
IManager Event - 07/31/2009 7
Licenses/Certificates Deborah Clinkscales Paul Franklin 16:4502 @ Vview | Cancelled @ Delete
Idanager Event - - Elizabeth 07/24/2009 5
Licenses/Certificates fenisarve Johnson 15:22.23 W view InProgress (] Recal
Ianager Event - Elizabsth 07/24/2009 n
IS Randall Eldridge e 153273 . View In Progress - Recall
T bz 7i311:
Manager Rueat Inshya Daniels Paul Franklin ?: a—éjg'ﬂ_g_, = igw ] Recalled . Delete

Confirm changes to an event by clicking the event name.
See the progress that an event has made along its approval path by clicking View

next to the event.

Note: For bundled (multiple) events, click the event name, then click View next to
each individual event in the bundle.

You can remove completed events from your approval history. Completed events include
events that have been completed, rejected, recalled, or cancelled.

Note: If you need to delete a large amount of events, use the Manage Approval History
page.

1
2

Point to Home and select Approval History.

Click Delete next to the event you want to remove. A confirmation message is
displayed.

Click OK. You are returned to the updated Approval History page.

Note: For bundled (multiple) events, click the event name, then click Delete next to
each individual event in the bundle that you want to remove.
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Recalling an Event

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

1 Point to Home and select Approval History.

2 Click Recall next to the event you want to recall. A confirmation message is displayed.

Note: For bundled (multiple) events, click the event name. Click Recall next to each
individual event in the bundle that you want to recall. Click Recall All to recall the
entire bundle of events.

3 Click OK. You are returned to the updated Approval History page, where you now view
the status of your event as recalled.

Note: If you set up a global Recall Notification e-mail, this notification is now sent to prior
and pending approvers in the associated approval path. Pending users are users who
currently have the event assigned to them for approval. If the prior approver was a
member of a work group, only that specific member who approved the step receives the
notification. If the pending approver is a work group, all members of the work group
receive the notification. Future approvers in the approval path do not receive any
notification.

Approving or Rejecting an Event

The default selection is
Approvals.

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

1 Point to Home and select Approvals and Notifications.

‘Welcome, Carl Harper | Company Directory | Log Off
@ I” Edit page content More Information... [Search Gamparyy Directary
EEFGTEE R Home ~ | Wiorkflow Sefup « | Security Access « | Configuration » | Reports +
AEEruvals and Notifications ks

Select Activities to view events requiring immediate sttertion. Select Approvals to wiew events requiring action. Select Motifications to view events when action is not needed. Ta take action on an
evert or to view details of & notification, click the underlined evert name. Click Delete to remove a notification from your list

Employee users will not see ——

any events to be approved
because they don't approve

events. Manager users will see

events that they need to
approve. Once events are

completed or rejected, they are

removed from this page.

@ approvals Hotifications " Activities

EventMame < Employee HameMiorksheetlD < Originator Hame < Date Submitted Effective Date < ViewHistory Status <=

© 2009 Automatic Data Frocessing Privacy | Legal

2 In the Approvals area, approve or reject an event by clicking the event name.
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3 On the Summary of Changes page, enter comments if necessary.

oy e LG Fle anbr TTTac /———-..____________
Summary of Changes T Ry

The changes made by an employee are shown below, If any of the information is incarrect, reject the changes and the employee will be nofified 5o that they can make corrections. You can also add
camments, which will cisplay in the approval history.

Comments: =
Addresses
Enter your changes and click Save. Hote: Changes wil take effect immediately.
Home Address
fa8
Strest: b
a8
Apt/Suite:
ahed
EEE
CityTown: )
a8
Alherta
State Prov: )
Aberta
12345
Postal ZIP; 4
12345

4 At the bottom of the page, click Approve or Reject.

Note: For more information, click ? (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 pending or
completed approval history records, and you can export and purge records to keep your
system running efficiently.

Viewing All Pending or Completed Events

Pending events include single events that have a step awaiting approval, and bundled
events that have one or more steps awaiting approval.

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

To view all pending or completed events, do the following:
1 Point to Home and select Manage Approval History.

2 In the Status field, choose whether to view pending or completed events.

Support | Company Dircctory | Log O

Welcome, W BhanuFMFX8
@ I” Edit page content More Information... Eaarch Company Directory
N EIELTTEE (TR A Home - | Workflow Setup « | Security Access v | Configuration = | Reports »

Manage Approval History

?

This page allowes you to export approval history to @ o3y file or purge approval history for completed everds, Enter search criteria to fiter the events. Click Advanced Searchto enter adcitional
criteria. To wiew status of submitted jobs, click Submitted Jobs Monitor

The default selection is ———— |}, satue: [Ferams = Employee Hame:  EnterSelect Name - 'MD“::]':S Search
Pending. WorksheetIl:  Enterseizct D s
Date Submitted: ! from; | 5] 1o [75] Event Hame: - | Y B cer |

I” EventHame < Employee Hame/WorksheetlD < Originator Hame < DateSubmitted < LastActionDate = HfectiveDate < View History Status <

Export Export All Purge Purge All

2009 Automatic Data Processing Privacy | Legal

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 the Employee Name,
Worksheet ID, or Event Name fields, or click Advanced Search for more options.
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.

Suppart | Company Directory | Log Off

Welcome, W BhanuFMFX8
m I Edit page content More Information... Eemh Company Direclory
LG EREHTE TR Home | Workflow Setup ~ | Security Access ~ | Configuration | Reports ~

Manage Anernval History T

This page allows you to export apgroval history to a v file or purge approval history for completed events. Enter search criteria ta fiter the everts. Click Advanced Search to enter additional
criteria. To view Status of submitted jobs, click Submited Joks Mentor

b Status: [Pending Employee Hame:  Enter/Select Name - Submitted Jobs Basic Search
Monitor
WorksheetD:  Enter/Select D =
Date Submitted: b prom; [B152005  5|b 10 fE01E008 5| Event Hame: -
Last Action Date: From: =] Te: [T5| originator Name: Erter/Selsct Name -
Effective Date:  From: == To: = @ rind | B clear |
8 Found Rows per Page : |50 =
Hamer igi Date Last Action Effective .
-y S
[~ Event Hame Im @ [ @ - @ o @ b @ View History Status =
[~ Empioyee Event - Address W PrashanthFIFXS i PrashanthFMFXE  O7J08/2008 11:3249 0782008 11:32:51 o e In Progress
I~ Employes Event - Address 4 Dt fodiiFMFXE WDaffodFMFXS /30,2008 14:36:06 070N 12008 14:36:07 o e In Frogress
[~ Employes Event - Direct Depost v RaviFMFX8 VW RaVIFMFXE OF0BI2008 O7:41:37 07 MBI2008 07:41:38 o view In Progress
' E’m:";: Event - EMergency b fodiFMFXS W DaffodiFFXE 072202008 16:55:00 072202000 16:55:04 @ view | nProgess
[ Employee Bvent - EMSrgency oo opairErs WSeahollyFMFHE 072202008 164034 072302000 01:01:03 o view In Progress
Contacts J
I~ Employes Event - Skils VW DattodiFMFXE WDETONFMFXS  O7/220200917:13:29  07/22/2008 17:13:31 o view In Progress
[ LorhEyent-Job and Salar Miutiple W LotusFMFXS 072062008 14:5017 072002000 14:5514 Multiple In Progress
Change
'l E‘fﬁ”:s:em"mb GO ST Wi SealavenderFMFXE W LotusFMFXS O7MOBR00G 11:25:45 OPAOEER000 11:34:35 0O/20/2009 @ view | nProgess
Export @ Exportan | Purge Purge All
2009 Automatic Data Frocessing Privacy | Legal

Note: If you search for pending events and one event in a bundle meets another
search criterion, the entire bundle is displayed. If you search for completed events,
an entire bundle must be completed before it is displayed. If an entire bundle is
completed and one event in it meets another search criterion, all events in that bundle
are displayed.

To see the progress that an event has made along its approval path, click View next
to the event.

Note: For multiple (bundled) events, click the event name, then click View next to
each individual event in the bundle.

Exporting Approval History

You can export pending or completed approval history to a zipped .cvs 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
2
3

Point to Home and select Manage Approval History.
In the Status field, choose whether to view pending or completed events.

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 the Employee Name,
Worksheet ID, or Event Name fields, or click Advanced Search for more options.
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.

£3?

Manage Anernval History

Welcome, W BhanuFMFX8
I Edit page content More Information...

LG EREHTE TR Home | Workflow Setup ~ | Security Access ~ | Configuration | Reports ~

Suppart | Company Directory | Log Off

[Esarch Campany Dirsotory

b Status: |Pending ¥

Date Submitted: » prom: [15/15/2003

Last Action Date: From:

Effective Date:  From:

8 Found
[~ Event Hame =

I~ Employee Event - Address
I~ Employee Event - Address

I~ Emplayee Event - Direct Deposit

[ Employes Event - Emergency
Contacts

[~ Employes Event - Emergency
Contacts

™ Employes Event - Skils

[ {aforkEvent-Job and Salar
Change
WarKEvent-Jok ant Salary
Change

Export

2009 Automatic Data Processing

This page allows you to export apgroval history to a v file or purge approval history for completed events. Enter search criteria ta fiter the everts. Click Advanced Search to enter additional
criteria. To view Status of submitted jobs, click Submited Joks Mentor

Employee Hame:  ErteriSsizct Mame -
WorksheetID;  EnteriSelect ID =
5]) 10: 12008 [7=] Event Hame: -
o] Ter [=] originator Name:  Enter/Select Hame -
=] To: iz
Rows per Page © |50 @
Hame/ igi Date Last Action
n = Hame < Submitted < Date =
W4 PrashanthFMFXE W PrashanthFMPXE  07M08/2008 11:3249  0708/2009 11:3251

i DaffodiFMFXE
Wi RaviFMFXE

Wi DaffodiFWFXE
Wi SeahollyFWERE
i DattodiFMFXE

Mutiple

Wi SealavenderFhiFKE

@ Exportan

VW DaffodiF MFXE
W RaviIFWFXE

W DafiodiF MFXE
W SeahollyFMFHE
VW DattodiFMFXE
W LotusFIFXE

W LatusFIFXE

Purge

0712012009 14:50:17

07062009 11:25:45

0B/30/2008 14:36:06 070172008 14:36:07
07/08/2009 07:41:37  07/08/2009 07:41:38
072202009 16:55:00 071220200 1 6:55:04
072202009 16:1 834 0712302008 01:01:03

072202009 17:13:29  07/22/2008 17:13:31

Purge All

Privacy | Legal

Effective
Date =

07,20i2008 14:55:14 Multiple

07062000 11:34:36 09/20/2009

Submitted Jobs

Monitar Basic Search

@ rina B crear

~ View History Status =

W view In Progress
. iew | InProgress
. iew | InProgress
- View In Progress
- iew In Pragress
W view In Progress

In Progress
. iew In Progress

5 Do one of the following:

e 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. (The Export button is enabled when
you click to select a specific event name.)
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Result: The Submitted Jobs Monitor page is displayed. 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.

—cerESU ator ~ | HOre Yo /ﬁs'/— e
— -,_,_7_77_4_1_3/

Manage Approval History

Wiew status of submitted Jobs. Posttion your cursor on Creation Date to view search criteria for the job. Click Download to copy the exported recortis to your local
system. If ajob has a Processing status, the status is automaticaly upciated oncs the job completes:

Records

[~ Creation date JobProcess  SubmittedBy  Status .
Total Completed  Failed
This example showsa — | [ 09A12008 11:44:43  Export Al WBRANUFMFXS  Completed @ oovemicad 8 3 o
recently Completed export [T 0080009082018 Purge Selected  WRahimFMFXS  Completed 1 1 0
iOb [T 0908200308010 ExportSelected WRahIMFMFME  Completed @l vownioad 2 2 0
[ 0300003135013 ReroutsEvent  WBhanuFMFX8  Completed i 1 ]
[ 03020009081132 Expart Al WRahinFMFKE  Completest @l ownioad | 2 2 0

@ petete | (@ Back |

2009 Autamatic Data Processing Privacy | Legal

6 Wait for the status of your export job to change from processing to completed, then
click Download next to the job.

7 Select a filename and destination, and click Save. A zipped .csv file is generated in
the specified location. You are returned to the Submitted Jobs Monitor page.

