Creating a Prorated Pay Record in ADP Workforce Now - New WFN Experience
Note: This solution pertains specifically to the New WFN Experience. For instructions regarding the Classic WFN Experience, see Creating a Prorated Pay Record in ADP Workforce Now.
You now have the opportunity to prorate pay to an employee who is hired or terminated in the middle of a payroll cycle, or who had an effective dated pay rate change take effect in the middle of the payroll cycle.  The prorating of the pay is based on your payroll schedule as well as the employee's work week. Understanding and Troubleshooting Prorated Pay Results - New WFN Experience  
Notes:
1. You must have Effective Dating enabled to use Prorated Pay.
1. You must be setup with Real Time Preview (RTP) to use Prorated Pay.
The following information applies to both Time and non-Time employees.
 
[bookmark: Salaried_Employees]Salaried Employees
Prorated pay information for salaried employees is created in Workforce Now and can easily be used to create a payroll worksheet.
1. Complete the pay rate change on the employee's file.  As long as the effective date of the change is in the middle of the pay cycle, this will initiate the prorating of their pay.
1. Access the Payroll Dashboard (Process > Payroll > Payroll Dashboard).
1. Since there is a prorated pay entry, there will be an item under Things to do, so click that option.
1. Under the Additional Payments you will see the Prorated Pay entry. Click Add payment.
1. Employee information will be divided into Salaried Employees and Hourly Employees groups. For each employee, information will display for the prorated period, the pay rate, how many days in the pay period are at that rate, and the amount to be paid.
1. Select the employee(s) for whom the prorated information should be paid to the employee(s), and click Create Paydata Batch.
1. The Batch ID "ProPay" will be populated; you may enter a Description, and then click Create Batch. The employee pay information will create worksheet entries to pay the selected employees at the two different rates.
 
[bookmark: Hourly_Daily_Employees]Hourly/Daily Employees
Prorated pay information for hourly employees is calculated in Workforce Now, but the worksheet entry information will need to be manually entered.
1. Complete the pay rate change on the employee's file.  As long as the effective date of the change is in the middle of the pay cycle, this will initiate the prorating of their pay.
1. Access the Payroll Dashboard (Process > Payroll > Payroll Dashboard).
1. Since there is a prorated pay entry, there will be an item under Things to do, so click that option.
1. Under the Additional Payments you will see the Prorated Pay entry.  Click Add payment.
1. Employee information will be divided into Salaried Employees and Hourly Employees groups. For each employee, information will display for the prorated period and the pay rate.
1. You can use the information on the prorated pay screen to pay your employee in the worksheet.  This should be entered by using the temporary rates and hours worked at each rate.
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