ADP \WORKFORCE NOW PAYROLL PROCESSING GUIDE

ADP W orkrorCE Now PAYROLL PROCESSING GUIDE IS AN ESSENTIAL TOOL FOR BUSINESSES LOOKING TO STREAMLINE THEIR
PAYROLL MANAGEMENT. |T IS DESIGNED TO SIMPLIFY THE PAYROLL PROCESS, ENSURING ACCURACY, COMPLIANCE, AND EFFICIENCY.
THIS GUIDE WILL EXPLORE THE FUNCTIONALITIES OF ADP \¥/ orkFORCE NOW, PROVIDE A STEP-BY-STEP OVERVIEW OF PAYROLL
PROCESSING, AND DISCUSS BEST PRACTICES FOR MANAGING PAYROLL EFFECTIVELY.

UNDERSTANDING ADP W orkFORCE Now

ADP W orkFORCE Now IS A CLOUD-BASED HUMAN CAPITAL MANAGEMENT (HCM) SOLUTION TAILORED FOR MID-SIZED
BUSINESSES. |T INTEGRATES VARIOUS HR FUNCTIONS, INCLUDING PAYROLL, TALENT MANAGEMENT, BENEFITS ADMINISTRATION,
AND TIME AND ATTENDANCE TRACKING. ONE OF ITS CORE FEATURES IS PAYROLL PROCESSING, WHICH AUTOMATES
CALCULATIONS, TAX WITHHOLDINGS, AND REPORTING.

Key FEATURES oF ADP W orkForRCE Now

1. PAYROLL AUTOMATION: AUTOMATES PAYROLL CALCULATIONS, TAX CALCULATIONS, AND DEDUCTIONS, REDUCING MANUAL
ERRORS.

2. EMPLOYEE SELF-SERVICE: ALLOWS EMPLOYEES TO ACCESS THEIR PAY STUBS, TAX DOCUMENTS, AND BENEFITS INFORMATION
VIA A USER-FRIENDLY PORTAL.

3. CoMPLIANCE MANAGEMENT: HELPS ENSURE COMPLIANCE WITH FEDERAL, STATE, AND LOCAL PAYROLL REGULATIONS,
INCLUDING TAX LAW CHANGES.

4. INTEGRATION CAPABILITIES: SEAMLESSLY INTEGRATES WITH OTHER ADP SERVICES AND THIRD-PARTY APPLICATIONS,
ENHANCING OVERALL HR AND PAYROLL MANAGEMENT.

5. REPORTING AND ANALYTICS: PROVIDES DETAILED REPORTING TOOLS TO ANALYZE PAYROLL DATA AND GENERATE INSIGHTS
FOR DECISION-MAKING.

GETTING STARTED WITH PAYROLL PROCESSING

BEFORE DIVING INTO THE PAYROLL PROCESSING STEPS, IT’S CRUCIAL TO SET UP YOUR ADP ¥ orkFORCE NOW ACCOUNT
PROPERLY. THIS SETUP INCLUDES ENTERING YOUR COMPANY INFORMATION, EMPLOYEE DETAILS, AND PAY SCHEDULES.

1. SETTING UP Your ADP W orkFOrRCE Now ACCOUNT

- COMPANY INFORMATION: INPUT YOUR BUSINESS NAME, ADDRESS, AND TAX IDENTIFICATION NUMBER.

- EMPLOYEE DATA: ADD EMPLOYEE DETAILS SUCH AS SOCIAL SECURITY NUMBERS, ADDRESSES, AND \WAGE INFORMATION.
- PAY SCHEDULES: ESTABLISH YOUR PAYROLL FREQUENCY (\X/EEKLY/ BI-WEEKLY, SEMI‘MONTHLY) AND SET UP THE
CORRESPONDING PAY PERIODS.

