ADP Payroll Process

Regular Payroll Process
1. Have all of your employees completed their online timecards (or have you done so on their behalf)?  If not, the system won’t know how many hours to pay your hourly people, or how much benefit time people used this pay period.

You must also ensure that any employee that has worked in a second job has entered their time for the secondary role on their timecard by adding a row, entering the hours and changing the job title to most closely match the description of the role.  If they don’t, they’d have to report it to you manually, and you’d have to take more steps later on.

2. Import the time batch (90 EPIPBATCH) which contains all the information from those time cards.  To do so, go to Process > Payroll Dashboard > Manage Payroll > Add Time / Time Off Worksheet. Below are two things you will want to consider while doing so:
a. Are all timecards approved? If not, you won’t be able to continue the process of importing the time batch. But you can address this from this page.
i. On the page that appears after clicking “Add Time / Time Off Worksheet look for the red exclamation point near the middle of the page which may say “# employees with timecard errors. This includes genuine errors and unapproved timecards in general. Click “View/Resolve” to review and fix/approve them all. You cannot continue until you do so.

b. Have you approved all of the time off requests for this pay period?  If not, employee requests for vacation, sick and PTO only will not be paid in this pay period or deducted from balances even if you approve and import the timecards and the time batch.  You can complete this step from this page as well.
i. On the same page where you completed step 2.a.i. above, look near the bottom right of the page and click ‘View’ under Pending Time Off Requests.  All of your location’s pending time off requests will appear; you can either approve one at a time or click ‘Mark All as Approve’ at the top.  Remember, unlike the previous step, the system will allow you to continue even if you skip this step, but benefit time won’t be paid out correctly, and other errors may occur, so you need to do it.  If you need more information, see the full guidance document on approving requests for time off.
c. Once you are done with steps a and b – At the bottom of the page, click, Continue to create Worksheet. Then, click Start on the Review Details screen. Finally, when it refreshes, click Review Worksheet to be taken back to the manage payroll screen.
d. If you’ve successfully brought over the timecard information, a worksheet called 90 EPIPBATCH will appear; this is your time batch worksheet – it is one of several worksheets you will use to process the payroll correctly. Remind yourself that you should limit the manual adjustments you make in this batch, because it may all be lost if you have to delete and reimport the timecard information (for example, if it turns out a timecard needs correcting).


3. Review the 90 EPIPBATCH time batch worksheet for accuracy. Do you see anything odd, ie: far too many or far too few hours for some one? Some people without holiday time even though you know your location had a holiday? A salaried employee who booked just a few hours of regular time in their primary job (not required, and will cause problems),  amongst other things. If so, you’ll probably want to delete this worksheet, fix the errors on the timecards (the root of the problem), instruct the employee on the proper way to complete it in the future as necessary, and reimport the time batch.

4. Enter temporary rates for employees who worked multiple jobs in the 90 EPIPBATCH worksheet. If they recorded the time in the prescribed manner, those employees will already have separate rows for each job in this sheet showing you the alternate job (in the temporary cost number column), and the amount of hours worked in it.  You can type the temporary rate in the column, or use the rate code column if you know that you always keep the rate for that type of work saved in ‘rate 3’ on their profile, for example.

5. Take extra steps to ensure Salaried employees who worked an additional job for an hourly pay rate get all components of their pay.  We’ve discovered that if a salaried employee works another job for an hourly rate, the hours worked in that job will override all automatic portions of their pay, which includes their base salary and any additional earnings. You need to add both their regular salary and any recurring earnings to a new worksheet in order to ensure they get both their regular earnings, and the additional hourly wages recorded in the time batch. See appendix for step by step guide on how to do this and set up a recurring worksheet for this population of workers and reduce your work in future pay periods.

6. Have you cancelled Automatic Pay for anyone that didn’t work this pay period?  Remember, ADP automatically pays employees based on their standard hours in the absence of any timecard information. This is a problem for seasonal workers, infrequent workers, and substitute teachers, just to name a few. See appendix for a step by step guide on how to do this.

7. Are there any other adjustments you need to make to people’s pay? For example, lowering a teachers base pay buy 1/190th of their contract amount because they missed a day of work beyond their PTO allowance? Or, entering a Christmas bonus? Or a one-time seasonal payment for a coach? Anything of that nature you do not want to do in the 90 EPIPBATCH worksheet. You should create a new worksheet, and add those adjustments in there.  This keeps the adjustments safe in the event that you realize late in the process that timecard adjustments are required, which would require you to delete the entire 90 EPIPBATCH and reimport.  This is a best practice.

8. IF EVERYTHING LOOKS GOOD SO FAR, go ahead and click  ‘Calculate Payroll’ on Payroll Dashboard. You’ll be taken to a summary screen with reports immediately upon doing this.

9. Use a report to preview your payroll register; perhaps ‘Payroll Register – Check Level Totals’

10. Review each employee to ensure that everything looks correct. Make sure the cash is being shown as direct deposited, hours and pay in secondary roles are showing, stipend payments are showing, benefits deductions are on the right people, and benefit deductions are the correct amounts, 403b match is showing in the memos for the eligible people, etc.  

