HR ADP Training Q&A

· Tuition deductions? 
· Yes: Tuition can be found as a deductions code.
 
· Does admin get to review when employees make changes? 
· Yes. 
 
· Secondary rates? 
· Yes. In people, regular pay, you can add "rate 2". If you need more, you can click “more rates” beside rate 2, and there are up to 9.
 
· How to enter a stipend?
· Under regular pay, additional earnings link, you can find the most appropriate earnings code.
 
· How do you split a salary between 2 cost allocations (2gl accounts)? 
· Go to pay profile, corporate groups, automatic allocations.
 
· When will staff be given access to ADP? 
· Employees will receive access in January once the system is live. We will be able to ramp up employee access for training employees. 

· What about employees who need to clock in and out on January 1st or 2nd? 
· More information will be forthcoming in our upcoming trainings. 
· We will send them registration links, but essentially they may go to the "myself" tab, and they can clock in and clock out. 
 
· What about employees who have no computer access at home or at work? 
· You may keep doing what you are doing now by manually entering their hours.
· You could always set up a terminal with an old computer to help with your personal workload so they can do so themselves.

· When will data be migrated? 
· Data was already loaded once and will be refreshed again on November 30th
· After that, you will need to perform dual maintenance, meaning enter all payroll changes in both systems. 

· Has a decision been made whether we will be able to use mobile app for punching in and out?
· Whatever your location chooses.

· Should a payroll administrator use their work email, and is this the same email they would use to log in for personal reasons?
· Yes, please use work emails as administrators. 

· Will we be able to upload to PDS Ledger or other accounting system or will data have to be manually entered?
· Yes. The GL export configuration is being worked on with the intent of having people get an export of their file and upload it in their accounting system. 

· My time card shows one row per day, how do you enter different departments on the same day such as Youth Ministry Monday 2.5 hours and the same person for Parish 3 hours on Monday?
· There will be a drop-down menu for you to choose different departments or jobs. Maybe two lines per day on the time card interface, for example.

· Should employees use their personal email addresses instead of their diocesan email address for their contact information?
· We would recommend using personal email addresses for their contact information so they can access it should they terminate employment. 

· Where can we find the video from the first ADP training session?
· All training documents, presentations etc. can be found on the Teams site

· We currently do not track vacation/sick hours through PrimePay. Will it be possible to enter the balance of these hours and start tracking through this system?
· Yes it should be tracked through ADP going forward. We would recommend starting now in PrimePay so it carries over.

· Time and attendance supervisor- if we designate one person to approve timecards instead of the supervisor, then this would be the designee?
· Yes

· Does ADP have a time off request process for time off-for tracking hours?
· Yes

· Will the employee history be pulled over from IOI?
· Yes, they will pull 5 years of history over to ADP. This will be viewable in report format.
 
· Can you have more than 1 direct deposit account?
· Yes

· If someone already has a garnishment, will it be automatically transferred over?
· Yes, they will come over. 

· Are the 403 set up as %'s like they are now?
· Yes, but folks can change their retirement deduction amounts at any time.
 
· Are terminated associated being pulled over or can we delete them?
· Yes, they will pull over dating back to 2012. Please do not delete terminated employees. It’s important to preserve that historical data. 

· Is there a job title list with description to help assign the correct job title?  i.e. Admin Assistant, Admin Asst I, Admin Asst II?
· There is a large variety of job title options. Please use the job title that best fits the role.

· If we have not registered yet, how do we do so?
· Please follow the instructions sent to location coordinators a few weeks ago.

· IF EEs give us paper timesheets, will we have to complete the online timesheet you just showed us for each EE?
· Yes. Both the employee and manager should sign off on timesheets each pay period. Whether paper or computer, it needs to be confirmed. 
· Please enter these in the payroll worksheet that was demonstrated in the Finance and Payroll training in weeks prior. It should be similar to how you do it now.

· It looks like our EEs should use ADP timesheets. How do we avoid duplication of efforts?
· If they go online and type in their hours, the payroll processor can import that information. It would reduce the amount of your administrative efforts. 

· Is there a printout for timesheets for each employee that can be reviewed for payroll?
· Yes. 

· When do we need to submit balances of vacation/sick pay hours in order for ADP to begin tracking?
· Before dual maintenance begins.

1. What is the team code to join the team? 
16. There is not a team code. Please email Matt Stagner at  Mstagner@charlestondiocese.org to request access. 

 