Note: You can manually remove an event from your export file that is part of a bundle
and does not meet your specific search criteria.

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

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 the Employee Name,
Worksheet ID, or Event Name fields, or click Advanced Search for more options.
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.

Welcome, W BhanuFMFX8 Support | Company Directory | Log Off
I Edit page content More Information... [Fearch Compary Directory |
Home ~ | workflow Setup ~ | Security Accass = | Configuration + | Reports +

Manage Abp story ks

This page allows youto xport spproval history to & .csv file or purge spproval history for complsted events. Enter search oriteria to fiter the svents. Click Advanced Search to srer

aciitional Criteria. To view status of submitted job, click Submitted Jobs Monitor.

b Status: |Complete > Employee Hame: Enter/Seiect Name - Mun:l‘::s Search

Worksheet ID:  ErterfSeieot 0 =

Date Subrmitted: prom; PETTZ008 &b 1o, JEASEI08 | 5] Event Hame: - - & cear
20 Found Rows per Page : [50 =]
T R N e e e ————
™ Employes Evert - Address W UsharhFxe pTv— 08/D2008 021242 DBIOEI2003 03:11:48 @ view | Remces
™ Employes Evert - Address W UsharhFie f——— 07612008 05.47:53 0712112008 0108132 @ view | Reeces
I Employes Evert - Address  # UshaFMFxE A UshaFMEsE 061252008 05.04:05 O7AE2009 042215 @ view | Reicien
™ Emploves Evert - Address W/ UshaPhFxe AiUshaPWES 084112008 05.44.03 66252008 03.10:17 @ view | Reected
[ Employee Evert - Address W SanthoshENFXE ASaNROSKFVEXS  D7H52008 054513 0782008 054515 & e ) comonts
I Employee Event - Address W UshaFMFXE [——— 051472009 043320 0414720090435 15 @ view | Reeced
I Employes Event - Address ¥ inthiyazF S Iy MPG  OANSR009 042108 CRID2008 0422 58 @ view | Reeces
] ——w— ———— o ——— g e Y @ view | Recied
[ Employee Evert - Address  / SasikarthFMEXS Al SasikerthFMFXS 071252008 23.01.00 OBIDB008 531235 @ Ve | Reected
I Emplovee Evert - Address ¥ inthiyazehFXS iz 03082009 042128 8820080422 44 @ view | compete
[ Employee Event - Address W SaskarthFMEXS A SasiarthFMEXS 07252009 230125 O7/26/2009 23 08'55 @ view ) Rekected
I Employes Evert - address W Usnarmixe WisharkFxs  0oB2009 0113880 009512009 834140 @ viow ) Recies
[~ Employes Event - Address W UshaPMF38 P UshaPMF3E 05/05/2008 0311116 GHOB2009 0312:08 @ view | FReiected
I Emploves Evert - Address W/ UshaPhFxS AiUshaPWExS 071582008 073811 67408/2008 07.97.68 @ e | Reected
e e UL, ¥ Sor BEMEXS (302008 172005 0602009172005 & ) ot
() L = e " Se: W WFHE O7/01/2008 14:07:01 07H6/200813:38:15 @ view | Concelled
I EmHoy e B ROy e O P .
I MBS Bt SIS ey ) vy e
[ WorkEvert-Employment SISy erseyily e P LotusFMFXS 07122/2009 11:45:20 050612008 03-12:31 0971 2/2008 @ view | Fecaled
[ porkeert-Employment SIS oy Gicriyro W LotusFMFS 07121/2009 14:32:56 0712112009 16:50:4905/16/2003 @ view | compiete
I PS8 05 S ey imstexe  oreremmeistas ormeomnisseosmroms QN View ) Comts
I vt s Sy ] T e g e
[ porkeertolok anet Sakary ooy W LotusFMEXE 0513012009 17:25:45 0E/3012009 17:26:51 05/1 62008 @ view | cCompite
[ SErkBveriolob Snd Salry gy igle Wi LotusFMFXE 06/30/2009 17:24:15  06/30,/2009 17:24:2509M 5/2009 Complete
[ orkEvert-iop and Sslary W ASHSHFMPXE  O7/25/2008 23:0541 O7/25/2008 23:05:31 Multiple Complete
e L T W ) e
I VSIS S S gy e Y ASHEFXS  0REIZ008 042510 RDGE00R 0438 4507 G008 & e ) rosca
[ IOIKEVert-Job SN SSISMY x| jncevee WLotusFMEXS 070772008 18:11:38 07A7/2008 1817200877208 @ view | recaled
I Wb S ST e O = T
R L T —, ECIETEE WD e | (R R

Export @ Eortan ) Purae @ Puroe
2009 Automatic Data Processing Privacy | Legal

5 Do one of the following:

e To purge all history, click Purge All.

e 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. (The Purge button is enabled when
you click to select a specific event name.)

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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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 more than 30 days old are automatically deleted.

1 Point to Home and select Manage Approval History.

2 Click Submitted Jobs Monitor.
@ Welcome, W BhanuFMFX8 Support | Company Directory | Log Off

- I” Edit page content More Information... Eaarch Company Directory
N EIELTTEE (TR A Home - | Workflow Setup « | Security Access v | Configuration = | Reports »

Manage Approval History I3

This page allowes you to export approval history to @ o3y file or purge approval history for completed everds, Enter search criteria to fiter the events. Click Advanced Searchto enter adcitional
criteria. To wiew status of submitted jobs, click Submitted Jobs Monitor

} Status: |Pending ¥ Employee Hame:  Enter/Select Mame - MD“::]‘:S Search
Worksheet ID: ErteriSelect ID -
Date Submitted: ! from; | 5] 1o [75] Event Hame: - B frina | B cer |

I” EventHame < Employee Hame/WorksheetlD < Originator Hame < DateSubmitted < LastActionDate = Effective Date| < View History Status <

Export Export All Purge Purge All

The Submitted Jobs
Monitor link

2009 Automatic Data Processing Privacy | Legal

3 To delete completed jobs, click to select the check box next to the job you want to
delete.

Wiew status of submitted jobs. Posttion your cursor on Creation Date to view search criteria for the job. Click Doverload to copy the exported records to your local

system. If & job has & Processing status, the status is automatically updated once the job completes.

Records

[~ Creation date Job Process  Submitted By Status
Total Completed Failed

[T 090202009 08:19:32  Export Al W RahimPMFXE Completed - Download 2 2 0
[C 08IER00315.1045 Expor Selected W OrchicFMFXE Completed - Download 4 4 0
[T 0800009150357  Export All W OrchicFMFX8  Completed . Download 9 4 0

W vcete | Beck

2003 Automatic Data Processing Privacy | Legal

4 Click Delete. You are returned to the updated Submitted Jobs Monitor page.
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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.

Note: All approval steps in a bundle must be completed before an update is made to the
Payroll module.

1 Point to Home and select Manage Active Workflow.

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

Welcome, W BhanuFMFX3 Support | Company Directory | Log 0ff
@ I Edit page content More Information... Eearch Company Directory
E RGO Home « | Worklow Setup + | Security Access | Configuration « | Repotts =
Manage Active Workflow ?
| n d iV | d u a| iS se |ected b This page enables you to reroute the currert step within s workflow path thet is pending spproval, or to cancel an event, without updating the system of record. Enter search criteria to
y fiter the everts. Click Advanced Search to enter addtional search criteria. To view status of submited jobs, click Submitted Jobis Monitor.
defau It » ig) To: i v Enter/3elect Mams v Employee Hame; Erter/Select Name - % Advanced Search
Work Group: v Worksheet ID:  EnteriSelect D -
Date Submitted: rom; = D5 Benthame: | [-] # § cor
i e . Employee Hame/ Worksheet Originator : -, Last Action Effective .
[” Assigned To = Event Mame = D % Hame % Date Submitted = |, % Date % Action
Reroute Cancel Event
2009 Automatic Data Processing Privacy | Legal
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3

The Reroute button is enabled
when you click to select the
step(s).

To Find Then Select

An individual approver Individual in the Assigned To field. In the
Individual field, enter at least 3 characters
of the approver’s name, and then click the
down arrow to find the individual in the list.
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, enter the name of
the work group, or 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 the Employee Name,
Worksheet ID, or Event Name fields, or click Advanced Search for more options.
For more information, click * (Help) in the top-right corner of the page.

Click Find. The results matching your search criteria are displayed.

@? Welcome, W BhanuFMFX8 Support | Company Directory | Log Off

- I” Edit page content More Information... Egamh Company Directory
ITEIG TS G Gl Home « | Workflows Setup + | Security Access + | Configuration + | Reports «

Manage Active Workflow ?

This: page enables youto reroute the current step within & workfiow path that is pending appraval,or to cancel an svent, without upcating the system of record. Enter ssarch crieria to fiter the everts
Click Advanced Ssarchto enter adlionsl ssarch criteria. To view status of submited joss, click Submited Jobs Moniter
) Assigned To:  Individual: € Enter/Sslect Name +  Employee Hame:ErleriSelect Name - % Advanced Search

Work Group: (% - Worksheet ID:  ErteriSelect I -

Date Submitted: me:FBmtzDUB =] To: ﬁBMSﬂDOB [75]  Event Hame: hd @ rind B e

8 Found Rows per Page; |50 ¥
Assigned Employee Hame/Worksheet  Originator Date Last Action Effective
A .

To & [ n = Hame < Submitted £ Date 2 Date [
I s w one for i Employes Event - Address  PrasharthFHFXS WPrasharthFIFXS  07/0B2003 113243 OF/DG2008 11:32.51 angress
[~ 5w one for wi Employes Event - Address # DafodiFMFXS WDaffodlFMFXE  06/3012000 14:36:05  07/01/2009 14:38.07 L"mmss
™ =d wo one for wi Employes Event - Direct Depostt v RaviFMFXE W RaviFMFXE 07/05/2009 07:41:37  07/06/2008 O7:41:36 ‘Pr:'ugress
I~ sd wg one for wi E"D’fﬁ'?;: (B - EREgEE W SeahollyFMFXE WiSesholyFMFXS  O7/2200091619:34 0772372008 D1:01:03 ‘:mgr&ss
I scwg one for w CTPOYEE Bvent - EMEGEncy b ieveve WDatfodlFMFXS 077222009 16:55:00 072202008 1 6:56.04 n

Contacts Progress

I sd wa one for wf Employes Event - Skils  DaffodIFMFXS WDaffodlFMFXS  07/2202008171328 072202008 171331 ‘p"mmss
™ sd w one for wi WiatkEvert-Job and Salary Change v SwordiFMFRE W LotusFMFRE 07/20/2000 14:50:24  07/20/2009 14:50:26 084 6/2009 ‘Pnrugvess
[~ 5d w one for wf WorkEvert-Job and Salary Change W SealavenderFHFXE WLotusFHFXE 070B2003 11:26:08  07/21/2003 03:56:57 0912072008 ‘p"mg’ess

Reroute Cancel Event
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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.

Welcome, W BhanuFMFX8 Support | Company Directory | Log Off
@ ™ Edit page content More Information... Feamh Company Directory
GG TEGIG A Home « | Workflow Setup « | Security Access « | Configuration « | Reporis v

Manage Active Workflow T
Select your Reroute Option

Assigned To: Individual: {7 ErteriSelect Name
Work Group: ®

Date Submitted: From: POIEE | yo: fron 572008

Reroute Options:

Employee Hame: Enter/Select Name
Worksheet I0: Ener/Select ID

Event Hame:

€ Individual; _ EnteriSelect Name
" Work Group: -
© skip Step

. Submit | . Cancel |

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.

Tip: For more help, click z (Help) in the top-right corner of the page.

6 Click Submit. The Submitted Jobs Monitor page is displayed with your update.

Note: If you set up a global Reroute Notification e-mail and you reroute a step to an
individual or a work group, this notification is now sent to the new assignee.

