Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview
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Introductions and Expectations

Please introduce yourself. Include the following:
* Your name
» Your location
» Your role

* Your expectations
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Course Purpose

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.

Tell

»

Show . Do . Review

v
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Course Objectives

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
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Prerequisite and Recommended Preparation

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)

: £3?
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I
Class Agenda

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
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Your Role | what is Your Role in Completing the I-Hub Payroll Client
Interview?

As a Project Manager (PM) or Project Leader (PL), what is your role in
completing the I-Hub Payroll Client Interview?
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Our Guides

And my name
is Adella. I'll
be your guide
through the /
HR section. /

/

Hi! My name is
Hanna and I’ll be
your guide today

through the

Payroll 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.

Review of the EDGE Process
; y/ DE,
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Prepopulating the I-Hub Payroll Client Interview

e EARLY
* DaTa
e GATHERING

e EVENT

EDGE
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Benefits of Early Client Data Extraction

==FEDGE &

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.

Questioning and Analysis Skills
. L3P
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Questioning and Analysis Skills

= What does it mean to question?
= What does it mean to analyze?

= How do both impact completing the
I-Hub Payroll Client Interview?

Copyright © 2012 — 2017 ADP, LLC. Proprietary and Confidential A more human resource.

I
Setting the Scene

= When and how should the I-Hub
Payroll Client Interview be
completed?

I-HuB

PAYROLL
INTERVIEW

15
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What is the I-Hub Payroll Client Interview
and how do | navigate it?

In this topic, we will introduce and explore
the main elements of the
I-Hub Payroll Client Interview.

Iintroduction / Overview

Copyright © 2012 — 2017 ADP, LLC. Proprietary and Confidential A more human resource.”

I-Hub Payroll Client Interview Introduction

* What s the I-Hub Payroll Client Interview?

* Who creates the I-Hub Payroll Client
Interview?

* When does the I-Hub Payroll Client
Interview get created?
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. . . (continued)
[-Hub Payroll Client Interview Introduction
Pay
@  Begin Your Payroll Analysis Payro‘l
@ ¥ Addrosses .
section
€  Home Departments
€ ¥ Pay Elements
@ ¥ Tax Information "
@ ¥ Deductions
@ ¥ Deferred Compensation
€@ Memo
@ ¥ Payroll Reports H R
HRAayss section
¥ position
G ¥ status
% ¥ payRates =
@ ¥ Corporate Groups
@ ¥ Empioyment
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(continued)
I-Hub Payroll Client Interview Introduction
: Begin Your Payroll Analysis Payroll Questions
} Addresses T
P Schedules €  Begin Your Payroll Analysis
) H:)mr: Departments ) » o —
Pay Elements
} Tax Information @ P schedules
D e @  Home Departments
¥ Deferred Compensation
Memo @ ¥ Ppay Elements
P BB (] 4 Tax Information
(] P Deductions
¥ posttion @ P Deferred Compensation
¥ Status
S @ Memo
ps (¥} 4 Payroll Reports
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[-Hub Payroll Client Interview Introduction

(continued)

Payroll Questions
- Tax
€  Begin Your Payroll Analysis Information €  Begin Your Payroll Analysis
@ ¥ Addresses page @ ¥ Addresses
€ ¥ schedules collapsed @ ¥ schedules
€  Home Departments €  Home Departments
€ ¥ Pay Elements & ¥ Pay Elements
@ ¥ Tax Information @ ¥ TaxInformation
& ¥ Deductions € Tax Analysis
@ ¥ Deferred Compensation & State Tax Jurisdiction
€@ Memo € Local Tax Jurisdiction
@ ¥ Payroll Reports € Tax Reporting Options
@ P Deductions

HR Analysis @ ¥ Deferred compensation
& ¥ position @  Wemo
@V status @ ¥ Payroll Reports
% ¥ payRates
@ ¥ Corporate Groups HR A i
@ ¥ Employment Tax @ ¥ Position

Information & stas

page @ ¥ pay Rates
expanded & ¥ Comporate Groups
@ ¥ Employment
20

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

Accessing I-Hub

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

» Client Management Client Setup Wizard Client Rules Benefits Upgrade/Downgrade Utilities
Migration File Maintenance Manage Partner Wizard
Support st Talent Mgmt Impl Gemflre Administration
Integration Care Time Company Pref Trigger What's New Partner & Client List
Sales Demo Care Time Client Setup Delete Employee. Workflow Builder
Connections Client Groups Promote Client To Cross Borde
Spin-ofi/Merge

SWITCH TO EXPANDED MENU

21
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The I-Hub Home Page

I-Hub Home

2) Hel

Al

In Progress Tasks

Project

Search

Company Name: |

Region:

[ v]

Company Name &

Beeline Express
Besline Express A
Besline Express &
CC Contracting
Comp Construction
Comp Construction
COmpHRWT 1BVT.

Comp Plus Construction

Connor Contracting A
Connor Contracting &
Connor Contracting C

Connor Conlracting D

Company Code: ||

Region
080
0060
0060
060
060
080
080
0030
0080
0080
080
080

P:

K&K

TE&

TG

TH&

ent
Code =

Status:

Mew Client

Mew Client

Mew Client

Mew Client

Mew Client

Additional
Business

Mew Client

Mew Client

Mew Client

Mew Client

Hew Client

Hew Client

There are currently no records.

In Progress v

Links

My Setup
HR. TALENT, PAYROLL, Exesutive Intro Call —_—

TIME, BENEFITS. Complete i

HR, PAYROLL, TIME, Ciient Security Master(s) Deleaate Projects

BENEFITS Created s

HR. PAYROLL, TIME, Executive Iniro Call E=r

BENEFITS Complele MAS Implementation Tosls - Enhancements
HR, PAYROLL Project Open

estart BOD Processing Status
Executive Iniro Call

Complete
Executive Iniro Call
omplete

HR, PAYROLL, TIME
HR, TALENT, BENEFITS,

COMPSERV
HR, TALENT, PAYROLL,

SRR Project Open

HR, TALENT, PAYROLL,

TIME, COMPSERY, Kickoff Mesting Complete.
BENEFITS

HR, PAYROLL Project Open

HR, PAYROLL Projest Open

HR, PAYROLL Project Open

HR, PAYROLL Project Open
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The I-Hub Home Page

2) Hel

Sortable
Column

I-Hub Home py )
Rows

Al InProgress Tasks Panel Per Page

Project
£

Search

Company Name: Region: ~

Company Code: Status: In Progress Search

Beeline Express
Besline Express A
Besline Express &
CC Contracting
Comp Construction
Comp Construction
COmpHRWT 1BVT.

Comp Plus Constructionf

Connor Contracting A
Connor Contracting &

Connor Contracting C

Connor Conlracting D

Region
080
0060
0060
060
060
080
080
0030
0080
0080
080
080

Parent.
C

e s

Sales Order
Type

Mew Client

Mew Client

Mew Client

Mew Client

Mew Client

Additional
Business

Mew Client

Mew Client

Mew Client

Mew Client

Hew Client

Hew Client

Child Iy Setup
Codes.
AllProjects

HR, TALENT, PAYROLL, Exesutive Iniro Call
TIME, BENEFITS. Complet
HR. PAYROLL, TIME, St

Client Delegate Projects
BENEFITS Create

e
ecurity Master(s)
a

File Share.

HR. PAYROLL, TIME, Execuive Intro Call
BENEFITS omplete MAS Implementation Tosls - Enhancements
HR. PAYROLL Project Open

estart BOD Processing Status
Executive Iniro Call

HR, PAYROLL, TIME
Complet

e
HR, TALENT, BENEFITS, Executive Iniro Call
COMPSERV Complete

HR, TALENT, PAYROLL,

SRR Project Open

HR, TALENT, PAYROLL,

TIME, COMPSERY, Kickoff Mesting Complete.
BENEFITS

HR, PAYROLL Project Open

HR, PAYROLL Projest Open

HR, PAYROLL Project Open

HR, PAYROLL Project Open
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The I-Hub Project Dashboard

Project Dashboard

2 Hel

Informati

Company Name: Besline Express A
Company Code(s). T&
Web Site:

—
Region/Parent Code & m

There are currently no records

Modules: HR, PAYROLL, TIME, BENEFITS Address: 1 ADP Bivd
Region: Chicago - 0060
7 Client ID; TITEST3009
Market Segment 121 MAS Gore Ohio Valley

eland, N 07063
Phone: (973) 404-5000

ties Links
—
Activities View: [ My Activities v Rows Per Page. 1-20i2 (d) (B
" Client Project Team
Activity Reference
ADP ProjectTeam
Inifial Client Sefup Detaits
MAN
Internal Pre-Implementation Analysis Meeling Details O

Project Details

Profect Data Staus
Workflow Tracking

estart

Prolect Status
Undate Start Date
Project Schedule

CCl Upload

Maintain DSC work order
Support Utility

Knowledge on Demand

l-Hub Home] [Project De

@E»em Interview |
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The I-Hub Client Interview Page

Client Interview

Welcome to ADP's Client Interview feature!

= The questions in this Irterview sre customized for your Company.

= They caver the infarmation ADP needs ta get you up and runring on the products and features your company has selected to use,
= you harve any questions or need help 2t any time, please dont hesitate to contact 2 member of your ADP Project Team.

Payroll

Status: Incomplete %

Payroll Summary

Tax Authorization Form (ADP)
Follow Up Summary.

| Submit Interview

Time

Status: Incomplete

Time Summary.
Hotes and Comments

| | Enter Interview |

| Submit Interview

| Enter Interview |

General Ledger

Status: Incomplete
General Ledger Summary
Follow Up Summary

| Submit Interview |

I Enter Interview II

Time Off

Status: Incomplete
Time Off Summary
Follow Up Summary
Time Off Policy Setup

Enter Interview | | Submit Interview

Legend:
Incomplete =
Complete = €

Client's Interview

Client's Interviey

Project Dashboard |-Hub Home
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The I-Hub Payroll Client Interview | Topic Panel & Content Area

Payroll Questions Begin Your Payroll Analysis ~
Begin Your Payroll Analysis l§ - ciick Save after filing in the questions for each company that you have before choosing another code from the dropdown.
P Addresses Company Code:[TJa |
P schedules Answers to the questions on this page willallow us to define your company’s specific needs. They will be covered in more detail as
you proceed through the analysis.
Labor Tracking
» Pay Elements T ———— V. — w——— -t
¥ Tax Information S a—— . B - V— " - e v
3 P Deductions - w—— -
Memo — e C— -~
P payroll Reports D — P ——
A0 Cmpyens et Copes Gy oy (mpnpees oy S
HR Analysis
% R e -t
¥ position
» ey es P n —
Status
¥ pay Rates e s p——— e o . — —
O ¥ Corporate Groups 0 Sy 5 . o
¥ Employment A O LT N LDt e Overt
/7:-——.-———-.-.--—--.—-—-—--;—-—-. s
S - e . # e g ® o - -
o o —— —— " -y - — -t
- R w— e ow “e ar
-.‘ - e——— | e—— . P
G S g o— v
o Be 4 B | Bt Bt P W P Aty Vet @ a
<
Previous Return To Menu|
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How do | 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.

Payroll Section of the Interview

29
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L€ | Begin Your Payroll Analysis
-
C ?N » | Addresses
»

Schedules

Home Departments

v

Pay Elements

v

Tax Information

v

Deductions

Memo

-

Payroll Reports

The I-Hub Payroll Client Interview | Payroll Section

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?

30
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ol-

Begin Your Payroll Analysis

vl

Addresses

v

Schedules

Home Departments

v

Pay Elements

v

Tax Information

v

Deductions

Memo

-

Payroll Reports

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?

Copyright © 2017 ADP, LLC
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Begin Your Payroll Analysis

Begin Your Payroll Analysis Phew
P Questions
[ Click Save after filing in the questions for each campany that you have before choasing another code from the dropdoun.
@  Begin Your Payroll Analysis
13 Answers to the questions on this page will allow us to define your company's specific needs. They will be covered in more detail as
Addresses ‘you proceed through the analysis.
P schedules

Do you have existing file numbers or employee IDs less than the number 517
Home Departments
Do you want ADP fo assign file numbers for new hires?

v

Pay Elements

Which employees weuld you like to transfer to ADP?* |AH Employees

v

Tax Information
How are your employees paid? (Select all that apply)*

M Hourty M sataried [ | Daity [ ] other

v

Deductions

Memo
How do you maintsin standard hours for your employees?*

-

Payroll Reports

All Employees () Salaried Employees Only ® Hourly Employees Only () None
Enter your standard hours

Do you have seasonal employees?

Do you have any employees that receive tips?

Do salaried employess have an additional pay &s a flat amount or on an hourly basis?

Do you pay your employsss sither shift pay or shift premium?
Which of the following factors da you use 1o calculate overtime pay?* v
[ o.5(Half-time) ¥ Other 1.5(Time & a Half) [_| 2.0(Double time) [ | No Overtime

Previous

What initial payroll information would you need to obtain from the
client that might be included on the Begin Your Payroll Analysis page?

Begin Your Payroll Analysis | How are Employees Paid

Begin Your Payroll Analysis Phew
Il Questions

[ Click Save after filing in the questions for each campany that you have before choasing another code from the dropdoun.
Company Code

@  Begin Your Payroll Analysis

13 Answiers 1o the questions on this page will allow us to define your company's spscific needs. Thay will be coversd in mors detail as
Addresses you praceed through the analysis

v

hedul
Schedules Do you have existing file numbers or employee IDs less than the number 517

Home Departments
Do you want ADP fo assign file numbers for new hires?

4 Pay Elements

» Which employees weuld you like to transfer to ADP?* |AH Employees
Tax Information

> How are your employees paid? (Select all that apply)*
Deductions ¥l Hourly | salaried (] Daity[] other
Memo

» How do you maintsin standard hours for your employees?*

Payroll Reports

All Employees () Salaried Employees Only ® Hourly Employees Only () None

Enter your standard hours

Do you have seasonal employees?

Do you have any employees that receive tips?

Do salaried employess have an additional pay &s a flat amount or on an hourly basis?

Do you pay your employsss sither shift pay or shift premium?
Which of the following factors da you use 1o calculate overtime pay?* v
[ o.5(Half-time) ¥ Other 1.5(Time & a Half) [_| 2.0(Double time) [ | No Overtime

Previous

33
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Begin Your Payroll Analysis | shift Work, Overtime, & FLSA

Begin Your Payroll Analysis

2) Help

~
Payroll Questions
[ Click Save after filing in the questions for each company that you have before chousing another code from the: dropdovm.
€  Begin Your Payroll Analysis e
Answiers to the questions on this page vil allow us to define your company's specific naeds. They willbe covered in more detail as
»
Addresses ‘you proceed through the analysis.
s
chedules
Do you have existing file numbers or employee IDs less than the number 517
Home Departments
» Do you want ADP to assign file numbers for new hires?
Pay Elements
» raxi i Which employees weuld you like to transfer to ADP?* |AH Employees ~
ax Information
> Hew are your employees paid? (Select all that apply)*
Deductions
M Hourty M sataried [ | Daity [ ] other
Memo
» Hew do you maintsin standard hours for your employees?*
Payroll Reports .
All Employees () Salaried Employees Only (®) Hourly Employees Only () None
Enter your standard hours
De you have seasonal employees?
Do you have any employees that receive tips?
Do salaried employees have an additional pay e a flat amount or on an hourly basis?
Do you pay your employsss sither shift pay or shift premium?
Which of the following factors do you use to calculate overtime pay?® v
[ o.5(Half-time) ¥ Other 1.5(Time & a Half) [ | 2.0(Double time) [ | No Overtime
% Previous [Return To Menu
34
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Do you pay your employees either shift pay or shift premium? ® yes () No
oll Questions Which of the following factors do you use ta calculate overtime pay?* 2
P [] o.5(Haif-time) ] otner 1 5(Time & a Half) 1 2.0{Double melD No Overtime.
. Do you pay your empioyees avertme pay based on the govemment Fair Labor Standards
€  Begin Your Payroll Analysis Act Overtime requirements (L. overtime at % of the average or weighted rate)?
12 Addresses Does your company need to track jobs by cost numbers?
D acheduies ;;::u offer your employees a Deferred Compensation(401k. 4030, 408p. 414, 457)
Home Departments What is your estimated net payroll per processing?*
» Gould the sum of direct deposit and check amounts, including bonus of commission &
Pay Elements payrolis, ever exceed $399 000 for a single payroll? S Yes
P Tax information Could the TOTAL tax libility for a payroll ever exceed $1 million for a single payroll? O Yes
» X Do you need o automalically assign altemate 'worked in' tax jurisdicions fo employees at
Deductions different imes during a pay period or calendar year? / Yes
Momo Which of the following tax reporting forms will you issue s part of your ADP payroll process?*
» [J w-2[J 1099.R[] 1099.misc ] No tax reporting forms
Payroll Reports Indicate your campany’s tax option. (Select all that apply.)
[J Non-profitorganization (] FUTA exempt [ | sulexempt[ ] Chapter S Corporation
Do you need o report the total cost of healthcare coverage amounts on Form W-2 (Box
12, Code DD)?* ) Yes
[ Foliow up required
For ADP Use Only : Download and complete the Payroll Supplemental Analysis Form
Vv

Previous| [Return To Menu]
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Begin Your Payroll Analysis | Deferred Compensation

Payroll Questions

Do you pay your employsss sither shift pay of shift premium?
‘Which of the following factors do you use to calculate overtime pay?*

[ o.5(Hait-time) ] other 1.5(Time & a Haif) (] 2.0(Double time) ] No Overtime

(4]

Begin Your Payroll Analysis

Do you pay your employees overtime pay based on the govemment Fair Labor Standards
Act Overtime requirements {ie. overtime at % of the average or weighted rate)?

v v

v v w

-

Addresses
Schedules

Home Departments
Pay Elements

Tax Information
Deductions

Memo

Payroll Reports

Does your company need lo rack Jobs by cost numbers?

