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Please introduce yourself.  Include the following:

• Your name

• Your location

• Your role

• Your expectations

Introductions and Expectations
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Course Purpose

Tell Show Do Review

How You Will Learn

This ADP Workforce Now new hire training introduces and provides 

instruction and examples of how to complete the Payroll and HR sections 

of the I-Hub Payroll Client Interview as well as how to locate details on the 

I-Hub Summary Report.
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Upon completing this training, you will be able to:

• Access the I-Hub Payroll Client Interview

• Identify the information to be gathered from the client during 

the I-Hub Payroll Client Interview

• Ask the client the appropriate analysis questions needed to 

complete the Payroll & HR sections of the 

I-Hub Payroll Client Interview

Course Objectives
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Before attending this training, you should have completed the following 

prerequisite training:

I-Hub Training

• Introduction to I-Hub 
(MA_23314)

• Use I-Hub to Onboard ADP Workforce Now Clients 
(MA_23130)

Prerequisite and Recommended Preparation
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The agenda for today’s class is: 

• Introduction 

• Review of the EDGE Process

• Questioning and Analysis Skills

• Introduction to the I-Hub Payroll Client Interview

• Completing the Payroll section of the 

I-Hub Payroll Client Interview

• Break

• Completing the HR section of the 

I-Hub Payroll Client Interview

• Course Closing

Class Agenda
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As a Project Manager (PM) or Project Leader (PL), what is your role in 

completing the I-Hub Payroll Client Interview?

Your Role | What is Your Role in Completing the I-Hub Payroll Client 

Interview?  
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Our Guides

Hi!  My name is 

Hanna and I’ll be 

your guide today 

through the 

Payroll section. 

And my name 

is Adella. I’ll 

be your guide 

through the 

HR section. 
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How does the EDGE Process Impact 

the I-Hub Payroll Client Interview?

In this topic, we will briefly review the 

EDGE process as it impacts completing 

the I-Hub Payroll Client Interview. 
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• E A R LY

• D AT A

• G AT H E R I N G

• E V E N T

Prepopulating the I-Hub Payroll Client Interview
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Benefits of Early Client Data Extraction
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What is the Role of Questioning and 

Analysis Skills in the I-Hub Payroll 

Client Interview?

In this topic, we will explore how 

questioning and analysis skills 

assist you in completing the 

I-Hub Payroll Client Interview. 
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Questioning and Analysis Skills
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Setting the Scene
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What is the I-Hub Payroll Client Interview 

and how do I navigate it?

In this topic, we will introduce and explore 

the main elements of the 

I-Hub Payroll Client Interview.
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• What is the I-Hub Payroll Client Interview?

• Who creates the I-Hub Payroll Client 

Interview?

• When does the I-Hub Payroll Client 

Interview get created?

I-Hub Payroll Client Interview Introduction
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I-Hub Payroll Client Interview Introduction

Payroll 

section

(continued)

HR 

section
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I-Hub Payroll Client Interview Introduction
(continued)
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I-Hub Payroll Client Interview Introduction
(continued)

Tax 

Information 

page 

collapsed

Tax 

Information 

page 

expanded
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I-Hub is located in ADP Workforce Now via Universal Access.  

To access I-Hub:

• Log on ADP Workforce Now

• Select Client > Client Management > I-Hub 

Accessing I-Hub
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The I-Hub Home Page
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The I-Hub Home Page

Sortable 

Column 

Headings

Rows 

Per Page

Search 

Panel
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The I-Hub Project Dashboard
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The I-Hub Client Interview Page
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The I-Hub Payroll Client Interview | Topic Panel & Content Area
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How do I complete the Payroll Section 

of the I-Hub Payroll Client Interview

In this topic, we will review the information 

you enter in the Payroll section of the 

I-Hub Payroll Client Interview.
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The topic panel, on the left side of the interview, 

displays the topics included in the interview. 

• Why do some topics display 

with a right-pointing triangle? 

• What does the checkmark     

mean? 