2. CONFIGURING PAYROLL SETTINGS

ONCE YOUR ACCOUNT IS SET UP, CONFIGURE THE PAYROLL SETTINGS TO MATCH YOUR BUSINESS NEEDS:

- DebucTions AND CONTRIBUTIONS: SET UP DEDUCTIONS FOR TAXES, RETIREMENT PLANS, AND OTHER BENEFITS.
- PAY RATES: ENTER HOURLY RATES OR SALARIES FOR EACH EMPLOYEE.
- OVERTIME RULES: DEFINE OVERTIME CALCULATIONS BASED ON COMPANY POLICY AND APPLICABLE LAWS.



STEP-BY-STEP PAYROLL PROCESSING

W/ITH YOUR ACCOUNT CONFIGURED, YOU CAN BEGIN PROCESSING PAYROLL. FOLLOW THESE STEPS FOR EFFICIENT PAYROLL
MANAGEMENT USING ADP W/ orkFORCE Now .

Step 1: TiME TRACKING

ACCURATE TIME TRACKING IS VITAL FOR PAYROLL PROCESSING. ADP \W OrRkFORCE NOW OFFERS TOOLS FOR TRACKING
EMPLOYEE HOURS, INCLUDING!:

- TiMe CLocks: USE DIGITAL TIME CLOCKS FOR EMPLOYEES TO CLOCK IN AND OUT.
- TIMESHEETS: EMPLOYEES CAN SUBMIT TIMESHEETS FOR APPROV AL EACH PAY PERIOD.

STeP 2: ReviEw AND APPROVE TIME ENTRIES

BEFORE RUNNING PAYROLL, VERIFY THE ACCURACY OF ALL TIME ENTRIES:

- MANAGER APPROVAL: MANAGERS SHOULD REVIEW AND APPROVE TIMESHEETS TO ENSURE ACCURACY.
- ADJUSTMENTS: MAKE ANY NECESSARY ADJUSTMENTS TO HOURS \WORKED, OVERTIME, OR LEAVE TAKEN.

STEP 3: RUNNING PAYROLL

ONCE TIME ENTRIES ARE APPROVED, YOU CAN RUN PAYROLL:
1. NAVIGATE TO PAYROLL PROCESSING: SELECT THE PAYROLL MODULE WITHIN ADP W/ orkFORCE Now .
2. CHooSE PAY PERIOD: SELECT THE APPROPRIATE PAY PERIOD YOU WISH TO PROCESS.

3. REVIEW PAYROLL SUMMARY: CHECK THE PAYROLL SUMMARY FOR ANY DISCREPANCIES OR ERRORS.
4. Process PavroLL: CLICK ON THE “PROCESS PAYROLL” BUTTON TO FINALIZE PAYROLL CALCULATIONS.

STeP 4: ReEVIEWING PAYROLL REPORTS

AFTER PROCESSING PAYROLL, REVIEW THE REPORTS GENERATED BY ADP:
- PAYROLL REGISTER: DISPLAYS ALL PAYROLL TRANSACTIONS, INCLUDING GROSS PAY, DEDUCTIONS, AND NET PAY.

- Tax LIABILITY ReEPORTS: DETAILS THE TAX LIABILITIES FOR THE CURRENT PAYROLL PERIOD.
- EMPLOYEE EARNINGS REPORTS: PROVIDES INSIGHTS INTO INDIVIDUAL EMPLOYEE EARNINGS, DEDUCTIONS, AND CONTRIBUTIONS.

STEP 5: DISTRIBUTING PAYCHECKS

YOU CAN CHOOSE TO DISTRIBUTE PAYCHECKS VIA DIRECT DEPOSIT OR PHYSICAL CHECKS. ENSURE THAT:

- DiIRecT DeposIT: CONFIRM THAT ALL EMPLOYEE BANK INFORMATION IS ACCURATE FOR SEAMLESS DIRECT DEPOSIT.
- CHECK PRINTING: IF PRINTING CHECKS, ENSURE THE PRINTER IS SET UP CORRECTLY AND THAT YOU HAVE THE NECESSARY CHECK
STOCK.