Do you offer your employees a Deferred Compensalion(401k, 4030, 408p, 414h, 457)
plan?

| » ‘Who administers your Deferred Compensation plan?

Whatis your estimated net payroll per processing?*

Could the sum of direct deposit and check amounts, including bonus or commission
payrolis, ever exceed 539,000 for a single payroll?

O Yes

Could the TOTAL tax liability for a payroll ever exceed §1 million for a single payroll? O Yes

De you need lo automafically assign aliemale 'worked in' tax jurisdictions fo employees at  ~
different fimes during a pay period or calendar year?

O Yes
Which of the ollowing tax reporting forms will you issue as part of your ADP payroll process?*

[J w2l 1099Rr[] 1099-misc ] Notax reporting forms

Indicate your company's ta oplion. (Select all that apply.)

L] Non-profit organization L] FUTA exempt [| sUlexempt[] Chapter S Corporation

Do you need to report the total cost of healthcare coverage amounts on Form W.2 (Bax  ~ ~
12, Code DD)7* O ves O No

[ Follow up required

For ADP Use Only : Download and complete the Payroll Supplemental Analysis Form

Previous| [Return To Menu]

36

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

Begin Your Payroll Analysis | Deferred Compensation

oll Questions

Do you pay your employees either shift pay or shift premium? ® yes () No
‘Which of the following factors do you use to calculate overtime pay?*

[ o.5(Hait-time) ] other 1.5(Time & a Haif) (] 2.0(Double time) ] No Overtime

Begin Your Payroll Analysis

Do you pay your employees overtime pay based on the govemment Fair Labor Standards
Act Overtime requirements {ie. overtime at % of the average or weighted rate)?

v v

v v v

-

Addresses
Schedules

Home Departments
Pay Elements

Tax Information
Deductions

Memo

Payroll Reports

| » ‘Who administers your Deferred Compensation plan?

Does your company need lo rack Jobs by cost numbers?

Do you offer your employees a Deferred Compensalion(401k, 4030, 408p, 414h, 457)
plan?

Whatis your estimated net payroll per processing?*
Could the sum of direct deposit and check amounts, including bonus or commission \
payrolis, ever exceed 539,000 for a single payroll? L Yes

Could the TOTAL tax liability for a payroll ever exceed §1 million for a single payroll? O Yes

De you need o automafically assign altemnale 'worked in' tax jurisdictions fo employees at ~

different fimes during a pay period or calendar year? -~ Yes

Which of the following tax reporting forms will you issue s part of your ADP payroll process?*
[J w-2[J 1099.R ] 1099.misc (] Notax reporting forms

Indicate your company's tax oplion. (Select al that apply.)

[J Non-profitorganization (] Futa exempt [ | suiexempt[_] Chapter s Corporation

Do you need o report the total cost of healthcare coverage amounts on Form W-2 (Bax

12, Code DD)?* © Yes U No

[ Follow up required

For ADP Use Only : Download and complete the Payroll Supplemental Analysis Form

Previous| [Return To Menu]
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Begin Your Payroll Analysis | Deferred Compensation

Payroll Questions
[

@  Begin Your Payroll Analysis

vl

Addresses

v

Schedules

Home Departments | 2

Pay Elements é

Tax Information

v v w

Deductions

Memo

-

Payroll Reports

Do you pay your employsss sither shift pay of shift premium?
‘Which of the following factors do you use to calculate overtime pay?*

[ o.5(Haif-time)

Other 1.5(Time & a Half) | 2.0(Double time) ] No Overtime.

Do you pay your employees overtime pay based on the govemment Fair Labor Standards -
Act Overtime requirements {i.e. overtime at ¥ of the average or weighted rate)? ) Yes | No

Does your company need lo rack Jobs by cost numbers? O Xes @ No

Do you offer your employees a Deferred Compensalion(401k, 4030, 408p, 414h, 457)
plan?

el Lynch

‘Who administers your Deferred Compensation plan?

Whatis your estimated net payroll per processing?*

L ]

Could the sum of direct deposit and check amounts, including bonus or commission ~
payrolis, ever exceed 539,000 for a single payroll? L) Yes

Could the TOTAL tax liability for a payroll ever exceed $1 million for 2 single payroll? O Yes

De you need lo automalically assign aliemale 'worked in' tax jurisdictions fo empioyees at

different fimes during a pay period or calendar year? O Yes

Which of the following tax reporting forms will you issue s part of your ADP payroll process?*
[J w2 1099.R ] 1099.misc (] No tax reporting forms

Indicate your company's tax oplion. (Select al that apply.)

[J Non-profitorganization (] Futa exempt [ | suiexempt[_] Chapter s Corporation

Do you need to report the total cost of healthcare coverage amounts on Form W-2 (Box  — .~
12, Code DD)7* O ves O No

[ Follow up required

For ADP Use Only : Download and complete the Payroll Supplemental Analysis Form

Previous| [Return To Menu]
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I
Begin Your Pay

roll Analysis | Estimated Net Payroll

Payroll Questions
[

@  Begin Your Payroll Analysis

vl

Addresses

v

Schedules

Home Departments

Do you pay your employees either shift pay or shift premium? ® yes () No
Which of the following factors do you use ta calculate overtime pay?*
[ o.5(Hait-time) ] other 1.5(Time & a Haif) (] 2.0(Double time) ] No Overtime

Do you pay your employees overtime pay based on the govemment Fair Labor Standards
Act Overtime requirements {ie. overtime at % of the average or weighted rate)?

Does your company need to track jobs by cost numbers?

Do you offer your employees a Deferred Compensalion(401k, 4030, 408p, 414h, 457)
plan?

‘Who administers your Deferred Compensation plan?

v

Pay Elements

v

Tax Information

v

Deductions

Memo

-

Payroll Reports

Whatis your estimated net payroll per processing?*

Could the sum of direct deposit and check amounts, including bonus o commission
payrolls, ever excesd $399,000 for a singls payroll?

Could the TOTAL tax liability for a payroll ever exceed S1 million for a single payroll?

Do you nesd to aulomatically assign altemate ‘worked in' fax jurisdictions to employees at
different times during a pay period or calendar year?

Which of the following tax reporting forms will you issue as part of your ADP payrol process?*
[J w21 1089.r[] 1099-Misc [] No tax reporting forms

Indicate your company's tax option. (Select all that apply )

[] Mon-profit organization [ ] FUTA exempt (| sul exempt [ ] Chapter S Corporation

Do you nesd Io report the lotal cost of healthcare coverage amounis on Form W-2 (X —
12, Code DDJ?* C ves U No

[ Follow up required

For ADP Use Onl

Download and complete the: Payroll Supplemental Analysis Form

Previous| [Return To Menu]
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Begin Your Payroll Analysis | Estimated Net Payroll

Payroll Questions
[

@  Begin Your Payroll Analysis

vl

Addresses

v

Schedules

Home Departments

v

Pay Elements

v

Tax Information

v

Deductions

Memo

-

Payroll Reports

Do you pay your employsss sither shift pay of shift premium?

‘Which of the following factors do you use to calculate overtime pay?*

[ o.5(Hait-time) ] other 1.5(Time & a Haif) (] 2.0(Double time) ] No Overtime

Do you pay your employees overtime pay based on the govemment Fair Labor Standards
Act Overtime requirements {ie. overtime at % of the average or weighted rate)?

Does your company need to track jobs by cost numbers?

Do you offer your employees a Deferred Compensalion(401k, 4030, 408p, 414h, 457)
plan?

‘Who administers your Deferred Compensation plan?

el Lynch

Whatis your estimated net payroll per processing?* 380000.00

Could the: sum of direct deposit and check amounts. including bonus or commission o P
payrolls, ever exceed 5399000 for a single payroll> O ves. (¢

Could the TOTAL tax liability for a payroll ever exceed S1 million for a single payroll?

Do you nesd to aulomatically assign altemate ‘worked in' fax jurisdictions to employees at
different times during a pay period or calendar year?

Which of the following tax reporting forms will you issue as part of your ADP payrol process?*
[J w21 1089.r[] 1099-Misc [] No tax reporting forms

Indicate your company's tax option. (Select all that apply )

[] Mon-profit organization [ ] FUTA exempt (| sul exempt [ ] Chapter S Corporation

Do you nesd Io report the lotal cost of healthcare coverage amounis on Form W-2 (X —
12, Code DDJ?* C ves U No

[ Follow up required

For ADP Use Onl

Download and complete the: Payroll Supplemental Analysis Form

Previous| [Return To Menu]
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Begin Your Payroll Analysis | Estimated Net Payroll

Payroll Questions
[

@  Begin Your Payroll Analysis

vl

Addresses

v

Schedules

Home Departments

v

Pay Elements

v

Tax Information

v

Deductions

Memo

-

Payroll Reports

Do you pay your employees either shift pay or shift premium? ® yes () No

‘Which of the following factors do you use to calculate overtime pay?*

[ o.5(Hait-time) ] other 1.5(Time & a Haif) (] 2.0(Double time) ] No Overtime

Do you pay your employees overtime pay based on the govemment Fair Labor Standards
Act Overtime requirements {ie. overtime at % of the average or weighted rate)?

Does your company need to track jobs by cost numbers?

Do you offer your employees a Deferred Compensalion(401k, 4030, 408p, 414h, 457)
plan?

Who administers your Deferred Compensation plan?

Whatis your estimated net payroll per processing?*

Gould the sum of direct deposit and check amounts, including bonus or commission
payralls, ever exceed $399,000 for a single payroll?

How frequently do you exceed $399,0007

Every Payroll () Monthly © Quarterly ) Annually ) Other

Could the TOTAL tax liability for a payroll ever exceed $1 million for a single payroll? O

De you need fo automalically assign altemnate ‘worked in' tax jurisdictions fo employees at  ~
different times during a pay period or calendar year?

Which of the following tax reporting forms will you fssue as part of your ADP payroll process?*
[) w-2[] 1009.r[] 1099.misc [ ] Notax reporting forms

Indicate your company's tax option. (Select al that apply.)

L] Non-profit organization L] FUTA exempt | sUlexempt ] Chapter S Corporation

Do you need io report the total cost of heafthcare coverage amouns on Form W-2 (Box

12, Code DD)?* Yes () No

[ Follow up required

For ADP Use Only : Download and complete the Payroll Supplemental Analysis Form

Previous| [Return To Menu]
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Begin Your Payroll Analysis | Total Cost of Healthcare Coverage Amounts

Do you pay your employsss sither shift pay of shift premium?

Payroll Questions Which of the following factors do you use ta calculate overtime pay?* 2

Other 1.5(Time & a Half) | 2.0(Double time) ] No Overtime.

Do you pay your employees overtime pay based on the govemment Fair Labor Standards
Act Overtime requirements {ie. overtime at % of the average or weighted rate)?

P [ o.5(Haif-time)

@  Begin Your Payroll Analysis

vl

Addresses Does your company need 1o track jobs by cost numbers?
» Do you offer your employees a Deferred Compensation(401k, 4030, 408p, 414h, 457)
Schedules plan?
Home Departments ‘Who administers your Deferred Compensation plan? Merrill Lynch

v

Pay Elements Whatis your estimated net payroll per processing?* 380000.00

Gould the sum of direct deposit and check amounts, including bonus or commission
Tax Information payralls, ever exceed $399,000 for a single payroll?

How frequently do you exceed $399,0007

v

Yes ) No

v

Deductions

Every Payroll (_

. Monthly ® Quarterly O Annually ) Other
Memo

Could the TOTAL tax liability for a payroll ever exceed $1 million for a single payroll? C

-

Payroll Reports

De you need fo automalically assign altenale ‘worked in' tax jurisdictions fo employees at  ~
ifferent times during  pay period or calendar year?

‘Which of the Tollwing tax reporiing forms will you issue as part of your ADP payroll process?*

w-z[] 1099-r[] 1099-misc [ ] Notax reporting forms.
Indicate your company's tax opfion. (Select al that apply.)

on L] FUTA exempt (] SUl exempt [¥] Chapter § Corporation
Do you need o report the tolal cost of healthcare coverage amounts on Fom

(] Non-profit organiz

12, Code DD

[ Follow up required

For ADP Use Only : Download and complete the Payroll Supplemental Analysis Form

Previous| [Return To Menu]
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Begin Your Payroll Analysis | Total Cost of Healthcare Coverage Amounts

Do you pay your employees either shift pay or shift premium? ® yes () No
oll Questions Which of the following factors do you use ta calculate overtime pay?* 2
P [ o.5(Hait-time) ] other 1.5(Time & a Haif) (] 2.0(Double time) ] No Overtime

Do you pay your employees overtime pay based on the govemment Fair Labor Standards

€  Begin Your Payroll Analysis Act Overtime requirements (L. overtime at % of the average or weighted rate)?

ves U No

vl

Addresses Does your company need to track jobs by cost numbers? O Yes

P Schedules ;;::u offer your employees a Deferred Compensalion(401k, 4030, 408p, 414h, 457) ves O no
Home Departments Who administers your Deferred Compensation plan?

4 Pay Elements ‘Whatis your estimated net payroll per processing?*

Gould the sum of direct deposit and check amounts, including bonus or commission
Tax Information payralls, ever exceed $399,000 for a single payroll?

How frequently do you exceed $399,0007

v

v

Deductions

) Every Payroll O Monthly ® Quarterly (O Annually O Other

Memo
Could the TOTAL tax liability for a payroll ever exceed $1 million for a single payroll? C

-

Ll Do you need to automatically assign altemate 'worked in' tax jurisdictions fo employess at
different times during a pay period or calendar year?

‘Which of the Tollwing tax reporiing forms will you issue as part of your ADP payroll process?*

w-z[] 1099-r[] 1099-misc [ ] Notax reporting forms.
Indicate your company's tax opfion. (Select al that apply.)

L] Non-profit organization L| FUTA exempt [| sl exempt [¥] Chapter S Corporation
report the total cost of healthcare coverage amounts on Form

‘Where is the total cost of healthcare coverage amounts tracked or i payroll

‘When is the fotal cost of heallhcare coverage amounts posted lo employees?

Annually O Other

Whatis the last date this information was pested fo your employees? | 12/31/XX m ||

How will the total cost of healthcare coveraae amounts be calculated?*

O Every Payroll O Monthly O Quarterly
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Begin Your Payroll Analysis | Total Cost of Healthcare Coverage Amounts

Could the sum of direct deposit and check amounts, including bonus or commission
payrolls, ever exceed 5399000 for a single payroll? Yes () No

~
How frequently do you exceed $399,0007

Payroll Questions
[

O Every Payroll ) Monthly © Quarterly ) Annually O Other
@  Begin Your Payroll Analysis

Could the TOTAL tax liability for a payroll ever exceed $1 million for  single payroll? O ves ® no
Do you need fo automatically assign alternate ‘worked in' tax jurisdictions fo employees at  ~

» different times during a pay period or calendar year? O Yes
Schedules

P Addresses

Which of the following tax reporting forms will you issue as part of your ADP payroll process?

Home Departments w-2[] 1099r ] 1099Misc[] Mo tax reperting forms

Indicat /st (Select all that apply
P Pay Elements icale your company's tax opfion. (Select all that apply.)
L] Moncprofit organization [ _FUTA exempt || st exempt ] Chapter S Corporation
4 Tax Information

Do yau need to report the total cost of healthcare covarage amounts on Form
12, Gode DD)?*

¥ Deductions

Where is fhe otal cost of healthcare coverage amounts tracked or maintained?*
Memao When is the fofal cost of healihcare coverage amounts posied to employees?*

¥ Payroll Reports O Every Payrall O Monthty O Quarterly ® Annuatly O Other

What s the last date this information was posted fo your employees? | 12/31/XX iz

How will the total cost of healthcare coverage amounts be calculated?*

(®) Galculated in ADP Workforce Now payroll processing based on healincare deduction.

| >4, © cakeuiated by an extemal system and mported into ADP Workforce Now.

[ Foliow up required

For ADP Use Only : Download and complete the Payroll Supplemental Analysis Form v
Previous| [Return To Menu]
a4
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Begin Your Payroll Analysis | Follow Up Required Option

Could the sum of direct deposit and check amounts, including bonus or commission
payrolls, ever exceed 5399000 for a single payroll? Yes () No

~
How frequently do you exceed $399,0007

Payroll Questions
[

O Every Payroll ) Monthly © Quarterly ) Annually O Other
@  Begin Your Payroll Analysis

Could the TOTAL tax liability for a payroll ever exceed $1 million for  single payroll?

¥ Addresses Do you need to automatically assign aliernate ‘worked in' tax jurisdictions o employees at
» different times during a pay period or calendar year?
Schedules

Which of the following tax reporting forms will you issue as part of your ADP payroll process?*
w-2[] 1099r ] 1099Misc[] Mo tax reperting forms
» Pay Elements Indicate your company’s tax opfion. (Select all that apply.}

Home Departments

[J Mon-profit organization [ ] FUTA exempt | sulexempt

Chapter S Corporation

Do you nesd 1o report the total cost of healthcare coverage amounts on Form W-2 (Box
12, Gode DD)?*

P Tax Information

» b i
eductions
Where is ihe folal cost of healthcare coverage amounis fracked or maintained?”