ADP Workforce Now 51 Portal Administrator Guide



- Managing Approvals and Notifications

Cancelling an Event

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

Note: If an event in a bundle is cancelled, the other events in the bundle continue down

the approval path and remain in the bundle.

1 Point to Home and select Manage Active Workflow.

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

To Find

An individual approver

A specific work group

Then Select

Individual in the Assigned To field. In the
Individual field, enter at least 3 characters
of the approver’s name, and then click the
down arrow to find the individual in the list.
If you do not specify the individual, all
individuals are displayed in your results.

Work Group in the Assigned To field. In
the Work Group field, enter the name of
the work group, or 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 the Employee Name,
Worksheet ID, or Event Name fields, or click Advanced Search for more options.
For more information, click

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

LR

‘Welcome, W BhanuFMFX8

™ Eait page content More Information...

CILEIG T G Gl Home ~ | Warkflow Setup = | Security Access « | Configuration « | Repotts «

Manage Active Workilow

Support | Company Directory | Log Off

earch Company Directory

& Found
Assigned

To &
I~ =d wg one for wf
™ sd wg one for wi
I~ =t wg one far wi
I~ sd wg one for wi
™ sd wg one for wi
I~ =d wg one for wf
™ =d wg one for wi

The Cancel Event button is

[~ =d wy one for wi

¥ Asgigned To:  Individual:

Date Submitted: - From: 050112003

Work Group: (%

€ Enter/Select Name +  Employee Hame:ErleriSelect Name

- Worksheet ID;  ErterSelect ID

5] To: pait 52008 5| EventHame:

Rows per Page ; |50 ¥

Employee Hame/Worksheet  Originator

a

Event Hame D % Hame %
Employee Event - Address W PrashanthFMFXE W PrasharthFWFxE
Emploves Evert - Address W DaffodiFMFXE v DaffodiFMF X3
Employes Evert - Direct Deposit v RaviFMFXE W RaviFMFXE
Employee Event - Emergency

Cantacls W SeahollyFMFXE Wi SeahallyFWFRE
Emloyss Evert - EMEISENCY ) parogirnrie i DattodiFMFS
Contacts

Employee Event - Skills W DaffodiFMFXE W DaffodiFMF X5
VyiorkEvert-Job and Sakary Change w SwordlivFWFKE v LotusFMFRE
WinrkEvert-Job and Salary Change W SealavenderFMEXE W LotusFMERE

enabled when you click to

select the event(s). S

Cancel Event

This page enables youto reroute the current step within a workflow path that is pending approval, or to cancel an event, without updating the: system of record. Erter search creria to fiter the events:
Click Advanced Searchto erter additional search criteria. To view status of submitted jobs, click Submitted Jobs Monitor

Date
Submitted <

=7
07082003 11:32:43
0B/30/2009 14.36:08
070872009 07 41:37
07/22/2009 16:19:34
07/22/2009 16:56:00
077222009 171529

07/20/2009 14:50:24

07062009 141:26:03

Submitted J0bs 4y sncey Search

Monitor
@ rind | B clear
Last Action Effective
Z pay Action

Date — Date —

070872008 11:32:51 n
Progress

0710172009 1 4:36:07 fi
Progress

0708/2008 07:41:38 n
Progress

074232009 01:04:03 [
Progress

0742272009 16:55.04 n
Progress

07F22/7200817:13:31 |
Progress

07020/2009 14:50:26 034 62009 n
Progress

0752172008 08:56:57  08/20/2008 |
Progress

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.

Result: A confirmation message is displayed.

5 Click OK to confirm your action. The Submitted Jobs Monitor page is displayed with
your update.

Note: If you set up a Cancel Notification e-mail, this notification is now sent to the
originator of the event.
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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.

Support | Company Directory | Log Off
@ Welcome, Steven Darlinski pport | Company v | Log

I Edit page content More Information... [Search Company Directory
Portal Administrator ~ EgiC) '|WU!’KT|UW Setup v‘ Security Access « | Configuration ~ | Reports v|

Work Group Definition 7

Ta view or change & group, cick the Group Mame. If you need addtional Work groups, click Add Hew,

W agdnew |

. Work Group Hame Deseription <
CI ICk the name Of the Work o HR Administrators Human Resources Administrators
g rou p yOU Want tO Change » ——fF——  HR Managers Human Resources Managers
el Jim Raberts Marketing Director
(o] Joan ¥alsh HR Director
el hlesw Group Descriptive Name
(@] Payroll Admins Payroll Administrators

W elete |

2009 Automatic Data Processing Privacy | Legal

2 Change information as needed.

Support | Company Directo Log Off
@ Welcome, Steven Darlinski pport | Company v | Log

I Edit page content More Information... Search Company Directary
Portal Administrator ~ Jghlal:} v|Wnrkﬂanetup ~ | Secutity Access ~ | Configuration = | Repots =

Work Group Definition ks

Work Group Name: HR Managers Group Description:  [Human Resources Managsrs

Rules | Members

Select the applicabls rules for this group. The selected rules wil detertming the members belonging to this aroup

Membership Rules

o - Py £

= Rule Hame Rule ipti ~ Rule Details  ~~
UETEIITENT COURTS TU0000 ANC 0K U0 T a
e HR Manacers Human Resources Managers ek |
m| Temporary Emplovee Benefits Do not show benefits Reular or Temporary Equals t
erminated Employees Pay and Taxes Tal nly show pay statements on Pay and Taxes ta mployme: us Equals
I ieted Empl Ps d T Tah Only sh statement: P o T tab Empl et Status Equals t
I Time and Attendance Supervisor Time and Aftendance Suprervisor Time and Attendance Supervisor Eguals ¥ =
B Addrue |
. Save Group | . Delete Group | . Cancel |
1© 2009 Automatic Dats Processing Privacy | Legal

3 Click a check box to select or clear an existing rule, or click Add Rule to create a new
rule.
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To locate a member, enter
information in this area,
and then click Find.
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4 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.

Welcome, Steven Darlinski

AR

Work Group Definition

[™ Edit page content More Information...

LI RIS Home + | Workow Setup + | Security Access = | Configuration = | Reports +

Support | Company Directory | Log Off

[Search Company Directory

Work Group Name: HR Managers

Rules Members

Group Description: |Human Resources Managsrs

First Name:

Last Name:

Department:

Rows per Page: |10 *

1 Found

N
r Hame =7

cd Franklin, David 000010

This list contains members that have been derived from the rules or acdded manualy . The members that are currently active members are shown as checked. Members that have been
removed manually are shown as greyed out and unchecked. To add addttional members manually, click the "Add Members" button

P
Department 7

Job:
Location:

Wrna | @ Getan |
@ suamembers |
P P
Job <7 Location 7 Rule Hame
MANAGER 1000 LY

- Save Group

2009 Aukomatic Data Processing

. Delete Group

. Cancel |

Privacy | Legal

Note: If you see a name that appears disabled (grayed out) and unchecked, this user
meets the criteria for a membership rule assigned to the work group; however, the
user was previously removed from membership. To add this user to the group, click
to select the corresponding check box.

5 When you are done, click Save Group.
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Deleting a Work Group

You cannot delete a work group that is being used in an approval path or a proxy
assignment; you must first remove the work group from the approval path or proxy
assignment.

1 Point to Workflow Setup and select Work Group Definition.

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

Support | Company Director Log Off
@ Welzome, Steven Darlinski sz [ EE B
2 I Edit page content More Information... [Search Company Dirsctary
Portal Administrator ~ JEhI R4 I Workllow Setup « | Security Access | Configuration + I Reports ~ I
Waork Groue Definition ?
To view or change a group, click the Growp Hame. If you need additional York groups, click Add Hew
W podhew |
- pay
Work Group Hame .~ Description ™7
o HR Administrators Human Resources Administrators
(ol HR Manacers Human Resources Managers
ol Jim Roberts Marketing Director
(ol Joan Walsh HR Directar
o Mew Group Descriptive Name
(sl Payroll Admins Payroll Adminisirators
@ peete
© 2009 Automatic Data Processing Privacy | Legal

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

You can change an approval path at any time, but you cannot delete an approval path
that is associated with an event; you must first remove the approval path from the
event.

1 Point to Workflow Setup and select Approval Path Definition.
2 Click the approval path you want to change or delete.

3 Verify this is the correct path.

Support | Company Directory | Log Off
@ Welcome, Steven Darlinski 2o [ @ v | Log
/ I™ Edit page content More Information... Search Compary Dirsctory
Portal Administrator ~ Ryl leUrkﬂUW Setup + | Security Access = | Configuration v| Reporis

Approval Path Definition

This page defines an approval workflow peth. Click Save to save your changes. Click Delete to delete approval path

Approval Process Definition
Hame: Payroll Admins

Deseription: [Payrall administretor &pprovl Peth

There are unlimites steps that can be associated wih any given workflow path. To acid an addtional step, click Add Step. To delste  step from this path, click Delete

Havigation

Direction Step Action Delete Step

iorkgroup = Payrall Admins ¥ approval i Delete |
i AddStep |

[ 2 W corcer ) ] Reset W verete |

2009 Automatic Data Processing Privacy | Legal

4 Do either of the following:

* Make your changes and click Save.
« Click Delete to delete the path, and then click OK to confirm your action.
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Changing or Deleting a Business Rule

Changing a Business Rule
1 Point to Workflow Setup and select Business Rules.
2 Click the rule you want to change.

3 On the Business Rules detail page, make necessary changes. As you make
selections, corresponding fields and buttons become enabled.

Support | Compan,
@ Welcome, Steven Darlinski (oot ] @t
C I Edit page content More Information... [Search Company C;
(DS P LIS R Home ~ | Workilow Setup - | Security Access ~ | Gonfiguration ~ | Reparts ~ |
Business Rules
This page defines a business rule for workflow. Attributes available for rule logic vary based on event. Click Save o save your changes. Click Delete 10 delete the husiness rule.
Event Type Emplayes Evert - Tax Withholding
Business Hame Fedieral Exemptions =10
Business Description  [Federal Exemptions = 10 reduire HR Manager &pproval
Business Rule Definition
Action: Select action |- Add
Comparison Variable: [Select variable =l =T Add
Calculation Variable:  [Select variable =l =1 [select varisble = [= T Add C!
@ ) o)
~ (New Federal Additional Withholding > 10) =
Business Rule Undo @ crear
o s | W concer @ Reset @l reete
200% Automatic Data Processing Privacy | Legal

4 When you are done, click Save.

5 Test the business rule by adding it to an approval path and conducting the associated
event.

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.

2 Click the rule you want to delete.
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3 Verify that this is the correct rule.

Welcome, Steven Darlinski

£3?

™ Edit page content More Information...

[N SE TR Home ~ | Workiow Setup ~ | Security Access + | Configuration - | Reports +

Support | Compar
[Search Company E

Business Rules

Event Type Employes Event - Tax Withholding

Business Name: Feeral Exemptions = 10

Business Rule Definition

Action: Select action [

Business Description _[Feaerel Exemptions > 10 vequire AR Meneger Approvel

Comparison Variable:  [Select variable

= =

Caloulation Yariable:  [Select variable

This page defines a business rule for workflow. Attributes available for rule logic vary based on event. Click Save to save your changes. Click Delete fo delete the business rule

| [=] [Select varibia
ao_) ok )

Business Rule

~ ( New Federal Additional Withholding > 10 ) =

Undo

[ EZ @ cereer | @ Reset

J W peete |

2009 Automatic Data Processing

Privacy | Legal

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

. Clear |
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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.

Note: 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

Quick search field

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.

Welcome, Carl Harper
/-l)!?) i otant L
r-4 -

Support | Company Directory | Log Off

[Search Company Dirsctory

L Rl ~orme ~ | worknow Setup ~ | Security Access v| Configuration v| Reports -‘

Welcome &

Who wWe Are

in sharehalder value throuah ever improving
financial results, world class service, and being
an Employer of Choice. We will achieve these
objectives by having a total cormmitment to the
highest ethical standards, by treating everyone
with honesty, fairness and respect, an
eonducting our business with the highest level

ur company's objectives are sustained growth

News and Announcements &

Company Named Best
Employer!

For the third year in s row, we've
been named one of the best
companies to work for in the
country. Join the celebration in the
36th floor conference room on
Tuesday at 3PM.

