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Self-Registration for First Time Users

If this is your first time using ADP services, follow the self-registration process below.
Otherwise, use your existing credentials.

1. Go to MyADP.

2. Click New User? CREATE ACCOUNT

3. Select between the two options: FIND ME or | HAVE A REGISTRATION CODE

(WIT-4334) and follow the prompts to complete your registration. Please reference
this Employee Registration Quick Reference Card for additional details.

Slgnlng In Log in to ADP

GO tO M!ADP User ID
2. Enter your User ID and your Password that you set up |
when you completed self-registration. Remember My User ID @

3. Click Sign In.

NEXT

FORGOT YOUR USER ID?

New user? & CREATE ACCOUNT

For further assistance, contact your
administrator at : dudleyy@wit.edu


https://my.adp.com/static/redbox/?utm_campaign=New%20User%20Experience&utm_medium=Menu%20Link&utm_source=Vantage
https://support.adp.com/netsecure/pages/pub/docs/9.0/en_us/ADP_Employee_Self_Service_Registration-vrkf.docx
https://my.adp.com/static/redbox/?utm_campaign=New%20User%20Experience&utm_medium=Menu%20Link&utm_source=Vantage

Welcome to MyADP: Managing Your Data and Information
BEFORE YOU BEGIN WORKING:
e Complete/Update W4 Tax Data
e Complete/Update Direct Deposit

Now you have one central location to access and update personal, payroll, and tax
data.

] 3
DASHBOARD AA
Clock Things To Do Timecard > Your Benefits >
t TASKS (2)
3:20:47 PM AUGa1-sEr UF  view your current beneits or make
R Policies ] a change to your benefits coverage.
Sep 11 B > Total Hours 85:00 HRS Y
= 1 Pending: 1 Overdue
RECENT PUNCHES
Emergency
B >
»
Schedule > Pay > Time Off StandOut
Today COMPENSATION ® SHOW BALANCE AS O
REGULAR Sep 11,2020 Sep 11, 2020 2]
8:00 AM - 5:00 PM TAKE HOME
e 00X Personal 0:00 Hours
50 GROSS PAY
SHIOCXX Sick 0:00 Hours
Vacation 80:00 Hours A A B
! s
\
Dashboard Links Talent \x 5
¥ L
e | v 7
@ Recruitment Management W Talent Profile il ~
@ b
=~ v =2
£ Google for Test l#" Career Development
Useful Documents & Links for 2020 Benefits
£ ADP Workforce Manager & Learning Management 01012020
B VIEW TIME OFF REQUESTS
D) ADP Marketplace T& My Leaming
REQUEST TIME OFF
+ 3 MORE LINKS - 2 MORE LiNKs
Your Profile
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Payroll Information

The Pay page provides quick, summarized access to all your pay-related information. You can view
up to three years of your pay information, including your W-2s. You can also manage your direct

deposit and tax withholding information.

= I
@
My Pay
o Year 2016 (9) " CURRENT YTD COMPARE
Q- May 6, 2016 May 6, 2016 o
. $2388.49 53 $6,000.00 Take Hon
(1) Current Pay Information e
bk $2,388.49
$2,388.50 53 $6,000.00 o .
53 $6,000.00
Apr 8, 2016

Take Home Hours. Gros

Take Home Hours Gros:
$2,388.50 53 $6,000.00
(2) Pa Histo Mar 11, 2016
$22,315.39 53 $45,000.00 @ Taxes
Feb 26,2016
Benefits
Take Home Hou Gross
$22,615.13 53 $45,000.00
@® Retirement
Feb 12, 2016
Take Home Hours Gros:
$20,824.21 53 $45,000.00 Garnishments
Jan 29,2016
Take Home Hours Gross @ Other
$19,837.10 53 $45,000.00
Jan 15,2016 Take Home
Take Home Hours Gros:
$19,604.28 53 $45,000.00

Other Benefits and Information €@

$2.388.50 53 $6,000.00 Type Units Rate
Regular 40 -
Mar 25, 2016 Overtime 5 -

VIEW STATEMENT

Amount

$6,000.00
$0.00

& EXPAND ALL

-$144092 v
-$280.00 v
-$1200.00 ~

$4559
-$645.00

$2,388.49 v

EU
I Hiide My Pay

Go Paperless
Save time, trees and clutter!

& View your electronic documents online
/& Access them securely at your convenience

@ Get notified by email when they become
available

GO PAPERLESS.

