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ADP USER 
DEFINITION

Practitioner

Supervisor

Supervisor designee

Employee
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PRACTITIONER
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NEED HELP?
Ask a Practitioner

IT HR PAYROLL
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SUPERVISOR
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ADP User Definition
______________________________

SUPERVISOR

Principals

Pastors

Department Directors

Officers
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SUPERVISOR DESIGNEE
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ADP User Definition
______________________________

SUPERVISOR
DESIGNEE

A special group of paid employees who the supervisor assigns 
the function of managing employees. The job function must be 
in the job description. No volunteer can supervise a paid NCC 
employee.

In special situations, an exception to policy can be made for 
another paid employee to be the Supervisor designee, 
responsible for approving timecards. 

In Education, Principals need to email the Superintendent to 
seek approval. Pastors need to email the Ministerial Director. 
Other ministries need to email the Executive Secretary.

After approval, expect a long wait time for the identified 
employee to be set up in ADP as a supervisor designee. And 
during this wait time, prepare to approve timecards and 
vacation requests
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EMPLOYEE
A person who receives a paycheck from the Northern 
California Conference.
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Employee
______________________________

YOU

Expense Reports: Every month

ADP Hours: Every week

Vacation Request Overview

Supervisor Responsibilities
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Employee
______________________________

EXPENSE 
REPORTS
Expense Report are due 
the 3rd of every month.
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Employee
______________________________

ADP TIME 
KEEPING
To keep your ADP vacation 
balance accurate, attest to 
working. Due every Monday 
by 11 AM.
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Employee
______________________________

Do you have to 
complete the 
report in ADP 
and in Excel?

Answer: Yes. You must 
complete both.

13



Employee
______________________________

VACATION 
REQUEST 
OVERVIEW

Your supervisor will be notified when you 
request time off.

Your supervisor must approve your request.

Since ADP is an integrated system, if your 
supervisor does not approve your request, 
your vacation balance may be negatively 
affected.
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DESKTOP ADP Home Screen
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Employee
______________________________

VACATION 
REQUEST 
OVERVIEW
ADP Mobile App View

Main Menu Look Time Off
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SUPERVISOR 
RESPONSIBILITIES Train employees who 

you supervise so they 
can clock in and out for 
the first-time punch on 
March 24

1
Ensure all personal and 
bank information is 
accurate

2
Understand how to 
approve timecards

3
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Supervisor
______________________________

7 STEPS TO COMPLETE 
THE FIREST TIME YOU 
LOGIN

General Overview of Workforce Now

NCC Email Usage

Update and verify personal information

Update and verify banking information

Verify and manage team

Time keeping for team 

ADP Mobile App
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WORKFORCE NOW
Home Screen: Step 1
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This is the ADP Desktop Home Page view. Notice how it is laid out: Menu items on the top right 
side, menu items across the page, and tiles.
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The two areas we will focus on are Myself and My Team. The goal is to feel comfortable and 
prepared to train those you manage in updating personal information, banking information, and 
tracking work hours.
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NCC EMAIL
Step 2: ADP Logins will be sent to your NCC email address. After you click 
the link sent to you by Richard Bankhead, for your first login, you will 
need to use your NCC email address and password. After that it will just 
be a link.

Please make sure every employee you supervise is accessing their NCC 
email address so there are no complications with getting paid.
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NCC EMAIL
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PERSONAL INFORMATION
Step 3: Update & Verify Personal Information.

The email link will take you to the ADP WorkforceNow 
Home page where you can verify and update all 
personal and professional information.
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Click the drop-down menu under Myself.
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Under My Information, click Profile.
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Verify and update your personal information. DO NOT Change your work email address, 
otherwise you will not be able to login into ADP. 

Remember, your employees need to do the same but they have to do it through their account. 
You, as the supervisor, cannot do it for them.
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BANKING INFORMATION
Step 4: Update & Verify Banking Information
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Click the Myself drop down menu and click on Payment Option under the Pay menu.
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This is your banking information. Check for accuracy and update as necessary. Remember, your 
employees need to do the same but they have to do it through their account. You, as the 
supervisor, cannot do it for them.
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VIEW & MANAGE TEAMS
Step 5: View and verify team members
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Click the drop-down menu under My Team. 
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Under the Team Information, click the My Team. 
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Verify your team member list. If there are errors, contact HR@nccsda.com immediately. 
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Review each team member’s profile to ensure all personal information is there. If information is 
incomplete, work with your employee to update their profile.

Verify Employee Information
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View & Manage Teams
______________________________

Ensure 
information
is complete

Employee is responsible 
for ensuring accuracy.