Messaye Center ata Glance & rd

Click the following link(s) to access s
messages and information pertiner to
you

© __Heain

Activities to completerTy

of integrity. Wwie beliewe in open, infarmal £pprovals and Motifiestions
communications, hard work, and prudent

financial manzgement. These are our core Events rl

values, the foundation on which our business
culture is based. Our mission is to add value to
aur clients by making available a broad range

€N weather
(S Yellow Pages

Blood Drive

of mission-eritical, cast-effective computerized There will be a bload drive all day Spotlight 2 @ maps
transaction processing and information on wednesday sutside the
services to selected on a global basis. cafeteria. Get @ gift for donating| ——
Trends
Celebrate Promotions Employee of th; Month h \’;—4
Congratulations to all emplovees foberta corney has
who were promated this session! ( Mone:
Join us in the 3rd floor conference Employes of the @ _oney |
room for a celebration on Friday at Month, This is her
3PM, second tirme @ —
receiving this &g e

honor. Roberta has
successfully led
many key projects
for the argsnization. Her your
heels in and get it done” attitude
has kept her projects on track,
and her supportive managsment

@ _searcn

style has ensured that her team is
able to follaw her example

Features &

1 2009 Aukomatic Daka Processing Privacy | Legal

2 If more than one contact meets your search criteria, a list will display.
Welcome, Steven Darlinski

Support | Company Directory | Log Off
@ I Edit page content More Informati

[Search Compary Dirsctary
Portal Administrator ~ Jghlnl-Re4 | Workflow Setup - | Security Access - | Configuration v| Reports v‘

Cumeanx Directory T

Click the employes name for more information

Hame Department
Practitioner Jane

Lacation Phone
00000000
00000000

E-mail Address

Click the contact name you
want.

Practitioner John

. Find Again |

Previous 1 Next

© 2009 Automatic Data Pracessing 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.

Welcome, Steven Darlinski Support | Company Directory | Log Off
@ I”" Edit page content More Information... Search Company Directory
Portal Administrator = DALY | Warldow Setup = | Security Actess | Configuration = | Repotts =
Company Directory ?
Erter information in &t least one Field. Ertering part of name is allowed
First Hame:
Last Hame:
Preferred Hame:
Department:
Location:
Results per Page: 20 -
- Submit |
2009 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 70.)

Adding a Contact to Your Directory
1 Point to Configuration and select Company Directory.

2 Click Add Employees.

Support | Company Directo Log Off
@ Welcome, Steven Darlinski T | ST v | Log
2 I Edit page content More Information... [Search Company Directory
EIRG TR G Home ~ | Workflow Setup | Security Access ~ | Configuration - | Reports =

CumEanx Directum Admin

Add Employess
Edit Emplovees

Import Directory File (Must be in CS4 Format) Yiew Sample C3Y File

E:port Directory Fils (Export file is in CSY format]

2009 Automatic Data Processing Privacy | Legal
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3 Enter the appropriate information.

Support | Company Directory | Log Off

[Seareh Campany Directory

@ Welcome, Steven Darlinski
. I Edit page content More Information...
Portal Administrator ~ ANSuEE] | Workflow Setup + | Security Access = | Configuration = | Reports =

CnmEan¥ Diremnm Admin

Add Employee
The informition you erter for this employes will tisplay in Employes Directory
Persanal Information

Show in Directory Cves T

First Hame: |
Last Hame: l—
Preferred First Hame: |
Job Title: li
Department: |
Reports To: li

Contact Information

Phone: l—
E-mail address: |
Cell Phone: li
Pager: |
Fax: li
Main Phone: |
Admin Hame: |7
Admin Phone: |

Location Information

Street: |
Street 2: li
Citys |
State [ Provinee: |7
Postal / ZIP: |
Country: |
office Cube # |
Location:

W ) W ) @)

2009 fukomatic Dats Processing

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

Editing a Contact in Your Directory

You can update information for a contact who was added individually or in a .csv file.
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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 & Bene-
fits module or the Payroll module so that changes are applied appropriately.

1 Point to Configuration and select Company Directory.

2 Click Edit Employees.

Support | Company Directo Log Off
@ Weltome, Steven Darlinski L [ € v | Log
I Edit page content More Information... [Search Company Directory

Portal Administrator » EElinf:) v} Wiorkflow Setup 'i Security Access « | Configuration -| Reports v}

Cnmnanx DirennﬂAdmin

Add Employess
Edit Employees

Import Directory File (Must be in CSY Format) iew Sample CSY File

Export Directory File (Export file is in CSY format)

2009 Automatic Data Processing Privacy | Legal

3 Locate the contact by entering information in one or more fields and clicking Submit.

@ Welcome, Steven Darlinski Support | Company Directory | Log Off

I™ Edit page content More Information... Search Company Directory

Portal Administrator = Jghigl:] viWnrkﬂnw Setup v] Security Access vl Configuration v‘ Reparts v]

Company Directory Admin

Erter information in &t least one Field . Entering part of name is alowed

First Hame: l—
Last Hame: [patns |
Preferred Hame: l—
Department: l—
Location: [
Results per Page: IEI

- Submit | - Cancel J:

© 2009 Automatic Data Pracessing Privacy | Legal
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4 In the Show in Directory column, click Edit.

Support | Company Directo Log Off
@ Welcome, Steven Darlinski pport | G v | Log
. [ Edit page content More Information... [Search Company Dirsctory
Portal Administrator ~ EIyERRS | Workflow Setup v| Security Access « | Configuration - | Reports. v‘
CnmEan¥ DirenumAdmin
Select the Employes Name or Click edit to update an employee information
I Hame Department Location Phone E-mail Address Show in Directory
r Darlinski Steven 739524171 sdarinski@geneva.com ] Exit
. Delete | . Search | . Add Employee |
Previous 1 Next
@ 2009 Automatic Data Processing Privacy | Legal

5 Make your changes.

Support | Company Directory | Log Off
m Welcome, Steven Darlinski pport | Company v | Log
2 I Edit page content  More Information... [Search Company Directory

e Ll Home ~ | workiow Setup ~ | Securiy Access ~ [ Confguration ~ | Reports +

CumEanx DiremumAdmin

Steven Darlinski
The information you erter for this employes wil display in Employes Directory
Personal Information

Show in Directory @ ves  Cho

First Hame: [steven
Last Hame: W
Preferred First Hame: |
Job Title: |
Department: l—
Reports To: |

Contact Information

Phone: [orasszarrr eet:foon
E-mail address: [sdarinsti@geneva com
Cell Phane: |
Pager: | e[
Fax: |
Main Phane: |
Admin Hame: |
Admin Phone: |

Location Information

Street: |
Street 2: |
City: |
State | Province: |
Postal | ZIP: |
Country: |
office Cube # |
Location: |

o) W) @

2009 Automatic Daks Processing Privacy | Legal

6 When you are done, click Save, and then click OK.
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Note: Changes that you make in your company directory will not display in either your
HR & Benefits module or your Payroll module.

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.

Support | Company Directory | Log Off
@? Welcome, Steven Darlinski pport | Company v | Log

I Edit page content More Information... [search Company Directary
ELERTTIEE DR Home ~ | Workflow Setup + | Security Access - | Configuration + | Reparts

CumEan¥ DirenuEAdmin

Add Employees
Edit Employvees

Impart Directary File (Must be in C3Y Format).  ¥igw Sample C5Y File

E:cport Directary File (Export fils is in C5V format)

2009 Automatic Data Processing Privacy | Legal

3 Locate the contact by entering information in one or more fields and clicking Submit.

Welcome, Steven Darlinski Support | Company Directory | Log Off
@ I Edit page content More Information... Search Company Dectory

Paortal Administrator = Eeligl: v'Wnrkﬂanetup ~ | Becurity Access = | Configuration « | Reports |

Company Directory Admin

Entter informeation in &t least one Fiskd, Entering part of name iz alowed

First Name: [
Last Hame: W
Preferred Hame: l—
Department: l—
Laocation: l—
Results per Page: IE

. Submit | . Cancel |

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.

Support | Company Directory | Log Off
@?) Welcome, Steven Darfinski ) @y wiie
. [ Edit page content More Information.. [Search Company Directory
Portal Administrator ~ JITiERRS | Workflow Setup + | Security Access « | Configuration - | Reports v‘
Company Directory Admin
Select the Employee Name or Click edit to update an employee information
r Hame Department Lacation Phone: E-mail Address: Show in Directory
v Darlinski,Steven 9739524171 gdarlinskifigeneva.com s Edlit
. Delete | search | Add Emplayes |
Previous 1 Next
@ 2009 Automatic Data Processing Privacy | Legal

5 Click Delete, and then click OK to confirm your action.
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Working with .CSV Files

Importing a Directory File

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 in your directory or replace them.

Before you begin, you will need to create the .csv file that contains your contact

information and save it 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. Then click View Sample CSV File.

1 Point to Configuration and select Company Directory.

2 Click Import Directory File.

@ Welcome, Steven Darlinski
. [ Edit page content More Information..
CILEIRG TR IE G Home ~ | Workflow Setup ~ | Security Access = | Configuration = | Reparts

CnmEan¥ DirenumAdmin

Support | Company Directory | Log OFf

[<earch Campany Directary

Add Emplovees
Edit Employvees

Impart Directary File (Must be in C3Y Format).  ¥igw Sample CSY File

Export Directory File (Export file i in CSV formeat)

@ 2009 Automatic Dats Processing Privacy | Legal
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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.

@ Welcome, Steven Darlinski

™ Edit page content More Information...

Support | Company Directory | Lag Off
[earch Company Directory

Portal Administrator ~ JIyERRS | Workflow Setup = | Security Access « | Configuration - | Reports v‘

CnmEan¥ DirenumAdmin

Import Directory File
To uplead your company directory the file must be m C3Y Format

Tmport Options:
& Addto existing file
€ Replace emsting file

Directory File: Browse..

| EZRE =D

@ 2009 Automatic Dats Pracessing 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.
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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.

Support | Company Directory | Log Off

@ Welcome, Steven Darlinski
? [ Edit page content More Information... [Search Campany Directory
Portal Administrator = EEhlil:] v} Workflow Setup v! Security Access = | Configuration v| Reports v}

CumEan! DiremuﬁAdmin

Add Employees
Eclit Emplnyess

Import Directory File (Must be in CSY Format) Wiewy Sample CSY File

Export Directary File (Export file is in CSY format)

@ 2009 Automatic Dats Processing Privacy | Legal

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 x|

Do you want to open or save this file?

@ j Mame:  expart s
IH Type: Microzoft Excel Waorksheet, 15.3 KB

From: commonag-paortal-fit. adp.com

Open Save Cancel

harrn your computer. |f you do not trust the source, do not open ar

@ “wrhile files from the Intermet can be useful, some filez can potentially
sawe 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.

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:

* 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.

* Sending them an e-mail to let them know about the new policy.

This chapter covers the tasks involved in setting up a company policy and rolling it out
to employees.

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.

The Process

company p| company p——— .
palicy policy event company policy
by e-mail
Create the Add the
event content

ADP Workforce Now 73 Portal Administrator Guide



- Managing Company Policies

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 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.

