First Time Users: Setting Up Your Account
ADP Online Payroll Instructions

Log onto: https://workforcenow.adp.com (must type exactly)

There is also a link on the NWSRA.org website:
e (Click on ‘Staff/Volunteers’
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Become a Volunteer Today! Click Here

NWSRA is looking for stafft
If you refer three friends to work for NWSRA for an entire season o refer five friends to volunteer for an NWSRA
program, you will receive an NWSRA swag bag!

Click any of the links below to access Important staff forms, payroll and tralnings:

Get live updates, driving directions, upload
photos to the NWSRA Live Album and so
much more on your mobile device,
Download the NWSRA App today!

Or search for "NWSHA" in the iTunes or Google
Play store
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Welcome Page:

Click on the “Register Here” button located under “First Time User?”
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Step 1: Type in the Registration Code provided to you during the paperwork process. Click Next.
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Do you want to set up an account
with Northwest Special Recre?

Privacy Legal

Step 2: Enter your First Name, Last Name, Last 4 Digits of your Social Security Number (SSN).
Then enter your Birth Month and Day. Click Confirm.
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Step 3: On this screen, enter your User ID (VERY IMPORTANT- first initial and last
name@nwsra- so John Smith would be jsmith@nwsra). Do not pick your own user name. Then
create your password by entering it in the Password area. Passwords must be at least 8 characters
long and contain at least 1 letter and 1 number. Once you have created your password up to these
standards, click Next at the bottom of the screen.
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Register for ADP Services

Step 3 of 7: Get User ID & Password

- I
You will use this mformation to1og in to your ADP service,

i Create Your User ID
Cet User D & User D must be at least 4 characters long and may contain letters, numbers, and/or these 4 special characters (- @. _). User ID is not case
Password .

sensitive

User ID: ’- (7]

Create Your Password
Passwords must be at least 8 characters long and contain at least 1 letter and 1 number. Passwords are case sensitive. It is recommended
that passwords be 12 or more characters and contain a mix of upper case and lower case letters, numbers, and special characters.

Password: ‘ (7]

Password strength

Confirm Password: ~ ‘

Step 4: Select your Security Questions and Answers by clicking the down arrow next to each
question box. Then provide your answer for each question in the answer box. Click Next at the
bottom of the screen.

Register for ADP Services
Step 4 of 7: Select Security Questions and Answers
To protect your account, the information you enter will be used to verify your identity if you forget your user 1D and/or password
Security Questions and Answers’

Answers must be at least 2 alphanumeric characters long and are not case sensitive. Be sure to choose answers you can remember.

SOepy Question 1-° | =
Select Security . !
Questions Answer 1: %
Question 2-° ‘ 5
Answer 27 %
Question 3 ‘ =

Answer 3

Step 5: Enter your contact information. You must provide an e-mail address in order to receive
your Activation Code on the next screen. If you would like to also receive a text message if you



forget your login information, enter your phone number under the appropriate phone number
box. Click Next at the bottom of the screen.
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Register for ADP Services

Step 5 of 7: Enter Your Contact Information

Enter your contact information to receive communication from your company and/or ADP. ADP will send you an activation code to confirm
that we can contact you.

ADP may send notifications when your pay statements are ready, benefit enrollment changes are processed, and/or workflow items need
your attention. If you forget your login information, ADP can send you an email with your temporary password and/or user ID.

Email Addresses” Use for Notifications
Work: ":,‘
Personal Email: =

Phone Numbers
If you forget your login information, ADP can send you a text message with your temporary password and/or user ID. ADP does not charge
for this service, but standard text and data charges might apply from your mobile phone carrier. Terms and conditions.

Work Phone: | United States +1 | | |

E| | authorize ADP to send my login information to

Work Mobile: | United States +1 | |
this phone at my request.

I:! | authorize ADP to send my login information to

Personal Mobile: | United Stares +1 ‘ v |
this phone at my request.

Step 6: ADP will send an activation code to your e-mail address (and cell phone if you opted to
receive text messages). Check your e-mail (or text) and enter your activation code in the box
provided. Click Next at the bottom of the screen.
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Register for ADP Services

Step 6 of 7: Enter Activation Code

An activation code has been sent to your email address and mobile phone numbers you selected. Activate your contact information now to
ensure that they are in service and can be used to reach you.

