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· Can an employee be paid in 2 diff co codes on the same pay date, school, and church? Will they get 1 W-2 as the FEIN is the same?
· Yes, they will be paid two different codes and rates.
· Many don’t share an EIN, but we will confirm for you. It shouldn’t be any different than what the setup is now if they work in two places.
· Will we be able to make benefit changes?
· Yes, just like you can now in HR3. 
· Be sure to not confuse this with making deduction changes. Changing the benefit updates the deduction, so be sure the benefit is correct.
· How and when will employees receive information on how to sign up and is there a mobile app that they can use to enter hours?
· Yes, they will be able to do all of the things that they can do on the computer.
· When will we receive the information to set up ADP mobile app?
· We believe this will occur within a week or two. We would like to first validate the data so it’s correct when they view it.
· Can you go over where we can add extra pay for wedding directing or wedding organist?
· We will do this more once we begin talking about the payroll side of things as this may not be regularly reoccurring.
· Also how do we indicate a supervisor and who someone reports to?
· On the details page, select “reports to” and complete the fields provided for time supervisor.
· The time supervisor is different from the manager who gives performance reviews, please do not confuse the two (although often they are the same person).
· Our current Time Entry may only occur when employee is onsite.  Will that restriction also occur on their mobile phones?
· If you mean clocking in, yes, you can set up location restrictions if you’d like. 
· So, the mobile app doesn't actually allow them to punch in and out? 
· Yes, you can. You may want to consider geofencing in so it must indicate that the employee is within close proximity to the worksite.
· Can they adjust their time if they forget to clock in?
· We believe so, but we will include details about this in the time demo.
· Who do I need to send the info to about our specific requirements for mobile app use?
· The biggest thing is getting employees into the system. It’s up to you if you’d prefer them to use the online system for timekeeping or if you’d like to use paper sheets and enter the information yourself.
· Will emails be sent to personal email or the diocesan email?
· It is their choice as you can set up contact preferences. We recommend a personal email in case you leave and would like to access W-2s, etc. in future years.
