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ADP Workforce Now is a powerful human capital management (HCM) platform
designed to streamline payroll, talent management, and employee benefits for
organizations of all sizes. As an administrator, having a comprehensive
understanding of the system is essential to optimizing your organization’s HR
processes. This guide will explore various aspects of ADP Workforce Now,
including system navigation, user management, reporting capabilities, and
best practices for maintaining data integrity.

Understanding ADP Workforce Now

ADP Workforce Now is designed to provide a centralized platform for managing
employee information, payroll, and compliance. The system is modular, meaning
that organizations can select the features that best meet their needs. Some
of the core functionalities include:

- Payroll Processing: Automated payroll calculations and tax filings.

- Time and Attendance: Time tracking and scheduling features.

- Talent Management: Recruitment, performance management, and learning
management systems.

- Benefits Administration: Enrollment, tracking, and reporting for employee
benefits.

- Reporting and Analytics: Comprehensive reporting tools for data analysis.



Getting Started as an Administrator

To effectively use ADP Workforce Now, administrators need to familiarize
themselves with the interface and functionality. Here’s how to get started:

Accessing the Platform

1. Login: Visit the ADP Workforce Now login page and enter your credentials.
2. Dashboard Overview: Once logged in, you will see the dashboard, which
provides a snapshot of various HR metrics and alerts.

Navigation Tips

- Use the top navigation menu to access different modules (Payroll, Time &
Attendance, etc.).

- The search bar can help quickly locate specific features or reports.

- Familiarize yourself with the “Help” section for guidance on using
different functionalities.

User Management

As an administrator, managing user access and roles is crucial. This ensures
that employees have the appropriate permissions to access the information
they need.

Adding New Users

To add new users:

Navigate to the User Management section.
Click on Add New User.

. Fill out the required fields, including:
Employee ID

Email address

Role (Administrator, Manager, Employee)
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4. Set permissions according to the user’s role.

Editing User Roles



To modify an existing user’s role:

Go to the User Management section.

Search for the user you want to edit.

Click on the user’s name.

Update their role and permissions as necessary.
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Deactivating Users

To deactivate a user:

1. Locate the user in the User Management section.
. Click on their profile.
3. Select the option to deactivate the user account.
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Payroll Processing

Payroll processing is one of the most critical functions within ADP Workforce
Now. Understanding how to manage payroll effectively will ensure timely and
accurate employee compensation.

Setting Up Payroll

1. Configure Payroll Settings: Before processing your first payroll, ensure
that your payroll settings are configured correctly. This includes:

- Pay frequency (weekly, bi-weekly, monthly)

- Salary and hourly rates

- Tax settings

2. Employee (Classifications: Ensure each employee is classified correctly
(exempt vs. non-exempt) for tax purposes.

Processing Payroll

To process payroll:

Navigate to the Payroll section.

Select Run Payroll.

Review the payroll summary for accuracy.
Submit the payroll for processing.
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Payroll Reports

After payroll is processed, you can generate various reports:

- Payroll summary reports
- Tax liability reports
- Employee earnings statements

Time and Attendance Management

Effective time and attendance management is vital for ensuring productivity
and compliance. ADP Workforce Now provides tools to track employee hours and
manage schedules.

Setting Up Time Tracking

1. Define Time Policies: Establish your company’s time policies, including
overtime rules, holiday pay, and leave policies.

2. Configure Time Entry Methods: Choose the best method for your
organization, whether it be manual entry, time clocks, or mobile tracking.

Managing Employee Schedules

1. Use the scheduling tool to create shifts.
2. Assign employees to shifts and communicate schedules effectively.
3. Monitor attendance and manage absences.

Benefits Administration

Managing employee benefits is essential for attracting and retaining talent.
ADP Workforce Now offers functionalities to streamline benefits
administration.

Setting Up Benefits

1. Define Benefit Plans: Set up the different benefit plans your organization
offers, such as health insurance, retirement plans, and other perks.

2. Employee Enrollment: Facilitate employee enrollment during open enrollment
periods or upon hire.



Managing Benefits Changes

1. Allow employees to make changes to their benefits during designated
periods.
2. Keep accurate records of benefits elections and changes.

Reporting and Analytics

Data-driven decision-making is crucial for effective HR management. ADP
Workforce Now provides robust reporting capabilities to analyze workforce
metrics.

Generating Reports

1. Navigate to the Reports section.

2. Select the type of report you wish to generate (e.g., payroll, time &
attendance).

3. Customize the report parameters (date range, employee filters) and run the
report.

Using Dashboards

- Utilize built-in dashboards to visualize key metrics such as turnover
rates, payroll costs, and employee performance.

- Customize dashboards to focus on metrics that matter most to your
organization.

Maintaining Data Integrity

To ensure the ongoing effectiveness of ADP Workforce Now, maintaining data
integrity is essential.

Best Practices for Data Management

- Regular Audits: Conduct regular audits of employee data to ensure accuracy.
- Data Backup: Regularly back up critical HR data to avoid loss.

- Training: Provide ongoing training for administrators to stay updated on
system changes and best practices.



Addressing Errors and Issues

1. Monitor the system for any discrepancies or errors in data entry.
2. Utilize the support resources provided by ADP for troubleshooting.

Conclusion

As an administrator of ADP Workforce Now, your role is pivotal in harnessing
the full potential of this robust HCM platform. By understanding system
functionalities, managing user access, processing payroll accurately, and
maintaining data integrity, you can significantly enhance your organization’s
HR processes. Utilizing the tools and resources available will enable you to
support your organization’s workforce effectively and ensure compliance with
regulations. With continuous learning and adaptation, you’ll be well-equipped
to meet the evolving needs of your organization and its employees.

Frequently Asked Questions

What is ADP Workforce Now?

ADP Workforce Now is a cloud-based human capital management solution that
provides tools for payroll, HR, talent management, and time and attendance.

What functionalities does the ADP Workforce Now
Administrator Guide cover?

The guide covers user management, payroll processing, reporting, compliance
features, and how to navigate the platform effectively.

How can I access the ADP Workforce Now Administrator
Guide?
You can access the guide through the ADP Workforce Now portal under the

'Help' or 'Resources' section, or it may be available for download on the ADP
website.

What are the best practices for managing user access
in ADP Workforce Now?

Best practices include regularly reviewing user roles and permissions,
implementing strong password policies, and using two-factor authentication
for added security.



How do I run payroll using ADP Workforce Now?

To run payroll, navigate to the Payroll section in Workforce Now, select the
pay period, review employee hours and earnings, and then submit the payroll
for processing.

What types of reports can I generate from ADP
Workforce Now?

You can generate a variety of reports including payroll summaries, tax
liability reports, employee earnings statements, and compliance reports.

How do I ensure compliance with labor laws using ADP
Workforce Now?

ADP Workforce Now includes compliance tools and alerts for labor laws;
regularly updating your software and reviewing compliance reports can help
ensure adherence.

Can I customize the dashboard in ADP Workforce Now?

Yes, ADP Workforce Now allows users to customize their dashboards by adding
or removing widgets to display relevant information and metrics.

How do I troubleshoot common issues in ADP Workforce
Now?

Common troubleshooting steps include clearing your browser cache, ensuring
you have the correct permissions, and consulting the help section or
contacting ADP support if issues persist.

Is there a mobile app for ADP Workforce Now?

Yes, ADP Workforce Now has a mobile app available for both i0S and Android,
allowing users to access payroll, HR, and employee management features on the

go.
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