3P

wielcome, Carl Harper
I Edit page content More Information...

e R L L Il Horme - | wwarkfow Setup ~ | Security Access ~ | connguration ~ | Repons ~ |

Resources

o

Manage Policies link

Manage P

+ = Lunch Policy
= Vacation Policy *

2009 Autematic Data Processing

=z

T

S with ant * ). Policies with =

Quick Links rd

Adding Content - Add links for
benefit and compensation
information. Samples are listed

Add links for benefit and compensation
information. Samples are listed below.
To add content, selectthe Custamize
tai

My 401K

My Benefits

My Career

My Expenses

My Hours

My Pay Statement

My Personal Info

On Line Tools rd

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 smployees. To add
content, select the Gustomize tab,

State Tax Forms

Retirement Planner

Payroll Calculator

Privacy | Legal

Benefits Forms. F

Support | Company Directory | Log Off

e e = —

ms employees in you,
pently use. Samples
ntent, select the Customize

Benefits enrollment form

Career Forms e

Forms to Come Soon

Community Forms e

The next
10. 1f you are intel
please follaw the

Lunch and Learn Sian-Up Form

Payroll Forms 2

Direct Deposit form

Time Off Forms &

Request for Time off

Portal Administrator Guide

74

ADP Workforce Now



Managing Company Policies

3 Click Add New Policy.

TN T TS T o
[T o= - | workiow Setup_~ | Sscurity Access < | Confguration = | Reparts ~ \

Resources s Quick Links e

Resources Adding Content - Add links for
This page includes policies, benefit and compensation
’ 2 enable vou to access vour information. Samples are listed
s emplayes and benefit b )
information. Add links for benefit and compensation
& information. Samples are listed helow.
To add content, select the Gustormize
tab.
My 401K

My Benefits
My Career

i >
CumEanx Pullg ? My Expenses
. v
Manage Policies My Hours
My Pay Statement
Click Add Hews Palicy ta add = policy, or click o Policy Name ta edit a policy . Ta delete & palicy, seisct the My Personal Info
checkio:: next to the poiicy you wish to delete and click Delete. My Bersonal Info
Click here. @ A New Poiicy )
N Descripuon =+ QQnlineTools 7
Policy Name & Version * - Creation Date ~
Company Lunch Adding Content - Add links for
[ Lunch Palic 1 Palicy 10/01/2009 additional tools that may be
e helpful to your employees.
& || coretimems a Lormpansy EOEmEETD dd links for additional tools that may be
wacation Policy
vacation polic helpful to your employees. To add
pelicy cantent, select the Customize tab.
@ ceete ) @ cone ) State Tax Forms

Retirement Planner
Payroll Calculator

2005 Autematic Data Processing Privacy | Legal

4 In the Policy Name field, enter the name of the policy. You can include letters,
numbers, and special characters.

Company Policy s

In this example, a cell phone

policy is added. Add Policy

Erter infarmation in each field below. Fields with a # are required fields.

Policy Hame: » ICeH Phone Use Palicy
Version: 3 |V1 u]

Description:

Paolicy Content:» " Hyperlink |

@ Docurment |ce|\7phnneiuseipnlicy doc . Select File :I

¥  Acknowledgement Required

¥ | agree that my company (not ADP) is respansible far any palicies that are uploaded to this
ADP application and that ADP does not review, approve or have any liability whatsoever to
ry company or any third party with respect to such policies.

. Save :I . Cancel :I

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.
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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.

Document Click Select File, then click Browvse to find

the file. Click Upload. Acceptable file
formats are .doc, .docx, .pdf, .htm, and
.html.

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. You are returned to the updated Manage Policies page, where you can
sort and view all company policies that have been set up for your company.

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 77.)

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 Event Configuration.

2 Click Add New Event.

Welcome, Carl Harper Bl [ Emniy ety [ Lo @5
@ I Edit page content More Information... [Eearch compary Directory |
GENEEETS IO Home ~ | Workflow Setup ~ | Security Access ~ | Configuration + | Reports ~

Cnnﬁaurahle Events 7

Event List

This page displays details for defined configurable events. Select Curent to view new, pending, or active events. Select Histary 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 view employee cormpletion details for active and expired events, click Yiew Reports. To
delete a new or pending event, click Delete

View: | Current ¥ Add Hew Event

T Prompt at Stan Date
ype ¥ Login?

Lunch Policy Company Active | No 10/11/2009 _—
Paolicy Wiew Report

General Company Polices ConiEeny Active | Yes 1052009 in@ieops | oond Motification |
Paolicy Miew Report

rear end policies Sg:’i"‘:’;a"y Mew Yes 10/A6/2009 | 10/08/2008  Delete

Year end policies ConiEeny Mew Mo 10/06/2009 Delete
Paolicy

2009 Automatic Data Processing Privacy | Legal
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3

In this example, an

In the Type field, select Company Policy.

O GG G Home « | Workflow Setup | Security Access | Configuration - | Reports +

Configurable Events

Support | Company Directory | Log Off

‘Search Company Directory

Welcome, Carl Harper
™ Edit page content More Information...

Event Configuration

To defing & new event, 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 event configuration

event is created for

b | Company Palicy 2

3 |Ce|\ Phone Policy Event

Type: Security Groups:

e Available
Groups

Selected
Groups

Name:

a cell phone policy.

admin
practitioner

Description:

E
E

Start
Date:

»fomems [

¥ Prompt at Login

e =

@ createEvent |

@ concet |

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. For example, if you select “Prompt
at Login,” then this is the date employees will begin seeing the prompt.

Important: If you enter the current date and finish the steps to complete the event,
employees will receive the event immediately. After this happens, you cannot make
any changes to the event except for the end date and the decision to show a prompt
when employees log on to ADP Workforce Now. 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: Once an end date is reached, employees can no longer complete the
event. They can still read or acknowledge the policy that was included in the event in
the Company Policy area of the Resources page, but this acknowledgement will not
be recorded in the report for the event.

In the Security Groups area, choose the employee security groups who should read
the policy. 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.
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Tip: Click[>* | if you want to distribute the policy to all employees. For more informa-
tion about 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. When
employees log on, they can choose to read the policy 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 of 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. The number of policies
that you include in an event is up to you. However, you may want to include only one
policy so that you can easily report on which employees have read or acknowledged it.
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, such as where to go for related
training.
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Your available content

Portal Administrator Guide

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 select Company Policy.

A5 o oo e N
-

el Home ~ | worknow setup + | Security Access — [ Gonnouration ~ | Reports

Configurable Events

Support | Company Directory | Log OfF

Your event was successfully created

Event C

incliviciusl activity.

event

Type: » [Company Palicy =

wwas successtully crested. To complete svent configuration, Select and sort the Secuence of activiies for the svent. You can also select and configure sach

Click Save to save yaur changes. Click Preview 1o view: your configured event before finalizing the event. Click Done ance you have saved and previewed your configured

Company Palicy
Closing Statement

[#)a] vy

- s

7
3
[
£
)
3

Security Groups: " Available Selected
Groups - Groups
Name: » [Cell Phane Palicy Event mdrmin (> ] [[ermplayes
Description: I = practitioner (= | ||manager
| (<)
Start End e
Date: » [1or152009 = Date: 11/01,/2002 = ( J
~ Prompt at Login
Configure This Activity
Awvailable Selected
_
Welcome

&)
52

2008 Automatic Data Pro

@ concer )

Privacy | Legal

The items will be displayed in the order you select them.

order, use the up and down arrows to the right of the Selected list.
In the Selected list, click Company Policy.

or) oo oo I
=

PP RRIPP .o ~ | wiaridiow Setup = | Seeurty Access = | Canfiguration < | Reparts =

Support | Company Directory | Log Off

Type:

[Bearch Gompany Grectoy |
Cunﬁﬁurahle Ewvents d
ST IR (T NS Greee]
Event Ci
i

Click Save to save yaur changes. Click Preview 1o view: your configured event befors finalizing the event. Click Done once you have saved and previewed your configured

Available

» [Company Policy = Security Groups: " Available Selected
Groups - Groups
Mame:  » [Coll Phons Falicy Evert edmin (> |[emplayes
Description: I = practitioner (> | ||manager
1= (<)
Start End —
Date: » [10/15/72002 = Date: 11/01/2009 = ( )
~ Prompt at Login
Configure This Activity Confi

€ This Activity

WAelcome

=3
Closing Staterment —
) (4]
=y 52}
(=)
& seve ) O rroview @ ovone | @l Coneo

Activity Name/Title: [Company Palicy
FF Required (The user cannot skip this activity)

Select policies included in this swent

2005 Automatic Data Processing

Privacy |

Legal
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Employees will see the title of
the step in the left navigation
area.

Managing Company Policies -

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.

Employees will see the content
here. They can read the actual
policy by clicking the policy
name.

Approvals and Notifications
Cell Phone Policy Event Activities Step 1 of 1
Using Your Cell Phoneat | Policy Ackt ledg its.
Work To read and acknowledge a policy, click the policy name.
Policy Hame + m Acknowledged Acknowledge Date
Cell Phone Use Policy, v1.0 fes 1oL
4 I i
Previous Next . Done | . Cancel |
2009 Automatic Data Processing Privacy | Legal

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.

On the Select Policies page, click to select the policy or policies that should be included
in the event, and then click Done.

=z Edi;;;ﬁ;ﬁ'm(u..__i__i_ / -7_""'*'-5%@‘_7_ e
.|
| TUETET o |
Select Policies
. . T >
Accident Reparting 10 Herwe and when to repant 10052009 A
Palicy accidents
. This policy outlines
Event Configuration | /& ooy phons Use Policy | ¥10 acceptable cel phone 10052009
Vour evert was success] use d configure each
inalicu| actity [T Lunch Policy 1 Caompany Lunch Policy 10/01/2003
CliC;SaVBTD savevourcl [T Parking Lot Palicy 1.0 Parking lot policy 10/05/2009 e your configured
eyert.
Processing procedures
Travel Expense - End of
Type: r Marth Palicy 1.0 for end of month 10/05,2009
reparting
Name: Cell P acation Palicy 1 LIS 5 GLIF GEIEERY 09/30/2003
wacation policy
Description: Regarding business and
7 Visitor Policy 20 non business visitor 10/05/2009
access to facilties. Z
Start 10718
Date: X §
. Done ‘| . Cancel \
v Prompt at Login

Co o S Confi S .
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In this example, a welcome
message is selected.

Editor check box

6
Selected list.

If you selected a welcome or closing message, click Welcome or Closing in the

Welcome, Carl Harper

oo o oo e

[t e il Home ~ | wworkfow Setup ~ | Security sccess ~ [ Gonnguration ~ | Reports ~ |

Configurable Events

Support | Company Directory | Log Off

Ewent policy changes hawve been completed successfully

Event C

e

Type: » [Cormpany Policy = Security Groups:
Name:

» [Cell Phone Palicy Event

Description: I

I=|
|
Start [oresoms = End [osos =
Date: » |10/15/2009 Date: 11/01.72009

F Prompt at Login

Configure This Activity

Configure This Activity

event was successtully crested. To complete event configuration, select and sart the sequence of activities for the event. You can alse select and canfigure each
incliviciusl activity.

Click Save to save yaur changes. Click Preview 1o view: your configured event before finalizing the event. Click Done ance you have saved and previewed your configured
et

»

Awvailable
Groups

Selected
Groups
employee
N manager

admin
practitioner

Awailable Selected

Closing Staternent
Cormpany Policy

()
v

. W preview @ vore W coneer

2005 Automatic Data Processing Privacy | Legal

Activity Name/Title: [*Welcome

Edit the Page Content in the Content Mansgement Systerm

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.”

To enter text for the welcome or closing message, click the Content Management

System link to the right of the Selected list.
Click the Editor check box.

Welcome, Carl Harper

@ I~ Eait page content  More Information...

Portal Administrator ~ gghil:] vi Waorkflow Setup vi Security Access » | Configuration + | Repors vi
Configurable Events

Support | Company Directory | Log Off

[Search Company Directory

4Back ?

Welcome to Self Service
Configuration.

This page displays all customizable portlet fields and allowes a client
sdministrator to define their own custom preferences. Static label text can
be changed a5 well 3 the postion of fields on a portlet, After making your
selections, please click the save button in arder to apply the changes

System Field Hame Field Label Editor
caontent

i’\sass enter welcome message for this evert activity r

Base Custom

Visible Order Order

. Save - Reset |

2009 Aukomatic Data Processing Privacy | Legal
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10 In the Content field, enter your message.

