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Monitor Self Service Training
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Housekeeping

Housekeeping
• Keep yourself on mute to cut down on background noise and feedback
• If you have questions during the session, enter them in the chat and we will address them at the end of the 

session
• A recording of the monitor session will be made available later in the week. 
• There will be a 2nd monitor training on September 23rd at 3pm ET (2pm CT, 1pm MT, 12pm PT)

o That session will cover the same topics as this one. You are welcome to attend both, but only need to 
attend one. 

• You will not be able to use your old ADP log in. You will need to create a new one. The registration email on 9/21 
will allow you to set up your log in information. 

• The ADP system does not notify you when your enrollee completed their timesheet. Your enrollee should reach 
out to let you know when they are done. 
o Enrollees should complete timesheets by close of business on Friday
o Monitors have until noon ET on Monday to review and approve timecards

• Enrollee leave balances will not be visible in ADP on 9/21. They are still able to use leave, but we will not be able 
to update balances in ADP until the final payroll is completed in Paycom.
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Registration

*All images and videos in this training presentation were 
taken of generic test records in a test system
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Note: Your website content may vary.

Registration
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Note: Your website content may vary.

Registration
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Home My Team

Myself Reports

•My Team

•Personal Information

• Time & Attendance

• Time Off

•Reports

Monitor Home Page View
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Viewing Time and Attendance Submenu 

Note: Your website content may vary.
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Viewing the Team Dashboard

Note: Your website content may vary.
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Viewing the Individual Timecard Page

Note: Your website content may vary.
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Recording an Entry on a Timecard
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Viewing the Timecard Exceptions Page

Note: Your website content may vary.
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Viewing the Totals Summary Page

Note: Your website content may vary.
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Viewing the Group Timecard Page

Note: Your website content may vary.
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Additional Time and Attendance Training

•Time and Attendance 
Supervisor Training

•Supervisor Learning 
Bytes

https://reg.abcsignup.com/view/cal0.aspx?ek=&ref=&aa=&sid1=&sid2=&as=4&wp=422&tz=&ms=&nav=&cc=&cat1=&cat2=&cat3=&aid=ADP&rf=
https://support.adp.com/basic/cr/matraining/sims/wfn/80908/80908coursemenu.htm
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ADP Mobile

Note: Your app  content may vary.

ADP Mobile is available 

for 

employees/managers 

to view their same 

information that is on 

the ADP Workforce 

Now® desktop. To 

download the 

application, visit the 

app store on your 

phone!
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ADP Mobile - General Dashboard
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ADP Mobile – Timecard
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ADP Mobile - Timecard
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Next Steps

• Monitors and Enrollees will receive registration instructions on Monday, 

September 21.

• The email will come from SecurityServices_NoReply@adp.com

• The email will contain a registration code. Follow the instructions to 

access ADP and create a username and password.

• Note that if you do not log in within 15 days of receiving 

registration information, your account will automatically become inactive.

mailto:SecurityServices_NoReply@adp.com
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Key Dates to Remember

Date ADP Implementation

9/12/20 - 9/20/20 Blackout Period: You will not have access to either ADP or Paycom

9/21/20 You will receive an email with registration information for ADP

9/21/20 Enrollees will be able to start completing their timesheets in ADP

09/24/20 Enrollees will receive final check in Paycom system

09/25/20 Your Enrollee/s should complete their timesheets by COB in ADP. 
Once completed they should notify their monitor. 

09/25/20 Your Enrollee leave balances will be available in ADP

9/28/20 Completion and Approval of 1st timesheet in ADP is due

10/8/20 Enrollees receive their 1st paycheck through ADP
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Vanessa Redgrave

“Ask the right 
questions if you’re 
going to find the 
right answers.”
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Thank you!


