	
	
	



ADP – Payroll Training Component – Jill Trent 

Thank you for your time on our payroll working calls. Below are the items we reviewed for processing a payroll. As mentioned, before I do recommend reviewing and having on hand while processing the Payroll Learning Guide. This guide will walk you through the payroll process. Please let me know if you have any questions or concerns.

Recap
1. We started in the Payroll Dashboard  (Process → Payroll → Payroll Dashboard). Think of this as your home base for all things payroll processing!
0. Here you can see all your company codes. Filter by company code and access helpful links on the right-hand side
0. The Payroll Dashboard will show you the status of a company code payroll and allow you to either Start a New Payroll, Manage a Payroll or Accept a Payroll
0. For further training on the Payroll Dashboard please review Payroll Dashboard
1. After Starting a new payroll your next steps would be to Manage Your Payroll
1. The Things to Do tab allows you to review important items found in the in-progress payroll
1. The Worksheets tab allows you to view the applicable worksheets for the current payroll. The Worksheets tab streamlines data entry by allowing you to add, edit, and import pay and time worksheets as well as address errors, missed punches, missing data, or other critical flags.
1. The Other Payments tab allows you to view various payments made during this pay period for the current payroll.
1. The People Insights tab allows you to view recent personnel changes for the current payroll, like new hires, terminations, employee changes, employee transfers, employees with applied-for IDs, employees with missing addresses, active employees without pay, and inactive employees with pay. These items are informational and do not require attention.
1. The Additional Insights tab allows you to view information specific to payroll activity for the current payroll.
1. For further training please review Starting a New Payroll, Creating a Worksheet, Saving a Worksheet for Future Use, Edit a Payroll Worksheet, Understanding Tax Frequency, Creating Prorated Pay, and What Happens on Second Checks
1. Once payroll data has been entered and reviewed you will select Calculate Payroll
2. Under View Details you will see the Statistical Summary and can review preview reports
2. If any changes or corrections need to be made to the payroll you can select, Make Changes to edit the payroll
2. For further training please review Viewing Statistical Summary Totals
1. Upon review of the reports and confirming accuracy you then submit your payroll by hitting the Approval button


	
	
	



