11/29/22 Q&A
· What is the 3 day I-9 period? From first day of hire?
· This must happen within 3 days of employee start date.
· Will employees be able to sign policies electronically?
· Yes, under the paperwork section (as shown on page 8 of the PowerPoint). Can download, review, and sign digitally.
· How is the Prime Pay process of accrual administration for sick pay and vacation handled in ADP?
· TBD, but very similar to what we have in place now.
· Good afternoon. My apologies for jumping on late and potentially missing information regarding timesheets. Will we still be able to download a copy of the timesheet with dates prefilled for those employees who do not have access to a computer?
· Yes, you can continue to use physical paper timesheets and import the data yourself, but it would be most efficient for you to do so electronically.
· After employees enter and approve their time, will we be able to print the information?
· There may not be a special print button on the screen, but there should still be an option to print the browser page.
· Will you show how to enter two jobs - and and housekeeping be handling ADP?
· One person can have two different rates, which you can see in our most recent training. One person can also have two different locations in this system. 
· Will we be covering more in-depth employees with dual employment at two different locations-specifically how to validate hours....
· They can have two positions tied to their name and SSN. The person who manages that person has access to the job at their location. Much simpler than with PrimePay. 
· The job at the other location has a different pay class and will remain separate. 
· Does the I-9 have to be completed in Onboarding or can we enter it outside of that?
· This will need to be completed through the portal.
· if you work for same place but do two jobs-how do you put in
· This will be the same as entering a second rate.
· Will there be any meetings to train employees how to use ADP
· We do not plan on hosting any life sessions because that is an extreme-sized audience and may exceed Zoom limits. The training would also be very short, and it’s not likely we could get everyone to connect to the training. 
· What website to go to, how to register, and how to follow the steps on the homepage.
· Does the I-9 So say I'm doing a payroll and have a question.  Will there be a contact person/phone number at ADP that I can call like I have now with PrimePay?
· This is completed upon hire, so you don’t need to redo them for existing employees.
· Are there reports available in ADP now we can print so we can compare employee information with what's currently in PrimePay?
· Yes, you should already have access to the full suite of reports and analytics featured during the training.
· There is also a report training available in the Learning Center.
· We would like to suggest particularly useful reports once we gain familiarity as well.
· What is the difference between My Time Entry and My Timecard?
· Information about this will be forthcoming. 
· To complete hours using the current app, employees must clock in real-time.  Will the new app allow them to complete hours at end of the work day for all of the hours worked that day?
· Whichever way you chose in the survey (web interface or paper timesheet completion)
· Apologies, I got interrupted last week when you were answering my question about Mobile Apps. Will we be able to punch in and out on ADP Mobile and upload at the end of the pay period? Or, does AOD integrate with ADP as it does now in PrimePay?
· Yes, timekeeping will be available in the mobile app. 
· Will AOD integrate into ADP time?
· AOD will completely go away.
· We have a couple of musicians that we pay a set amount but they are currently set as hourly with me entering the hour amount that equals that flat fee. What would be the best to enter their pay
· You could continue to use the same process if you’d like. There is a daily rate feature available in ADP. It’s a new feature, so more information will be forthcoming.
· Safe environment background forms: How will this impact your local Safe Environment coordinator?  Will Admins need to print those forms for them to keep onsite?  Will backgrounds be noted in online record...or still too early to tell?
· We have this uploaded into the drafted new hire document portal, but please work with your safe environment coordinator to ensure it is completed either way (on paper or in the portal).