Memao When is the tofal cost of| amounts posted fo

¥ Payroll Reports © Every Payroll ) Monthly O Quarterly ® Annually O Other

What is the last date this information was posted fo your employees? | 12/31/XX m

How will the total cost of healthcare coverage amounts be calculated?*

(®) Galculated in ADP Workforce Now payroll processing based on healincare deduction.

) Calculated by an extermal system and imported into ADP Waorkforce Nov:

[ Follow up required

For ADP Use Only : Download and complete the Payroll Supplemental Analysis Form v
‘ Previous [Return To Mend
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Begin Your Payroll Analysis | Follow Up Required Option

yroll Questions

@  Begin Your Payroll Analysis

How frequently do you exceed $398 0007

Could the TOTAL tax liability for a payroll ever exceed S1 million for a single payroll? O ves

Do you need to automatically assign aternate 'worked in' tax jurisdictions to employees at
different ti a a pay period or calendar year? L Yes

vl

Addresses

v

Schedules

Home Departments

v

Pay Elements

v

Tax Information

v

Deductions

Memo

-

Payroll Reports

Which of the following tax reporting forms wil you issue as parl of your ADP payroll process?*
w-2[] 1089R (] 1099:Misc (] Mo tax reporting forms
Indicate your company's tax opfion. (Select all that apply.)

[J Mon-profit organization ] FUTA exempt [ | SUlexempt¥] Chapter § Corporaticn

Do you need o report he total cost of heafthcare coverage amounts on Form W-2 (Bax
12. Code DD)?*

Where is the total cost of healthcare coverage amounts tracked or maintained?™
When is the total cost of healthcare coverage amounts posted to employees?*

© Every Payrall ) Monthly O Quarterly ® Annually O Otner

What is the last date this information was posted to your employees? | 12/31XX |

How will the total cost of healthcare coverage amounts be calculated?*

Calculated in ADP Workforce Now payroll processing based on healihcare deduction.
Calculated by an external system and imported into ADP Warkforce Now.

Follow up required

Follow up note

O Every Payroll ) Menthly © Quarterly O Annually O Other N

]
For ADP Use Only : Download and complete the Payroll Supplemental Analysis Form
Previous| [Return To Menu]
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How frequently do you exceed 5399 0007
Payroll Questions ) Every Payroll ) Monthly © Quarterly ) Annually ) Other ~
' Could the TOTAL tax liability for a payroll ever exceed $1 million for a single payroll? O Yea
@  Begin Your Payroll Analysis Do you need to automatically assign alternate ‘worked in' tax jurisdictions to empioyees at -~
different ti \g a pay period or calendar year? L Yes
P Addresses Which of the following tax reporting forms wil you issue as parl of your ADP payroll process?*
P Schedules w-2[] 1089R (] 1099:Misc (] Mo tax reporting forms
Indicate your company's tax opfion. (Select all that apply.)
Home Departments
P [J Mon-profit organization ] FUTA exempt [ | SUlexempt¥] Chapter § Corporaticn
P Pay Elements Do you need to repor the total cost of healthcare coverage amounts on Form W-2 (Bax
12, Code DD)?*
P Tax information Where s the tolal cost of heallhcare coverage amounts fracked or maintained?*
» Deductions When is the total cost of healthcare coverage amounts posted to employees?*
P © evary payeotl O onthry O Guartryy © Annuaty O otmor
What s the last date this information was posted to your employees? E|
¥ Payroll Reports
How vill the total cost of heallhcare coverage amounts be calculated?*
) Calculated in ADP Workforce Now payroll processing based on healihcare deducion.
D Calculated by an external system and imporied into ADP Warkforce Nov
Follow up required
Follow up note Client is opening a new location. Contact the client in two months to obtain their
new location address.
v
i5-X,For ADP Use Gnly : Download and complete the Payroll Supplemenial Aniysis Form |

‘ Previous [Return To Mend

When would you use the Payroll Supplemental Analysis Form?
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Begin Your Payroll Analysis

How frequently do you exceed $398 0007

) Every Payroll ) Monthly © Quarterly ) Annually ) Other

yroll Questions

' Could the TOTAL tax liability for a payroll ever exceed $1 million for a single payroll? O Yes
@  Begin Your Payroll Analysis Do you need to automatically assign alternate ‘worked in' tax jurisdictions to empioyees at -~
different ti \g a pay period or calendar year? L Yes
P Addresses Which of the following tax reporting forms wil you issue as parl of your ADP payroll process?*
P Schedules w-2[] 1089R (] 1099:Misc (] Mo tax reporting forms

Indicate your company's tax option. (Select all that apply )

Home ment:
Deparumnents [J Mon-profit organization ] FUTA exempt [ | SUIexemp

Chapter § Corporation

P Pay Elements Do you need to repor the total cost of healthcare coverage amounts on Form W-2 (Bax
12. Code DD)?*

» Tax Information Where is the folal cost of healthcare coverage amounis fracked or maintained?™

} Deductions When is the tolal cost of healthcare coverage amounts posted to employees?*

© Every Payrall ) Monthly O Quarterly ® Annually O Otner

What is the last date this information was posted to your employees? | 12/31XX |

How will the total cost of healthcare coverage amounts be calculated?*

Memo

-

Payroll Reports

Calculated in ADP Workforce Now payroll processing based on healihcare deduction.

Calculated by an external system and imported into ADP Warkforce Now.

Follow up required

Follow up note Clientis opening a new location. Contact the client in two months to obtain their
new location address

For ADP Use Only : Download and complete the Payroll Supplemental Analvsis Form

Previous| :‘méavgpance! [Return To Menu]
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Begin Your Payroll Analysis

How frequently do you exceed $398 0007

O Every Payroll ) Menthly © Quarterly O Annually O Other

yroll Questions

' Could the TOTAL tax liability for a payroll ever exceed $1 million for a single payroll? O Yes
@  Begin Your Payroll Analysis Do you need to automatically assign alternate ‘worked in' tax jurisdictions to empioyees at -~
different ti \g a pay period or calendar year? L Yes

vl

Addresses Which of the following tax reporting forms wil you issue as parl of your ADP payroll process?*
w-2[] 1089R (] 1099:Misc (] Mo tax reporting forms

Indicate your company's tax opfion. (Select all that apply.)

[J Mon-profit organization ] FUTA exempt [ | SUIexemp

v

Schedules

Home Departments

Chapter § Corporation

P Pay Elements Do you need fo report the total cost of healthcare coverage amounts on Form W-2 (Box
12. Code DD)?*
P Tax information Where s the tolal cost of heallhcare coverage amounts fracked or maintained?*
» Deductions When is the fofal cast of healthcare coverage amounts posted to employees?*
D Deferted Companaetion O Every Payrail O wontrty O uartorty © Annuatty O other
What s the last date this information was posted to your employees? E|
> Memo How vl the total cost of healthcare coverage amounts be calculated?*

Payroll Reports

) Calculated in ADP Workforce Now payroll processing based n healthcare deduction.

Calculated by an external system and imported into ADP Warkforce Now.

Follow up required

Follow up note Clientis opening a new location. Contact the client in two months to obtain their

new location address

For ADP Use Only : Download and complete the Payroll Supplemental Analvsis Form

[Return To Menu]
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Addresses

Begin Your Payroll Analysis

v

Addresses

v v w v

-

Schedules

Home Departments
Pay Elements

Tax Information
Deductions

Memo

Payroll Reports

52
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Addresses | Address Book

oll Ques

Begin Your Payroll Analysis

v

Addresses

v v v w v

-

Schedules

Home Departments

Pay Elements

Tax Information
Deductions

Deferred Compensation
Memo

Payroll Reports

Addresses - Address Book

2) Help

processing Address
Slate Rock and Gravel C
1 ADP Blvd
MS-processing

Roseland NJ

07068

Contact: Wayne Gretsky
(973) 404-5000 Ph

Edit | Delete
Add New Address|

Legal Address
Beeline Express AT1

1 ADP Bluvd

MS-biling

Roseland hJ

07068

Gontact: Wayne Gretsky
(973) 404-5000 Ph

Edit | Delete

Why might a client have multiple addresses?

53
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Addresses | Legal Location

Payroll Questions
[

@  Begin Your Payroll Analysis
@ » Addresses

€) Address Book

@ Billing Location

@ Payroll Location

€ Delivery Location

I € Legal Location
€ Tax Invoicing Location

Addresses - Legal I

2) Help

Select the address you want for each Company Code.

EIN Legal Name

Legal Name

[ E Continued

Legal
Optional

Email ID

[processing Address v| Tus

12-5689523 | [] Beline Expr| |

Add New Address)

Tax Cor

[ Foliows up required

Location
¥ Schedules
Home Departments
> Pay Elements
P Tax Information
? Deductions
> Deferred Compensation
Memo

4 Payroll Reports

54
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Schedules | Payroll Schedules

oll Questions

@  Begin Your Payroll Analysis

P Addresses
SR

v

Schedules

Home Departments
Pay Elements
Tax Information

Deductions

v v ww

Deferred Compensation

Memo

-

Payroll Reports

What information might you need to “build” a

payroll schedule?
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Schedules | Payroll Schedules

Payroll Questions
v

@  Begin Your Payroll Analysis
@ P Addresses

£ ¥ Schedules

! Payroll Schedules
Holiday Closures
Home Departments
Pay Elements

Tax Information

Deductions

v v v v

Deferred Compensation

Memo

-

Payroll Reports

Schedules - Payroll Processing Schedule 2) Help

How wie'l gather information on how often you pay your employees. In addition, we'd fike to know how your pay schedule should be adjusted when a
holiday or wieekend falls on your input, dlivery of payday.

Holiday/Weekend Payroll Adjustments

‘ @ Irthe date for input date, delivery day or pay day falls on a holidayiweekend, the date is adjusted to the previous business day.

Rows Per Page: [10_v | 0-00i0 () (&)

Check Date for First ADP Pay Day Period Ending First Period
i Day

Pay Input  Firstinput  Delivery  First Delivery
Frequency ¢ Payrol $ Ending Date Day  Date Day Date

ere are currently no records. Click ‘Add New' to ereate a new record.

Follow up required

What information might you need to “build” a
payroll schedule?

56
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Schedules | Payroll Schedules

Payroll Questions
v

@  Begin Your Payroll Analysis

Schedules - Payroll Processing Schedule 2) Help

‘ @ You must submit your payroll prior to 3:00 PM EST for next day delivery.

@ ¥ Addresses SRR [Biweeky  v]
@ ¥ schedules Pay D B
! Payroll Schedules g:mlpmmrimmp -
Holiday Closures Period Ending Day: a
Home Departments First Period Ending Date: " [05B1R0KK_ v)
» Pay Elements -
inputDar:
P Tax information
First Input Date: 05/0520°%
¥ Deductions
, Oeivery Oay:
Deferred Compensation
Memo First Delivery Date: 05/06/20C%
» Payroll Reports Note:
57
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Schedules | Payroll Schedules

Payroll Questions
v

@  Begin Your Payroll Analysis
G ¥ Addresses
@ ¥ schedules

Payroll Schedules

Schedules - Payroll Processing Schedule 2) Help

Now vie'l gather information on how often you pay your smployees. In addition, we'd like to know how your pay seheduls should be adjusted when a
holiday or weekend falls on yeur input, delivery or payday.

Holiday/Weekend Payroll Adjustments

@ 'rthe date for input date, delivery day or pay day falls on a holidayAveekend, the date is adjusted to the previous business day.

Rows Per Page: |1 1-1of1 (4) (>

Check Date for First Pay  Period First Period Input  Firstinput  Delivery First Delivery
Holiday Closures Frequency =  ADP Payroll Day% EndingDay Ending Date Day Day ate
Home Departments D Bi-Weekly 05/08/203C% Friday Sunday 05/31720XX Tuesday 05/0520XX  Wednesday 05/06/20XX
4 Pay Elements <
P Tax information
» Folow up required
Deductions
> Deferred Compensation
Memo
L Payroll Reports
58
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Schedules | Holiday Closures

Payroll Questions
v

@  Begin Your Payroll Analysis
@ ¥ Addresses

@ ¥ schedules

Payroll Schedules

Holiday Closures
Home Departments
Pay Elements

Tax Information

Deductions

v v v v

Deferred Compensation

Memo

-

Payroll Reports

Schedules - Holiday Closures 2) Hep

Note: ADP is closed on the pre-selected holidays.

New Vears Day Labor Day
Memorial Day ThanksGiving Day
Jduly 4th Christmas Day

Additional Holiday Closures
‘Select all Additional Holiday Closures or click Add New to add one that is not listed.

[ columbus pay [ Hannukan [ president's Day [Jveterans pay

[Jetection pay [ Martin L king Jr Day [ |Rosh Hashanah [ ] Yom Kippur

[JGood Friday [ passover I Thanksgiving Friday

Rows Per Page:

There are currently no records. Cl

dd New' to create a new record.

L Foliow up required

Why do we ask clients if they have additional holidays to add
to default list?
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Home Departments or Labor Tracking

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.

Do you pay your employees overtime pay based on the government Fair Labor Standards @ e
Act Overtime requirements (i.e. overtime at % of the average or weighted rate)? 2/ Yes L)

No

Does your company need to track jobs by cost numbers?

plan?

Do you offer your employ a Deferred C

401k, 403b, 408p, 414h, 457) o
= Yew

O ves ® No

If then

Home Departments
displays in the interview.

@ » Addresses

@ ¥ schedules

@  Home Departments I

/] Begin Your Payroll Analysis

If then
Labor Tracking
displays in the interview.

r
@  Begin Your Payroll Analysis
@ ¥ Addresses

@ ¥ schedules

@  Labor Tracking

60
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Home Departments or Labor Tracking

9
o)
o’

Begin Your Payroll Analysis
Addresses

Schedules

Home Departments

v v v v

v

Pay Elements

Tax Information
Deductions

Deferred Compensation
Memo

Payroll Reports

What information do we need about a client’s

departments?
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Home Departments or Labor Tracking

Departments - Numbers and Descriptions 2 Help
Payroll Questions
' Please provide information for each of your depariments
@  Begin Your Payroll Analysis = To add one department record at a time, click Add New
= To add multiple department records, click Download Template. enter your data, save as a .csv file, and then click Import.
@ P Addresses
Do you want to append the records fo the cumrent list? () yas ® N
@ P schedules Sl
Import from a file: Browse__.
Home Departments
P Pay Elements [Add NewlDeletgDalete Al Rows Per Page: »)
P Tax Information Code Code in Current System
P Deductions O 100100 Home Office Management
13 Deferred Compensation O 100200 Home Office Persone!
O 225120 Lawrence Management
Memo
} [} 225110 Lawrence Sales
Payroll Reports
D 200120 Plainfield Management
D 200110 Plainfield Sales
O 250120 Teme Haute Management
O 250110 Teme Haute Sales
[ Follow up required
What information do we need about a client’s
departments?
62
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Home Departments or Labor Tracking
Labor Tracking 2 Help

Payroll Questions

Please provide information for each of your Iabor tracking,

@  Begin Your Payroll Analysis = To add one labor tracking record at a time, click Add New
= To add multiple labor fracking records, click Download Template, enter your data, save as a csv file, and then click Import
@ P Addresses
» Import from a file: Browse...
@ ¥ schedules
Labor Tracking Rows Per Page:
2 Pay Elements Cost Number
P Tax Information There are currently no records. Click ‘Add New to create  new record.
¥ Deductions
¥ Deferred C
[ Follow up required
Memo
»

Payroll Reports
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Home Departments or Labor Tracking

(]
o)
o’

Payroll Questions

Begin Your Payroll Analysis
Addresses

Schedules

Labor Tracking

v v v v

v

Pay Elements

Tax Information
Deductions

Deferred Compensation
Memo

Payroll Reports

Labor Tracking 2) Help

Cost Number: * [AP-54321
Description:  * [Accounts Payable

64
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Home Departments or Labor Tracking

Payroll Questions

Labor Tracking 2) Help

Please provide information for each of your Iabor tracking,

@  Begin Your Payroll Analysis = To add one labor tracking record at a time, click Add New
= To add multiple labor fracking records, click Download Template, enter your data, save as a csv file, and then click Import
@ P Addresses
» Import from a file: Browse...
@ ¥ schedules
Labor Tracking [add New[CopyJDelete]Delete All Rows Per Page: 1-1011 (@) ()
P Tax Information O apsen ‘Accounts Payable
¥ Deductions
¥ Deferred C
[ Follow up required
Memo
»

Payroll Reports
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Home Departments or Labor Tracking

HOME

DEPARTMENTS

L
T.\.’.A_g-_\_

= Departments or
Department Numbers

= 6 characters = Job Costing or

Cost Numbers

= 6 to 50 characters

66
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I
Tips

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

question on the Begin Your Payroll Analysis page.

Do you have seasonal employees?

O Yes ® No

Do you have any employees that receive tips?