PosT-PAYROLL PROCESSING STEPS

AFTER PAYROLL IS PROCESSED, THERE ARE SEVERAL IMPORTANT POST-PAYROLL TASKS TO COMPLETE.

1. TAX REPORTING

ADP W/ orkFORCE NOW AUTOMATICALLY CALCULATES AND FILES PAYROLL TAXES, BUT IT'S ESSENTIAL TO REVIEW:

- FEDERAL AND STATE TAX FILINGS: ENSURE THAT ALL TAX FILINGS ARE SUBMITTED ON TIME TO AVOID PENALTIES.
- ForM 94 1: FILE QUARTERLY FOR FEDERAL PAYROLL TAXES.

2. EMPLOYEE NOTIFICATIONS

KEEP EMPLOYEES INFORMED ABOUT THEIR PAYROLL:

- PAY STuUBS: ENSURE THAT EMPLOYEES HAVE ACCESS TO THEIR PAY STUBS THROUGH THE EMPLOYEE SELF-SERVICE PORTAL.
- TAX DOCUMENTS: PrOVIDE ACCESS TO W-25 AND 1099S AT THE END OF THE YEAR FOR TAX FILING.

3. RecorD KEEPING

MAINTAIN ACCURATE RECORDS OF PAYROLL PROCESSING:

- PAYROLL RECORDS: KEEP DETAILED RECORDS OF EACH PAYROLL CYCLE, INCLUDING REPORTS AND EMPLOYEE EARNINGS.
- COMPLIANCE DOCUMENTATION: RETAIN DOCUMENTATION FOR COMPLIANCE WITH LABOR LAWS AND TAX REGULATIONS.

BesT PRACTICES FOR PAYROLL MANAGEMENT

T O ENSURE SMOOTH PAYROLL PROCESSING, CONSIDER THE FOLLOWING BEST PRACTICES:

- ReGULAR TRAINING: KEEP HR STAFF TRAINED ON ADP W/ oRkFORCE NOW UPDATES AND PAYROLL REGULATIONS.
- CONSISTENT SCHEDULE: ESTABLISH A CONSISTENT PAYROLL SCHEDULE TO REDUCE CONFUSION AND ENSURE TIMELY PAYMENTS.
- AUDIT PAYROLL REGULARLY: CONDUCT REGULAR AUDITS OF PAYROLL TO IDENTIFY ERRORS AND DISCREPANCIES.
- STAY INFORMED ON REGULATIONS: REGULARLY REVIEW FEDERAL AND STATE PAYROLL REGULATIONS TO ENSURE COMPLIANCE.

CoNcLUSION

THe ADP W orkrFoRCE Now PAYROLL PROCESSING GUIDE PROVIDES A COMPREHENSIVE FRAMEWORK FOR BUSINESSES TO
MANAGE THEIR PAYROLL EFFECTIVELY. BY UNDERSTANDING THE KEY FEATURES, FOLLOWING THE STEP-BY-STEP PROCESSING
GUIDE, AND ADHERING TO BEST PRACTICES, COMPANIES CAN STREAMLINE THEIR PAYROLL OPERATIONS, ENSURING ACCURACY AND
COMPLIANCE. IMPLEMENTING THESE STRATEGIES WILL NOT ONLY SAVE TIME AND REDUCE ERRORS BUT ALSO ENHANCE EMPLOYEE
SATISFACTION AND TRUST IN THE PAYROLL PROCESS.

FREQUENTLY AskeD QUESTIONS



WHAT I1s ADP \W orkFORCE NOW AND HOW DOES IT ASSIST WITH PAYROLL
PROCESSING?

