ADP Q&A 12/20/2022
How do you go back into the payroll and make changes once you’ve entered hours?
· Payroll dashboard, manage payroll
· If you’ve already calculated the payroll, you won’t be able to manage payroll because it’s waiting approval. So click:
· Make changes, manage payroll, edit worksheets
Is a .30-.40cent difference OK for basic & LTD costs?
· Not okay. Please recalculate the payroll and see if it is still not showing up correctly so we can figure out if PrimePay/Bswift is right, if ADP is right, etc. 
Does this mean we will not be able to submit the 12/30 pay on Dec 23rd?
· We aren’t submitting any payrolls in ADP, only practicing. Do 12/30 payroll in PrimePay still. 1/13 will be the first pay with ADP.
Are standard hours supposed to be per pay period or per week?
· In ADP this number is on a biweekly/pay period basis. 
· This is changing from how we had it programmed with PrimePay so that it’s no longer hours per week
How do we override the automatic check the system will generate for an employee that shouldn't be paid but the system is generating a check
· Cancel automatic pay on the employment profile
· Toggle off the setting within the next screen
When a salaried person, who  does an hour of Ext Care in a pay week, do we have to go in and add in their salaried hours as well, like you just showed?
· A salaried person needs a line for extended care and another line for other hours worked
Is this change in payroll system be easy for Serenic to import?
· Yes because it should fit with everything that is going on with that project.
If the federal taxes are off by a penny on a couple of employees- is that okay?
· Yes
Will employee information for former employees be transferred to ADP. If not how will we do employment verifications for previous/past employees?
· Yes they should all be in your system by now.
Is it ok to increase the number of exemptions for state WH tax until it is close to what was being WH in Prime Pay?
· No. if you put two exemptions in primepay and two in adp, it is supposed to calculate the same amount in both systems. If the numbers aren’t coming out the same, you will need to look into it because the tax logic has not changed. 
· Please provide tax variances to ADP to research if you have confirmed the employees tax information matches ADP