Note: If you want to activate later or you did not receive your activation code(s), you may skip this step. Follow the instructions in your
registration confirmation email to activate at your earliest convenience

Activation Code:- ‘

Activation Code:

Enter Contact
Information

Mote: You may need to wait longer for an activation code to arrive by email. There can be a delay due to Internet traffic, your service
provider, firewalls, etc. If you request a new activation code, the activation code previously issued to you will expire and become invalid
even if it has not arrived.

Didn't receive a code? 0 Send a new activation code.

Step 7: Review your information. If you have to make changes to the information, use the
navigation options on the left of the page to revisit the appropriate page and make the changes.



Once you are finished, click “Done” to confirm and continue. You will then be directed to a page
where you can log in to your account using your username and password that you created.

Register for ADP Services

Step 7 of 7: Review and Submit

Review the information on this page; click Done to confirm and continue. To make changes, use the left navigation options or click
Previous

User ID:

Security Questions and Answers

Question 1:
Answer 1

Question 2:
Answer 2

Question 3:
Answer 3

Step 7
SEVIEN RO Al Contact Information

Work:

Notification Activated

Work Phane:

Personal Mobile: Use for Text Messaging

To download ADP mobile:

On your mobile device, visit the app store that you use to download other apps. In the search
box, search for “ADP”. Then download the “ADP Mobile Solutions” app. Once you have
downloaded the app, open the app and enter your username on the first page, and then your
password on the next page. You will be directed to a “Terms of Use” page. Click “Accept” and
you will be directed to the ADP Mobile home screen. This will direct you to the mobile site,
where you will have access to entering your hours worked and other important information.

NWSRA




PROCESS FOR ENTERING HOURS

Once you have created an ADP User Account you will be able to log into your account using
your username (first initial last name@nwsra) and case specific password. If you have forgotten
your user name or password click on ‘Forgot your user ID/Password?’ link under the password
box and you will be sent a new one.

[ e -

Welcome to ADP

User Login Admin Login

Enter your user ID and password to Log In

ur user D7)

First Time User?

orHelp Getting Started

*Please note: There is a security time limit so you will be kicked out of the system and have to log in again in
if the page is left idle for too long.

The NWSRA Welcome Page
e Click on Myself'located on the tool bar to access Personal Information: Pay rates, Past Pay

Statements, Direct Deposit Information, Tax Information, etc.
Fa- a e = = o |

& B st Do - 3 8 + & 6 =

& Most Vnited | | Getting Started T The Uned States Socl_ 42 ADP

T [ KRETINTROY W
MYTEAM  REPORTS ety Q I
Company [V »Persenal infermatien PERPN EEGN Announcements
Employmant
Pay Pavehecks!
Time & Altendance 70% Staff please. don't forget to
Time OF O Mors. pick up your paychecks from

the NWSRA office as these
T PDRMA - e o bnser being maed

| Benefits

eekly programs- must be 21 yearser
Eart Rassatt at

er Jodi Schalts at fodis:
2-284% If you ars intarsetad

NWSRA s leoking for staff:
Rader 3 friand family mambar t2 XWERA and sace thay
process and are hired you will receive

disabilities;

My Time Mestor Program

B palred with a £l thme staff to to earn best practices at
prograzat. Would yos be isterested in Jining our saentor

T PM progras? I s, contact Jodi Schultz at B47-392-2848 or
emall,

A P
., carD |
il )




e Under Resources or Forms tab you are able to access the Payroll Schedule and Forms