Direct Deposit

it Special funds XXXXX0001
= Remaining
ﬁ DS HXXXX0001
= 20%
Tax Withholding

W Federal v

A Alabama 4

§ New Jersey v

Tax Statements

Come back here to see your tax information

ADP and the ADP logo are registered trademarks of ADP, Inc.
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(3) Access to
Direct Deposit

(4) Access to Tax
Withholding and
Tax Statements



Tax Withholding

Tax Withholding allows you to set up and manage your income tax withholding on the

federal and state levels. You can generate electronically signed, fully compliant

withholding certificates (W-4s), and since taxes can sometimes be overwhelming, there
is a guided experience with a conversational tone that combines extensive contextual

help including tips, info messages, and links out to additional jurisdiction resources

including secondary forms.

New York Tax Withholding (IT-2104)

0%

(1) State Tax
Withholding
Process

Hi James, let's set up your New York tax withholding
o seif1o et your employer know how much 1o whhiold for your state income tax. When youite done. we'l submit i 1o your employer You' have the Spporuniy t print or

(2) Federal Tax
Withholding
Process

ADP and the ADP logo are registered trademarks of ADP, Inc.
ADP — A more human resource. is a service mark of ADP, Inc. Copyright © 2021 ADP, Inc.

What filing status do you want to use?

Federal Tax Withholding (W-4)

30%

<PREVIOUS NEXT

Not sure about this?




Direct Deposit
Direct Deposit allows you to manage all of your direct deposit accounts. In most cases,
account information is validated in real time to ensure accuracy and get your money to
your accounts as fast as possible.

(1) Click To
add account

Accounts

Special funds
Account Type
Routing Number
Account Number

Deposit Amount

Ds

Account Type

Routing Number

Account Number

o © ADD ACCOUNT

#EDIT

Checking
XXXXX5278
XXXXX0001

Remaining

Checking
XXXXX5278
XXXXX0001

(2) Select the
type of account

(4) Select how
much should
deposited in the
account, by
percentage or
amount

Direct Deposit

What type of account would
you like to set up?

e fit Direct Deposit >

<BACK

Direct Deposit

?

Deposit Amount

How much do you want to deposit
in this account?

Deposit remaining amount
Deposit a percentage

Deposit fixed amount

ADP and the ADP logo are registered trademarks of ADP, Inc.
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(3) Enter your
account details

cBaCK Direct Deposit

Review Details

Review Accounts

Checking
00006278
xocooweon
20

Chacking
000278
XRAXO001

s

(5]

-
Enter Details

Contirm Routing N
e Acesunt Numser 0

Direct Deposit

(5) Click Submit to finish




Profile

The Profile page allows you to view/update personal and work information, emergency
contacts, skills, memberships, licenses, education, and more. You can customize your
page with personal photos, messages about what you like do and what is important to

you.

(1) View your
personal info

(4) Share where
you went to school

Depending on your
access permissions, you
may not see all of the
items described here.

PROFILE

Personal Info

9 5649 Monroe
Philadelphia, PA 90064
us

® viEw

Additional Info

Custom CDF Test

© ADD CUSTOM COF TEST

Profit Sharing

© ADD PROFIT SHARING

Career Aspirations
© ADD CAREER ASPRATIONS
Travel Preferences

© ADD TRAVEL PREFERENCES

+4 MORE ADDITIONAL INFO TEMS

® VIEW

Licenses and Certifications

Work Info Pay Info

o Education

o (B
-

‘&

(2) Configure what
get shared on this

page

B CONTACT PREFERENC] 2 & CONFIGURE THIS PAGE

Emergency Contacts

f§ Employee ID: 31612 Compensation

@ Status: Active SAEEeL (O revea

€7 No Emergency Contacts.
It is important that you add your
emergency contact infe.

Per Pay Period @
SXXXNXX O Reveal Baco

-
{) 0 —

& Facilities
9 Philadelphia Office My Documents 9 Org Chart

1400 Jehn F. Kennedy Blvd There are currently no documents uploaded.
You can upload and store documents here

Philadelphia, PA 19107
= GoRussellUAT@n

us a Jonathan Riggs
VP of Operat
Ko et
® VEW
Gordon Russell
Facilties Manager
)
& GoRussellUAT@nc.

hVIEW IN ORG CHART

£2 Time With Company

w

(3) View the
Org Chart

Reports to Chain

= *

(5) Share special
work-related skills

Where did you go to school? What
& degrees have you achieved? ‘ " What work related skills do you I
Dave?