Support | Company Directory | Log Off

‘Welcome, Carl Harper
@ I”" Edit page content More Information... [Esarch Company Drectory |
LN EIG DTSRGS Home ~ | Workflow Setup ~ | Security Access = | Configuration - | Reports =
Configurable Events 4Back ?
Welcome to Self Service
Configuration.
3 This page displays all customizable porilet fields and allows a client
administrator ta define their awn custom preferences. Static lakel text can
be changed a5 well s the position of fields on & portiel. After making your
selections, please click the save button in order 1o apply the changes
. _ . - Base |Custom
System Field Hame Field Label Editor |Visible |0190 |00
[arial 2i1opt =] | e |
B 7 U|= =E|EsEIE | Hhh|—e@<w| 7
[ )

Flease read and acknowledge this important policy that defines| appropriate call
phane use

cortert W~

B save | @ reset |

2009 Automatic Data Processing Privacy | Legal

e To change the appearance of the text, use the toolbar icons.

e To add a link to an ADP Workforce Now page, click the link icon. For example, if
you are rolling out a policy on emergency events, you may want to send the
employees to the Emergency Contacts page to confirm that their information is up
to date. (See “Appendix: Adding Smart Links to ADP Workforce Now Pages”
on page 101 for detailed instructions on adding the link.)

11 Click Save. You are returned 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. If the event includes more than one step, navigate to the next step by
clicking Next.

14 Click Return. You are returned 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 Done.

Important: When you click Done, 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 any of the event’s details, such as 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 Event Configuration.
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. Doing so will prevent the event from expiring.
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Notifying Employees of a Company Policy

Send Notification option

You can send an e-mail 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 to them. Later, you may want to send a reminder to only the employees who
have not read or acknowledged the policy, which may be particularly useful if an end
date is approaching.

To set up an e-mail notification, do the following:

1 Point to Configuration and select Event Configuration.
2 In the View field, keep the selection as Current.

3 Click Send Notification next to the event you want.

Support | Company Directory | Log Off

Welcome, Carl Harper
@ I Eart page content  More Information... [Search Company Direciory
LINEFE TSR Home ~ | Workflow Setup = | Security Access ~ [ Configuration ~ | Reports ~

Configurable Events 2
Event List
This page displays details far defined configurable svants. Select Gurrent 10 wiew new, pending, or active events. Sslect History to view expired svents
To add new events, click Add new event. To update of wiew details for an sxisting event, click the underlined svent Name. To send email notification for &
pending ar active event, click Send Notification. Ta view smployee completion details for active and expired events, click Yiew Reports. Ta delete & new or
pending event, click Delete.
View: | Current = @ ~ddHewEvent |
Type & Status | Prompt at Start Date | End Date B
ype ¥ id Login? id =
Internet Usage Policy Sompany Active Mo 10/08/2003 EEETATE L = ATl | D
Folicy Renart
Hiring of Relstives Policy Company Active Yes 10/08/2009 Send Hotifieation | iew
Policy Repart
Clean Desk palicy CarEmy Active | Yes 10/08/2009 Send Notification | Miew
Folicy Repart
Telephone Usage Policy Company Active Yes 10/08/2009 DO Ao At
Folicy Repart
Calculating Federal Tax Withnolding Company Send Notification | view
= R Active | Ves 10/09/2009 ek
Test Company New Na 10/09/2009 Delete
Folicy
Cell Phone Policy Event Qe Panding | Yes 10/5/2009  11miz00g  oendMotificstion |
Policy Delete
Company Policy Test SEI’EE"V Mew Mo 11/11/2009 Delete
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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4 Provide the appropriate information. You must make a selection in the Send to field
and enter information in the From, Subject, and Body fields.

In this example, an e-mail
notification is set up for a cell
phone policy.

Fortal Administrator ~ RNy A

Configurable Events

Fafion ~ | Reports ____""'--—7.____7_

e

?

Event List

Send Email Notification

=2ing, or active events. Select History to view expired

To Groups: employes, manager
Send to: @ Everyone © Ermplayees who have not completed the activity
From: 3 Imanager@companyz.cum
Subject: 3 ICe\I Phaone Palicy
Body: b |A new cell phane policy has been distributed. Please log on =l
to ADP Workforce Now to read and acknowledge it
[ |
. Send | . Cancel |
—— Company hew ¥

) Policy

k the underlined event Name. To send email notification
v active and expired events, click View Reports. To

| AddHew Event

Send Motification |
view Report
Send Motification |
Wiew Repart
Send Motification |
Wiy Repart
Send Motification |
View Report

09/292009  10/15/2009
10A01/2009
10/01/2009

10/05/2009  10/31/2009

TR AQNA009 Delete

5 Click Send. You are returned to the Event Configuration 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: You cannot change policy content once the start date has been reached for
the associated event because the policy has been rolled out to employees. However, you
can add a new policy and then roll it out 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, enter or update the description.

Cumeany Policy s
In this example, a cell phone Edit Policy
pOIicy is added. Enter information in each field below . Fields with a B are required fields.

Policy Name: » Cell Phone Use Policy

YVersion: » %10

This policy outlines acceptable cell phone use during =1
business hours
Description:

Policy Content:), = Hyperlink I

* Document cell_phone_use_policy. doc Delete

Preview

¥  Acknowledgement Required

¥ | agree that my company (not ADP) is responsible far any policies that are uploaded to this
ADP application and that ADP does not review, approve ar have any liability whatsoever to
my company or any third party with respect to such policies

B save | @ saveas.. | @ cancel

5 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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6 Replace the current policy with a new one by selecting either Hyperlink or
Document, then following these guidelines.

If You Select Then

Hyperlink In the Hyperlink field, enter the URL to
the new 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, .pdf, .htm, and
.html.

7 To change whether or not acknowledgement of the policy is required, either click to
select or click to clear the Acknowledgement Required check box.

8 Click to select the check box next to the liability agreement. You must accept this
agreement in order to save your changes.

9 Do one of the following:

* Save your changes using the same version number by clicking Save. You are
returned 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. You are returned 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.

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.

Welcome, Carl Harpar Support | Company Directory | Lon O

I Edit page content More Information...

ity Access ~ | confguration ~ | Reparts ~ |

Z Quick Links

informath
T content, select th

tab
My 401K
My Benefits
My Career
My Expenses
The selected policies have been successfully deleted. My Hours
My Pay Statement

My Personal Info

c. Policy E

Manage Policies

Click Add Hew Policy to add a policy, or click & Policy Name 10 et 2 policy. To delete & policy, select the checkhox nest to the policy you wish
10 delete and click Delete.

@l Add New Policy | On Line Tools

| Policy Name © |_vesion = | Description = | Creation Date =I5 Adding Content - Add lin}
- 1.0

additional tools that ma
fccident Reporting Policy How and when to 10/5/2009

report accidents helpful to your employee

{ml Parking Lot Policy 1.0 Parking lot palicy 10/05/2009 helpful to your employees. T
content, select the Custormiz

Pracessing

— Travel Expense - End of Month Polic 1.0 procedures for end 10/05/2009 State Tax Forms
of month reporting Retirement Planner
This is our

™ | wacation Policy 1 company vacation 09/30/2009 Payroll Calculatar
policy
Regarding
business an d non

| wisitor Policy. 2.0 business wisitor 10/05/2009
access to
facilities. =

@ voiete ) @ bone

2009 Automatic Data Processing Privacy | Legal

4 Click Delete.

5 Click OK to confirm the deletion. You are returned to the updated Manage Policies
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 e-mail notification
alerting them to the change.

What Happens After You Stop an Event

After you stop an event:

< You cannot send any more e-mail notifications about the event to employees.

« Employees no longer receive a message about the policy when they log on to ADP
Workforce Now, if you are using this feature.

< Employees no longer view the event in the Activities area of their Approvals and
Notifications page.

e The event is moved from the Current list to the History list on the Event Configuration
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 employees 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 on
this page for your records. You can also view a report to check which employees
completed the event during the time period you specified.

How to Stop an Event

1 Point to Configuration and select Event Configuration.
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 Configuration page, click Cancel.
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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 89.)

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 Event Configuration.
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. You are returned to the updated Event Configuration
page.
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Checking Which Employees Have Completed an Event

After you roll out a company policy to employees, you can check which employees have
completed the associated event and send an e-mail reminder to those who have not.

You can also export the data to a .csv file for archiving and reporting.

1
2

This example shows which
employees have not started a
lunch policy event.

Point to Configuration and select Event Configuration.
In the View field, do one of the following:

e 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 View field, select a report. The options are:

< Employees not yet started
 Employees in progress
 Employees completed

Note: “In progress” means that the employee has started the event, but not finished
it. For example, the employee may have only read the welcome message, or one of
three policies included in the event.

Result: Your search results are displayed on the bottom of the page.

welcome, Garl Harper Support | Company Directory | Log Off
m I~ Edit page tontent More Information... ST —
[t Home - | wrorknow Setup ~ | Security sccess = [ configuration ~ | Reports ~
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, or has completed an event. To export the event details displayed on this page, click Export to .csv file
Event Report - Company Policy
Description Lunch Palicy Security Groups Employee, Manager
Start Date: 10/01/2009 Status: Active
End Date: Prompt At Login Mo
Total Number of all eligible employees: 214
Number of Employees who have not started: 211
Number of Employess who are in progress: 3
Number of Employees who have completed: [l
“iew | Employees not yet started x Rows per page: |25 |
211 Found  |1-26 | 26-50| 51-75 | 75-211 | (BBl
T TS -
7L Mot Started
Albright, Anthony Mot Started
Amazeen, Todd & Mot Started
Andrews, Tom Mot Started
Assignt, Manuall Mot Started
Assign2, Manual2 Mot Started
Earbato, Samuel Mot Started
Barrow, Gary Mot Started
Benefits, Mew Hire For Mot Started
Bennett, Patricia D Mot Started
Berkowitz, YWayne Mot Started =1
@ rournToList @ cvortoosr
2009 Automatic Daka Precessing Privacy | Legal
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5 To export the data to a .csv file, click Export to .csv.
6 Do one of the following:

* Open the file in Microsoft Excel by clicking Open.
» Save the file to a specified location by clicking Save.

7 To return to the Event Configuration page, click Return to List.

Important: On the Reports menu, you can view reports for older company policies that
were not rolled out to employees through company policy events.
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Frequently Asked Questions

Q

Q

What happens to the policies I had on my site before | upgraded to ADP Workforce
Now V1.2?

All existing policies are automatically available in the new version of ADP Workforce Now.

Employees can view 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. The employees need to complete the event in order for their
acknowledgement status to be included in the event’s acknowledgement report.

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.

If an existing policy is rolled out through a new event, and some employees have
acknowledged the policy already, will they need to acknowledge it again?

No, ADP Workforce Now keeps track of which policies have been acknowledged. However, these
employees will still need to complete the event, which may involve reading other content such
as a welcome message, additional policies, and a closing message.

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, which they can view in the Activities area of the
Approvals and Notifications page. New hires are assigned to security groups, 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 read or acknowledge, don’t enter
an end date when you set up the associated event. Doing so keeps the event active and
enables you to report on which employees have completed the event.

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
read or acknowledged all the policies in the event?

For employees: The event is removed from the Activities area on the Approvals and
Notifications page. The policies, however, remain in the Company Policy area of the
Resources page. Here, employees can still read or acknowledge the policies by clicking the
Read and acknowledge all policies link.

For portal administrators: The event is moved from the Current list to the History list on the
Event Configuration 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.
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The report created for this event lists the status of the employees who have not read or
acknowledged all the policies as one of these:

* “Not yet started” - the employees have not read any content in the event
e “In progress” - the employees have read or acknowledged some of the content in the
event, but not all of it

Tip: For events with multiple policies, don’t enter an end date. This will keep the event active
and enable you to report on which employees have completed the event.
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 read or 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 e-mail notification, will I be informed if any e-mails are not delivered

adue to incorrect or invalid e-mail addresses?

You can find out which e-mail notifications were not delivered if you enter your real e-mail
address in the From field on the e-mail notification setup page. You will then receive notifica-
tions about which e-mails were not delivered.

Tip: The number of e-mail notifications that are not delivered can be reduced if employees
keep their e-mail address up to date on the Addresses page. On this page, employees can
specify an e-mail address to be used for notification purposes. Employees can access the
Addresses page by pointing to Personal Information and selecting Addresses.

What does the report for a company policy event tell me?

The report you get when you click View Reports next to an event on the Event Configuration
page tells you the following:

e Which employees have completed the event
« Which employees are in the process of completing the event
e Which employees have not started the event

An event is not considered completed until all the content included in it has been read or
acknowledged. If an event includes more than one policy, the report does not specify which
policies were read or acknowledged.

