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Employee Self Service Training

Welcome
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This recording and the information contained herein is 
proprietary and confidential to ADP and may only be used 
or shared internally within your organization.  ADP has the 

right to delete any and all content at any time at its sole 
discretion and any unauthorized use of this recording shall 
be deemed a breach of confidentiality under the applicable 
terms and conditions governing the services between you 

and ADP.
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What’s on the agenda today?

ADP makes it easy for you to view your personal 

information and perform certain tasks right from 

your computer or mobile device.  We call this 

Employee Self-Service.

Today, we’ll discuss the following Employee Self-

Service topics:

• Registration

• Viewing/updating your personal information

• Accessing your pay information 

• Time and Attendance Tasks

• Time- Off Tasks

• ADP Mobile App

• LifeMart

 Please note, your current employee information has been 

provided to ADP and has been uploaded into our software. Please 

take time to review and confirm this information. 
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Registration

My Information

TimecardTime Off

ADP Mobile 

LifeMart
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Registration
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Registration https://workforcenow.adp.co

m
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Employee Home Page View
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Employee Preferences
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Registration

My 
Information

TimecardTime Off

ADP Mobile 

LifeMart
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Accessing My Information: Profile
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Accessing My Information: Profile- Changing Address 
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Accessing My Information: Profile- Changing Your Name
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Accessing My Information: Profile - Uploading Picture
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Accessing My Information: Profile - Updating Emergency Contact
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Accessing My Information: Profile - Adding Licenses & Certifications 
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Accessing Your Pay Information:  Tax Withholdings
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Accessing Your Pay Information:  Tax Withholdings
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Accessing Your Pay Information:  Tax Withholdings



Copyright © 2023 ADP, Inc. Proprietary and Confidential.

Accessing Your Pay Information:  Tax Withholdings
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Accessing Your Pay Information:  Payment Options
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Accessing Your Pay Information:  Payment Options
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Accessing Your Pay Information:  Payment Options
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Accessing Your Pay:  Payment Options – Wisely Direct
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Accessing Myself: Pay - Pay  & Tax Statements 
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Accessing My Information:  Profile - Viewing and Approving Company Policies
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Accessing My Information:  Profile - Viewing and Approving Company Policies
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Accessing My Information:  Profile - Viewing and Approving Company Policies
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Accessing My Information: Attaching Document to My Documents



Copyright © 2023 ADP, Inc. Proprietary and Confidential.

Accessing My Information: Attaching Document to My Documents
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Accessing My Information: Attaching Document to My Documents
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Registration

My Information

TimecardTime Off

ADP Mobile 

LifeMart
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Your Time and Attendance Tasks: My Time Entry
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Your Time and Attendance Tasks: Viewing Your Timecard

Note: Your website content may vary.
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Your Time and Attendance Tasks: Viewing and Editing Your Timecard

Note: Your website content may vary.
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Registration

My Information

TimecardTime Off

ADP Mobile 

LifeMart
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Your Time Off Task:  Requesting Time Off
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Your Time Off Task:  Requesting Time Off
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Your Time Off Task:  Requesting Time Off
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Registration

My Information

TimecardTime Off

ADP Mobile 

LifeMart
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4.7/5.0 User Rating
from Apple App Store (iOS)

from over 1.3 million reviews!

4.6/5.0 User Rating
from Google Play (Android)

#1
HCM App
in the Apple App Store

Free Business App Category 

Available in 28 

languages 

Compatible with Apple 

Watch and iPad

ADP Mobile
ADP Mobile is available for employees/managers to view their information. 

To download the application, visit the app store on your phone!

Download:
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ADP Mobile - Notifications

Note: Your app  content may vary.

Receiving Alerts – Pay & 

Inbox
• Mobile inbox can display 

notifications, alerts, 

reminders and tasks

• You can receive important 

company news and 

communications

• You can receive push 

notifications for important 

company alerts  
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ADP Mobile - Dashboard

Note: Your app  content may vary.
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ADP Mobile – Pay Screens

Note: Your app  content may vary.

• The Pay screen gives you the option to view 

your current and historical pay statements. 

• When selecting View Details it will display 

your gross wages earned along with the 

breakdown of pay details.

• You can also compare pay statements 

across multiple pay periods along with 

viewing year-to-date earnings and 

deductions.

• You have the option to view your 

statement and print a copy.
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ADP Mobile – Tax Screens

Note: Your app  content may vary.
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ADP Mobile – Direct Deposit

Note: Your app  content may vary.
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ADP Mobile – Benefits Screens

Note: Your app  content may vary.
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ADP Mobile – Approve Timecard

Note: Your app  content may vary.

• You can view current and previous 

timecards – and approve from the 

mobile device
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ADP Mobile – Time Off

Note: Your app  content may vary.



LifeMart® Discounts

Myself > Benefits> Employee Discounts > LifeMart
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Questions



Copyright © 2023 ADP, Inc. Proprietary and Confidential.Copyright © 2023 ADP, Inc. Proprietary and Confidential.

Thank You!