O Yes ® No

Do salaried employees have an additional pay as a flat amount or on an hourly basis? () ;reg 2
If then If[® ves| then
Tips Tips
will NOT display on the interview. displays on the interview.
&LO Home Departments 7] Home Departments
@ ¥ Pay Elements & Tips
@ ¥ Tax Information € ¥ Pay Elements
@ ¥ Deductions @ ¥ TaxInformation

67

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

Copyright © 2017 ADP, LLC

Page 31 of 93



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

03-20-17

I
Tips

Payroll Questions
[

@  Begin Your Payroll Analysis
@ P Addresses
@ P schedules

@  Home Departments

Tips

Pay Elements

2

P Tax Information
¥ Deductions

»

Deferred Compensation

Memo

v

Payroll Reports

Tipped Employees 2
D you n6ed 10 Fepart cash, Chared o1 ooled tips T Yes O Wo
you pay a Yes U Wo
Do you provide mesls to your empioy|
Tipped Employees Y rep
Does your point of sakes system caics
Are you required ta ile RS Form . &
fmb s Pl D0 Yol 1664 10 T6OTL CHBN, SRS OF POCH tps? Yo U Mo
16 these tips paid thasugh payal>” ® vos O Mo
1D Y44 1860 8 T CrE0N Report or Social SECUTRY 310 Medhcare 1868 Yoo Dk " ves Mo
Follow up required
D you use Bt crod for your emplayees it receive ips™” . No
1D 4 T 08 40 ) TR GEOUENEN o 18 DIFENECK ™ ® e © mo
Do you pay Banquet Gratuities (o your smployess?* ® Yes Mo
re Banauel Gratuties pa theough payiol™ ® Yes Mo
00 you provide meats to your employees 8 8 convenience?* ® v we
Are these meaks nchuded n employes wages and Sen deducied” ® ves O o
Do you calcuiste the vake of mesis Ba5ed on haurs werked ™ ® 1 @ o
Does your point of sales system calculate allocated fips 7" ® ves O o
Mo requensy see you requresd 1 calculste 9374 ® Ercy Paywoll @ A
Are you required to fik IRS Form 8027 - Employers Annual nformation Retum of
Tip Income and Allacated Tips?* Yes Mo
ablishments
Do you have more than one estabihment wih srpicyees receving s You Mo
(200 New [Dosete[Deete a1 Riows Per Page: (75 ¥ 0- 0010 () (33
[ — e [ ——
There are currently no recerds, Click Add New'to ereate a new recoed
Folowe up equied
Previous, Next Save] Cancel [Return To Meny
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Pay Elements |

Hours & Earnings Information

Payroll Questions
[

@  Begin Your Payroll Analysis
@ P Addresses
@ P schedules
(]

Home Departments

Pay Elements

Tax Information

Deductions

v v vilw

Deferred Compensation

Memo

v

Payroll Reports

Pay Elements- Hours and Earnings Information

2 Hek

Hours and Eamings types and descriptions are used to help define the various types of monies that make up an employee’s gross pay.
Common ones are shown below. Select the ones that you are using in your current payroll system, if appicable.
Note: ADP has already pre-selected the Regular and Gvertime fisids for you.

How do youtrack hours of service for employees who do not have an hourly rate of pay?
‘Some examples are exempt, salaried, commissioned or per diem employees.

C

O use Hours codes listed betow (' Use Standard Hours

Other
Do you need to display the total hours worked for hourly employees on your pay statements? = O Yes ® No
Do you need o display the total hours worked for salaried employees on your pay statements?* O Yes ® No

NewADP  Hours NewADP  Hours
Current Code (20 =0 Current Code ot e

| REGULAR R W ¥ OVERTIME =0T v
[] ADJUSTMENT A [] AWARD o)

[] BEREAVEMENT BRY. [] BONUS Bns

[] GOMMISSION com [] DBLTIME 5L

[] FLOAT HOL LT o FMLA FLA

[] HOLIDAY HoL [J JURY DUTY SR

Lo Lo [] MEALS W

@ero D persow O
[] RETROACTIVE ReT [] &TD. STD

[] SEVERANGE SEV [] SHIFTDIFF sH1

BA sick (] O s T
& < userna
[ VAC PAYOUT PO Gvacaion VT | [wc ] O

3
@
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Pay Elements |

Hours & Earnings Information

Pay Elements- Hours and Earnings Informat ) Heln
Payroll Questions N
Hours and Eamings types and descriptions are used to heip define the various types of monies that make up 2n employee’s gross pay.
' ‘Common ones are shown below. Seiect the ones that you are using in your current payroll system, if appiicable.
9 Begin Your Payroll Analysis Note: ADP has already pre-selected the Regular and Overtime fields for you.
» How do you track hours of service for employees who do not have an hourly rate of pay?
I
@7 Addresses ‘Some examples are exempt, salaried, commissioned or per diem employees.
@ P schedules © Use Hours codes listed below (' Use Standard Hours () Other
€  Home Departments Do you need to dispiay the total hours worked for hourly employees on your pay statements? = O Yes ® No
» Pay Elements Do you need to display ine tofal hours worked for salaried employees on your pay staiements?* ) Yes
NewADP  Hours NewADP  Hours
Hours & Eamings Current Code ¢q4¢ Worked Current Code ¢ 1q Worked
o < reciun w @ omme o w
e e [] ADJUSTMENT ADJ [] AWARD AWD
o aken
! [] BEREAVEMENT BRY [] BONUS Bns
Information [] COMMISSION com [ DBLTIME DBL
A FLOAT HOL FT FMLA L FLA
P Tax Information - @ E__]
[] HoLIDAY HoL [ JURY DUTY R
¥ Deductions Oumo o 0 weas w
¥ Deferred Compensation o P10 m] FEEEIL O
[] RETROACTIVE RET [ sTD. sTD
Mo [] SEVERANGE sEv [ SHIFT DIFF st
¥ Payroll Reports 4 sick O 0 s T
UNPD
¥ rvoury W] [ue VussRRA [Us | [use
0] vaceavour o 2 VacATION =]
Pay Elements- Hours and Earnings Informat ) Heln

Payroll Questions
[

@  Begin Your Payroll Analysis
@ P Addresses
@ » schedules

@  Home Departments

v

Pay Elements

Hours & Earnings

Information

Allowed & Taken

Information

v

Tax Information

v

Deductions

A4

Deferred Compensation

Memo

v

Payroll Reports

Hours and Eamings types and descriptions are used to help define the various types of monies that make up an employee’s gross pay.
Common ones are shown below. Select the ones that you are using in your current payroll system, if appicable.
Note: ADP has already pre-selected the Regular and Gvertime fisids for you.

How do youtrack hours of service for employees who do not have an hourly rate of pay?
‘Some examples are exempt, salaried, commissioned or per diem employees.

C

O use Hours codes listed below (' Use Standard Hours () Other

Do you need to display the total hours worked for hourly employees on your pay statements? = O Yes ® No

Do you need to display the total hours worked for salaried empioyees on your pay statements?” O Yes

NewADP  Hours
Current Code (o0 =5

/| REGULAR *RC 4

NewADP  Hours
Current Code ot o

¥/ OVERTIVE =01 v

[] ADJUSTMENT ADJ [] AWARD AWD
[] BEREAVEMENT BRY [] BONUS Bns
] COMMISSION com [J DBLTIME DBL
[] FLOAT HOL LT o FMLA FLA
[] HOLIDAY oL [ JURY DUTY R
Lo D) [J meas W
w0 D persow o
[] RETROACTIVE RET O sTo. ST
[[] SEVERANCE SEV [ SHIFT DIFF SH1
& sick (m] ] TIPS T

7 Qvoury e ¥ USERRA UsR

L[] VACPAYOUT PO

\/rv

/| VACATION [VT [VAC [m]
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Pay Elements | Hours & Earnings Information

Questions

@  Begin Your Payroll Analysis
@ P Addresses
@ » schedules

@  Home Departments

v

Pay Elements

Hours & Earnings

Information

Allowed & Taken

Information

v

Tax Information

v

Deductions

v

Deferred Compensation

Memo

v

Payroll Reports

Pay Elements- Hours and Earnings Informat

Hours and Eamings types and descriptions are used to help define the various types of monies that make up an employee’s gross pay.
Common ones are shown below. Select the ones that you are using in your current payroll system, if appicable.

Note: ADP has already pre-selected the Reguiar and Overtime fieids for you.

How do youtrack hours of service for employees who do not have an hourly rate of pay?
‘Some examples are exempt, salaried, commissioned or per diem employees.

C

O use Hours codes listed below (' Use Standard Hours () Other

Do you need to display the total hours worked for hourly employees on your pay statements? = O Yes ® No

Do you need to display the total hours worked for salaried empioyees on your pay statements?” O Yes

No

NewADP  Hours
Current Code (o' £

NewADP  Hours
Current Code o0t

Worked
2| GEEIER ¥ OVERTIME [OT |
ADIUSTVENT o
[] BEREAVEMENT BRY
[] COMMISSION com
[] FLOAT HOL AT
[] HOLIDAY oL
(WIS ] Lo
EIeiE D persos O
[] RETROACTIVE RET [ sTo. =
[] SEVERANGE SEV [] SHIFTDIFF st
[ SiCK ST sic [m] [J TIPS T
¥ moury (W] ue | L v 5 o )
[] VAC PAYOUT VRO 4 VACATION |VT VaC

Which hours/earnings codes are set up for all clients?

Pay Elements |

Hours & Earnings Information

Questions

@  Begin Your Payroll Analysis
@ P Addresses

@ » schedules

@  Home Departments

P pay Elements

Hours & Earnings

Information

Allowed & Taken
Information
P Tax Information
¥ Deductions
4 Deferred Compensation
Memo

4 Payroll Reports

Pay Elements- Hours and Earnings Informat

Hours and Eamings types and descriptions are used to help define the various types of monies that make up an employee’s gross pay.
Common ones are shown below. Select the ones that you are using in your current payroll system, if appicable.

Note: ADP has already pre-selected the Reguiar and Overtime fieids for you.

How do youtrack hours of service for employees who do not have an hourly rate of pay?
‘Some examples are exempt, salaried, commissioned or per diem employees.

C

O use Hours codes listed below (' Use Standard Hours () Other

Do you need to display the total hours worked for hourly employees on your pay statements? = O Yes ® No

Do you need to display the total hours worked for salaried empioyees on your pay statements?” O Yes

No
NewADP  Hours
Current Code (20 2

/| REGULAR *RC 4

NewADP  Hours
Current Code ot e

¥/ OVERTIVE =01 v

[] ADJUSTMENT AD [] AWARD AWD
[] BEREAVEMENT BRY. [J BONUS Bns

] COMMISSION com

[] FLOAT HOL FLT

[ HoupAY: HOL -
Lo D) [J meas Mo
w0 D persONA o
[] RETROACTIVE RET [ sTD. s

[[] SEVERANCE SEV [ SHIFT DIFF SH1

[ SicK [sT | |1u—\ ] [] TIPS T

7 ooty [ uD _] ¥ USERRA  [US UsR

[[] VAC PAYOUT VPO

- R o e
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Pay Elements |

Hours & Earnings Information

Payroll Questions
[

@  Begin Your Payroll Analysis
@ P Addresses
@ » schedules

@  Home Departments

v

Pay Elements

Hours & Earnings

Information

Allowed & Taken

Information

v

Tax Information

v

Deductions

v

Deferred Compensation

Memo

v

Payroll Reports

Pay Elements- Hours and Earnings Informati

Hours and Eamings types and descriptions are used to help define the various types of monies that make up an employee’s gross pay.
Common ones are shown below. Select the ones that you are using in your current payroll system, if appicable.

Note: ADP has already pre-selected the Reguiar and Overtime fieids for you.

How do you track hours of service for employees who do not have an hourly rate of pay?
‘Some examples are exempt, salaried, commissioned or per diem employees.

O use Hours codes listed below (' Use Standard Hours () Other
Do you need to display the total hours worked for hourly employees o your pay statements? = O Yes ® No

Do you need to display the total hours worked for salaried employees on your pay statements?* O Yes ® No

=

Current Code NEWADP  Hous Current Code feWADP  Hours |
| REGULAR R W i OVERTIME =0T v
[] ADJUSTMENT ADJ [] AWARD AWD
[] BEREAVEMENT BRY [] BONUS Bns
[] COMMISSION com [ DBLTIME DBL
[] FLOAT HOL FLT Y FMLA FLA
[] HOLIDAY HoL [J JURY DUTY SR
JLTo Lo [] MeALs M
M PTO. (] PERSONAL PER O
[] RETROACTIVE ReT [] &TD. STD
[] SEVERANGE SEV [] SHIFTDIFF st
B4 sick u] o es T
e < userna
[] VAC PAYOUT wro L vacamon V] [ JJ 0]

Pay Elements | Allowed & Taken Information

Payroll Questions
[

@  Begin Your Payroll Analysis
@ P Addresses
@ » schedules

@  Home Departments

v

Pay Elements

Hours & Earnings

Information

Allowed & Taken

Information

v

Tax Information

v

Deductions

A4

Deferred Compensation

Memo

v

Payroll Reports
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Pay Elements | Allowed & Taken Information

Pay Elements - Allowed and Taken Information

2) Help

0 /ADP allows you fo track hours and/or earnings that you selected on the Hours and Earnings Information page.
@  Begin Your Payroll Analysis

Selecta Company Code:

@ ¥ Addresses -
» Pay Elements - Allowed and Taken Information 2) Help
@ ¥ schedules ;
Company Code: Tt
@  Home Depertments e .
> Ty .
g “ There are d
Pay Elements e
y . wi i 2) Hel
Hours & Eamings o Pay Elements - Allowed and Taken Information 2) Help
Information =
[ Folouf @ ADP allows you to track hours and/or eamings that you selected on the Hours and Eamings Information page.
Allowed & Taken Select a Company Code:
Information
Do you want to track this benefit as part of your ADP payroll process?
| 25 i
ax Information
¥ Deductions e
» Deferred Compensation [0 Hoiday Hours Yes Yes
Memo
»
Payroll Reports [ a—
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Tax Information | Tax Analysis

@  Begin Your Payroll Analysis
@ ¥ Addresses
@ P schedules
@  Home Departments
@ P pay Elements
JE P Tax Information

Tax Analysis

State Tax Jurisdiction
Local Tax Jurisdiction
Tax Reporting Options
¥ Deductions
4 Deferred Compensation
Memo

P Payroll Reports

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

03-20-17

Tax Information | Tax Analysis

Tax Information - Tax Analysis 2 Help
Payroll Questions
X Is cormespondence address different from legal address? O Yes
©  Begin Your Payroll Analysis Do you have any other payrolis processing on this identification number? O Yes
»
@7 Addresses Is your company classified as Common Pay Agent (CPA), Common Pay Master (CPM) or neitner? () cpa () CPM ®) Neither
»
@7 schedules Does an outside or third party vendor issue your sick payments? Yes O No
©  Home Departments Does an outside or third party vendor produce your W2s? ® ves O Ko
»
G} Pay Elements Do you require a 1099 control? ® ves O No
» 3
/‘l Tax Information Is your company exempt from any employer or employee payroll tax? O Yes ® No
Tax Analysis If your company is subject to special state filings (for example, KREDA, NJ Private DI), provide
%!— detalls about the states and filigs. [ krepa [ N private DI
State Tax Jurisdiction
[ other
Local Tax Jurisdiction As a government agency, are you subject to disabilty insurance? O Yes
Tax Reporting Options Did your eompany have a tax liabilfy in this calendar year before you started using ADP'S ‘o
senvices? O Yes
» Did your company process a payroll i the same quarter ADP staried processing your payrall for A
Deductions the-first tme?* O Yes
eferre ompensation
¥ Deferred ¢ ti
Memo
P Payroll Reports L Folow up required
What types of information might be included in the Tax
Information section of the interview that would need to
obtain from the client?
78
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Tax Information | state Tax Jurisdiction
Tax Information - State Tax Jurisdictions LN

Payroll Questions
[

@  Begin Your Payroll Analysis
@ P Addresses .

State § Frequency & EFT# State Tax ID SUI Type SUN'SDI ID
@ ¥ schedules

There are currently no records. Click "Add New' to create a new record.

@  Home Departments
@ P Pay Elements

Ex.Rate Assess.

Enter the state tax jurisdictions that apply to your company. Start adding tax jurisdictions by clicking Add New.

Unemploy.Exp.Rate

P 5
@ ¥ Tax information [ Follow up required

€ Tax Analysis

f! State Tax Jurisdiction
Local Tax Jurisdiction

Tax Reporting Options
¥ Deductions
4 Deferred Compensation
Memo

P Payroll Reports
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Tax Information | state Tax Jurisdiction

@ ¥ Addresses

@ P schedules

@  Home Departments
@ P Pay Elements

@ P Tax Information

€ Tax Analysis

¥ Deductions
4 Deferred Compensation
Memo

P Payroll Reports

@  Begin Your Payroll Analysis

E! State Tax Jurisdiction
Local Tax Jurisdiction

Tax Reporting Options

Tax Information - State Tax Jurisdictions 2 Help ~
Stte: {aisbama |

How frequently are you required to deposit for this State?(Choose a value from the dropdowin and view entire text on right)

- MN

[Monthry ~

Frequency Code MN

ID Format Legend: @ = A-Z # = 0-95 = A-Z or 0-9 * = space

State Tax ID Format:

State Tax ID:

Applied For.

sulTypes

SUISDIID Format:

SUISDI ID:

SUISDIID Applied For: []
Experience Rate Assessment:

Rate:*

Do you withhold local taxes for the employees in this state?: v
< >

What information is required to set up State Tax jurisdictions?
Will all state jurisdictions look like this?

