
Project Skills
Payroll Changes



PAID EVERY
TWO WEEKS

ALL STUDENTS
must redo
new hire

paperwork
on ADP

I9
W4

SSA form
Wage Consent

Work Agreement

Employers
only sign
off on the
PS Work 

Agreement



ADP HOMEPAGE

Helpful
resources

PS MANUAL FOR
STUDENTS

PS MANUAL FOR
SCHOOL STAFF

bit.ly/SDDHS-ADP-client-link bit.ly/SDDHS-ADP-staff-link



Microsoft

Single-Sign-On

email and password;
phone for text

verification

ADP 

Profile

Two forms of ID
W4 claim preference
Direct Deposit Info

IPE and 

Onboarding Form

starts the process; three
emails are sent to student



First Steps to Create ADP Profile



Email or Phone changes?
VR Transition Specialist needs to be notified 

Staff DOB really required?
Yes for security purposes

No phone to download app?
Paper timecard, use website to enter hours

Monthly/Quarterly Reports?
Onboarding help counts as job development
Signing off on timecards counts as monitoring





Any additional questions?

Thank you!