Library.
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e To begin entering your hours: Click on either the Myself tab at the top of the page , “Enter
My Time for Hours Worked” link under the Quick Links on the right side of the page or
the “My Timecard” blue button on the left bottom of the homepage.
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Super Staff Award

e Make sure the “Current Pay Period” has been selected at the top of the page.
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Next Pay Period
Provious Pay Period N - OUT PAY CODE HOURS DIVISION oAy PROGRAM DEPARTMENT DALY TOTALL " *
Range of Dates 0.00
Tue 0000 + 0.00 k
wed 0909 o.00
Thu  ounG - 0.00
Fioam o.00
sat  0anz : 000
Sun 083 - 0.00
WEEK 1 TOTALS '
IN-QUT PAY CODE HOURS DIVISION Day PROGRAM DEPARTMENT  DAILY TOTALE b
000
000
0.00
000
000
Week 10,00 Week 20.03
REFRESH PREFERENCES | w  Logond



e Find the appropriate day and date and enter time in (time you started) and time out (time
you ended) making sure to enter am & pm each time. *hours will calculate automatically
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oo
oo0
osooAM - cacor &
Go0
000
000
aoe
WEEK 1TOTALS
WEEK 2 N .OuUT PAY CODE HOURS DIVIRION DAY PROGRAM DEPARTMENT  DAILY TOTALS
Mon o 000
Tus onAs o0
wed  Oane @00
Thu oanr oo
P oane G00
Pay Paricd [0.00]  Weak 1000}  Week 2000)
. msew REFRESH PREFERENCES | w

e Ignore Out Type. You only fille out Earnings Code for Training/Orientation Hours. You
must complete Division, Day, Program, and Department.

e C(Click on Division box and then on the magnifying glass to select from drop down box
your division assignment.

Inclusion Assignment Example:
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DESCRIPTION STARTDATE  ENDDATE ACTY
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ey

Social Cubs
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Day Camps
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Ofmen T
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Fus Time

e Next click on the box and then magnifying glass to select the appropriate Day from the
drop down box. Weekly program staff must select appropriate day of the week for
program assignment. The other Divisions: Inclusion, Social Clubs, Day Camps, Special

Events will be given only one choice to select.
T T — 0 iy
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m REFRESH PREFERENCES | v Lagond

e Next click on the box and then magnifying glass to select the appropriate Program from
the drop down box. For Inclusion Staff select the park district where you are assigned.
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e Next click on the box under Department and then the magnifying glass to select the
appropriate job title for your assignment in this program from the drop down box.
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Maon LU oo0
Tue oog ooo
4 Wed 0W0s 0800 AM - GO0 M 600 ncksklan oo E
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Weekly Program Example:
o Weekly programs are filtered by day of the week. Select the appropriate day of the week
under Day.
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e Under the Program tab use the scroll bar to scroll through the list to select your program
assignment. Programs are listed in numeric order. Weekly Programs, Special Events, and
Day Camps select program by number and name. *IMPORTANT: You must enter the
correct program name and number to be paid on time!!!
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e Next click on the box under Department and then the magnifying glass to select the
appropriate job title for your assignment in this program from the drop down box.
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*Please Note: To the left of the day is a dropdown box that contains an option to Add Note should
you need to write a note to your Supervisor explaining why there is a discrepancy between the
hours entered and what you were scheduled. Ex: Parent picked up early or late, route delayed, or
you were sent home early due to lack of participation. DO NOT write messages to supervisor
that need immediate attention. Contact supervisor at the NWSRA office via email or office

phone.
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*To add multiple shifts in one day click the drop down box to the left of the day. A duplicate line
will appear under that desired day. Enter all information for additional program assignment in

all fields. )
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My Timecard @
Troy, Kristin L &3 :
oy, Kristin L & I PSEOCI038
- (-] L QPN
Tota - ime Off Balances
W ur cope o oSO oa PROGRAM DEPARTMENT  DAILY TOTALE
Moan
Tue
o 0 PM
Copy Row
ta Copy Row to Next Day
© Deloto Row
v WEEK 1 TOTALS
Add Not ar PAYCODE  HOI DIVISIO! DAY ROGRAM DEPARTMENT  DAILY TOTALE
= Override

e Upon completion of entering the hours, click on the Save button at the bottom of the page.

*Please Note: Hours may be entered throughout the current pay period until midnight of the
Sunday night before the payroll is due. The system is locked the entire day of the payroll Monday

and staff will not be able to enter hours.

IMPORTANT NOTE

What browsers will ADP support?
e Microsoft Internet Explorer 9,10, or 11
e Google Chrome (Google automatically updates Chrome to the latest
version)
e Firefox 31 and higher
e Safari 7.0,7.1
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