ADP W orkForCE NOw IS A CLOUD-BASED HUMAN CAPITAL MANAGEMENT SOLUTION THAT OFFERS PAYROLL PROCESSING, HR
MANAGEMENT, TALENT MANAGEMENT, AND BENEFITS ADMINISTRATION. [T STREAMLINES PAYROLL PROCESSES BY AUTOMATING
CALCULATIONS, ENSURING COMPLIANCE, AND PROVIDING REAL-TIME REPORTING.

How po | seT up PAYROLL IN ADP \W orkFORCE Now?

To seT UP PAYROLL IN ADP \¥ orkFORCE NOW, LOG IN TO YOUR ACCOUNT, NAVIGATE TO THE PAYROLL SECTION, AND
FOLLOW THE PROMPTS TO ENTER EMPLOYEE INFORMATION, PAY RATES, AND WORK SCHEDULES. MAKE SURE TO REVIEW TAX
SETTINGS AND PAYMENT METHODS BEFORE PROCESSING.

\YW/HAT ARE THE KEY FEATURES OF THE PAYROLL PROCESSING MODULE IN ADP
\X/ orRkFORCE Now P

KEY FEATURES INCLUDE AUTOMATED PAYROLL CALCULATIONS, TAX COMPLIANCE MANAGEMENT, DIRECT DEPOSIT OPTIONS,
CUSTOMIZABLE REPORTING, EMPLOYEE SELF-SERVICE ACCESS, AND INTEGRATION WITH TIME AND ATTENDANCE TRACKING.

How CAN | ENSURE COMPLIANCE WITH TAX REGULATIONS USING ADP \X/ ORKFORCE
Now?

ADP \¥ orkFORCE NOW HELPS ENSURE COMPLIANCE BY AUTOMATICALLY CALCULATING PAYROLL TAXES BASED ON CURRENT
REGULATIONS, PROVIDING UPDATES ON TAX LAW CHANGES, AND GENERATING NECESSARY TAX FORMS AT YEAR-END, SUCH AS
\W-2s aNnD 1099s.

\WHAT SHOULD | DO IF | ENCOUNTER AN ERROR DURING PAYROLL PROCESSING IN ADP
\X/ orkFORCE Now?

IF YOU ENCOUNTER AN ERROR, REVIEW THE ERROR MESSAGE FOR GUIDANCE, CHECK THE EMPLOYEE DATA FOR INACCURACIES, AND
CONSULT THE HELP DOCUMENTATION OR SUPPORT RESOURCES WITHIN ADP \¥/ orkFORCE Now. YOU CAN ALSO CONTACT ADP
SUPPORT FOR ASSISTANCE.

How oFTEN CAN | RUN PAYROLL IN ADP \Y orkForCE Now?

ADP W/ orkFORCE NOW ALLOWS YOU TO RUN PAYROLL AS OFTEN AS NEEDED, WHETHER IT's WEEKLY, BI"WEEKLY, OR
MONTHLY. YOU CAN ALSO SET UP RECURRING PAYROLL SCHEDULES TO AUTOMATE THE PROCESS.

ARE THERE MOBILE CAPABILITIES FOR MANAGING PAYROLL IN ADP W orkForCE Now?

Yes, ADP \¥/ orkFORCE NOW OFFERS A MOBILE APP THAT ALLOWS USERS TO MANAGE PAYROLL, VIEW REPORTS, AND APPROVE
TIME OFF REQUESTS ON THE GO, PROVIDING FLEXIBILITY FOR EMPLOYERS AND EMPLOYEES.

\W/HAT RESOURCES ARE AVAILABLE FOR TRAINING ON ADP \W orRkFORCE Now PAYROLL
PROCESSING?

ADP PROVIDES VARIOUS RESOURCES FOR TRAINING, INCLUDING ONLINE TUTORIALS, WEBINARS, USER GUIDES, AND A DEDICATED
SUPPORT TEAM. YOU CAN ACCESS THESE RESOURCES THROUGH THE ADP \W orkFORCE Now PLATFORM OR THE ADP WEBSITE.
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