Tax Information | state Tax Jurisdiction

@  Begin Your Payroll Analysis
@ P Addresses

@ P schedules

@  Home Departments

@ P Pay Elements

@ P Taxinformation

€ Tax Analysis

Tax Information - State Tax Jurisdictions 2, Help

et

ID Format Legend: @ = A-Z#=0-95=A-Z or 0-9* = space
SUIType:

SUNSDI ID Format:

SUNSDI ID:

SUIISDI 1D Applied For: [

Experience Rate Assessment:

f! State Tax Jurisdiction
Local Tax Jurisdiction

Tax Reporting Options
¥ Deductions

¥ Deferred C

Rate:* 236

ADP Use Only

SUISDI Tax Code: 42

Memo

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

Tax Information | state Tax Jurisdiction

Tax Information - State Tax Jurisdictions 2 Help
Payroll Questions
! st

@  Begin Your Payroll Analysis
How frequently are you required fo deposit for this State?(Choose a value from the dropdown and view entire text on right)

@ P Addresses
SM-$1,000 or more:

@ P schedules [Eemi-Monthly-51,000 or more ~]
@  Home Departments Frequency Code sM
@ P Pay Elements
ID Format Legend: @ =AZ#=095=AZ or0.9 " = space
G T i
‘ax Information State Tax ID Format:
@ Tax Analysis State TaxID: [1] B 0] 4]
E! State Tax Jurisdiction SEETIEE U
Local Tax Jurisdiction SUI Type:
Tax Reporting Options SUISDI ID Format: e e 2
¥ Deductions suispt [EIE EE]E o] [ [ ]
4 Deferred Compensation ETENLDAFALIGT: (W]
Do your employees contribute to State
Memo Unemployment Insurance?* O ves @ no
P Payroll Reports
Experience Rate Assessment:” @ ves O No

Unemployment Experience Rate:*

Do you withhold local taxes for the employees in this state?: (@ ves | No

ADP Use Only

SU/SDI Tax Code: a0

Tax Information | state Tax Jurisdiction

o Tax Information - State Tax Jurisdictions 2) Help A~

Payroll Questions

. Enter the stale tax jurisdictions that apply fo your company. Start adding lax jurisdictions by clicking Add New.

@  Begin Your Payroll Analysis
» [Add NeviDelefelDelete All Rows Per Page:
@ 7 Addresses

ExRate
State o Frequency $a  EFT# StateTaxID
@ P schedules haxcaz
[ Aabama Monthly No  a7eses Limied 6543287987  Yes 27
@  Home Departments
, [ Florida No Limied 6985473 No 27
G PayElements [] Pomsivama —SemiMonthy  Yes 12341234  Limied  1245678M @ Yes 00

@ P Taxinformation

€ Tax Analysis

f! State Tax Jurisdiction [ Foltow up required
Local Tax

Tax Reporting Options

¥ Deductions
4 Deferred Compensation
Memo

P Payroll Reports
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview 03-20-17
Tax Information | state Tax Jurisdiction
Tax Information - State Tax Jurisdictions 2) Help
Payroll Questions ~
* Enter the state tax jurisdictions that apply to your company. Start adding tax jurisdictions by clicking Add New.
@  Begin Your Payroll Analysis
o » Add |Add NeviDelete|Delete All Rows Per Page: 1-150115 (<) (»)
resses
Ex.Rate
@ P schedules S Rz
P [ Asbema Monthly Yes 876544 Limited 6543267367 Mo 325
Home Departments
> o [] Comectiout  Weekly Yes 00000 Limited 00000 No 00
O PayElomants [ Delaware Octal-onthly Yes 00000 Limited 00000 No 00
9 Tax information [0 FElorda No Limited 6985473 No 236
€) Tax Analysis [] Mississippi Monthy No 56781234 Limited ~ 78-12587-269  No 0o
Z! State Tax Jurisdiction O Mo e No Limited 321458 Ho 0o
Local Tax Jurisdiction O bewdersey  Monhy Yes Umitea 20 No 0o
Tax Reporting Options [0 MewYork Daily 3 Day Yes Limited ~ 74-678830 No 00
b Dokt O ohie i,@gg;““” Yes  54-1234567 Limited 9576543120  Ne 0
eductions
N [] Pennsvaniz  Quarlerly No 12345678 Limited ~ 95-76543AA Mo 0.0
Deferred Compensation
e [] Rhodeisiand  Daiy Yes 00000 Limited 00000 Yes 00
— [ Texss No Limied 456789120 Mo 0o
» Payroll Reports [] washington No Limited 131234399 No 0o
[] westVirginia  Monthly Yos ST limted  7senaessTo Mo 00
O wyoming Ne Limited 73938237 3 No 0.0 v
< >
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Tax Information | Local Tax Jurisdiction
Tax Information - Local Tax Jurisdictions 2) Help
Payroll Questions
£ Enter the local tax jurisdictions that apply fo your company. Start adding tax jurisdictions by cicking Add New
@  Begin Your Payroll Analysis Rovis Per Page Y &
@V Addresses State & Local Frequency & EFT Local Tax ID
&P cihediles There are currently no records. Click "Add New'to create  new record.
@  Home Departments
@ P Pay Elements
[ Foliow up required
@ ¥ Tax Information
€ Tax Analysis
) State Tax Jurisdiction
f! Local Tax Jurisdiction
Tax Reporting Options
¥ Deductions
4 Deferred Compensation
Memo
P Payroll Reports
85
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Tax Information | Local Tax Jurisdiction

Payroll Questions

'
@  Begin Your Payroll Analysis
@ ¥ Addresses
@ P schedules
@  Home Departments
@ P Pay Elements
@ P Tax Information
€ Tax Analysis
& State Tax Jurisdiction
Local Tax Jurisdiction
Tax Reporting Options
» Deductions
P Deferred Compensation
Memo

P Payroll Reports

Tax Information - Local Tax Jurisdictions 2) el

Note: If a locality is not listed in the Local drop-down list, select "Not Listed" and enter the locality in the Local Name field when it becomes available.

State: ” [Please Select v

Local:

How frequently do you deposit for this Local Jurisdiction?

Deposit Frequency: Quarterly
Frequency Code: ar

What disbursement do you use to Deposit for this
Local?

L 1
Codein Current System: | |
ADP Use Only

@® Check ) ElectronicFundsTransfer (EFT)

Local Tax ID:

Payroll Code:

]

86
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Tax Information | Local Tax Jurisdiction

Payroll Questions
'
@  Begin Your Payroll Analysis
@ ¥ Addresses
@ P schedules
@  Home Departments
@ P Pay Elements
@ P Tax Information
€ Tax Analysis
& State Tax Jurisdiction
Local Tax Jurisdiction
Tax Reporting Options
» Deductions
P Deferred Compensation
Memo

P Payroll Reports

Tax Information - Local Tax Jurisdictions 2) Help

Note: If a locality is not listed in the Local drop-down list, select "Not Listed" and enter the locality in the Local Name field when it becomes available.

State:
New Jersey
= [niew vork
Local: Ohio
Pennsylvania
Alabama

How frequently do you deposit for this Local Jurisdiction?

Deposit Frequency: Quarterly
Frequency Code: ar

What disbursement do you use to Deposit for this ® :
s (® Check () ElectronicFundsTransfer (EFT)

L 1
Codein Current System: | |
ADP Use Only

Local Tax ID:

Payroll Code:

]

87

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

Copyright © 2017 ADP, LLC

Page 41 of 93



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

03-20-17

Tax Information | Local Tax Jurisdiction

Payroll Questions
[

@  Begin Your Payroll Analysis
@ ¥ Addresses

@ P schedules

@  Home Departments

@ P Pay Elements

@ P Tax Information

€ Tax Analysis

& State Tax Jurisdiction

Local Tax Jurisdiction

Tax Reporting Options

Tax Information - Local Tax Jurisdictions 2) el

Note: If a locality is not listed in the Local drop-down list, select "Not Listed" and enter the locality in the Local Name field when it becomes available.

State: .
Local: " [Please Select v
Jurisdiction Status: © Resident ) Non Resident

How frequently do you deposit for this Local Jurisdiction?

Deposit Frequency: Quaderly v
Frequency Code: ar

What disbursement do you use to Deposit for this

Local?

® check () ElectronicFundsTransfer (EFT)

Local Tax ID:

Payroll Reports

P Deductions Codein Current System: | |
¥ Deferred C ADP Use Only

Momo Payroll Code: ]
»
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Tax Information | Local Tax Jurisdiction

Payroll Questio
[

@  Begin Your Payroll Analysis
@ ¥ Addresses
@ P schedules
@  Home Departments
@ P Pay Elements
@ P Tax Information
€ Tax Analysis

& State Tax Jurisdiction

Tax Information - Local Tax Jurisdictions 2) el

Note: If a locality is not listed in the Local drop-down list, select "Not Listed" and enter the locality in the Local Name field when it becomes available.

State: .
Local: " [Please Select v
Blair Township

Blairsville Boro - Non-Resident ~
Blairsville-Sallsburg SD - CENTAX
Blairsville-Sallsburg SD - CENTAX (full)
Elakely Boro
Blawnox Boro
Bloom Township
Bloomfieid Boro
Ioomieid Twp N Bedford Co Sch Dist
loomfield Twp Union City Area Sch Dist
Blooming Valley Baro

Area School Dist - Sunbury
Eloomsburg Area School District
What disbursement do you usqBloomsburg Area School District - GENTAX

Jurisdiction Status:

How frequently do you deposig

Deposit Frequency:

Frequency Code:

Local? Non-Resident
Local Tax Jurisdiction rship and
Local Tax ID: esident
Tax Reporting Options esident
) Blue Mountain School District
» Code in Current System: | |Biythe Township
Deductions Boggs Township - Non-Resident
Boggs Twp Amstrang School District
P Deferred c: ADP Use Only Boggs Tup Pilisburgh/Osceola SD
Bolivar Boro
Payroll Code: Bonneauville Boro
Memo! Y (] Boswell Boro
» Bowmanstown Boro

Payroll Reports

oro
Brackenridge Boro v

Braddock Boro - Non Resident
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Tax Information | Local Tax Jurisdiction

(]
o
o’
(]
o
14

v v

v

Payroll Questions

Begin Your Payroll Analysis

Addresses

Schedules

Home Departments

Pay Elements

Tax Information

€ Tax Analysis

& State Tax Jurisdiction
Local Tax Jurisdiction

Tax Reporting Options

Tax Information - Local Tax Jurisdictions 2) Help

Note: If a locality is not listed in the Local drop-down list, select "Not Listed" and enter the locality in the Local Name field when it becomes available.

State:
Local: [ Township and Area Sch Dist 52

Jurisdiction Status: O Resident ) Non Resident

How frequently do you deposit for this Local Jurisdiction?

Deposit Frequency: Quaderly v
Frequency Code: ar

What disbursement do you use to Deposit for this
Local? ®) check () ElectronicFundsTransfer (EFT)

Local Tax ID:

1224
6789

Code in Current System:

Deductions
Deferred C ADP Use Only
emo payon coe:

Payroll Reports

90
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Tax Information | Local Tax Jurisdiction

Payroll Questions

(]
(/]
(]
]
(]
o

f! Local Tax Jurisdiction
Tax Reporting Options

»
»

»
»

Begin Your Payroll Analysis
Addresses

Schedules

Home Departments

Pay Elements

Tax Information

€ Tax Analysis

& State Tax Jurisdiction

Tax Information - Local Tax Jurisdictions 2) Help
Enter the local fax jurisdictions that apply to your company. Start adding tax jurisdictions by clicking Add New
[dd NewiDeletslDelete 2 Rows Per Page >

Frequency EFT

[ Pennsyivania Bloomsburg Township Quarterly NO 9750

[ Follow up required

v v

v

Deductions
Deferred Compensation
Memo

Payroll Reports
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Tax Information | Local & State Tax Jurisdiction Data Export

DATA EXPORT

exported to AutoPay and the WFN database.

reduction of errors.

WFN Exports - no associate action required.

= State and local data from the Payroll Client Interviev

= WFN Export and AutoPay Export are handled in parallel.

= A system integration initiates both the AutoPay and

STATE & LOCAL TAX JURISDICTIONS

= WFN Export eliminates the need for manual entry and

92
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Tax Information | Tax Reporting Options

Tax Information - Tax Reporting Options
Payroll Questions

2 Help

' Please identify your company's tax elections that are applicable to your W-2 payroll.

@  Begin Your Payroll Analysis [] 1098/0ther Compensation [ | Earned Income Credit [] Tax Sheltered Annuity
] Employee Business Expenses [ | Taxable Fringe Benefits
[ Qualified Pension [] Third Party Sick Pay

[[] Tax Exempt Dollars [ Tip Allocation

[] Auto Allowance
[] Declared Tips
[] Dependent Care

@ ¥ Addresses
@ P schedules

©  Home Departments Additional Tax Reporting Options

9 4 Pay Elements Enter up to three additional Compensation types (for example, accident and health benefits,

ervices) that you include on your W-2 forms.

@ P Taxinformation A
2

€ Tax Analysis

) State Tax Jurisdiction Do you have any other tax reporting form requirements ? O Yes @ No

& Local Tax Jurisdiction Describe the requirements.
Tax Reporting Options
Deductions

¥ Deferred C

assistance and

Memo [ Fotlow up required

P Payroll Reports

How do you record additional information needed for the tax

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

Deductions | pre-Tax Benefits

v
@  Begin Your Payroll Analysis
@ ? Addresses

@ P schedules

@  Home Departments

@ P Pay Elements

@ P Tax Information

P Deductions

Pre-Tax Benefits
Commuter Benefits
Wage
Garnishments/Court
Ordered Payments
Deposits/Bank
Deductions

Sroup Tenm Lo What are the most common pre-tax benefits available

to employees?

What information must the client provide to ensure a
correct setup?

Voluntary Post Tax
Deductions
4 Deferred Compensation
Memo

04
P Payroll Reports

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

Deductions | Pre-Tax Benefits

2) Help

¥ Does your company offer this type of beneft plan? () yes @) No
@  Begin Your Payroll Analysis
@ ? Addresses
@ P Schedules W =
@  Home Departments
@ P Pay Elements
@ P Tax Information

P Deductions

ﬂ Pre-Tax Benefits
Commuter Benefits

Wage

Garnishments/Court

Ordered Payments

Deposits/Bank
Deductions

Sroup Tenm Lo What are the most common pre-tax benefits available

Voluntary Post Tax to employees"

SeHERR What information must the client provide to ensure a

4 Deferred Compensation correct setup?

Memo
95

P Payroll Reports
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Deductions | pre-Tax Benefits

Payroll Questions
[

@  Begin Your Payroll Analysis
@ ¥ Addresses
@ P schedules
@  Home Departments
@ » Pay Elements
@ P Tax Information
» Deductions

Pre

x Benefits
Commuter Benefits
Wage
Garnishments/Court

Ordered Payments

Deposits/Bank
Deductions

Group Term Life
Voluntary Post Tax
Deductions
¥ Deferred Compensation
Memo

4 Payroll Reports

Deductions - Pre-Tax Benefits

Deduction Type & Frequency

There are currently no records. Click ‘Add Newr to create a new record.

Current Code

2) Hein
Does your company offer this type of benefit plan? ®) yes () No
Click the: Add New button 1o start to enter informafion regarding your company's deduction plan-

ladd New[DeleteDelete All Rows Per Page: >

[ Follow up required

96
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Deductions | Pre-Tax Benefits

Payroll Questions
[

@  Begin Your Payroll Analysis
@ ¥ Addresses

@ P schedules

@  Home Departments

@ » Pay Elements

@ ? Tax Information

? Deductions

Pre

x Benefits
Commuter Benefits
Wage
Garnishments/Court
Ordered Payments

Deposits/Bank
Deductions

Group Term Life
Voluntary Post Tax
Deductions
¥ Deferred Compensation
Memo

4 Payroll Reports

Deductions - Pre-Tax Benefits

2) el

Frequency: -
Short Description: * |MED
Long Description:

Calculation Type:
Current Code:
New ADP Code:

2 e

Add Another| Deduction Type: =

Frequency:

Long Deacription: 2
Calculation Type:

Current Cade: 2
New ADP Code: B

Done] [Add Another|
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Deductions |

Pre-Tax Benefits

Payroll Questions
[

@  Begin Your Payroll Analysis

@ ¥ Addresses

@ schedules

@  Home Departments

@ » Pay Elements

@ P Tax Information

» Deductions

Pre-Tax Benefits
Commuter Benefits
Wage
Garnishments/Court
Ordered Payments

Deposits/Bank
Deductions

Group Term Life
Voluntary Post Tax
Deductions
¥ Deferred Compensation
Memo

4 Payroll Reports

Deductions - Pre-Tax Benefits

2) Help

Does your company offer this type of benefit plan? ®) yes () No
Click the: Add New button 1o start to enter informafion regarding your company's deduction plan-
fdd New]

Rows Per Page:

Deduction Type Frequency

Current Cod New ADP Code

[ Medical Every payroll MED M M

[] Dental Every payroll DEN D T

1-2012 (4) (»)

[ Follow up required

98
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Deductions |

Commuter Benefits

Payroll Questions
[

@  Begin Your Payroll Analysis

@ ? Addresses

@ schedules

@  Home Departments

@ » Pay Elements

@ ? Tax Information

» Deductions

Pre-Tax Benefits
Commuter Benefits
Wage
Garnishments/Court
Ordered Payments

Deposits/Bank
Deductions

Group Term Life
Voluntary Post Tax
Deductions
¥ Deferred Compensation
Memo

4 Payroll Reports

Deductions - Commuter Benefits

2) Help

Commuter Benefit Type: = [Please Select
S Farking
Short Description: - | Transit
Bicycle
Long Description: .