The I-Hub Payroll Client Interview | Payroll Section
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Begin Your Payroll Analysis

What initial payroll information would you need to obtain from the

client that might be included on the Begin Your Payroll Analysis page? 
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Begin Your Payroll Analysis

What initial payroll information would you need to obtain from the 

client that might be included on the Begin Your Payroll Analysis page? 
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Begin Your Payroll Analysis | How are Employees Paid

• XX
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Begin Your Payroll Analysis | Shift Work, Overtime, & FLSA

• XX
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Begin Your Payroll Analysis | Deferred Compensation

• XX
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Begin Your Payroll Analysis | Deferred Compensation

• XX
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Begin Your Payroll Analysis | Deferred Compensation

• XX
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Begin Your Payroll Analysis | Deferred Compensation

• XX
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Begin Your Payroll Analysis | Estimated Net Payroll 

• XX
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Begin Your Payroll Analysis | Estimated Net Payroll 

• XX
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Begin Your Payroll Analysis | Estimated Net Payroll 
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Begin Your Payroll Analysis | Total Cost of Healthcare Coverage Amounts 
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Begin Your Payroll Analysis | Total Cost of Healthcare Coverage Amounts 
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Begin Your Payroll Analysis | Total Cost of Healthcare Coverage Amounts 
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Begin Your Payroll Analysis | Follow Up Required Option
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Client is opening a new location.  Contact the client in two months to obtain their 

new location address.

Begin Your Payroll Analysis | Follow Up Required Option
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Client is opening a new location.  Contact the client in two months to obtain their 

new location address.

Begin Your Payroll Analysis | Payroll Supplemental Analysis Form

When would you use the Payroll Supplemental Analysis Form? 
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Client is opening a new location.  Contact the client in two months to obtain their 

new location address.

Begin Your Payroll Analysis

XXX
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Client is opening a new location.  Contact the client in two months to obtain their 

new location address.

Begin Your Payroll Analysis

XXX
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• XXX

Addresses 
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Addresses | Address Book 

Why might a client have multiple addresses? 
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• XXXX

Addresses | Legal Location
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Schedules | Payroll Schedules

What information might you need to “build” a 

payroll schedule?
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Schedules | Payroll Schedules

What information might you need to “build” a 

payroll schedule?
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Schedules | Payroll Schedules  
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Schedules | Payroll Schedules  
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Schedules | Holiday Closures  

Why do we ask clients if they have additional holidays to add 

to default list?
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The next section to display depends on the answer provided to the Track 

Jobs by Cost Numbers question on the Begin Your Payroll Analysis page. 

Home Departments or Labor Tracking

If  XXX  then 

Labor Tracking 

displays in the interview. 

If XXX  then 

Home Departments 

displays in the interview. 
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Home Departments or Labor Tracking

What information do we need about a client’s 

departments?
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Home Departments or Labor Tracking

What information do we need about a client’s 

departments?
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Home Departments or Labor Tracking
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Home Departments or Labor Tracking
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Home Departments or Labor Tracking
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Home Departments or Labor Tracking

 Departments or 

Department Numbers 

 6 characters  Job Costing or 

Cost Numbers

 6 to 50 characters
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If          then 

Tips 

displays on the interview. 

The next section to display depends on the answer provided to the Tips 

question on the Begin Your Payroll Analysis page. 

Tips

If XXX  then 

Tips

will NOT display on the interview. 
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Tips
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Pay Elements | Hours & Earnings Information 
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Pay Elements | Hours & Earnings Information 
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Pay Elements | Hours & Earnings Information 
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Pay Elements | Hours & Earnings Information 

Which hours/earnings codes are set up for all clients? 
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Pay Elements | Hours & Earnings Information 
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Pay Elements | Hours & Earnings Information 
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Pay Elements | Allowed & Taken Information 



Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview 03-20-17

Copyright © 2017 ADP, LLC Page 36 of 93

76

Copyright © 2012 – 2017 ADP, LLC. Proprietary and Confidential. 