Tip: For events that include multiple policies, don’t enter an end date. This will keep the event
active and enable you to report on which employees have completed the event.

Note: The reports you read 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.
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Q

- How many policies should I include in an event?

The number of policies that you include in an event is up to you. However, you may want to
include only one policy so that you can easily report on which employees have read or acknowl-
edged it.

Tip: For events that include multiple policies, don’t enter an end date. This will keep the event
active and enable you to report on which employees have completed the event.

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.

Why can’t I delete a policy?

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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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.

o)

. . . iPayStatements
ADP iPayStatements Administrative Interface -
Manage Employee Earning Statements Manage Company Options
® Checks and Pay Statements w -4 Assistant Display Settings
® Pay Adjustments = Pager Option Settings for W-25 and 10995
» WD Staterments

= Pager Option Settings for Pay Statements
» 1093 Staternents

Security

Support Documents ® PayStatemnents Security

To view a document, click a link below.
To save a document, right-click a link and select

Save Taret .. ResourceCenter
& Sample Letiers u An Employee Needs Hely
[ Quick Reference Cards
: u What's Mew in iPay Adrmin?
® Paper Suppression Infarmation - -
; i I
s What's New in iPayStaternents? el

Support documents are displayed in POF format and
require the Adobe® Reader®. Click the icon below to
install the latest version.

I cot 4
ADOUE READER

4 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 Point to the Role Selector and select Employee.
2 On the Pay & Taxes menu, select any menu item.

3 In the Financial Tools section of the page, click the pencil icon.

Support | Company Directary | Log Off

Make sure you have .@ VI;IEm:r:;gs‘mDmIMk Information... [Geerch Campany Diectory |
clicked to select the Home ~ | Time & attendance ',W Fersanal Infarmation .: Benefits .: Career -:

Edit page content
check box.

Welcome Financial Tools &
——

Welcome to the Money section of the site. Click a Ik 1o help you sstimats some of

This section of the sits is designed to provide associates with online resources such as yyour most importart financial calculations.
access to your Pay Statemerts, Annual Statements, Direct Deposit Information and
much more.

Salary Paycheck Caloulator

Hourly Paycheck Caleulator

Gross Pay Calculator
Tax Banner
———

401k Planner

Get discourts on tax preparation oniine productsiservices and professional services from Authorized RS e-file Providers such as ntut, the 403(h) Planner
make of TurboTax procucts, H&R: Blck, Liberty Tax, Jackson Hewitt and Complete Tax
Emplovee Stock Option Calculstor

V-4 Assistant

Tools & Links &
—————

My 401K
My Expenses
My Hours

€ 2009 Automatic Data Processing Privacy | Legal

4 In the Visible column, click to select the check box for each calculator that you want
to display.

Support | Company Directory | Log Off

ﬂ? Welcome, Steven Darlinski
2 [V Edit page content More Information... [Search Company Directory
Home ~ | Time & Atendance ~ | Pay & Taxes - | Personal Information - | Benefits + | Gareer +

Welcome Financial Tools 4Back

Welcome to the .
e eact e Welcome to Self Service

the site. Configuration.

This section of the

sits is desioned to This page displays all customizable portlet fields and allows a
provide associates client admiristrator to define their own custam preferences
with online Static label text can be changed as well as the position of

resources such as
sccess to your Pay fields on a portlet. After making your selections, please click

Statements, Annual the sawe button in order to apply the changes
Stetements, Direct

3 . . 5 . s Base |Custom
Dzpost ntormaton System Field Hame | Field Label Editor [Authorized Groups [visible D=C |CUSt0

much more.
instructions Click = link ta help you estimste same of your mast impartant financisl calculstions. [7 | esion Groupts) &

Click to display the Zaiatanne FounPoyCreC e ek caiie
associated calculator. Ot sscourts on oross Pay Caloutor

tax preparation
anine planneranta
productsiservices

and professionsl

services trom plannar4ito
Authorized IRS e-

fle Providers such

&5 Intuit, the meke Stockopton Employee Stock Optien Caleulator
of TurboTax

products, HeR salaryPaycheckCal
Block, Likerty Tax,

Jackson Hewit and .

Compiete Tax rdnssistant Vs mssistart

W save | @ Resct

ki

T

4071k Plannsr

403(b) Planner

R

Salary Paycheck Calculstor

Ol aa aajn
K

T

Tools & Links z

My 401K
My Expenses
My Hours

@ 2009 Automatic Dats Processing Privacy | Legal
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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 users 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 users directly to their benefits information.

You can also add a link within an e-mail that allows the e-mail 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
e-mail notifications that managers or practitioners are sent through workflow to notify
them of action required or action taken.

Adding smart links consists of the following tasks:

e Adding a link from one ADP Workforce Now page to another
e Adding a link from an e-mail to an ADP Workforce Now page

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.
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Table 1. URL Mapping for Employee Pages

ADP Workforce
Now Menu

Home

Time & Atten-
dance

Pay & Taxes

Option Page

Welcome
Company Directory

Approvals and Notifica-
tions

Approval History
Resources
HR and Benefit Messages

Company Directory (for
HR & Benefits module)

My Tools

Personal Task Assistance
1

Personal Task Assistance
2

Personal Task Assistance
3

My Time Card

My Schedule
My Attendance
My Accruals
My Information

Time Off Summary

Enter Time Off
Cancel Time Off
Carry Time Off
Time-Off History
Team Calendar
Welcome

Pay Statements

Pay Card

URL

/wps/myportal/Employee/Home/Welcome
Iwps/myportal/Employee/Home/CompanyDirectory

Iwps/myportal/Employee/Home/ApprovalsAndNotifications

Iwps/myportal/Employee/Home/ApprovalHistory
Iwps/myportal/Employee/Home/Resources
Iwps/myportal/Employee/Home/HRBenefitsMessages

/wps/myportal/Employee/Home/HRBCompanyDirectory

Iwps/myportal/Employee/Home/MyTools

Iwps/myportal/Employee/Home/PersonalTaskAssistancel

Iwps/myportal/Employee/Home/PersonalTaskAssistance2

Iwps/myportal/Employee/Home/PersonalTaskAssistance3

/wps/myportal/Employee/TimeAttendance/MyTimecard

Iwps/myportal/Employee/TimeAttendance/MySchedule
/wps/myportal/Employee/TimeAttendance/MyAttendance
/wps/myportal/Employee/TimeAttendance/MyAccruals
/wps/myportal/Employee/TimeAttendance/Mylnformation

Iwps/myportal/Employee/TimeAttendance/TimeOffSum-
mary

/wps/myportal/Employee/TimeAttendance/EnterTimeOff
Iwps/myportal/Employee/TimeAttendance/CancelTimeOff
Iwps/myportal/Employee/TimeAttendance/CarryTimeOff
Iwps/myportal/Employee/TimeAttendance/TimeOffHistory
Iwps/myportal/Employee/TimeAttendance/TeamCalendar
/wps/myportal/Employee/PayTax/Welcome
Iwps/myportal/Employee/PayTax/PayStatements

Iwps/myportal/Employee/PayTax/PayCard
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Now Menu

Personal Infor-
mation

Benefits

Appendix: Adding Smart Links to ADP Workforce Now Pages -

Option Page

Base Pay History
Direct Deposit

Tax Withholding
Annual Statements

General (for Payroll
module)

General (for HR &
Benefits module)

Addresses

Dependent Information
(for Payroll module)

Dependent Information
(for HR & Benefits
module)

Emergency Contacts (for
Payroll module)

Emergency Contacts (for
HR & Benefits module)

Citizenship Information

Personal Custom Fields

Phone Numbers

Compensation and Bene-

fits

Pending Benefits
Summary

Review/ Change Benefits

Review/Change Benefi-
ciaries

Compare Plans
Plan Details

Life Events
Benefits Summary

Benefits Enroliment

URL

/wps/myportal/Employee/PayTax/BasePayHistory
Iwps/myportal/Employee/PayTax/DirectDeposit
Iwps/myportal/Employee/PayTax/TaxWithholding
/wps/myportal/Employee/PayTax/AnnualStatements

Iwps/myportal/Employee/Personalinformation/PayxGeneral

/wps/myportal/Employee/Personalinformation/General

Iwps/myportal/Employee/Personalinformation/Addresses

Iwps/myportal/Employee/Personalinformation/PayxDepen-
dentinformation

/wps/myportal/Employee/Personalinformation/Depen-
dentinformation

Iwps/myportal/Employee/Personalinformation/PayxEmer-
gencyContacts

/wps/myportal/Employee/Personalinformation/Emergency-
Contacts

Iwps/myportal/Employee/Personallnformation/CitizenshipIn-
formation

Iwps/myportal/Employee/Personallnformation/PersonalCus-
tomFields

Iwps/myportal/Employee/Personallnformation/PhoneNum-
bers

/wps/myportal/Employee/Benefits/CompensationAndBene-
fits

/wps/myportal/Employee/Benefits/PendingBenefitsSum-
mary

/wps/myportal/Employee/Benefits/ChangeBenefits

/wps/myportal/Employee/Benefits/ChangeBeneficiaries

Iwps/myportal/Employee/Benefits/ComparePlans
Iwps/myportal/Employee/Benefits/PlanDetails
/wps/myportal/Employee/Benefits/LifeEvents
Iwps/myportal/Employee/Benefits/BenefitsSummary

Iwps/myportal/Employee/Benefits/BenefitsEnroliment

ADP Workforce Now

103 Portal Administrator Guide



- Appendix: Adding Smart Links to ADP Workforce Now Pages

ADP Workforce  Option Page URL
Now Menu
Personal Accrued Time /wps/myportal/Employee/Benefits/PersonalAccruedTime
Spending Accounts Iwps/myportal/Employee/Benefits/SpendingAccounts
Career Work Info Iwps/myportal/Employee/Career/Workinfo
Performance Review Iwps/myportal/Employee/Career/PerformanceReview
Talent Iwps/myportal/Employee/Career/Talent
Work Custom Fields /wps/myportal/Employee/Career/WorkCustomFields
Job Profile Iwps/myportal/Employee/Career/JobProfile
Career Profile Iwps/myportal/Employee/Career/CareerProfile
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Now Menu

Home

Time & Atten-
dance

My Team

Recruiting

Appendix: Adding Smart Links to ADP Workforce Now Pages -

Table 2. URL Mapping for Manager Pages

Option Page

Welcome

Company Directory
Approvals and Notifications
Approval History
Resources

HR and Benefit Messages
My Tools

Manager Task Assistance
1

Manager Task Assistance
2

Manager Task Assistance
3

Home

Timecards

Schedules

Employees

Team Summary

Hire Employee

Talent Search

Direct Reports
Managing Work Events
Employee Career Profile
Proxy Assignment
Recruiting - Search
Application Management
Screening Settings

Resource Library

URL

/wps/myportal/Manager/Home/Welcome
/wps/myportal/Manager/Home/CompanyDirectory
/wps/myportal/Manager/Home/ApprovalsAndNotifications
/wps/myportal/Manager/Home/ApprovalHistory
Iwps/myportal/Manager/Home/Resources
Iwps/myportal/Manager/Home/HRBenefitsMessages
/wps/myportal/Manager/Home/MyTools

/wps/myportal/Manager/ManagerTaskAssistancel

/wps/myportal/Manager/ManagerTaskAssistance2

/wps/myportal/Manager/ManagerTaskAssistance3

/wps/myportal/Manager/TimeAttendance/Home

/wps/myportal/Manager/TimeAttendance/Timecards
/wps/myportal/Manager/TimeAttendance/Schedules
Iwps/myportal/Manager/TimeAttendance/Employees
Iwps/myportal/Manager/MyTeam/TeamSummary
Iwps/myportal/Manager/MyTeam/HireEmployee
Iwps/myportal/Manager/MyTeam/TalentSearch
Iwps/myportal/Manager/MyTeam/DirectReports
/wps/myportal/Manager/MyTeam/ManagingWorkEvents
/wps/myportal/Manager/MyTeam/EmployeeCareerProfile
/wps/myportal/Manager/MyTeam/ProxyAssignment
Iwps/myportal/Manager/Recruiting/RecruitingSearch
/wps/myportal/Manager/Recruiting/ApplicationManagement
/wps/myportal/Manager/Recruiting/ScreeningSettings