11. If anything looks wrong, click “Make changes” on the payroll dashboard and go back into your worksheets and make adjustments to make it right. Call someone if you need assistance. Then, re calculate, re review and repeat the process as many times as necessary.

12. When everyone’s pay looks exactly correct on the preview, click ‘Approve’ to process your payroll.  Another window will appear for your final confirmation.  
(If you’d like to double check that your payroll has been processed, return to the Payroll Dashboard to check for the green ‘Approved’ icon).

13. Now you MUST move the time cycle forward.  When we say move the time cycle forward, what we mean is – the time period (pay period) that is open for people to input time into.  Failure to do so could prevent employees from being able to accurately record their time for the next pay period.  

On the Payroll Dashboard click Start New Payroll.
A menu will slide out on the right side of the screen. You can see a section for Time and Attendance near the bottom of this menu.  If you did everything well with your time cards and Time Batch import, you won’t see any errors, and can just click Continue. Doing so will both open your next payroll, and move the time cycle forward simultaneously.  

If you receive any error message on this screen, for example, this one:
 Time cycles marked with a (!) can’t be started with the new pay cycle. You can correct the errors now or after you start the new pay cycle.
To correct the errors after you start the pay cycle, use the Manage All Time Cycles page. 
it is most likely because you had unresolved time card errors in the last period.  You can click continue, but you will need to immediately go back to the payroll dashboard, and click on manage all time cycles, correct the errors, and move the time cycle up for your location. The goal, overall, is that you are trying to make the current time cycle be the pay period you are actually in.

If you can’t get your errors cleared and your time cycle moved forward from trying these steps, you’ll probably need to contact someone for assistance. There will probably be better guidance on this topic in the future, but that’s all we know about the idiosyncrasies of the time cycle at time of writing and we need to get the rest of this guide out to you.

SIDE NOTE: Once you’ve done this after the first payroll, an Annual Survey will appear.  Please see the template below for how to complete these survey questions.  You will only have to do this once per year.  You can click remind me later to get out of doing it, but only a few times.
APPENDIX - Important Setup Tips recommended for all Parishes & Schools

Create a worksheet to cancel automatic pay for hourly employees
In ADP, all employees are automatically paid based on their standard hours in the absence of a timecard with hours on it.  Therefore, if you have hourly employees whose hours fluctuate, it is critical to stop their automatic pay for any pay periods that they don’t work.  (If an hourly employee submits a timecard with any hours at all, the system will pay from the timecard rather than automatic pay.)  By completing the steps below, you can have a standing payroll worksheet that will cancel automatic pay for hourly employees.  Please note that the worksheet will need to be maintained by adding new hourly hires, etc. 
To do so, complete the following steps:
· Process > Payroll Dashboard > Manage Payroll
· Add Worksheet
· Complete steps in Add Worksheet screen
· Make sure to toggle the button for ‘Use this worksheet for future payrolls’ at the bottom
· Then a drop down box will appear - select ‘Employees and Worksheet Data’
· Click Next
· Select the employees you want to include; you probably want all of your hourly. Click Submit in bottom right 
· Insert column; select Cancel Automatic Pay; click Done
· Use column drop down to select ‘Y-Cancel Automatic Pay’; if you’d like to do this for all employees, you can also click Options > Fill Column > select Cancel Automatic Pay and from drop down select ‘Y – Cancel Automatic Pay’
· Click Done in that window
· Once the worksheet is complete, click Save, and Done in bottom right corner
· You will need to re-update this worksheet each pay period as all of the information saved in the worksheet will be reset to not cancel automatic pay anymore, but at least this will serve as a reminder to you when you see the recurring worksheet.

Create a worksheet for salaried employees that receive additional hourly pay for a second job
Due to the automatic pay issue described above, ADP will also cancel a salaried employee’s regular earnings if they record hours ANY regular hours – even in a secondary role.  However, creating a worksheet to ensure that salaried employees still receive their regular earnings will preclude that issue from occurring. By completing the steps below, you can have a standing payroll worksheet that will pay salaried employees their regular earnings in the event of hours worked in a secondary role.  Please note the worksheet will need to be maintained by adding new salaried hires and adjusting earnings in the event of increases, etc. 
To do so, complete the following steps:
· Process > Payroll Dashboard > Manage Payroll
· Add Worksheet
· Complete steps in Add Worksheet screen
· Make sure to toggle the button for ‘Use this worksheet for future payrolls’ at the bottom
· Then a drop down box will appear, drop down to select ‘Employees and Worksheet Data’
· Click Next
· Select the employees you want to include; you probably want to limit this selection to the salaried employees who frequently perform additional hourly work.
·  Make sure to click ‘Copy Salary rate to regular earnings’ at bottom. This bring the salary in for you.
· Make sure additional recurring earnings are setup properly in the sheet as well
· Click Submit
· Once the worksheet is complete, click Save and Done in bottom right corner
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