Pay Elements | Allowed & Taken Information 
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Tax Information | Tax Analysis

What types of information might be included in the Tax 

Information section of the interview that would need to 

obtain from the client? 
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Tax Information | Tax Analysis

What types of information might be included in the Tax 

Information section of the interview that would need to 

obtain from the client? 
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Tax Information | State Tax Jurisdiction
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Tax Information | State Tax Jurisdiction

What information is required to set up State Tax jurisdictions?

Will all state jurisdictions look like this? 
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Tax Information | State Tax Jurisdiction
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Tax Information | State Tax Jurisdiction
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Tax Information | State Tax Jurisdiction
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Tax Information | State Tax Jurisdiction
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Tax Information | Local Tax Jurisdiction
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Tax Information | Local Tax Jurisdiction
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Tax Information | Local Tax Jurisdiction
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Tax Information | Local Tax Jurisdiction
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Tax Information | Local Tax Jurisdiction
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Tax Information | Local Tax Jurisdiction
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Tax Information | Local Tax Jurisdiction
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 State and local data from the Payroll Client Interview is 

exported to AutoPay and the WFN database.

 WFN Export and AutoPay Export are handled in parallel.

 WFN Export eliminates the need for manual entry and 

reduction of errors.

 A system integration initiates both the AutoPay and 

WFN Exports – no associate action required.

Tax Information | Local & State Tax Jurisdiction Data Export
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Tax Information | Tax Reporting Options 

How do you record additional information needed for the tax 

options setups?
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Deductions | Pre-Tax Benefits

What are the most common pre-tax benefits available 

to employees? 

What information must the client provide to ensure a 

correct setup?
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Deductions | Pre-Tax Benefits

What are the most common pre-tax benefits available 

to employees? 

What information must the client provide to ensure a 

correct setup?
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Deductions | Pre-Tax Benefits
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Deductions | Pre-Tax Benefits
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Deductions | Pre-Tax Benefits

XXX
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Deductions | Commuter Benefits 

Why do pre-tax and commuter benefit deductions require a 

Benefit Type? 
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Deductions | Wage Garnishment/Court Ordered Payments

Do clients choose the deduction codes/types to be set up? 
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Deductions | Deposits/Bank Deductions 

What question might you ask the client regarding direct deposit 

codes? 
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Deductions | Group Term Life 

What is Group Term Life?
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Deductions | Voluntary Post Tax Deductions 

What would be another example of a deduction frequency? 
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If XXX  then 

Deferred Compensation 

displays on the interview. 

The next section to display depends on the answer provided to the Deferred 

Compensation question on the Begin Your Payroll Analysis page. 

Deferred Compensation

If XXX  then 

Deferred Compensation

will NOT display on the interview. 
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Deferred Compensation 

What is a deferred compensation plan?
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Deferred Compensation 

What is a deferred compensation plan? 

What is a deferred compensation plan?
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Deferred Compensation 

What questions on the Deferred Compensation page will you 

not need to ask the client? 
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Deferred Compensation 

What earnings might a client exclude from the Deferred 

Compensation calculation? 
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Deferred Compensation 
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Deferred Compensation 
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Deferred Compensation 

• XXX
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Memo

Which of the these Memo codes is set up for all clients by 

default?  
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Payroll Reports | Earnings Statement Heading

What is the default Earnings Statement address? 
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Payroll Reports | Payroll Register & Summary Report 

No questions to answer! 
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You’ve completed the Payroll section of the I-Hub 

Payroll Client Interview. 

The I-Hub Payroll Client Interview | Payroll Section
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What questions do you have about the Payroll

section of the I-Hub Payroll Client Interview?

The I-Hub Payroll Client Interview | Payroll Section
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Who’s up for some java? 

The I-Hub Payroll Client Interview
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For audio, call 1-800-377-0237.

Access code:

Let’s Take a Break
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Welcome Back! 

Now that you 

completed the 

Payroll section 

of the interview, 

Adella will take 

over to guide you 

through the 

HR section.  