/wps/myportal/Manager/Recruiting/ResourceLibrary
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ADP Workforce  Option Page URL

Now Menu

Reports HR & Benefits Reports /wps/myportal/Manager/Reports/HRBenefitsReportsMan-
agement

HR & Benefits Reports Bin  /wps/myportal/Manager/Reports/HRBenefitsReportsBin

Time & Attendance /wps/myportal/Manager/Reports/TimeAttendanceReports
Reports

Table 3. URL Mapping for Practitioner Pages

ADP Workforce  Option Page URL

Now Menu

Home Welcome Iwps/myportal/Practitioner/Home/Welcome
Administrator Resources /wps/myportal/Practitioner/Home/AdministratorResources
Company Directory /wps/myportal/Practitioner/Home/CompanyDirectory

Approvals and Notifications  /wps/myportal/Practitioner/Home/ApprovalsAndNoatifica-

tions
Approval History /wps/myportal/Practitioner/Home/ApprovalHistory
Manage Approval History /wps/myportal/Practitioner/Home/ManageApprovalHistory
Manage Active Workflow /wps/myportal/Practitioner/Home/ManageActiveWorkflow
Resources Iwps/myportal/Practitioner/Home/Resources
Administrator Tools /wps/myportal/Practitioner/Home/AdministratorTools
Task Assistance 1 Iwps/myportal/Practitioner/Home/TaskAssistancel
Task Assistance 2 /wps/myportal/Practitioner/Home/TaskAssistance?2
Task Assistance 3 /wps/myportal/Practitioner/Home/TaskAssistance3
HR & Benefits Home /wps/myportal/Practitioner/HRBenefits/Home
Company /wps/myportal/Practitioner/HRBenefits/Company
Benefits /wps/myportal/Practitioner/HRBenefits/Benefits
Time Off Iwps/myportal/Practitioner/HRBenefits/TimeOff
HR /wps/myportal/Practitioner/HRBenefits/HR
Invoice /wps/myportal/Practitioner/HRBenefits/Invoice
Billing /wps/myportal/Practitioner/HRBenefits/Billing
Import /wps/myportal/Practitioner/HRBenefits/Import
Exchange /wps/myportal/Practitioner/HRBenefits/Exchange
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Payroll (for
Payroll module)

Payroll/HR (for
HR module)

Time &
Attendance
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Option Page

Connections
Integrations
E-Access

Rights

Total Pay iNet

Home

Employees

Payroll

Utilities

Setup

Total Pay iNet

General Ledger Interface
Welcome Center

Home

Employees
Payroll
Utilities
Setup

Total Pay iNet

General Ledger Interface

Welcome Center
Pay Card
iPay Admin

Home

Timecards

Recurring Schedules

URL

/wps/myportal/Practitioner/HRBenefits/Connections
Iwps/myportal/Practitioner/HRBenefits/Integration
/wps/myportal/Practitioner/HRBenefits/EAccess

/wps/myportal/Practitioner/HRBenefits’tHRAndBene-
fitsRights

/wps/myportal/Practitioner/Payroll/TotalPayiNet

/wps/myportal/Practitioner/Payroll/Home
/wps/myportal/Practitioner/Payroll/Employee
/wps/myportal/Practitioner/Payroll/Payroll
Iwps/myportal/Practitioner/Payroll/Utilities
/wps/myportal/Practitioner/Payroll/Setup
/wps/myportal/Practitioner/Payroll/TotalPayiNet
Iwps/myportal/Practitioner/Payroll/GeneralLedgerinterface
Iwps/myportal/Practitioner/Payroll/WelcomeCenter

/wps/myportal/Practitioner/PayrollHR/Home

/wps/myportal/Practitioner/PayrollHR/Employee
Iwps/myportal/Practitioner/PayrollHR/Payroll
Iwps/myportal/Practitioner/PayrollHR/Utilities
/wps/myportal/Practitioner/PayrollHR/Setup
/wps/myportal/Practitioner/PayrollHR/TotalPayiNet

Iwps/myportal/Practitioner/PayrollHR/GeneralLedgerInter-
face

Iwps/myportal/Practitioner/PayrollIHR/WelcomeCenter
/wps/myportal/Practitioner/PayrollHR/PayCard
Iwps/myportal/Practitioner/PayrollHR/iPayAdmin

Iwps/myportal/Practitioner/TimeAttendance/Home

Iwps/myportal/Practitioner/TimeAttendance/Timecards

Iwps/myportal/Practitioner/TimeAttendance/Recur-
ringSchedules
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ADP Workforce
Now Menu

Recruiting &
Staffing

Reports

Option Page

End of Period
Setup
Maintenance

Search

Application Management

Postings
Status

Communications

Settings

Resource Library

Welcome

Background Check

Tax Credit Screening

Employment Eligibility el9

HR & Benefits Reports
Payroll Reports

Time & Attendance Reports

ADP Reporting
iReports
Payroll Preview

DocuMax-CDROM

URL

/wps/myportal/Practitioner/TimeAttendance/EndofPeriod
Iwps/myportal/Practitioner/TimeAttendance/Setup
Iwps/myportal/Practitioner/TimeAttendance/Maintenance
/wps/myportal/Practitioner/RecruitingStaffing/Search
Iwps/myportal/Practitioner/RecruitingStaffing/Application-
Management
Iwps/myportal/Practitioner/RecruitingStaffing/Postings
Iwps/myportal/Practitioner/RecruitingStaffing/Status

/wps/myportal/Practitioner/RecruitingStaffing/Communica-
tion

/wps/myportal/Practitioner/RecruitingStaffing/Settings

/wps/myportal/Practitioner/RecruitingStaffing/ResourceLi-
brary

/wps/myportal/Practitioner/RecruitingStaffing/Welcome

Iwps/myportal/Practitioner/RecruitingStaffing/Background-
Check

Iwps/myportal/Practitioner/RecruitingStaffing/TaxCred-
itScreening

Iwps/myportal/Practitioner/Recruiting-
Staffing/EmploymentEligibilityEI9

Iwps/myportal/Practitioner/Reports/HRBenefitsReports
/wps/myportal/Practitioner/Reports/PayrollReports

Iwps/myportal/Practitioner/Reports/TimeAttendanceRe-
ports

Iwps/myportal/Practitioner/Reports/ADPReporting
Iwps/myportal/Practitioner/Reports/IReports
/wps/myportal/Practitioner/Reports/PayrollPreview

Iwps/myportal/Practitioner/Reports/DocuMaxCDROM
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Home

Workflow Setup

Security Access

Configuration

Reports
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Table 4. URL Mapping for Portal Administrator Pages

Option Page

Welcome

Administrator Resources

Company Directory

Approvals and Notifications

Approval History

Manage Approval History

Manage Active Workflow

Resources
Administrator Tools

Workgroup Definition

Membership Rules

Approval Path Definition

Business Rules

Email Setup

Event Workflow

Security Groups

Membership Rules

View User

Company Directory

Theme Configuration

Policy Acknowledgement

URL

Iwps/myportal/Administrator/Home/Welcome

Iwps/myportal/Administrator/Home/AdministratorRe-
sources

Iwps/myportal/Administrator/Home/CompanyDirectory

/wps/myportal/Administrator/Home/ApprovalsAndNotifica-
tions

/wps/myportal/Administrator/Home/ApprovalHistory

Iwps/myportal/Administrator/Home/ManageApprovalHis-
tory

Iwps/myportal/Administrator/Home/ManageActiveWork-
flow

Iwps/myportal/Administrator/Home/Resources
/wps/myportal/Administrator/Home/AdministratorTools

Iwps/myportal/Administrator/WorkflowSetup/Workgroup-
Definition

Iwps/myportal/Administrator/WorkflowSetup/Membershi-
pRules

/wps/myportal/Administrator/WorkflowSetup/Approval-
PathDefinition

Iwps/myportal/Administrator/WorkflowSetup/Business-
Rules

/wps/myportal/Administrator/WorkflowSetup/EmailSetup

Iwps/myportal/Administrator/WorkflowSetup/EventWork-
flow

Iwps/myportal/Administrator/SecurityAccess/Security-
Groups

/wps/myportal/Administrator/SecurityAccess/Membershi-
pRules

Iwps/myportal/Administrator/SecurityAccess/ViewUser

Iwps/myportal/Administrator/Configuration/CompanyDi-
rectory

/wps/myportal/Administrator/Configuration/ThemeConfig-
uration

/wps/myportal/Administrator/Reports/PolicyAcknowledge-
ment
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ADP Workforce  Option Page URL
Now Menu

Audit Trail for Past Policies /wps/myportal/Administrator/Reports/AuditTrailforPastPoli-
cies

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 Navigate to the page and locate the section where you want to add a smart link. Then
click £ (Pencil/Configure icon).

The Configuration page for the selected page displays.

News and Announcements 4Back

Managing Your
Content

. . Group
Display Order Content Item Shown/Hidden ¥D in
Display Order Content Item Shown/Hidden T¥pe o Ganment
Do any of the
following:
AcelNewitem | [Edit] [Betete | | AddSupporting Fiie | [Save | [Reset | | Cancel |

® To change
or delete
content,
select the
button
next to the
heading,
and click
Edit or
Delete,

o Toshow

2 Click Add New ltem.

The Add Content page displays.

News and Announcements 1Back

Add Content
Adding Text to Your Intranet Site Editor

Heading*
Text iz automatically r
balded

Description ;I
Text iz displayed under

the heading -

*Required

3 Enter a heading, then click to select the Editor check box to the right of the heading.
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Note: In this example, we will make the heading a link to the Employee Direct Deposit
page. If you want to make the description the link, add a description, then click to select
the Editor check box to the right of the Description field and continue with the following

instructions.

News and Announcements dBack

Add Content
Adding Text to Your Intranet Site Editor

Heading*
Text is automatically IDirect Deposit Information Update -

balded

Description .
Text is displayed under
the heading -

L

*Reqguired

4 The editor page displays with your heading displayed.

News and Announcements {Back ]
Add Content
Adding Text to Your Intranet Site Editor

Heading*
Text s autornstically [arial

bolded B 7 U

Direct Deposit Information Update

Description |

Test is displayed under
the heading -

*Requirad
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5 Highlight the text and click '

| Aial =l zn

BIUSE=E=

6 The Hyperlink dialog box displays. Select Type = Other, Target = Same Window
and in the Link field, enter the smart link from Tables 1 through 4. (For our example:
/wps/myportal/Employee/PayTax/DirectDeposit.)

7 Click OK.

3 Insert/Maodify Link - Microsoft Internet Exp

=101 ]

Hypetlink Information

Type: IOther ;I Target: ISame sweindowy LI

Lirk: I.l‘wps.l'mypu:ur‘taI.lEmpIu:uyee.l'F‘ayTax.l’Direu:tDest'rt

- Cancel |

8 Click Save.
9 Click OK.
10 Click Back.

Your new content with the smart link (to another ADP Workforce Now page) is
displayed.
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Adding a Link from an E-mail to an ADP Workforce Now Page

You can also add a link within an e-mail that will allow the e-mail recipient to click the
link, and after successfully logging on, immediately access the ADP Workforce Now area
defined in the link.

Tip: If the link is to a standard user task (not a user who is a practitioner or a portal
administrator), the user will log on with the user ID and password.

If the link is to a practitioner or a portal administrator task, the user will need to log on
with the digital certificate, user ID, and password.

To add a link within an e-mail to an ADP Workforce Now page, do the following:

1 Create your e-mail. You can do one of the following:

 Compose your own external e-mail.
* Use the e-mail notifications available within ADP Workforce Now. (For more
information, see “Chapter 2: Managing Approvals and Notifications” on page 19.)

2 Add the appropriate smart link.

Note: Be sure to enter the smart URL link exactly as shown in Table 1 through Table 4,
and then click your return key to create the hyperlink.

Example:

If you want to link to the Direct Deposit summary page, type
the following in your e-mail:
https://portal.adp.com/wps/myportal/Employee/PayTax/DirectDeposit

When the recipient receives the e-mail, 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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