
 Project Skills
& ADP



Individual Education Program <> Individual Plan for Employment

IEP IPE
Project Skills and/or CTE class 
Increase competencies in Writing and
Reading
Goal to lead IEP 
Post-school goal 

Project Skills
Assistance in Resume and Cover Letter
Development using Pathful
Youth Leadership Forum
Explore post-secondary options



PPrroojjeeccttProject

SSkkiillllssSkills
JOB

COACHING

JOB

DEVELOPMENT MONITORING
Look for a placement closely
related to IEP goal
Focus on students’ strengths
Community business tours
Applications and interviews
Assisting with ADP new hire
onboarding

Work accommodations
Encourage problem
solving before helping
Teach workplace
expectations 
Encourage self-advocacy

Ongoing conversations
with onsite supervisor
Approving timecards
Workplace discussions



Special steps to bookmark link.

Create a biweekly reminder on

calendar to approve timecards.



ADP HOMEPAGE
DESK REFERENCE
FOR SCHOOL STAFF

PS MANUAL FOR
SCHOOL STAFF

bit.ly/SDDHS-ADP-staff-link









NO USER ID/ NO PASSWORD
only emails and email password (Microsoft SSO)

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

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

ONBOARDING PAPERWORK
I9 & supporting documents; W4; SSA form; Wage Consent; Work Agreement



“Steps to Sign
onto ADP App”

NO USER ID
NO PASSWORD

Changes to K12?
Microsoft Authenticator App



First Steps to Create ADP Profile



Forgot User ID or Password?
There are NONE for ADP - only their email and email password.

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

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

No email?
Create a free professional one for future work needs

Can use parents but they will need to assist with onboarding



Hours per week
Per the signed written agreement, students CANNOT work more
than 20 hours/week without VR approval.

Returning Students
Need to verify/update personal information on ADP
Wage Payment Consent Form

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





Review long shifts ~

Did VR agree to

long shift? Missed

lunch break?

Talk with business

to ensure shifts

were worked as

scheduled.

Check for missing

punch in/outs ~  

be sure to input

AM or PM.



Katie.Gran@state.sd.us
or

DHSonboarding@state.sd.us

Thank you!


	& ADP
	Individual Education Program <> Individual Plan for Employment

	IEP
	IPE
	Project
	Skills
	JOB DEVELOPMENT
	JOB COACHING
	MONITORING

	Special steps to bookmark link.
	Create a biweekly reminder on calendar to approve timecards.
	bit.ly/SDDHS-ADP-staff-link
	NO USER ID/ NO PASSWORD
	ONBOARDING PAPERWORK
	NO USER ID
	NO PASSWORD

	Changes to K12?
	“Steps to Sign onto ADP App”

	First Steps to Create ADP Profile
	Forgot User ID or Password?
	No email?
	Email or Phone changes?
	No phone to download app?
	Check for missing punch in/outs ~  be sure to input AM or PM.
	Review long shifts ~ Did VR agree to long shift? Missed lunch break?
	Talk with business to ensure shifts were worked as scheduled.
	Thank you!
	Katie.Gran@state.sd.us
	DHSonboarding@state.sd.us

	Who is Eligible for VR services?
	Working Relationships
	Transition Activities Calendar & Newsletters
	Transition Timeline

