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STEP 1

Download the ADP Mobile
app from the appropriate
app store

Play Store Search

OB [oNinfin]in L3 B8 @ 5G.l 16%4

& adp mobile app

Sponsored
Roll by ADP — Easy Payroll App
roll o inc. - Business

The #1 Payroll App for LLCs
4.4 % 500K+ [3A Everyone

ADWMobile Solutions

Available on more devices

D Samsung SM-AO025V

Phone

4.4 % 10M+

491K reviews © Downloads

What users are saying

Helps me keep track of my pay 2 700+
Shows exactly the info needed 2 200+

Can view pay days in advance 2 100+

ADP Mobile Solutions is an employee self service app

Sponsored - Related to your search

@)

ADP App on Mobile Device

10O MMM & B8 @ uG: .l 16%0

Search

4 h '
w @ &

Woodoku Word Trip YT Music

Blocks Watch Duty

&

Good Dog Authenticator Safeway

£3?

ADPMobile
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STEP 2

Open the app, it will look like

this, select the "Next”
button.

1m:229 =6

« App Store

AP

Good morning

User ID

() Remember user ID

Forgot user ID

Don't have user ID

Privacy Legal
Al Transparency Accessibility

© 2026 ADP, Inc. | App Version 26.40.2
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STEP 3

Respond with "Yes, I'm sure"

to the verification prompt

[ IR

Are you sure?

If you have already setup an ADP
Mobile account on this device, you
will lose all of your stored data for
this app, such as your Fingerprint
Login or a saved User ID.

New users should tap Yes, I'm sure.

Yes, I'm sure

x No, thanks

94%m
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STEP 4

A prompt will appear asking if

you have a registration code.
Answer "No"

© X7l 94% 8

Do you have a registration code?

Back to Sign in
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STEP 5

It will ask if you are based in

USA or Canada. Choose USA

[ IR

Where are you based?

USA Canada

I'm from a different location.

94%m
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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

What is your birth date?

01/01/1990

‘\ Previous \

Next
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STEP 8

It will prompt for your

employee ID or associate ID.

Choose "l don't know my
ID?"

[ IR

What is your Employee ID or
Associate ID?

‘ o ko Ty 107

‘ Previous

94%m
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STEP 9

It will prompt "Enter your
Social Security Number..."

o ¢ 6& al 94%.

Enter your Social Security Number
(SSN), EIN or ITIN.

Previous
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STEP 10

Choose "Northern California

Conference of Seventh-day
Adventists" as the company
you are associated with.

© X7l 94% 8

Multiple companies found
Which company are you connected
to?

Express Messenger Systems Inc

Northern California Conference of
Seventh-Day Adventists
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STEP 11

You will get the message
"Good News...”

Select "l got it”
then select "Login"

© X7l 94% 8

Good news!

You can use your Northern California
Conference of Seventh-Day
Adventists User ID and password to
log in to ADP Mobile.
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STEP 12

You will get a prompt to

login with your NCC email

8:08 M

© X7l 94% 8

X v @ .microsoftonline.com -(:

B8 Microsoft
Sign in

Email, phone, or Skype

Can't access your account?

@\  sign-in options

Terms of use  Privacy & cookies

|1 @)

73



%/ NORTHERN CALIFORNIA CONFERENCE
/ OF SEVENTH-DAY ADVENTISTS
—

Enter password

8:09 B © N7l 94% 8

X v @ .microsoftonline.com

B Microsoft

&~ @nccsda.com

Enter password

ececesccccce

<

Forgot my password

Terms of use  Privacy & cookies

|11 @
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STEP 13

Terms and Conditions will
appear, scroll to the bottom.

Select "Accept" then
"Continue"

° X7l 94% .

Terms and Conditions

BY TAPPING ON THE ACCEPT BUTTON AND/
OR BY ACCESSING THIS SITE ON A MOBILE
DEVICE (A 'DEVICE') OR DOWNLOADING THE
ADP MOBILE APPLICATION FOR SERVICES ON
A DEVICE OR USING THE MOBILE SITE IN ANY
MANNER, YOU ACKNOWLEDGE THAT YOU
HAVE READ AND ACCEPT THESE MOBILE USER
TERMS. If you do not agree to all of the Terms,
you are not authorized to access or otherwise
use this mobile application, software, or site
(collectively referred to as the 'Site'). Your
Employer, through its agreement(s) with the
relevant Affiliate of Automatic Data Processing,
Inc. (ADP") is providing you with access to the
information and services on this Site under the
following terms of use (the 'Terms'). ADP's liability
for this Site remains directly with your Employer
and not with you as an individual user.

ACCESS TO SITE. This Site is available only to
users that are employees of a company (the
'Employer’) utilizing ADP's Services, that have
been authorized by the Employer to access this
Site and have a registered user ID and password
(the 'Credentials’). If you do not have any
Credentials or are no longer an employee of the
Employer, you are not authorized to use or access
this Site.

On this Site, you will be able to access
information and documents relating to your
payroll and human resource information made
available by your Employer. You may be permitted

CONTINUE
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STEP 14

You will be asked if you want
to enable biometric sign in

(You can choose either
option)

© X7l 94% 8

Sign in with your biometric for
faster access to your information.