ADP and the ADP logo are registered trademarks of ADP, Inc.
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Company Page

From here, you have a quick way to catch up on the company news that’s important or
relevant. You also have access to the company directory, the company org chart, and

company polices that you're responsible to complete.

(1) From this banner you

have access to your
company’s News,
Directory, Org Chart,
and Policies

(3) Access to
company provided
quick links and
documents

(2) Important company news

Depending on your
access permissions, you

may not see all of the
items described here.

W =

EziH

NEWS

News B Directory & Org Chart

About Us

[}
. HEALTH
) INSURANGE

Useful Documents & Links for 2020 Benefits
ovov2020

SRR

Employee Referral Program

03/012018

ADP Demo Company Links

& Vantage Forms Library

Important Employment Policies

Company Documents

Employee Handbook
Uploaded an 130/2018

Simple Dress Code
Uploaded an 517/2016

@ VIEW ALL

e News

Test Diversity & Inclusion
December 1, 2020

About Us

For the past 55 years, our company has driven exceptional results
across our various industries from manufacturing to retail to
hospitality to healthcare to business services. Our portfolio of
companies has exceeded expectations in all areas. That work has
started with our commitment to building a world class workforce.

Here in our associate portal, you can find the tools to manage your
team, your career and your life events.

Follow Us

mp ADP G
=T @ADP
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Returning to work post-pandemic looks a bit different! Here

2 READ MORE

Policies

2

Review, Acknowledge and Download
Company Policies

&) @) (&

o @ VIEW ALL POLICIES,

Forms Library

’.— The Forms Library is a repository for all forms employees may
require.

VIEW

(4) Access company
policies



ADP Time & Attendance

With MyADP, you can access your Time information in one location with easy-to-use

functionality.

Watch this short video for information on how to clock in and out.

(1) Enter your time or clock
in and clock out, transfer to
a different account,
transfer to a different work
rule, and add a
note/comment

(2) Access your
time info

(3) Access your past,
current, and future
events on the
Schedule tile

DASHBOARD

Clock

3:22.57PM
Sep 11

RECENT PUNCHES

Schedule
Today

REGULAR
8:00 AM - 5:00 PM

Dashboard Links

@ Recruitment Management
& Google for Test
= ADP Workforce Manager

L ADP Marketplace

Your Profile
Edit your address, emai, phone number,
personal information, work information

and emergency contacts.

&y AdLanguages. Education and Licenses
1o your Professional Credentials.

 Lega

>

Things To Do

TASKS (2)

B Policies
=l 1pending: 10verdue

NOTIFICATIONS

@) Emersecy Contects
= 1pending

Pay
COMPENSATION
Sep 11,2020
TAKE HOME
$X XXX
"So" GROSS PAY
$HXKX XX
Talent
* Talent Profile
L Career Development

& Learning Management

7= My Leaming

RE LIS

>

»

Timecard

AUG 31-SEP 13

Total Hours

Time Off

85:00 HRS

0:00 Hours
0:00 Hours

80:00 Hours

B8 VIEW TIME OFF REQUESTS

REQUEST TIME OFF

B company contacts

AA
Your Benefits >
“‘I,,‘ View your current benefits or make
§  achange to your benefits coverage.

StandOut

sy "
A\

Useful Documents & Links for 2020 Benefits

sEack  Copyright © 2000-2020 ADP, Ine. Al Rights Reserved

Depending on your access permissions, you may

not see all of the items described above.
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https://youtu.be/9XlQO5MZIaI

ADP Time & Attendance — Employee Timecard

You can view and edit your timecard and access totals in the Timestamp, Hourly, and

Project View Timecard.