Calculation Type: ® pollars O percent O Botn

Wew 0P Coce: Y —

[add Another

Why do pre-tax and commuter benefit deductions require a
Benefit Type?
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Deductions | wage Garnishment/Court Ordered Payments

Payroll Questions
[

@  Begin Your Payroll Analysis
@ ¥ Addresses
@ schedules
@  Home Departments
@ » Pay Elements
@ P Tax Information

» Deductions

Pre-Tax Benefits

Commuter Benefits

Wage
Garnishments/Court
Ordered Payments

Deposits/Bank
Deductions

Group Term Life
Voluntary Post Tax
Deductions
¥ Deferred Compensation
Memo

4 Payroll Reports

Deductions - Wage Garnishments/Court Ordered Payments 2) Help

Please provide information for each of your Wage Garnishments deduction record
Note: ADP has already pre-populated the standard deductions for you

[Add New[Delete Delete Al Rouws Per Page:

1-100110 («) (B)

Long Description Deduction Type Short Descril Current Code New ADP Code
BANKRUPTCY. Bankruptcy BNKRPT 70
TAX LEVY Tax Levy TAXLYY 7
TAX LEVY Tax Levy TAXLYY 72
T i GARNSH 73
T i GARNSH 74
SUPPORT Support Order SUPPRT 75
SUPPORT Suppont Order SUPPRT 78
SUPPORT Support Order SUPPRT 77
SUPPORT Support Order SUPPRT 78
WAGE AGREEMENT Support Order WAGEA 79

[ Foliow up required

Do clients choose the deduction codes/types to be set up?

100
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Deductions | Deposits/Bank Deductions

Payroll Questions
[

@  Begin Your Payroll Analysis

@ ? Addresses

@ schedules

@  Home Departments

@ » Pay Elements

@ ? Tax Information

» Deductions

Pre-Tax Benefits
Commuter Benefits
Wage
Garnishments/Court
Ordered Payments

Deposits/Bank
Deductions

Group Term Life
Voluntary Post Tax
Deductions
¥ Deferred Compensation
Memo

4 Payroll Reports

Deductions - Deposits/iBank Deductions LN
Please provide information for each of your Deposits/Bank Deduction record.
+ To add one Deposits/Bank deduction at a time, click Add New
Note: ADP has already pre-populated the standard deductions for you
[Delete]Deleie All Rows Per Page: 1-120f12 (4) (»
ng Description Deposit Type Short Description Current Code New ADP Code
'CHECKING 1 Checking CHKCK1 CK1
'CHECKING 2 Checking CHKCK2 CK2
CHECKING 3 Checking CHKCK3 CK3
CHECKING 4 Checking CHKCK4 CK4
CHECKING 5 Checking CHKCKS CK5
[] HSA CHECKING Checking HSACHK HSC
[ HsASAVINGS Savings HSASAY HSS
SAVINGS 1 Savings SAVSV1 sv1
SAVINGS 2 ‘Savings SAVSV2 sv2
SAVINGS 3 Savings SAVSV3 V3
SAVINGS 4 Savings SAVSV4 sv4
SAVINGS 5 ‘Savings SAVSVS svs
v
< >

What question might you ask the client regarding direct deposit

2
codes? o1

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

Copyright © 2017 ADP, LLC

Page 48 of 93



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

03-20-17

Deductions | Group Term Life

| Questio

(] Begin Your Payroll Analysis

@ ¥ Addresses

@ schedules

@  Home Departments

@ » Pay Elements

@ P Tax Information

» Deductions

Pre-Tax Benefits
Commuter Benefits
Wage
Garnishments/Court
Ordered Payments

Deposits/Bank

Deductions

Group Term Life

Voluntary Post Tax

Deductions

¥ Deferred Compensation
Memo

4 Payroll Reports

Deductions - Group Term Life 2) Help
‘Would you like ADP to automatically calculate Group Term Life? ves O No

Does your company provide its employees with Group Term life insurance

coverage in excess of §50,0007 Yes ) No

When will you post your employee’s taxable GTL premium amount? () Every Payroll () Other

Annuatimmide) ||

Social Security and Medicare only

What does your Tax Withholding rule include?

) Al Tax Jurisdictions

Do your employees contribute to the GTL premium? () yes (® No

Would you like ADP to calculate the GTL taxable premium? () yes

No

Will ADP calculate the employee's GTL coverage amount? ®) yes () No

) Annual(mmid) ||

What is your Life Insurance Benefit{coverage) factor? (n 01-9.95)
How many hours are in your standard work week? 40 |(0.01-999.88)

The annual coverage is rounded to the nearest:

What is your annual maximum coverage amount? 750000 (550,000-99,999,999)

Are all covered employees subject to the same rules?

When are employee coverage amounts calculated? () Every Payroll

Describe your company's GTL coverage rules.

] Follow up required

What is Group Term Life?
102
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Deductions | voluntary Post Tax Deductions

Payroll Questio
[

(] Begin Your Payroll Analysis

@ ? Addresses

@ P schedules

@  Home Departments

@ » Pay Elements

@ ? Tax Information

» Deductions

Pre-Tax Benefits
Commuter Benefits
Wage
Garnishments/Court
Ordered Payments

Deposits/Bank
Deductions

Group Term Life

Voluntary Post Tax

Deductions

Deferred Compensation
Memo

4 Payroll Reports

Deductions - Voluntary Post Tax Deductions 2) Help

Are Voluntary Post Tax Deductions withheld from employee's pay? ®) yes () No
Click the Add New bution to start to enter information regarding your company's deduction plan
* To add one Voluntary Post Tax Deduclion record al a time, click Add New.

save as a.cav file, and then click Import.

Do you want to append the records to the curtent list? @) yes () No

Import from a file: [ Browse.
[Delete]Delete Al Feows Per Page:

uency Short Description Current Code New ADP Code

O u Every payroll UNION u u
[] Miscellaneous Every payrol Loan L L
[] Miscellaneous Every payrol HFSA 10 10

» To add muitiple Voluntary Post Tax Deduction records at a time, click Download Template, enter your data(see |mport Insiructions),

[ Follow up required

What would be another example of a deduction frequency?

103
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview 03-20-17

Deferred Compensation

The next section to display depends on the answer provided to the Deferred
Compensation question on the Begin Your Payroll Analysis page.

Do you pay your employees overtime pay based on the government Fair Labor Standards @ e
Act Overtime requirements (i.e. overtime at % of the average or weighted rate)? ®/ Yes \.J No

Does your company need to track jobs by cost numbers? ':::' Yes @' No

Do you offer your employ a Deferred Comp 401k, 403k, 408p, 414h. 457) o) S
plan? B YesteZ
If then If then
Deferred Compensation Deferred Compensation
will NOT display on the interview. displays on the interview.
€ P Tax Information € » Tax Information
(7] P Deductions (/] P Deductions
l Memo l Deferred Compensation
4 Payroll Reports Memo
» Payroll Reports

104
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Deferred Compensation

Payroll Questi

@  Begin Your Payroll Analysis
@ ¥ Addresses

v

@ ¥ schedules

@  Home Departments
@ ? Pay Elements

@ P TaxInformation

@ ¥ Deductions
et

v

Deferred Compensation

Memo

¥ Payroll Reports

What is a deferred compensation plan?

105
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Deferred Compensation

@  Begin Your Payroll Analysis

@ ¥ Addresses

Deferred Compensation - Plan and Deduction Information 2) Help

Click the Add New button fo start fo enter information regarding your company's deferred compensation plan

[add NewjDelete]Detete Al

Rows Per Page: [ 1

0-00r0 («) (>

Retirement Plan Type

Frequency  Short Description Current Cod New ADP Cod

@ P schedules There are currently no records. Click ‘Add New' to ¢reate a new record,

@  Home Departments

9 4 Pay Elements

@ P Tax Information £ rotow up requres

@ » Deductions

P Deferred C
Memo What is a deferred compensation plan?
¥ Payroll Reports
What is a deferred compensation plan?
106
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Deferred Compensation - Plan and Deduction Information 2) Help
Il Questions
0 N . Frequency *
Retirement Plan Type: [Every payral <]
@  Begin Your Payroll Analysis
Short Description: a Long = [a01k
@ ¥ Addresses A
Calculation Type: Standard Current Code: .
O } Schedules Dollars Percent  Both
Calculation

@  Home Departments Tye

@ » Pay Elements New ADP Code: = [a01

@ » Tax Information §

Does your plan require salary deferrals to cease once a )
© ¥ Deductions icipant's compensation earnings reach the IRS annual = yes O No

P Deferred Compensation

Plan and Deduction

Information
Loans
Reporting
Memo

> Payroll Reports

Does this plan include the EGTRRA catch-up provision? ® ves () No
1s the catch-up contribution deducted after the full limit for the
plan is reached?

Daes your catch-up contribution have a separate deduction O v @
code? [ Yes ® No

No

Does this pla

lude a Roth provision? O ves ® no

Does your company offer a match for the employee contributions? ® ves O No
‘Would you like ADP to calculate and track the company match? ® ves O No

Provide your company's matching contribution calculation in the space below.
(For example, employee gross mulliplied by employee%(max of 6%) multiplied by 0.25).

What q 1s on the Def

red Compensation page will you
not need to ask the client?
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Deferred Compensation

Deferred Compensation - Plan and Deduction Information 2Hep
Payroll Questions Does your company offer a match for the employee contributions? @ ves O No
'
‘Would you like ADP to calculate and track the company match? (@}
(/] Begin Your Payroll Analysis v pany Yes 1/ No
Provide your company’s matching contribution calculation in the space below.
@ » Addresses (For example, employee gross mulliplied by employee%(max of 6%) mulliplied by 0.25).
6%
@ ¥ schedules
@  Home Departments
Excluded Earnings
(/] 4 Pay Elements SR S o
o » Identify which earnings types are not le for your company's deferred compensation calculation.
gaunformanct Short Descrip Long Description Exclude
© ¥ Deductions PERSNL Personal =]
P Deferred Compensation REG Regular [v]
Plan and Deduction SICK Sick [}
Information WAC Vacation )
Loans BONUS Benus [}
Reporting HOL Holiday =i
Memo v
»
Payroll Reports < >
Add Anothe
What earnings might a client exclude from the Deferred
Compensation calculation?
108
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Deferred Compensation - Plan and Deduction Information 2) Help

Payroll Questions
0

(/] Begin Your Payroll Analysis
@ P Addresses

@ ¥ schedules

@  Home Departments

(14 Pay Elements

(] P Tax Information

@ ¥ Deductions

v

Deferred C

Click the Add New bution to start to enter information regarding your company's deferred compensalion plan

Frequency Short Description

lation Type

Everypayroll 401k Percent 401 a0

[ Follow up required

Plan and Deduction

Information
Loans

Reporting
Memo

> Payroll Reports

109
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Deferred Compensation

Deferred Compensation - Loans

2 Help
Payroll Questions
0 Do you offer loan programs for your deferred compensation plans?* @) ves () No
©  Begin Your Payroll Analysis How many outstanding loans can an employes have af the same fime?*[1 |
@ P Addresses
» Select all voluntary post-tax deductions for your loan programs
@ ? schedules
1g De:
@  Home Departments
L Loan Loan Advance
/] 4 Pay Elements
10 HFSA Health FSA
@ P TaxInformation
u UNION Union Dues
@ P Deductions
P Deferred Compensation
Plan and Deduction [ Follow up required
Information
E! Loans
Reporting
Memo
> Payroll Reports
110
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Deferred Compensation - Reporting 2) Help
Payroll Questions

'
(/] Begin Your Payroll Analysis
@ P Addresses
@ ¥ schedules
@  Home Departments
(14 Pay Elements
@ P TaxInformation
@ P Deductions
P Deferred Compensation

Plan and Deduction

Information
Loans
! Reporting
Memo

> Payroll Reports

Do you require deferred compensation reporting?*

ves O no
Are your deferred compensation plans self-administered?* O Yes ® no
Contact information:
Administrator:*
—
Phane Number:*
What type of deferred compensation reporting format is required?*

© Repot O File ® Botn

What is the frequency of the deferred compensation reporting?*

@ Every Payron ) weekly ) Montny O Quarterly () Otmer

Can you provide deferred compensation reporting file specification?* (@) ves () Mo

[ Follow up required

111
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Memo

Payroll Questions
v

@ ¥ hddresses
G ¥ schedules

@  Home Departments

&  Begin Your Payroll Analysis

Memo 2) Help

Memo cades are used for tracking non-pay items. For example, employer costs related to workers' compensation, 401(k) match or health
care; and data needed in general ledger file

Do you want to use Memo codes?

ves O No
Provide information for each of your memos

= Toadd one memo at a time, click Add New.
= To add multiple memos, click Download Template, enter your data, save as a .csv file, and then click Import.

Impeort from a file: Browse... Import
© ¥ Pay Elements
[Add HewiDelstelDelele Al Rous Per Page: >
@ ¥ Taxinformation
g Dese Current Code New ADP Code
@ ¥ Deductions
HLTH PLAN VALUE HLTHVL B
€ ¥ Deferred Compensation
[ Employer Maich ER MAT K K
Memo [] EmoloverHsA ER HSA ER ER
¥ Payroll Reports
] Follow up required
Which of the these Memo codes is set up for all clients by
default?
112
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Payroll Reports | Earnings Statement Heading
Payroll Reports - Earnings Statement Heading 2) Help
Payroll Questions

&  Begin Your Payroll Analysis

@ ¥ hddresses

G ¥ schedules

@  Home Departments
© ¥ Pay Elements

@ ¥ Taxinformation

@ ¥ Deductions

€ ¥ Deferred Compensation

@ Memo

Eamings Statement include payroll checks and advice of deposit vouchers.

Review your Eamings Statsment haading information (ie, address) that you want to display on your company's Eamings Statsment.
Make any changes or addilions, if necessary.

Earnings Statement Heading reflects Legal Address, if different please select an address below or add a new address,
Legal Address v

Line 1: Beeline Express A 71
Line 2: 1 ADP Blvd
Line 3: MS-Biling

Line 4: Roseland New Jersey 07

© Custom Earnings Statement Heading (i.e. logo). Your Implementation Associate will contact you with additional information.

[ Follow up required

-

Payroll Reports

What is the default Earnings Statement address?

113
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Payroll Reports | Payroll Register & Summary Report

(]

(4]

9
4]
(]

(14
o

(714
(14

»
>

v

Payroll Reports
Earnings Statement

Heading

Payroll Register

Summary Report

Tell us how many copies of the Summary Report you will need.

Summary Report copies:

Payroll Reports - Payroll Register 2) Help
Payroll Questions

‘The Payroll Register is a detailed list of ach employee's pay. It also provides department lotals

Tell us how many copies of the payroll Register you wil need.
Begin Your Payroll Analysis
Addresses Payroll Register copies:
Schedules
Home Departments

[ Follow up required

Pay Elements
Tax Information
Deductions

Payroll Reports - Summary Report 2) Help
Deferred C
Momo The Summary Report is a recap of the department fotals from the payroll Register.

] Follow up required

No questions to answer!

WHOOHOO!!

114
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The I-Hub Payroll Client Interview | Payroll Section

CONGRATULATIONS!!!

You’ve completed the Payroll section of the I-Hub
Payroll Client Interview.

115
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The I-Hub Payroll Client Interview | payroll Section

WHAT QUESTIONS DO YOU HAVE?

What questions do you have about the Payroll
section of the I-Hub Payroll Client Interview?

116
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I
The I-Hub Payroll Client Interview

LET’S TAKE A BREAK

Who's up for some java?

117
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[ ]
Let’s Take a Break

For audio, call 1-800-377-0237.
Access code:

118
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RV

£3?

A more human resource.

Welcome Back!

Now that you
completed the
Payroll section
of the interview,
Adella will take
over to guide you
through the
HR section.

119
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Thanks Hannah.
So are you ready
to dive into the

HR section?

£3?

A more human resource.
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How do | complete the HR Section
of the I-Hub Payroll Client Interview

P>
4.

In this topic, we will review the information

you enter in the HR section of the

I-Hub Payroll Client Interview.

HR Section of the Interview

120
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A more human resource.