Thanks Hannah.  

So are you ready 

to dive into the 

HR section? 
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How do I complete the HR Section 

of the I-Hub Payroll Client Interview

In this topic, we will review the information 

you enter in the HR section of the 

I-Hub Payroll Client Interview.
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I-Hub HR Interview Fields Job Aid
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The I-Hub Payroll Client Interview | HR Section
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Position | Job Classes
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What are Job Classes? 

Position | Job Classes
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Definition

• Defines the type of work an employee performs.  This field 

can also be used to group similar types of job titles. 

Examples

• Clerical

• Management

Position | Job Classes
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Reasons for Obtaining Employee Job Class Information

• Security access for administrators 

and employees (Job Class only)

• Reporting selection criteria and sorting options

Why Obtain Job Class Information? ?
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Scenario

• Aunt Dolly’s Diner is located along the Jersey 

shore. They have restaurants in Wildwood, 

Lavallette, Ocean City, and Long Beach Island 

(LBI). The Ocean City and LBI restaurants are 

open year-round, while the other restaurants 

are open May through October. 

• Dolly, the owner, maintains an office in 

Ocean City that includes the following 

employees: the president/owner, a web 

site/apparel order administrator, and a 

payroll and benefits administrator.

• During the months of October through May in the year-round restaurants, and 

during the two months of October and May in the other restaurants, Aunt Dolly’s 

maintains a skeletal staff of three wait people, a host, and two cooks. 

• During the months of June through September, all locations’ employees include 

20 wait people, two hosts, 6 cooks, and 5 busboys.

Learning Activity | Identify Aunt Dolly’s Job Classes



Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview 03-20-17

Copyright © 2017 ADP, LLC Page 62 of 93

130

Copyright © 2012 – 2017 ADP, LLC. Proprietary and Confidential. 

What job classes and job functions might Aunt Dolly’s use?

• Job Classes include:

Learning Activity | Identify Aunt Dolly’s Job Classes
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What job classes and job functions might Aunt Dolly’s use?

• Job Classes include:

‒ Annual – Year-round workers and skeletal staff

‒ Seasonal – All other positions

Learning Activity | Identify Aunt Dolly’s Job Classes – Answers



Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview 03-20-17

Copyright © 2017 ADP, LLC Page 63 of 93

132

Copyright © 2012 – 2017 ADP, LLC. Proprietary and Confidential. 

Position | Job Classes
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Find JOB CLASS information in ADP Workforce Now.

Scavenger Hunt | Job Classes




Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview 03-20-17

Copyright © 2017 ADP, LLC Page 64 of 93

134

Copyright © 2012 – 2017 ADP, LLC. Proprietary and Confidential. 

Find JOB CLASS information in ADP Workforce Now.

Scavenger Hunt | Job Classes – Answers
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What is NAICS Workers’ Compensation?  

Position | NAICS Workers’ Compensation
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Definition

• NAICS codes are established by federal and state governments, 

based on the position’s location, its duties, and the frequency of 

the tasks.  Most states use the same codes.

Examples

• 8810 – Front  office clerical workers

• 8510 – Warehouse clerical workers

Position | NAICS Workers’ Compensation
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Reasons for Obtaining NAICS Workers’ Comp Information

• Reporting selection criteria

• Sorting options

Why Obtain NAICS Workers’ Comp Information? ?
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Position | NAICS Workers’ Comp Pages
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NAICS WORKERS’ COMP information 

in ADP Workforce Now.

WFN Example | NAICS Workers’ Comp
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What are Jobs?  

Position | Jobs
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Definition

• Identify the positions employees have in your company. 

Examples

• Project Leader

• Project Manager

• HCMC

• Human Resources Manager

• Learning Specialist

Position | Jobs
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Reasons for Obtaining Job Information

• Security access for administrators and employees

• Reporting selection criteria and sorting options

• Hours and earnings allocations

• Statutory compliance

• Workers’ compensation

• Management position/reports to structure

Why Obtain Job Information? ?
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What jobs might Aunt Dolly’s have?