(2) Hours and
paycode summaries

TIMECARD
TIMECARD SCHEDULE
My Timecard

Previous Pay Period

Apr 26 - May 9

(4) Approve Timecard

26

REGULAR
8:00 AM - 12:00 PM
BREAK

12:00 PM - 1:00 PM
REGULAR

1:00 PM - 5:00 PM

8:00
HRS

REGULAR
8:00 AM - 12:00 PM
BREAK

12:00 PM - 1:00 PM
REGULAR

1:00 PM - 5:00 PM

@ privacy

& Legal

TIME OFF OTHER TIME FEATURES

7 Welcome to the new Timecard experience
We've made some exciting new updates to your timecard experience. #

SWITCH BACK

o APPROVE TIMECARD

o PAY PERIOD | Previous Pay Period ~

SFPRINT
9 Pay Code Summary Account Summary
Total Hours BO:00HRS o account 80:00 HRS
Regular 80:00 HRS
e @D showschedue () Show Breakdown
TUE WED THU FRI SAT SUN
27 28 29 30 1 2
8:00 8:00 8:00 8:00
HRS HRS HRS HRS
REGULAR REGULAR REGULAR REGULAR
8:00 AM - 12:00 PM 8:00 AM - 12:00 PM B:00 AM - 12:00 PM 8:00 AM - 12:00 PM
BREAK BREAK BREAK BREAK
12:00 FM - 1:00 PM 12:00 PM - 1:00 PM 12:00 PM - 1:00 PM 12:00 PM - 1:00 PM
REGULAR REGULAR REGULAR REGULAR
1:00 PM - 5:00 PM 1:00 PM - 5:00 PM 100 PM - 5:00 PM 1:00 PM - 5:00 PM
4 5 6 7 8 9
8:00 8:00 8:00 8:00
HRS HRS. HRS HRS
REGULAR REGULAR REGULAR REGULAR
8:00 AM - 12:00 PM 8:00 AM - 12:00 PM B:00 AM - 12:00 PM 8:00 AM - 12:00 PM
BREAK BREAK BREAK BREAK
12:00 PM - 1:00 PM 12:00 PM - 1:00 PM 12:00 PM - 1:00 PM 12:00 PM - 1:00 PM
REGULAR REGULAR REGULAR REGULAR

1:00 PM - 5:00 PM 1:00 PM - 5:00 PM 100 PM - 5:00 PM

1:00 PM - 5:00 PM

5600 FEEDBACK  MyADP SWA-510103 | Copyright 5 2000-2021 ADP, nc. Al Rights Reservedt
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(1) Navigate time periods

(3) Totals for
time period

(5) View schedule
details by toggling
‘Show Schedule’

10



ADP Time & Attendance — Transfer and Work
Rule

Labor level and work rule transfers are aligned with eTIME to avoid confusion when
transferring and choosing labor accounts.

(1) Transfer and Work
Rule are located in the
slide-in menu

Clock Advanced Clock Options b

9:14:08 PM
OUT PUMNCH 30733 PM
500 o i Jun 29

SEP 11 RECENT PUNCHES

Transfer

Select where you will be charging your time

;-\-:-_':.'JUNTq (2) Select the
N Please Salect i Account that you are

© NEW ACCOUNT transferring from
WORK RULE
Pl Evy
(3) Select the Work
e Rule that you are
Select if you worked through your lunch or breaks transferring to

CANCEL DEDUCTION

Please Select ~

(4) Click Punch to

o - finalize the transfer
PUNCH

ADP and the ADP logo are registered trademarks of ADP, Inc.
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- - D di
ADP Time & Attendance — Other Time Features sccees permisaione. you
may not see all of the

The use of Other Time Features in MyADP extends access to additional features items shown here.

previously only available in ADP Time & Attendance. Learn more about Other
Time Features by accessing learning materials on myLearning.

(2) Click Other Time Features

OTHER TIME FEATURES

Attendance Leave Time Reports My Activities
mlls View attendance incidences such 11 Request leave and review your A Run reports on your personal Time Edit and submit your Activities
as missed punches, exception leave requests including status. information such as timecard & & forms to track your hours and

infractions and perfect attendance details, work schedules, and accrual work.

including actions taken for your balances information.
personal attendance records.

(1) Click Time o

(£ GO TO ATTENDANCE £ co 1O LEAVE (&' &0 TO TIME REPORTS (£ GO TO MY ACTIVITIES
My Inbox My Schedule My Activities Timecard
View your notifications, messages, View your assigned schedule. You Enter and approve your timecard
D and assigned tasks. can also submit schedule change information including the hours allocated

requests such as Request Open to projects, work orders, and more
Shift, Request to Cover, Request

Availability Change, Request Self

Schedule, and more.

' GO TO MY INBOX ' GO TO MY SCHEDULE @ GO TO MY ACTIVITIES TIMECARD

@ pivacy [Flegal B COMPANY CONTACTS @B SEND FEEDEACK  Copyright © 2000-2020 ADP LLC. All Rights Reserved
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	ADP Time & Attendance – Other Time Features

