ADP Employment Verification Services @?

Employee Participation Import File e

This Job Aid will help you create an Employee Participation Import file and guide you on Importing the file into ADP Workforce Now™.

Creating the Employee Participation Import File
1. Create aCustom Report in WFN that includes the following data:

e PositionID
e Employee Name
e EV Consent Selection

2. Export and save your Custom Report.
3. Open the file from its save location and copy the data to a new excel workbook.

Note: Keep the Position ID and EV Consent Selection columns and delete the rest.

Example: A B

1 |Position ID EV Consent Selection
2 IDI083503 Y

3 IDI028858 Y

4 11DI005044 Y

5 |IDI009410 N

6 1DI030314 N

7

Important!  Save the excel workbook in CSV format.

You are now you are ready to Import the file into ADP Workforce Now™!

Importing the Employee Participation file into ADP Workforce Now™

1. From the Main menu, select Process > Utilities and click Import.

=
MESSAGES ~ CALENDAR  SUPPOR

RESOURCES MYSELF MY TEAM PEOPLE PROCESS REPORTS

PROCESS

-

HR Batch Process Info

Time Off Import

Payroll

Year End

Utilities

Benefits

Tools

Workflow Administration

Result: The Import page appears.

2. From the left-hand menu, click Employees.

= & o
d

HOME RESOURCES MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP *

Importe @ .*
Employees
— —  Getting Started.
Import Preferences
Select a validation table from the following import list or from the categories on the left.
Paydata
Support.

Time Off Accruals
Select a validation table from the following import list or from the categories on the left.

Validation Tables
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Employee Participation Import File

Result: The Employees page appears opened to the Unprocessed tab.

3. Click ADD.
/32 = 8 2
MESSAGES CALENDAR SUPBORT
.
HOME RESOURCES MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP *
Importe @ .”
—— Employees

Import Preferences

In Process or Completed

Paydata

Time Off Accruals
Validation Tables

Select the files to import from the following list
s © ADD | @ DELETE |

OTHER ACTIONS w

© After the import, click the Refresh link on the Employee ID bar to see the imported changes.

FILENAME COMPANY DESCRIPTION

UPLOAD DATE

There are currently no entries.

Click BROWSE FOR FILES.
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HOME RESOURCES MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP * Q Search Workforce Now
Importe o . Add to Favorites

Employees

Add Employee Import Files
Import Preferences

BROWSE FOR FILES

Paydata
Time Off Accruals

Uploaded Files
alldationiables © DELETE | PROCESSING PREFERENCES

FILENAME STATUS

There are currently no entries.

CANCEL

DONE

Result: The File Upload popup window appears.
5. Click ADD FILES.

File Upload

Fille Uploader

Files
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Employee Participation Import File

6. Select the file you created for importing and click UPLOAD.

File Upload

File Uploader
Files

© EVS Employee Participation .csv 3kb

e

Result: The File Upload popup closes, and the Import page reappears.
7. Click DONE.

HOME RESOURCES MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP * Q Search Workforce Now

Importe @ .” Add to Favorites

ACA Prior Vendor Hours

Add Employee Import Files
Applicants

Import Preferences

BROWSE FOR FILES

Uploaded Files
Manual Checks

© DELETE PROCESSING PREFERENC
Paydata FILENAME STATUS
EVS EMPLOYEE PARTICIPATION .CSV. Copled

Time and Attendance
Time Off Accruals
Validation Tables

Result: The Employees page appears opened to the Unprocessed tab showing the file(s) you added.

8. Click the checkbox next to the file you want to process.
9. From the OTHER ACTIONS dropdown, click START.

HOME RESOURCES MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP * Q Search Workforce Now
Importe @ . Add to Favorites
ACA Prior Vendor Hours
Employees
Applicants

In Process or Completed

© Afterthe import. click the Refresh link on the Employee ID bar to see the imported changes.

Import Preferences

Changes to Location, Business Unit, or Benefits Eligibility Class may result in the termination of benefits for impacted
Manual Checks employees. To confirm existing enroliments, run the Employee Enroliments report. If you need assistance, contact your ADP
Service Representative.

Paydata
Select the files to import from the following list

Time and Attendance
© ADD | @ DELETE | OTHERACTIONS w

Time Off Accruals
Pename L ) . ESCRIPTION UPLOAD DATE EXCLUSIONS

Validation Tables E EVS EMPLOYEE PARTL.. WHFNDefault 0971072019 103030 A

Result: The import process starts, and the file is loaded.

10. Once the file has finished loading, view a few of the employees to confirm the load was successful.

Result: Unless there are errors, all the listed employees will have been updated!
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All other trademarks and service marks are the property of their respective owners.

Copyright © 2019-2020 ADP, LLC. ADP Proprietary and Confidential — All Rights Reserved. These materials may not be reproduced in any format without
the express written permission of ADP, LLC. Any repurposing, reposting, or other use of this content (including but not limited to YouTube® or any
other social media) is expressly prohibited.

ADP provides this publication "as is" without warranty of any kind, either express or implied, including, but not limited to, the implied warranties of
merchantability or fitness for a particular purpose. ADP is not responsible for any technical inaccuracies or typographical errors which may be
contained in this publication. Changes are periodically made to the information herein, and such changes will be incorporated in new editions of this
publication. ADP may make improvements and/or changes in the product and/or programs described in this publication at any time without notice.
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