ADP Q & A 12.15.22
· Randy Neff: Will ADP automatically compute and update the accrual as opposed to Prime Pay which required and extra step before the payroll was submitted?
· Yes, based on the hours worked, the accruals will continue to add up (as long as nothing is used). 
· You can run an Hours Based Report to see what an employee has earned for that pay period. 
· Christy Hebert: If we were unable to process our payroll yesterday, how are we to compare to PrimePay? I sent screen shots of both PP & ADP discrepancies, do I need to resend?
· Please keep in mind that this is just practice and nothing will actually be processed in ADP until the 1/13 pay.
· Right now, you need to be maintaining dual maintenance because the last data load came over from primepay a few weeks ago. All of those changes need to also be entered into ADP. We just need you to be practicing and taking notes of discrepancies to ensure that everything is right in payroll. 
· Christy Hebert: Also, Is there an equivalent report for the GL Summary report from PrimePay to use to post payroll into our accounting system?
· We will be able to get you all of the reports that you need. More to come.
· Karen Roman: If a salaried employee has used up their PTO, will ADP automatically reduce their salary by the number of days missed?
· Salaried folks don’t put time on a timecard. If they don’t have any more PTO, you will need to reduce their salary for missed days. To do that, you can enter in the Regular Earnings section to override what is in their pay profile. If you enter the correct info on the worksheet, the system will ignore their typical salaried pay.
· Christy Hebert: Will the accrual balances as of 12/30/22 be carried over from PrimePay?
· Yes. We will do that and we ask that you review the data to ensure it is accurate.
· Paul (Hecht?): A couple of employee came over as active but had resigned.  They were in Prime pay as terminated but active in ADP.  I did go in ADP and terminate them but once saved they still show up as active.  Any thoughts?
· ADP is asking for company code, file number, etc. so they can research what could be causing this.
· Rita Grunert: Do salaried employees record their daily hours worked...I have received conflicting information
· No, only if they are taking vacation, sick, holiday, etc. 
· Angie Villano: Do the priest have to use this process too?  If so, is there anything we need to do to help them?
· Regarding time, no they do not need to.
· Christy Hebert: I’m confused.  Terri said Tuesday that salaried employees needed to fill out time cards
· They still submit timecards, but they don’t have to record hours worked. Only time off, like vacation, sick, holiday. Most of salaried timecards will be blank.
· Finance: I have a salary employee who has started to work a few hours in the after school program can you review how to add the additional hours
· We are working on this with ADP and will circle back once it’s sorted out.