Enable now

No, thanks
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STEP 15

a Welcome popup will

appear. Just close it

© X7l 94% 8

X

9:41

®

Good afternoon, Amelia!

Recommended

® Pay () Retirement Q) Benefits

Status @ Show

$X,XXX.XX

The Future of Work

With ADP Mobile you can check your
balances, view your latest actions and to-
do's, find out important things to know, and
more.
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STEP 16

you will be taken to the final

screen. You are now logged
in!

o XN Zh il 94%m
@ =
Good morning,

Clock

Tap to perform your next Clock action

Submit your Timecard
Pay period: Feb 25 - Mar 9 (0:00 hrs)

Recommended

(=)) Pay B Wisely r_‘g Timecard

Status
Time Off None planned

f @
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NEED HELP?

Ask a Practitioner

HR

=l

PAYROLL

79



	Slide 0: ADP SUPERVISOR GUIDE
	Slide 1: TABLE OF CONTENTS
	Slide 2: ADP USER DEFINITION
	Slide 3: PRACTITIONER
	Slide 4: NEED HELP? Ask a Practitioner
	Slide 5: SUPERVISOR
	Slide 6: ADP User Definition ______________________________  SUPERVISOR 
	Slide 7: SUPERVISOR DESIGNEE
	Slide 8: ADP User Definition ______________________________  SUPERVISOR DESIGNEE
	Slide 9: EMPLOYEE
	Slide 10: Employee ______________________________  YOU
	Slide 11: Employee ______________________________  EXPENSE REPORTS  Expense Report are due  the 3rd of every month.
	Slide 12: Employee ______________________________  ADP TIME KEEPING  To keep your ADP vacation balance accurate, attest to working. Due every Monday by 11 AM.
	Slide 13: Employee ______________________________  Do you have to complete the report in ADP and in Excel?  Answer: Yes. You must complete both.
	Slide 14: Employee ______________________________  VACATION REQUEST OVERVIEW 
	Slide 15
	Slide 16: Employee ______________________________  VACATION REQUEST OVERVIEW  ADP Mobile App View 
	Slide 17:  SUPERVISOR RESPONSIBILITIES 
	Slide 18: Supervisor ______________________________  7 STEPS TO COMPLETE THE FIREST TIME YOU LOGIN 
	Slide 19: WORKFORCE NOW
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24: NCC EMAIL
	Slide 25
	Slide 26: PERSONAL INFORMATION
	Slide 27
	Slide 28
	Slide 29
	Slide 30: BANKING INFORMATION
	Slide 31
	Slide 32
	Slide 33: VIEW & MANAGE TEAMS
	Slide 34
	Slide 35
	Slide 36
	Slide 37
	Slide 38: View & Manage Teams ______________________________  Ensure information is complete 
	Slide 39: TEAM TIME KEEPING
	Slide 40
	Slide 41
	Slide 42
	Slide 43
	Slide 44
	Slide 45
	Slide 46
	Slide 47
	Slide 48: ADP MOBILE APP
	Slide 49: ADP MOBILE APP ______________________________   Download the ADP App. Make sure it show this logo. 
	Slide 50: 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. 
	Slide 51: 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. 
	Slide 52
	Slide 53
	Slide 54
	Slide 55
	Slide 56
	Slide 57
	Slide 58: COMPARISON SCREENS
	Slide 59
	Slide 60
	Slide 61: ADP MOBILE APP
	Slide 62: STEP 1 Download the ADP Mobile app from the appropriate app store
	Slide 63: STEP 2 Open the app, it will look like this, select the ”Next” button.
	Slide 64: STEP 3 Respond with "Yes, I'm sure" to the verification prompt  
	Slide 65: STEP 4 A prompt will appear asking if you have a registration code. Answer "No" 
	Slide 66: STEP 5 It will ask if you are based in USA or Canada. Choose USA  
	Slide 67: STEP 6 it will prompt for you to enter your first and last name  
	Slide 68: STEP 7 It will prompt for your date of birth 
	Slide 69: STEP 8 It will prompt for your employee ID or associate ID. Choose "I don't know my ID?"  
	Slide 70: STEP 9 It will prompt "Enter your Social Security Number..."   
	Slide 71: STEP 10 Choose "Northern California Conference of Seventh-day Adventists" as the company you are associated with. 
	Slide 72: STEP 11 You will get the message "Good News...” Select "I got it” then select "Login"  
	Slide 73: STEP 12 You will get a prompt to login with your NCC email  
	Slide 74: Enter password
	Slide 75: STEP 13 Terms and Conditions will appear, scroll to the bottom. Select "Accept" then "Continue" 
	Slide 76: STEP 14 You will be asked if you want to enable biometric sign in (You can choose either option) 
	Slide 77: STEP 15 a Welcome popup will appear. Just close it 
	Slide 78: STEP 16 you will be taken to the final screen. You are now logged in! 
	Slide 79: NEED HELP? Ask a Practitioner
	Slide 80: REVIEW
	Slide 81: REVIEW ______________________________  Goal: Feel comfortable and prepared to train those you manage in updating personal information, banking information, and tracking work hours. 