Learning Activity | Identify Aunt Dolly’s Jobs
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What jobs might Aunt Dolly’s have?

• Server Year Round

• Server Seasonal

• Manager Year Round

• Manager Seasonal

• Busboy

• Dishwasher

• Host Year Round

• President/Owner

• Web site administrator

• Payroll and benefits administrator

Learning Activity | Identify Aunt Dolly’s Jobs – Answers
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Position | Jobs
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Find JOBS information in ADP Workforce Now.

Scavenger Hunt | Jobs

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Find JOBS information in ADP Workforce Now.

Scavenger Hunt | Jobs – Answers
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What are Job Change Reason Types?

Position | Job Change Reasons
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Reason Types and Examples ?
Reason Type Examples

Status Change _

_

_

_

Compensation Change _

_

_

Job Change _

_

Corporate Group Change _
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Reason Type Examples

Status Change Active

Retired

Rehire

Place on Leave

Compensation Change Merit

Performance

Promotion

Job Change Promotion

Transfer

Corporate Group Change Transfer

Reason Types and Examples – Answers
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Reasons for Obtaining Reason Type Information

• Reporting selection criteria and sorting options

• Statutory compliance

• Carrier connection account structures

Why Obtain Reason Type Information? ?
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Position | Job Change Reasons
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JOB CHANGE REASON TYPE information in ADP Workforce Now.

WFN Example | Job Change Reasons
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Status | Status Change Reasons
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STATUS CHANGE REASON TYPE information 

in ADP Workforce Now.

WFN Example | Status Change Reasons
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Pay Rates | Compensation Change Reasons
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COMPENSATION CHANGE REASON TYPE information 

in ADP Workforce Now.

WFN Example | Compensation Change Reasons
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What Are Business Units?

Corporate Groups | Business Units

159

Copyright © 2012 – 2017 ADP, LLC. Proprietary and Confidential. 

Definition

• Organizational entity or entities representing the highest 

level in the client’s organizational structure. 

Examples

• Department

• Division

• A company or group of employees, such 

as a work group or project team 

Corporate Groups | Business Units
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Reasons to Obtain Business Unit Information

• Reporting 

• Payroll delivery

• Benefits administration

• Carrier account structure (related to Benefits)

• Security/user restrictions

• PTO assignment

• Recruitment

?Why Obtain Business Unit Information?
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Scenario

• Aunt Dolly’s Diner is located along the Jersey 

shore. They have restaurants in Wildwood, 

Lavallette, Ocean City, and Long Beach Island 

(LBI). The Ocean City and LBI restaurants are 

open year-round, while the other restaurants 

are open May through October. 

• Dolly, the owner, maintains an office in 

Ocean City that includes the following 

employees: the president/owner, a web 

site/apparel order administrator, and a 

payroll and benefits administrator.

• During the months of October through May in the year-round restaurants, and 

during the two months of October and May in the other restaurants, Aunt Dolly’s 

maintains a skeletal staff of three wait people, a host, and two cooks. 

• During the months of June through September, all locations’ employees include 

20 wait people, two hosts, 6 cooks, and 5 busboys.

Learning Activity | Identify Business Units
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Corporate Groups | Business Units
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Corporate Groups | Department Non-Paid Positions
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What are Non-Paid Positions?

Corporate Groups | Department Non-Paid Positions
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Definition

• Position not paid through ADP Workforce Now. 

Examples

• Consultants

• COBRA employees

• Temporary workers paid through an agency

• 1099 employees

Corporate Groups | Department Non-Paid Positions
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Reasons for Obtaining Non-Paid Position Information

• Security access for administrators and employees 

• Reporting selection criteria and sorting options

• Carrier account structure

Why Obtain Department Non-Paid Position

Information?

?
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DEPARTMENT information in ADP Workforce Now.

WFN Example | Department
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Definition

• Physical location, site, area, region, or combination of 

these where a client conducts business.

