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Overview of the process
1. Create employee in ADP 
2. Employee completes onboarding in ADP TotalSource 
3. I-9 verification 
4. Benefits enrollment 
5. Timekeeping entry

1. [bookmark: create] Create Employee in ADP
To set up a new employee, please provide the following information. Some details may come from the offer letter or resume; others must be collected directly.
Required Information
· Full legal name
· Phone number (cell preferred)
· Email address (personal preferred)
· Start date
· Biological sex
· Social Security Number (SSN)
· Date of birth
· Home address
· Ethnicity (Hispanic/Latino or Not Hispanic/Latino)
· Race (if Not Hispanic/Latino): 
· Native American
· Asian
· Black/African American
· White
· Native Hawaiian/Pacific Islander
· Two or more races
· Job title
· Full-time or part-time status
· Expected weekly hours
· Pay rate (salary or hourly)
· Exempt or non-exempt status 
· Note: Exempt roles are less common and typically include Advisors, Operations Managers, C-suite roles, and some paraplanners
· Marital status
Submission
· Email information to kelly.x.hart@ampf.com
· If sending SSNs is a concern, please call: 651-756-0063
Interns
If the employee is an intern and not eligible for benefits, include their offer letter clearly stating this.

[bookmark: employee]2.  Employee Onboarding (ADP TotalSource)
Once the employee is created in ADP:
· They will receive an email (usually to their personal email) with onboarding instructions.
Employee must complete:
· Account setup (username/password)
· Direct deposit information
· Beneficiary designations
· Emergency contacts
· Tax withholdings
· Form I-9

[bookmark: i9]3. I-9 Verification
Federal law requires identity verification within 3 business days of the employee’s start date.
Document Requirements
Employees must present:
· One document from List A
OR
· One document from List B + one from List C
List A (Identity + Work Authorization)
· U.S. passport or passport card
· Permanent Resident Card (Green Card)
· Employment Authorization Document (EAD)
· Foreign passport with valid work authorization
List B (Identity Only)
· Driver’s license or state ID
· School ID with photo
· U.S. military ID
· Voter registration card
List C (Work Authorization Only)
· Social Security card (unrestricted)
· U.S. birth certificate
· Certification of birth abroad
Process
· Coordinate a Teams call with Kelly Hart
· Employee must: 
· Show their documents live
· Be visible on camera
· Send copies of documents in advance or after the call 
· Passports: include photo page and barcode page

[bookmark: benefit]4. Benefits Enrollment
Eligibility
· Employees working 30+ hours/week are eligible
· Coverage begins first of the month following start date
Benefit Enrollment Steps
· Access via onboarding email or ADP: 
· Myself → Benefits → Enrollments
· Submit selections before the deadline
· Changes can be made during the enrollment window
401(k) Enrollment
· Navigate to: 
· Myself → Benefits → ADPTS Retirement Savings Plan (Voya)

[bookmark: timekeeping]5. Timekeeping (ADP Workforce Now)
How to Enter Time
1. Log in to ADP Workforce Now
2. Click Myself → My Timecard
3. If Part Time Enter start and end times, total will calculate
4. If Full time just enter total hours worked for the day, start and end time will auto populate
5. Add rows if needed - Click the 3 grey lines and Add Row
6. Click Save (no Submit button)
Important Notes
· A warning icon will remain until the timecard is approved
· Timecards default to the prior pay period until payroll processing (typically Wednesday) 
· Use “Next Pay Period” to enter current time

Hourly Employee Requirements
· Time entry is required for all hourly employees
· Full-time employees must record their standard weekly hours (e.g., 40, 32, or 30)
· Record actual hours worked—not scheduled hours
· Overtime requires manager approval
· Holidays will auto-populate (if eligible)
✅ Employees must enter their own time
❌ Dovetail Group will not enter assumed hours
This ensures compliance with wage and hour laws requiring accurate recording of time worked.

Dovetail Group Actions
· Add employee to email distribution list
· Add employee to payroll entry reminder in outlook
· Calculate projected bi-weekly cost and work with practice to update payroll transfer
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