Supervisor is responsible 
for complete information
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TEAM TIME KEEPING
Step 6: If you are unsure about our policies, refer to the NCC 
Employee handbook or reach out to HR. For approving timecards, 
refer to the NCC Payroll Schedule.
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As a supervisor, click on the Myself drop-down menu. Click on Dashboard under the Workforce 
Management title to find all the information on your team.
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As a supervisor, you will see tiles. Note the My Notification tile. There you will find your 
employee’s time off requests as well as other communication. Click on the blue area to expand 
your view.
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Under the Manage Timecards, you will find a list of all your employee's timecards that need 
approval. To view, click on the blue area to expand your view.
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Check the Clock In - Clock Out hours

Hourly Timecard View
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Check the totals

Hourly Timecard View
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Check the Pay Code, taking special note of the CA Meal Penalty and Overtime. Following the NCC 
policy, these fields populate automatically and are based on when your employee clocked in 
and clocked out. If you are unsure of the NCC policy, refer to the NCC Employee Handbook or 
reach out to HR@nccsda.com
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Click the blue check mark to approve and submit the timecard.
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Click the blue arrow to review the next employee’s time card
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ADP MOBILE APP
SHOWCASE OF FEATURES AND SETTINGS
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ADP MOBILE APP
______________________________ 

Download the ADP App.
Make sure it show this logo.
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Play Store Search ADP App on Mobile Device



ADP MOBILE APP
______________________________ 

Although your home screen 
will look a little different, this 
is what the timecard looks 
like on the ADP app for an 
exempt employee. For an 
hourly employee, there 
would be more fields to fill 
out.

HOME Main Menu Look Exempt Employee Time card
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ADP MOBILE APP
______________________________ 

This is where you would 
update your bank 
information. Please note on 
the first login, you will need 
to choose “go paperless” to 
see your bank information 
on the app.

Main Menu Look First Log will ask these question
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This is where you find another way to navigate the application.
Main Menu Look
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To update your personal information, click on your initials in the left corner.
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Click Profile and this will pull up your profile information. Click on Professional to update your 
experience and other information.
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Click Profile and this will pull up your profile information. Click on Personal to update your 
information.
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Under the Personal tab notice the +17 more. Click on this link. Notice what kind of information is 
contained there, including all your Child Safety background check and trainings.
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Under the Compensation & Benefits tab, you would update your banking information as well as 
find out all other information related to this tab.
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COMPARISON SCREENS
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Comparison Screens
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Comparison Screens
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ADP MOBILE APP
How to login using the ADP App
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STEP 1
Download the ADP 
Mobile app from the 
appropriate app store
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STEP 2
Open the app, it will look 
like this, select the "New, 
Get Started" at the 
bottom of the screen
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STEP 3
Respond with "Yes, I'm 
sure" to the verification 
prompt
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STEP 4
A prompt will appear asking 
if you have a registration 
code. Answer "No"
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STEP 5
It will ask if you are based 
in USA or Canada. 
Choose USA
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STEP 6
it will prompt for you to 
enter your first and last 
name
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STEP 7
It will prompt for your 
date of birth
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STEP 8
It will prompt for your 
employee ID or associate 
ID. Choose "I don't know 
my ID?"

69



STEP 9
It will prompt "Enter your 
Social Security Number..." 
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STEP 10
Choose "Northern 
California Conference of 
Seventh-day Adventists" 
as the company you are 
associated with.
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STEP 11
You will get the message 
"Good News...”
Select "I got it”
then select "Login"
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STEP 12
You will get a prompt to 
login with your NCC email
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Enter password
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STEP 13
Terms and Conditions 
will appear, scroll to the 
bottom. Select "Accept" 
then "Continue"
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STEP 14
You will be asked if you 
want to enable biometric 
sign in (You can choose 
either option)
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STEP 15
a Welcome popup will 
appear. Just close it
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STEP 16
you will be taken to the 
final screen. You are now 
logged in!
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NEED HELP?
Ask a Practitioner

IT HR PAYROLL
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REVIEW
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Every interaction and ability to log into ADP is connected to using 
your NCC email address.

March 24 is the first timecard punch.

We are counting on you to ensure supervised employees 
get paid.

Focus on personal data accuracy and filling out timecards.

When reviewing timecards, check for lunch penalties and 
overtime

Later, you can showcase other features like benefits, vacation 
requests, etc.

REVIEW
______________________________

Goal: Feel comfortable and 
prepared to train those you 
manage in updating 
personal information, 
banking information, and 
tracking work hours.
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