I-Hub HR Interview Fields Job Aid

3D workforceNow

HR Interview Fields - Job Aid

v ind 96ie.3 a2l > assvses

L

e

n Table

‘organizstionsl entity or eniities

representing the highest levelin

your organizational structure, &
He

Ezamples
“CORP - Carporate”
“1208 - Operations”

Business Unit Code = 10

Ezpanded HR Module
Impact

“Reporting
-a

Core HR Module Impact
“Freporting
‘o

North, East, West,
“Cperations, HF,
Sales,

department, a diision, 3
sompany, of even 3 group of
employees such as awork group
of project team. Niare: fest
BASE L 1050 S 250 O

Finance” “Company
Codes" "NAS, MAS,
BT

Description = 6%

*Carrier Aceount Structure
*Benefit Eligihilty
*Benefit

~Beneit Plan Differences
*BenefitIn

*Resruitment Pasting Access|

* General Ledger [when
mapped i Home Cost
Rlumber)

Essential TLM
3

Departments for
Non-Paid
Posi

Emplogee Type

& location represents a physical “ATL - Alanta” “Feporting “Feeporting )
Ination, site, area, o region “BLOIG1 - Building #1" | Losation Description = 64| 0 i * Organi
o ] ~Carrier Account Structre | General Ledger
states)” *Benefit Eligibility *Payroll Defivery
*Benefit Fiates
*Beneit Plan Differences
~Benelit Invoicing il
*User Restrictions
*PT0 Assignment
*Recruitment Posting Assess
These departments are usedto | "Consultants” "COBRA| Department Code = € | Reporting Feepartin
track activity ot non-paid Emplogees (including 2n | Dept Desc = 35 *Organizational Structure | Crganieational structure
positions. ~Carrier Acsount Structure
eligile for COBFA * Benelit Inwoicing/Eiling
coverage]” "Temp
Employees paid via a
temp agency”, 088
An employes type i 3 class o Emplajee Type Code = 4 |- Feporing R )
group of employees defined by 3 Emplogee Type *Organizational Structure —— |* ganieational Strusture
omman characteristic o Description = 20 ~Carmier Account Structure | Catrier Account Structure
tribute for snample, exscutive, *PTO Assignment *PTO Assignment
operational, ull-time emplogees, “TL Labor Levels *TLM Labor Levels
part-time employees, and so * Qualfications for spesial
inith) caleulations
A union s a workers'fights 10 - 1BEW Looal i nCode= 3 “Feporting “Fieporting )
he T 15 Local | Union Description = 64| O o
121
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The I-Hub Payroll Client Interview | HR Section

[ Wotes & Comments (2) Hel

@  Begin Your Payroll Analysis Are you ready to provide the information? O ves O No

@ ¥ Addresses

@ P Schedules

@  Home Departments
@ ¥ Pay Elements [T Foliow up required
& P Taxinformation

@ ¥ Deauctions

@ ¥ Deferred Compensation
@  Memo

@ ¥ Payroll Reports

¥ Position
Job Classes
NAICS Workers® Comp
Jobs
Job Change Reasons
Status
Pay Rates

Corporate Groups

vy v vy

Return To Menu|

Employment Previou:

124
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Position | Job Classes

[ Wotes & Comments (2) Hel

@  Begin Your Payroll Analysis Are you ready to provide the information”
@ P Addresses
@ ¥ Schedules Please review the default job class types provided by ADP and add or delete types, as appropriate.
@  Home Departments + Toadd one job class at a fime, click Add New

@ ¥ Pay Elements
& P Taxinformation Note that you cannot change any of the defauit codes provided by ADP, but you can change the followinl
@ ¥ Deauctions + Any codes that you added

+ Any descriptions for any code (both defauft and non-default codes)
@ ¥ Deferred Compensation

G Memo Import from a file: [ Browse.
Delete Al Rows Per Page:

@ ¥ Payroll Reports

n Code in Current System &
m} =8 Crerical
¥ Position O ue Management
Job Classes O m Manusl Labor
NAICS Workers® Comp O e ]
Jobs
O sm Senior Management
Job Change Reasons -
se Sales
P status
m} i Technical
¥ pay Rates
P Corporate Groups
¥ Employment <

ves O no

= Toadd multiple job ¢lasses, click Download Template, enter your data, save as  .csv file, and then click Import.

0-0010 (a) (>

125
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Position | Job Classes

What are Job Classes?

> JOB CLASSES

n "

Copyright © 2012 — 2017 ADP, LLC. Proprietary and Confidential. A more human resource.”

Position | Job Classes

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

> JOB CLASSES

n "
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Why Obtain Job Class Information?

Reasons for Obtaining Employee Job Class Information

» Security access for administrators
and employees (Job Class only)

* Reporting selection criteria and sorting options

< 12D
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Learning Activity | identify Aunt Dolly’s Job Classes

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.
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Learning Activity | Identify Aunt Dolly’s Job Classes

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

« Job Classes include:

> £3?

Copyright © 2012 — 2017 ADP, LLC. Proprietary and Confidential A more human resource.

Learning Activity | identify Aunt Dolly’s Job Classes — Answers

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

131
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Position | Job Classes

Payroll Questions

@  Begin Your Payroll Analysis
@ ¥ Addresses

@ P Schedules

@  Home Departments

@ ¥ Pay Elements

@ P Taxinformation

@ ¥ Deauctions

@ ¥ Deferred Compensation

@ Memo

@ ¥ Payroll Reports

HR Analysi:

5 ¥ Position
Job Classes
") NAICS Workers® Comp
Jobs
Job Change Reasons
P Status
¥ pay Rates
P Corporate Groups

* ¥ Employment

Job Classes [ Wotes & Commants () Help

~
Are you ready to provide the information? ® ves O No
Please review the default job class types provided by ADP and add or delete lypes, as appropriate.
= To add one job class at a time, click Add New
» To add multiple job classes, click Download Template, enter your data, save as a csv file, and then click Import.
Note that you cannot change any of the default codes provided by ADP, but you can change the following:
= Any codes that you added
= Any descriptions for any code (both default and non-defauft coges)
Import from a file: | Browse... por]
| Dekete | Rows Per Page: (50 v | 1-90f9 (4) (B)
Code a Description %
o oL Clerical
o e Management
o i Manual Labor
o PR Frofessional
» O s Seasonal '
(=] S Senior Management
o se saks v
< >
Retum To Mend
132
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Scavenger Hunt | Job Classes

Find JOB CLASS information in ADP Workforce Now.

Suy},‘z'i.\t‘S =
=
Ua

Riddles

Clues
Challenges

kas1sAW

\(( . WOY k

A more human resource.”
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Scavenger Hunt | Job Classes — Answers

Find JOB CLASS information in ADP Workforce Now. [empioymentFrofie o = -

Albany, Margaret €

Validation Tables @ & *

Search

s%a Position ~ Status
f—— Job Class -
Offico Manager s,
ACCUMULATORS d SHOW INACTVE
©AID  GDHETE | PRNT - . —
<2300 =

e ' cane DESCRIPTION sTATUS )
awanDs . a Clorca Actve

e Managomsnt acine G
BENEFITS .

" Mansi Labor Actve
CURRENCY CONVERSION . -
e B Serior Management Actne

P Sdes Actve
EoUCATION

T Technia acine
LancuaGE
LICENSES AN CERTIFICATIONS »
MANUAL CHECKS PRINT
MEMBERSHIS

134
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Position | NAICS Workers’ Compensation

What is NAICS Workers’ Compensation?

NAICS WORKERS'’
COMPENSATION

Copyright © 2012 - 2017 ADP, LLC. Proprietary and Confidential A more hurman resource.”
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Position | NAICS Workers’ Compensation

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

NAICS WORKERS’
COMPENSATION

> £3?

Copyright © 2012 — 2017 ADP, LLC. Proprietary and Confidential A more human resource.

Why Obtain NAICS Workers’ Comp Information?

Reasons for Obtaining NAICS Workers’ Comp Information

* Reporting selection criteria
+ Sorting options

> £3?
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Position | NAICS Workers’ Comp Pages

HR Analy:

Payroll Questions NAICS Workers' Comp

[ Wotes & Comments (3) Help

@  Begin Your Payroll Analysis
@ ¥ Addresses
@ P Schedules

Are you ready to provide the information? ® ves O 1o

Please provide information for each of your NAICS Workers' Comp Codes.
@  Home Departments
@ ¥ Pay Elements

= Toadd ene Comp Code at a time, click Add New

& P Taxinformation

[ermeee | ool

Import from a file: [
@ ¥ Deauctions

/Add New] Delete Al
@ ¥ Deterred Compensation
@ Memo u Codea Code in Current System &

@ ¥ Payroll Reports There are currently no records. Click 'Add New’ to create a new record.

= To add muttiple Comp Codes, click Download Template, enter your data, save as a csv file, and then click Import

Description &

Rows Per Page: [10 w| 0-00f0 (<) (B)

5 ¥ Position [ Fotlow up required
€ Job Classes
) NAICS Workers' Comp
) Jobs
*) Job Change Reasons
P Status
¥ pay Rates
P Corporate Groups

* ¥ Employment

[Return To Menu|

138
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WFN Example | NAICS Workers’ Comp

NAICS WORKERS’ COMP information
in ADP Workforce Now.

Validation Tables @ & .*

Search

DISPLAY ALL NAICS Workers' Comp

ACCUMULATORS. SHOW|
© DD | © DELETE | PRINT

ADDITIONAL FIELDS copE DESCRIPTION

AWARDS snz0 Sofware Publishers.

snaz0 Computer Training
BENEFITS

CURRENCY CONVERSION 3

DEDUCTIONS & DEPOSITS  »

EDUCATION 3

LANGUAGE b

LICENSES AND CERTIFICATIONS »

MANUAL CHECKS PRINT 3

MEMBERSHIPS 3

139
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Employment Profile @ @ .*

EUVESL N /20200

Position

Junior Accountant

Fosiion Start Da
4251996

Carney, Roberta 0

=]

Repors To
Valker, Krista

USA- Urited Siates
Fiz000m2
Goroany

e

& Corporate Groups

Finance

Mortheast Region

A more human resource.”
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Position | Jobs

What are Jobs?

P

’. 140
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|

JOBS
£3?

A more human resource.”

Position | Jobs

Definition

+ ldentify the positions employees have in your company.

Examples

* Project Leader

* Project Manager

+ HCMC

* Human Resources Manager
* Learning Specialist

’. 141
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|

JOBS
£3?

A more human resource.”
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Why Obtain Job Information?

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

’ 142
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Learning Activity | Identify Aunt Dolly’s Jobs

What jobs might Aunt Dolly’s have?

’ 143
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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

P

’. 144
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Learning Activity | Identify Aunt Dolly’s Jobs — Answers

£3?

A more human resource.”

Position | Jobs

[} Notes & Comments (2) Help

Payroll Questions Jobs

@  Begin Your Payroll Analysis
@ P Addresses
@ P schedules

Are you ready to provide the information? ® ves O No

Please provide information for each of your Jobs

@ Home Departments + To add one job at a time, click Add New
@ P Pay Elements
» .
OVt Import fromafile: | Choose File | No file chosen Import
@ ¥ Deauctions
Add New [Delete| [Delste Al

@ Memo ] Codea
@ ¥ Payroll Reports

@ ¥ Deterred Compensation

Code in Current System % Title &

« To add multiple jobs, click Download Template, enter your data(see Import Instructions). save as a csv file, and then click Im

Rows Per Page: (10 ¥

1-30f3 (4) (»)

Y

orporate Groups

» WACS Workers'Comp: 722511 - Restauran Worears. +
Employment

Yes © ho

BB Bus Boy
. HOSTY Host Year Round
HR Analysis
Pblele
)
> bosition L SURY
Job Details [ mants (2) Hep
€ Job Classes == ——
€ NAICS Workers’ Comp Code: + SRY Take: ]
Job - Annu
obs Follow up required Satary Steture A-Annual
Job Change Reasons L oy Grade RS
P status
€60 Job Categary Seesce Viortaes Jab Class : A-Annuat
¥ pay Rates
Hansgement Job : Yes © to Jobfenceon:  F-Fromiofhe House +
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Scavenger Hunt | Jobs

Find JOBS information in ADP Workforce Now.

Surprises P

Clues
Challenges

Copyright © 2012 - 2017 ADP, LLC. Proprietary and Confidential. A more human resource.”

Scavenger Hunt | Jobs - Answers

Employment Profile @ o .*

Find JOBS information in ADP Workforce Now.

Carney, Roberta €

Validation Tables @ o .* TRy
s Position
‘Search n
= Job Title . =
Junior Accountant ST
ACCUMULATORS g stow
———— || ©4DD  SDEETE | PRNT | EXPORT é .
ADDITIONAL FIELDS . 25m06 No
cope me o
AWARDS . ADMIN Adminkizator K
BENEFITS . Lt L A
P ccounts Payatie Cleck 4
CURRENCY COMVERSION  »
aRCLAK Accounts Receivable Clrk A =
2
DEDUCTIONS & DEPOSITS  » ATLAD ‘Account Developer - ATL A
-} ATL-ADM Administrative Assisiant - ATL L o2
EDUCATION . A
ATLDHR Ly — 4
LansuscE " [ anHRaD HR Addministrotoe o e
LICCHIEY ARD CERTFICATIONT » ATLgsD Roginal Sales Droctor - Easien Rogian 4
——— O ansas ATLSALE Sates Executive A
e . % Corporate Groups
Rows PerPage [ 20w 1]-20 ot 51 .
MEMBERSHES » Finance Nodhosst Regon
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Position | Job Change Reasons

What are Job Change Reason Types?

JOB CHANGE
REASON TYPES

> £3?

Copyright © 2012 — 2017 ADP, LLC. Proprietary and Confidential A more human resource.

Reason Types and Examples

Reason Type Examples

Status Change

Compensation Change

Job Change

Corporate Group Change

Copyright © 2012 — 2017 ADP, LLC. Proprietary and Confidential A more human resource.
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Reason Types and Examples — Answers

Reason Type

Status Change

Examples

Active

Retired

Rehire

Place on Leave

Compensation Change

Merit
Performance
Promotion

Job Change

Promotion
Transfer

Corporate Group Change

Transfer

© 2012 — 2017 ADP, LLC. Proprietary and Confidentiai

150

£3?

A more human resource.

Why Obtain Reason Type Information?

Reasons for Obtaining Reason Type Information

» Reporting selection criteria and sorting options

+ Statutory compliance

+ Carrier connection account structures

151
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Position | Job Change Reasons

Payroll Questions

@  Begin Your Payroll Analysis
@ P Addresses

@ P Schedules

@  Home Departments

@ ¥ Pay Elements

& P Taxinformation

@ ¥ Deauctions

@ ¥ Deferred Compensation

@  Memo

@ ¥ Payroll Reports

HR Analysis

¥ Position
€ Job Classes
@ NAICS Workers’ Comp
G Jobs

-Job Change Reasons
Status
Pay Rates

Corporate Groups

vy v vy

Employment

[2] Hotes & Comments (2) Help

Job Change Reasons

Are you ready to provide the information? @ ves O No

Please review the default job change reasons provided by ADP and add or delete entries, as appropriate

= Toadd one job change reason at a time, click Add New.
= Toadd mutiple job change reasons, click Downioad Template, enter your data, save as a csv file, and then click Import.

Note that you cannot change any of the default codes provided by ADP, but you can change the Tollowing

= Any codes that you added
= Any descriptions for any code {both default and non-default codes)

Import from a file: |

_Brouse.. | fmpor

Rows Per Page:

Description &
a ADL Additional Job
& DBELOAD DBLoad
O EER Employee Request
O GEN General
& IMPORT Import
O MER Merit
O MGR Manager Decision
& NH New Hire
[l oeme [
< >

[Return To Menul

152
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WFN Example | Job Change Reasons

JOB CHANGE REASON TYPE information in ADP Workforce Now.

Validation Tables @ @ .*
T Job Change Reasons
ACCUMULATORS SHOW INACTIVE
©ADD | @ODELETE | PRINT
ADDITIONAL FIELDS co0E DESCRIPTION sTATUS
AWARDS A Aot Adtdtional Job et
A omoan DELOAD et
BENEFTTS
A mpoRT et et
CURRENCY CONVERSION 2 e -
DEDUCTIONS & DEPOSITS & xm Transfer Actee
EDUCATION »
LANGUAGE .
LICENSES AND CERTIFICATIGNS »
MANUAL CHECKS PRINT »
MEMEERSHIPS "
153
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Status | status Change Reasons

Status Change Reasons [7] Motes & Comments (2) Help

Payroll Questions

©  Begin Your Payroll Analysis
& ¥ Addresses

@V scheduies

&  Home Departments

@ ¥ Pay Elements

& ¥ Taxinformation

@ P Deductions

@ ¥ Deferred Compensation

@  WMemo

@ P Payroll Reports

HR Analy:

& ¥ position
¥ stas
Status Change Reasons
¥ Pay Rates
} Corporate Groups

¥ Employment

Are you ready to provide the information?

ves O Mo

Please review the status change reasons provided by ADP and add or delefe entries, as appropriate
= Toadd one status change reason at a ime, click Add New
= Toadd muttiple status change reasons, click Download Template. enter your data(see Import Instructions), save as a csv file, and
then click Import.

Note that you cannot change any of the default codes provided by ADP, but you can change the following:

= Any codes that you added
= Any descriptions for any ¢ode (both defautt and non-defauit codes)

Browss

Rows Per Page:

Importfrom a file: [

0-00f0 (1) (»

Code in Cumrent Syste

O  curr Existing Position Hire

O NEW New Position Hire

O os Disabity Place On Leave
O EDU Education Place On Leave
O EAM Family Place On Leave
A IMPORT Impart Place On Leave
O MED Medical Place On Leave
O ww Milfiary. Place On Leave

< >
[Return To Menu|

154
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WFN Example | Status Change Reasons

STATUS CHANGE REASON TYPE information
in ADP Workforce Now.

DISFLAY AL

ACCUMULATORS.

ADDITIONAL FIELDS

AWARDS

BENEFTTS

EDUCATION

LANGUAGE

MEMBERSHIPS

Validation Tables @ @ .

CURRENCY CONVERSION

DEDUCTIONS & DEROSITS

LICENSES AND CERTIFICATIONS »

MANUAL CHECKS PRINT

Status Change Reasons
SHOW INACTIVE
©ADD  © DELETE PRINT
N CODE DESCRIPTION ACTION VOLMNVOL FLAG STAT.
: N fr—in e =
Averee e = s
! Marger Terminats Actva
L R ment Active
. e Bt Poston ire sctve
o it P ot o
' Attandance Tarminats Actve
. 5 Dty e acive
€ Company Banknuscy
ol e
0

<
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview
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Payroll Questions Compensation Change Reasons [ netes & Comments () Mok
@ Begin Your Payroll Analysis
Are you ready to provide the information? ves () No
& ¥ Addresses
@ ¥ schedules Please review the compensation change reasons provided by ADP and add or deleta entries, as appropriate.
@ IETREDIETLS * To add one compensation change reason at a time, click Add New
@ ¥ Pay Eloments = To add multiple compensation change reasons, click Download Template, enter your data, save as a.csv file, and then click
Import.
& ¥ Taxinformation
& ¥ Deductions Note that you cannot change any of the default codes provided by ADP, but you can change the following
b Deferred . ; = Any codes that you added
OV bt = Any descriptions for any code (both default and non-default codes)
@  WMemo
& ¥ Payroll Reports Import from a file: [ Browse
HR Anal Rows Per Page: 0-00of0 1/ D‘
& ¥ position Code in Current System Description
¥ sus Ay Adustment
¥ pay Rates .
ADL Additional Job
Compensation Change
Reasons ATB Across-ihe- Board
} Corporate Groups CDOH Change Date of Hire
¥ em ployment CoL Gost of Living
COR Correction
CORDMC Correction Due to Manager Change
DELOAD DBLoad R
< >
Return To Menu
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WFN Example | Compensation Change Reasons

COMPENSATION CHANGE REASON TYPE information
in ADP Workforce Now.