Examples

• Atlanta

• Northwest

• California North, California South

• Building 1

• Homeshored

Corporate Groups | Locations
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Corporate Groups | Locations



Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview 03-20-17

Copyright © 2017 ADP, LLC Page 82 of 93

172

Copyright © 2012 – 2017 ADP, LLC. Proprietary and Confidential. 

Find Business Unit and Location information in ADP Workforce Now.

Scavenger Hunt | Business Units & Locations

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Find Business Unit and Location information 

in ADP Workforce Now.

Scavenger Hunt | Business Units & Locations – Answers
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Corporate Groups | Unions
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What are Unions?

Corporate Groups | Unions

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Definition

• A workers’ rights organization to which employees in a client’s 

company may belong.

Examples 

• IBEW Local 100

• Teamsters Local A

Corporate Groups | Unions
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Reasons for Obtaining Employee Union Information

• Security access for administrators and employees 

• Reporting selection criteria and sorting options

• Time off eligibility

• Carrier account structures

Why Obtain Union Information? ?
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UNION CODE information in ADP Workforce Now.

WFN Example | Union Code
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Corporate Groups | Corporate Group Change Reasons
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CORPORATE GROUP CHANGE REASON TYPE information 

in ADP Workforce Now.

WFN Example | Corporate Group Change Reasons
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What is a Worker Category?

Employment | Worker Category
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Definition 

• Class or group of employees defined by a common 

characteristic or attribute.

Examples

• Active full-time regular

• Part-time

• Seasonal

• Per diem

• Executive

Employment | Worker Category
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Reasons for Obtaining Worker Category Information

• Security access for administrators and employees 

• Reporting selection criteria and sorting options

• Time off eligibility

• Carrier account structures

Why Obtain Worker Category Information? ?
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Learning Activity | Identify Aunt Dolly’s Worker Categories
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Find WORKER CATEGORY information 

in ADP Workforce Now.

Scavenger Hunt | Worker Category

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Find WORKER CATEGORY information 

in ADP Workforce Now.

Scavenger Hunt | Worker Category – Answers
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You’ve completed the HR section of the I-Hub 

Payroll Client Interview. 

The I-Hub Payroll Client Interview | HR Section
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What questions do you have about the HR section of 

the I-Hub Payroll Client Interview?

The I-Hub Payroll Client Interview | HR Section
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Let’s review the course objectives!

Now that you have completed this course, let’s review

the course objectives.
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Now that you have completed this course, you are prepared 

to do the following:

• Access the I-Hub Payroll Client Interview

• Identify the information to be gathered from the client 

during the I-Hub Payroll Client Interview

• Ask the client the appropriate analysis questions needed to 

complete the Payroll & HR sections of the 

I-Hub Payroll Client Interview

Review of Objectives
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For additional information about the listed topics, refer to the following 

ADPworks topics in MAS Solutions. 

ADPworks Solutions

To Learn About Access

The Payroll & HR sections 

of interview

• I-Hub Payroll Client Interview Job Aid

• I-Hub HR Interview Fields Job Aid - WFN (CV)

Supplemental Analysis 

Forms

• Payroll Supplemental Analysis Form

• HR Supplemental Analysis Form

Payroll Only & Multi Module 

Implementations

• Workforce Now (CV) Implementation Process – Payroll Only

• Workforce Now (CV) Implementation Process – Multi Module 

HR Fields, HR Package 

Setup, and HR Import Tables

• *WFN (CV) HR: HR Fields & Essential or Enhanced HR 

Package Setup

I-Hub Updates • I-Hub || Consolidated Release Information – Support 

Resources – Available Training
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The following resources are available to support you in using 

I-Hub to complete the HR section of the Client Interview:

• ADPworks

• I-Hub Payroll Client 

Interview Job Aid

• The I-Hub HR Interview 

Fields Job Aid

• I-Hub Online Help

Post Class Support
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What Final Questions Do You Have? ?
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It was my pleasure to work with you today!

Class Name:

Name and Title:

Email Address:

Thank You / Training Evaluation
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