


PRE-EMPLOYMENT TRANSITION SERVICES

JOB EXPLORATION BRMORKREAPINESS SELF-ADVOCACY

o Pathful Exp/ore e elrac o YLF o (atch the Wave @ Prc_Jjecvl Skills/ESP

o Informational o Let's Talk Work o Disabi/hlg Disclosure ° Tec"‘”’.‘fa’/ C?//ege o Pr?jec% SEARCH
Interviews o Soft Skills ¢ Resource Fairs g Umver.sti_g o Summer

o Career Fairs Development + Understanding oy Employment

e Exploring Local o Mock Interviews Accom-modaf:ons : Nc; ggeR e / ® /H?L.QFV)S/’)IPS
Emp/o ment o Master App/icaﬁon * IEP D R . IS-aJchJrTr e::i;i' o Job Slf:adowing
Avai/agilhly o Resume ’ I;-:brl:: ortotion D 9,,0“,: " @ Vo/un%eering

o Job Ana/ys:s Deve/oPmemL TrZiniﬁ g at OPFom‘unh‘ies

® WOV‘k’PIﬂCQ TOW"S
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ADP Desk Reference for Teachers/Providers

Do you have access to ADP 5:0/bit ly/SODHS-ADP-staff-link)?
W need fo provide your emal and DOB io VIR coun3eior 1o gain access: o
- -
Does the student/cient have an email and know the password?
e et s S | © . . Project Skills Manual
QO | Has the student/client completed the ont jing/new hire
¥ | paperwork? Ir you helped compiete the onoarting, count 35 Jod (s}
i | peveingment for teachers Empicyment Senvices for providers, f suthorzed - - - 0 r c 0 o a
E
2 | Has the work agreement been signed by the host business? (=] @
O I
£ | Has the work agreement been signed by the studenticlient? o .
2]
g Has the work agreemeant been signed you? o m -
5 Has the work agreement been sent to the VR counselor? o . S Career Match Solutions
a [Tme student/client showing on your ADP profile after completing
the onboarding?
Baiect 2 Mo T paaeh s passin a
Pecgie with s tive (tatin Ichaming fubure tees -
> | Did the student/client enter their hours on ADP or provide their
E paper imecard to be entered into ADF by you? 0 Table of Contents
= |Have you checked in with the host business to verify the hours IMPORTANT INFORMATION 3
2 wiorked? (Count &5 Moniforing or Folow Along for VIR reponing) & PROJECT SKILLS PAPERWORK 4
S | Are hours on ADP accurate? {missing punch iniut, Should theve be & - FREQUENTLY ASKED GUESTIONS BY SCHOOLS 5
g‘ unch break enfered, was ALSFI entered comect) ROLES AND RESPONSIBILITIES FOR PAYROLL PROCESS. 9
‘:‘ Has the student/client app their ti d? (optional) o CONTACTS FOR TECHNICAL ASSISTANCE FOR PAYROLL PROCESS...
s ADP STAFF LINK
2 |pid you approve the student/client timecard on the left side of ADP s L
5 | page for week 1 and 22 ADP TROUBLESHOOTING
Al =~ v—— ' SAVING ADP AS A BOOKMARK "
o [ S ey R 19 VERIFICATION BY SCHOOL STAFF (OPTIONAL) 12
E p Bl waes 000 OTI0AM . ORELAM a TIME APPROVAL PROCESS FOR SCHOOL 15
w Do NCT cilck the Approve Timecarnd Dullon an fight sice ENTERING SPLIT SHIFTS 15
o L. 7 = LOGGING INTO ADP 18
2 B [ s
uwi ;
If the student/client has their hours; has an onboarding form
been submitting to place on o terminate? o
Reference the Project Skills Manual for Teachers/Employment Skills Revised 08/16/2024
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PAID EVERY TWO WEEKS

NO USER ID/ NO PASSWORD
only emails and email password due to Microsoft Single-Sign-On

IPE and ONBOARDING FORM
Starts the Project Skills process and getting them into ADP

ONBOARDING PAPERWORK
Onboarding Form; *19; *W4; SSA form; *Wage Consent; Work Agreement

PS HOST SITE
Employers sign off on the PS Work Agreement & can help verify hours worked




Saving ADP as a Bookmark

Once you have done that, click on the 3 dots | have circled. .

