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DO YOU HAVE/KNOW BEFORE STARTING?

M Your password to the email used on the Onboarding form.
o Depending on your email account, you may have additional verification steps to follow once it's entered.

[ Scan/save the following as separate documents.

o Social Security Card
o 2™ approved ID for 19 - uscis.gov/i-9-central/form-i-9-acceptable-documents

[ Your bank information (routing and account number) if you are choosing direct deposit for your paycheck to be

deposited into your personal checking/savings account.
o If you are choosing a Wisely payroll card or paper check, those instructions are below on page 10.

[ Your preferred responses to Federal Form W-4.

PARENTAL CONTROLS
If there are Parental Controls set up on your smart device/computer, the following websites will need to be marked as

safe prior to starting. ..

» hitps://myapplications.microsoft.com/#optin
o bitly/SDDHS-ADP-client-link (Must type exactly as shown, capitalization matters)

TECHNICAL ASSISTANCE
If you run into any issues when following the instructions, please reach out to Kathryn Denaro with ADP/Career Match

at 704-709-5139 or Katie Gran with South Dakota Voc Rehab at 605-367-4657.

First Steps to Create ADP Profile
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Individual Timecard Q) @ Field Grabber

400605 - Project Skills/ESP

— 0 Tax ID (SSN)  Position ID Hire Date  Status Employee Search < 10 of 70 >
= - O =S 07572024 Acti

| Current Pay Period v || 8/12/2024 i | 8/25/2024 g| Show Pay Class

= Timezzra Totals Schedule Time Off Balances
{ Week 1 In - Out Pay Code Hours Department  Daily Totals v REGULAR OVERTIME OTHER
... Mon 08712 09:00 AM - 10:00 AM 1.00 197447 1.00 1.00 0.00 0.00
Tue 08/13 - 0.00 197447 0.00 0.00 0.00 0.00
Wed 08714 | - 0.00 197447 0.00 0.00 0.00 0.00
Thu 08715 - 0.00 197447 0.00 0.00 0.00 0.00
_, v Fri 08716 08:57AM - 09:51AM 0.90 197447 0.90 0.90 0.00 0.00
Sat 0847 - 0.00 197447 0.00 0.00 0.00 0.00
Sun 08/18 - 0.00 197447 0.00 0.00 0.00 0.00
Week 1 Totals 1.90 1.90 0.00 0.00
¢ |« Approve Week 2 In - Out Pay Code Hours Department  Daily Totals v REGULAR OVERTIME OTHER

(4.08) Week1(1.90) Week2 (218)
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