Validation Tables @ @
T Compensation Change Reasons
ACCUMULATORS SHOW INACTIVE
©ADD | @ DELETE | PRINT
(o= 6o " cobe DESCRIPTION sTaTUS
AWARDS B ans Adjustment Actve
Pt Addeional Joo Acte
BENEFITS B
a8 Aeroes the Boord Actve
e ———— cpoH Change Date of Hire Actve
DEDUCTIONS & DEPOSITS » L o of Ly s
con Comacion Acova
EDUCATION .
Comaciian Due io Manager Change Actva
LANGUAGE . i DBLoad Acova
GOEC Genera Decromsa Acive
LICENSES AND CERTIFICATIONS »
ain General Increse Acive
MANUAL CHECKS PRINT »
Rows PerPage [10 1w O
MEMBERSHIPS B
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Corporate Groups | Business Units

What Are Business Units?

P BUSINESS UNITS

n o

Copyright © 2012 — 2017 ADP, LLC. Proprietary and Confidential. A more human resource.”

Corporate Groups | Business Units

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

P BUSINESS UNITS

5 o
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Reasons to Obtain Business Unit Information

’. 160
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Why Obtain Business Unit Information?

Reporting

Payroll delivery

Benefits administration

Carrier account structure (related to Benefits)
Security/user restrictions

PTO assignment

Recruitment

A more human resource.”

Scenario

Learning Activity | Identify Business Units

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.
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Corporate Groups | Business Units

Payroll Questions

@  Begin Your Payroll Analysis
@ P Addresses

@ P Schedules

@  Home Departments

@ ¥ Pay Elements

& P Taxinformation

@ ¥ Deauctions

@ ¥ Deferred Compensation

@  Memo

@ ¥ Payroll Reports

HR Analysi

@ position

@GP stawus

@ PayRates

¥ Corporate Groups

Business Units
Departments Non-
Paid Positions
Locations
Unions
Corporate Group
Change Reasons

¥ Employment

Business Units [ Notes & Cammants (2) Help

Are you ready to provide the information? es O No

Please provide information for each of your business units.

= To add one business unit at  time, click Add New
» To add multiple business units, click Download Template. enter your data, save as a csv file, and then elick Import

import from a file: | Browse

Rows Per Page:

0-0070 () ()

Code in Current System & Description &

There are currently no records. Click "Add New to create a new record

[ Follow up required

For ADP Use Only : Download and complete the HR Supplemental Analysis Fomm

Previous

[Return To Menu
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Corporate Groups | Department Non-Paid Positions

Payroll Questions

@  Begin Your Payroll Analysis
@ P Addresses

@ P Schedules

@  Home Departments

@ ¥ Pay Elements

& P Taxinformation

@ ¥ Deauctions

@ ¥ Deferred Compensation

@  Memo

@ ¥ Payroll Reports

HR Analy:

@ position

@GP stawus

@ PayRates

¥ Corporate Groups
@ Business Units

Departments Non-
Paid Positions
Locations
Unions
Corporate Group
Change Reasons

¥ Employment

Departments Non-Paid Positions [2] notes & Camments (2) Help

Are you ready to provide the information? ® ves O No

Please provide information for each of your departments

- Toadd one deparment record ata fime, click Add New
- To add multiple department records, click Download Template, enter your data, save as a .csv file, and then click Import.

Import from a file: | Choose File | No fi chosen [import|
|Add New|Delets[Delete Al Rows Per Page: (10 v | 1-20f2 (4) ()
Code a. Code in Current System & Description +
CONS Consultant
GoNT Gontrastor

Follow up required

Previous Next| Save| Cancel Return To Menu
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Corporate Groups | Department Non-Paid Positions

What are Non-Paid Positions?

B p DEPARTMENTS
< NON-PAID POSITIONS

< 13D
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Corporate Groups | Department Non-Paid Positions

Definition

» Position not paid through ADP Workforce Now.

Examples

» Consultants

+ COBRA employees

« Temporary workers paid through an agency
+ 1099 employees

B p DEPARTMENTS
< NON-PAID POSITIONS
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview

03-20-17

Why Obtain Department Non-Paid Position
Information?

Reasons for Obtaining Non-Paid Position Information

» Security access for administrators and employees
* Reporting selection criteria and sorting options
« Carrier account structure

< 13D
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<

WFN Example | bepartment

DEPARTMENT information in ADP Workforce Now.

Employment Profile @ o .

Validation Tables @ @ .~
DisPLAY AL Department
<L Position " Status
ACCUMULATORS
SHO
Ho Compary hd Accounts Payable gy 1s
ADDITIONAL FIELDS » Clerk o One.
omwn & PRINT | EXPOR
AwaRDS v .
cove pes: T waon e
BENEFITS B 0% ok Actve
CURRENCY CONVERSION BRA Active HowHire. Mew Posito
TR acwe
DEDUCTIONS & DEPOSITS
EDUCATION & Employmg
LanGuAsE B
& Corporate Groups
LICENSES AND CERTIFICATIONS » STeOTG

New e

< /5P
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Corporate Groups | Locations

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

5> LOCATIONS
< &2
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Corporate Groups | Locations

Payroll Questions Locations [7 notes = comment = (3) Help

©  Bogin Your Payrol Analysis Are you ready to provide the information? ® ves O o
@ P Addresses
@ P schedules

@  Home Departments + Toadd one location ata time, click Add New
+ Toadd multiple locations, click Download Template, enter your data, save as a csv file, and then click Import

Please provide information for each of your [ocations

@ ¥ Pay Elements
@ ¥ Taxinformation Import from a file: | Choose Fie | No flk chosen import

@ ¥ Deauctions

@ ¥ Deferred Compensation Rows Per Page: (10 v | 1-4of4 () ()
@ Memo [ ———
@ ¥ Payroll Reports HOME OFFICE - Ocean City

Wiktviod

HR Analysis

@ position T l )
@GP stawus coe .
@ payRates ———
O'¥ Corporate Groups e T
€ Business Units Follovr up required

Departments Non-
Paid Positions

”) Locations
Unions
Corporate Group —r— = —
i o
O Y Emperment Previous| Next] [savel ] .,
171

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

Copyright © 2017 ADP, LLC Page 81 of 93



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

Scavenger Hunt | Business Units & Locations

Find Business Unit and Location information in ADP Workforce Now.

Sl\ ypliSeS :

Clues
Challenges

Copyright © 2012 - 2017 ADP, LLC. Proprietary and Confidential. A more human resource.”

Scavenger Hunt | Business Units & Locations — Answers

Employment Profile @ @ .~

Find Business Unit and Location information
in ADP Workforce Now.

Albany. Margaret €

Validation Tables & & .*

Search

DISPLAY ALL Business Unit
ACCUMULATORS.
©ADD | QUELETE  PRNT | EXPORT

L Status

& Position

Fupons T

Office Manager ~ Beo=Te

apon]
Validation Tables @ & . e
AWAR [ Seorch o] e ——
o Location
Beney U 0] e
accumuLaToRs
cummt ©ADD | ©DELETE  PRINT | EXPORT Asa
e ’ copE DESCRIPTION. STATUS. . .
oEDU
awanos ' o600, A acve
bz 0700 Nemw York Acive
sEuEsiTs
Lana 0800 pee— acve
SR . 0900 Compary Headguarters. Aciive
ucew
DEDUCTIONS £.DEFOSTS  » 1000 Motheost Region acne
A w0 Southest Region acthe
EDUCATION » N
vl 10 Medmest Region Acthe
L  Lanousce ' Nortaest Region Acve
wan Soutwest Relon Acthe
LICENSES AND CERTIFICATIONS »
MANUAL
MEMBERSHIPS
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Corporate Groups | Unions

ons

Unions [ Hates & Comments (2) Help

Payroll Questi

@  Begin Your Payroll Analysis
@ P Addresses

@ P Schedules

@  Home Departments

@ ¥ Pay Elements

& P Taxinformation

@ ¥ Deauctions

@ ¥ Deferred Compensation

@  Memo

@ ¥ Payroll Reports

HR Analy:

@ position
&P status
@ PayRates
O'¥ Corporate Groups
€ Business Units
Departments Non-
Paid Positions
@ Locations
Unions
Corporate Group
Change Reasons

¥ Empioyment

Are you ready to provids the information? ® ves O No

Please provide information for each of your unions.

- To add one union ata time, click Add New
- To add multiple unions, click Download Template, enter your data, save as a .csv file, and then click Import

Import from a file: | Choose File | Ho file chosen [import]
Add New|Delete|Delete Al Rows Per Page: (10 v | 1-2012 (4) (»)
Code & Code in Cument System Descripts
PRO Local 123 Professional
SKI Local 123 Skiled

Follow up required

Previous| [Next Save| [Cancel [Return To Menu
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Corporate Groups | Unions

What are Unions?

UNIONS
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview
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Corporate Groups | Unions

Definition

» A workers’ rights organization to which employees in a client’s
company may belong.

Examples

* IBEW Local 100
» Teamsters Local A

’ 176
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Why Obtain Union Information?

Reasons for Obtaining Employee Union Information

» Security access for administrators and employees
» Reporting selection criteria and sorting options
» Time off eligibility

+ Carrier account structures

Copyright © 2012 — 2017 ADP, LLC. Proprietary and Confidential A more hurnan r

Copyright © 2017 ADP, LLC

Page 84 of 93



Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview
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Employment Profile @ & .
WEN Example | union Code Cont. Parca ©
; ; ; Show as of
UNION CODE information in ADP Workforce Now.
sfa Position L
Validation Tables @ o .* .
e S Y ot
e Union Code v
ACCUMULATORS SHOW N4 - "
QAL S0 PRINT  EXPORT R
Sl e CODE DESCRIPTION STATUS bobs Clars IC
= P s
my ™y .
BENEFITS - s &
CURRENCY CONVERSION ] Pacitc Acihe = Req
DTS A0S+ - =
EDUCATION » '
& Corporate Groups C
LICENSES AND CERTIFCATIONS » it e ket P
[P
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Corporate Groups | Corporate Group Change Reasons

Payroll Questions

@  Begin Your Payroll Analysis
@ ¥ Addresses

@ P Schedules

@  Home Departments

@ ¥ Pay Elements

@ P Taxinformation

@ ¥ Deauctions

@ ¥ Deferred Compensation

@ Memo

@ ¥ Payroll Reports

HRAnalysis
@ position
@GP stawus
@ PayRates
O'¥ Corporate Groups
€ Business Units
Departments Non-
Paid Positions
@ Locations.
@ unions
Corporate Group

Change Reasons

¥ Empioyment

Corporate Group Change Reasons [ Hotes & Gomments (2) Help

Are you ready to provide the information?

® ves O no

Please review the default corporate group change reasons provided by ADP and add or delete entries, as appropriate.
= To add one comporate group change reason at a time, click Add New.
= To add multiple corporate group change reasons, click Download Template, enter your data, save as a csv file, and then click.
Import.
Note that you cannot change any of the defauit codes provided by ADP, but you can change the following

= Any codes that you added
= Any descriptions for any code (both default and non-default codes)

Import from a file: [ Browse... | [lmporf

Rows Per Page:

0-0010 (1) (»)

rent System & Description &
& ADL Additional Job.
& DBLOAD. DBLoad

& IMPORT Import

& NH New Hire.

& XFR Transfer

[ Foliow up required

rious| [Return To Menul
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WFN Example | Corporate Group Change Reasons

CORPORATE GROUP CHANGE REASON TYPE information
in ADP Workforce Now.

Validation Tables @ @ .*

Search u
e Corporate Group Change Reasons
AccuMULATORS

ADDITIONAL FIELDS

AWARDS:

BENEFTTS

CURRENCY CONVERSION

DEDUCTIONS & DEPOSITS

EDUCATION

LANGUAGE

LICENSES AND CERTIFICATIONS +

MANUAL CHECKS PRINT

MEMBERSHPS

BEE R

©ADD @0

copE

anL

DBLOAD

MPORT

HH

0

DESCRIFTION

Adkditioral Joto

DELOAD

SHOW INACTIVE

sTATUS

Actve

Aciwe

Acive

actve

<«
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Employment | worker category

What is a Worker Category?

181
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WORKER
CATEGORY

£3?
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Employment | worker Category

Definition

» Class or group of employees defined by a common
characteristic or attribute.

Examples

+ Active full-time regular
* Part-time
» Seasonal
* Per diem

< « Executive WOR KE R

> CATEGORY

’ 182
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Why Obtain Worker Category Information?

Reasons for Obtaining Worker Category Information

» Security access for administrators and employees
» Reporting selection criteria and sorting options
» Time off eligibility

+ Carrier account structures

Copyright © 2012 — 2017 ADP, LLC. Proprietary and Confidential A more human resource.
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Completing the Payroll & HR Sections of the I-Hub Payroll Client Interview 03-20-17

Learning Activity | identify Aunt Dolly’s Worker Categories

Payroll Questions Worker Category [2] Wotes & Comments () Help

©  Begin Your Payroll Analysis Are you ready to provide the information? ® ves O No
@ P Addresses
@ P schedules

@  Home Departments = To add one worker category at a time, click Add New
= To add multiple worker categories, click Download Tempiate, enter your data, save as a .csv file, and then click Import.

Please review the default worker categories provided by ADP and add or delete categories, as appropriate.

@ ¥ Pay Elements
@ P Taxinformation Note that you cannot change any of the default codes provided by ADP, but you can change the following.
@ » Deductions = Any codes that you added

« Any descriptions for any code (both default and non-default codes)
@ ¥ Deterred Compensation

@ Memo Import from a file: [ Browse.
G ¥ Payroll Reparts ‘Add New|Deete|Detete Al Rows Per Page: [50_v | 1-170f17 () ()

E
L3
3

[ ] Code in Current System & Description &

HR Analysis

1099 Contractor - 1099
@ " Pposition
@ siatus e Apprentice
@ PoyRates — Casual
@ ? Corporate Groups cons Consuftant
¥ Employment CONT Contractor
) Worker Category crae Contractor - 3rd Party
EX Expatriate.
E Full Time.
‘ »
Next e Refurn To eny

184
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Scavenger Hunt | worker Category

Find WORKER CATEGORY information
in ADP Workforce Now.

Clues
Challenges

L.

>~ 185
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Scavenger Hunt | worker Category - Answers

Employment Profile & & .*

Find WORKER CATEGORY information
in ADP Workforce Now.

Albany, Margaret €

Validation Tables @ & .*
i%s Position ~” Status
DISPLAY ALL %% Worker Category
ACCUMULATORS d Ropot o
©ADD | @ DELETE | PRINT Office Manager Vesier, Krists

LT L CODE DESCRIPTION STATUS
e FARY squler [Full-ime) Bctive §/52008 Yes /52008

Fas (Fultme) At
BENEFTS

FaTP po

USA - Unmted Ststes 4

CURRENCY CONVERSION  » FATR po

Favo At FI3000065
DEDUCTIONS & DEROSITS ;

FOR At B
D FooT Aetive AICS Work » & Employment

000065
5 Fae At o

Fos Actvn /
LICENSES AN CERTIFICATIONS »

FoTl Actie e P DPON S
MaNuAL

Rows PerPage [ 30w 1o GO

MEMBERSHIPS

<4 £3?
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The I-Hub Payroll Client Interview | HR Section

CONGRATULATIONS!!!

You’ve completed the HR section of the I-Hub
Payroll Client Interview.

(4

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

Copyright © 2017 ADP, LLC Page 89 of 93



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

The I-Hub Payroll Client Interview | HR Section

WHAT QUESTIONS DO YOU HAVE?

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

188
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Let’s review the course objectives!

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

d

Course Closing
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Review of Objectives

Now that you have completed this course, you are prepared
to do the following:

» Access the I-Hub Payroll Client Interview

 ldentify 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

‘ 190
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ADPworks Solutions mworks o

For additional information about the listed topics, refer to the following
ADPworks topics in MAS Solutions.

To Learn About

The Payroll & HR sections
of interview

* |-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 *WFN (CV) HR: HR Fields & Essential or Enhanced HR
Setup, and HR Import Tables Package Setup

|I-Hub Updates I-Hub || Consolidated Release Information — Support

Resources — Available Training

< /59
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|
<

Post Class Support

The following resources are available to support you in using
I-Hub to complete the HR section of the Client Interview:

« ADPworks

1HUB PAYROLL CLIENT INTERVIEW
PAYROLL SECTION

* |-Hub Payroll Client 1=
Interview Job Aid

- ——

¢ The I-Hub HR Interview
Fields Job Aid

* |-Hub Online Help

< 192
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What Final Questions Do You Have?
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Thank You / Training Evaluation

It was my pleasure to work with you today!

Class Name:

Name and Title: i

Email Address: hank yguﬂlHUJaS

1 raibh maith anat

——

 dieku
obrigado
() i ing valuation ol

* 1. Fiewt Mo - 2. Last s
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