S My Accoust x Cavees Sreparathon fod Studes o +

About DS Diisiont & Pulds Motial Wk weth Us / Voluntise Camvtact Us ! Piewidad Peetal

Go down to Bookmarks with the arrow then find and click on BOOKMARK MANAGER
Find the previously created bookmark and click the three dots again and choose EDIT.

C 0

»
' Fuvte of Soaeh Debota S FACES
-
¢ Bookmarks

) Bookmarks bar

' Specia/ s%eps fo bookmark link. <

Once the Edit box shows, type bit Iy/SDDHS-ADP-staff-link (capitalization matters) and click SAVE.

Create a biweek/y reminder on

calendar to approve timecards.

Recurrence pattern

(O Daily Recurevery |2 | week(s) on:

® wWeekly [] sunday [OMonday  [JTuesday [ Wednesday
(O Monthly []Thursday [ ] Friday [_] saturday

(O Yearly




First Steps to Create ADP Profile

ﬁ"s Career Match Solutions @

Revised 08/14/2024

DO YOU HAVE/KNOW BEFORE STARTING?
& 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 I9 - 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...

. J//myapplications.micr com/#Zoptin

e Dbit.ly/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.




Download

the app ‘Steps to Sign
onto ADP Apf

A tove
400608 - Project Skilly /ISP _0
(gt e Conrgaarcy Cande
V7492 - Sloux Falls District N/A QR
Persoasl [mpioyment

Addresses

...........

United States

Weer b Addioss

Tax ID

Fan 1D Type

NO PASSWORD

United States Social Security Number (S8N)




FORGOT USER 1D OR PASSWORD!

® T/qere are NONJI_ 'FOI" ADP Oﬂy qulr QVHOH/ ama/ emm/ POISSWOF&/

. CF@OI'/'Q a free PFO'FQSSIOV)G/ one 'l[OF 'FM'/'W"Q WOF/Q needs

o Can use Paremls but Hney will need to assist with on[ooara/ing
EMALL OR PHONE CHANGES! |

¢ VR TFOIHSI'/'IOH SPQCIG IS'/' needs '/'0 be HO'/'N[IQGI
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© Pa/oer *imecara/, use website to enter hours




1OURS PER WEEK

e Per the signed written agreement. students CANNOT work more
then 20 hours/week without VK a/oprova/.

CHANGE IN PAYCHECK DELIVERY

o Fill out a "Wage Payment Consent Form™ and c/qange in/omL
information Haemse;tj/es or contact their VRC for guidance

MONTHLY REPORTS

e Onboardin /ne//o counts as J'ob deve/opmen%

o Signing otf on timecards counts as monitorin
v e | v




Individual Timecard Q) @ FioldGrabe

Tax ID(SSN) Position ID Mire Date Status Employee Search < 10 of 79 >
YOO XXX - 718/2024

Currentt Pay Penod v 8122024 8 8252024 = ‘ Pind | Show Pay Class o
= Timezssw Totals Schedule Time OH Balances
< w Week 1 In - Out Pay Code Hours Department  Dally Totals v REGULAR OVERTIME OTHER
v Mon 08/%2 09:00AM - 10:00 AM 100 197447 1.00 1.00 0.00 0.00
Tue O8/13 . 0.00 117447 0.00 0.00 0.00 0.00
Wed 08/% | R ] 0.00 197447 0.00 0.00 0.00 0.00
Thae 0815 . 0.00 197447 0.00 0.00 0.00 0.00
- v Fri O8/% O08:S57TAM - 09:51AM 090 117447 0.90 0.90 0.00 0.00
st  O8/V7 . 0.00 197447 0.00 0.00 0.00 0.00
Sun 0O8/% . 0.00 7447 0.00 0.00 0.00 0.00
Week 1 Totals 190 190 0.00 0.00
<\ v Approve Week 2 In « Out Pay Code Hours Department  Dally Totals v REGULAR OVERTIME OTHER =

Pay Periag (4.08) Week 1(1.90) Week2(218)

etresh Preferences V Legend
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Check for missing Review /ong shifts ~ [alk with business
Punc/n in/outs ~ Did VR agree fo fo ensure shifts
be sure to in/pu% /ong shift? Missed were worked as

AM or PM. lunch break? scheduled







