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WEL COME

Hel | o,
Wel come to ADP Australia & New Zealandoés Tr a
this guide a helpful resource to assist you i

ADPb&6s Learning & Devel opmentskTddmrdcomdii svti o ud
experience across our products and professic
of fer you our services and solutions.

Our aim is to providpoypotowi ahl ayone trainir
Your Potentialo.

Should you have any other training needs tha
free to contact wus directly and we can wor k v

Al | the best and we | ook forward to seeing Vyc
Regar ds,

Zana Ball antyne

Nati onal Learning & Development Manager

Emai !


mailto:learning@au.adp.com

OUR SOLUTI ONS

Whet her you are a new or current Payline cl
wor kshops. Payline training workshops are del

f understand the features and benefits of o1
f understand the web and its functionality
T interpret the variety of Payline reports

These workshops are offered free of charge
information on additional Payline training coc¢

Pl ease sendpan! emai@huftedpf antnrher detail s.

Whet her you are a new orwiclurrkeenhefiatyf br om ast
the training programs we offer our tol iearstus .e (
and existing clients wildl benefit from the cc¢
For more information, pyl f ecarscee (@aeun.da dapn. ceomma.i |t «
Professional skills are the foundation of S L
and customised professional skills programs ¢
For more information, pal renai sneg @aeun.da dapn. ceomma.i |t



PROFESSI ONAL St




WORKPLACE
COACHI NG

ADP client

Program Overview

Hi storically, organi sations develop their |
technical ability rather than | eadership qua
with the technical knowl edge, |l eaders al so n
at all Il evels. Thatds the power of effective

To provide our customers with the best HR sol
this one day program for Managers and Team Le

ADP can help you develop a strong Coaching Cu
Anyone in your organisation who manages staf
abil engage, amesnppiorwelre people they | ead throu
the techniques used and values associated wit

Organi sation Benefits

T help employees achieve their highest poter
f motivate team members to contribute their
T lead performance and results

f promote innovation and help others think i
f create a culture of continuous i mprovement
f build productive and valued relationships
f tap into each employees experience, talent
f achieve maxi mum teamwor k, i nclusion and c

6 Regi ster www.iamkpmdyroll .com. au
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PAYROLL
FUNDAMENTALS

Cost: ADP Clientg . i
Non ADP client Duration:

Program Benefits

Payroll Fundamentals is a comprehensive prog
and those new to payrol . This training prog
| aws. It will also bring you up to date wit
gard to industrial relations and superannuati
Attending Payroll Fundamental s wil!/l give you
when dealing with the everyday chall enges of

Pl ease note that this program is not ADP Pr oc

Program Content

Upon successful completion of the training pr
T identify types of employment
T identify types of employment
f understand various all owances and deduct i
f understand industrial relations (Fair Worl
T be aware of wunfair dismissal provisions
T appreciate record keeping requirements
T be familiar with taxation (including PAYG,
f calcul ate a pay
T be confident with who is entitled to work
T identify |l eave types and calcul ate | eave
T recognise termination types and the tax al

Enqui fie@asining@au. adp. com 7




DI D YOU KNOW?

User Groups
ADP runs-sprececdéictc User Groups for its clients.

The forums provide for open communication an
payroll and HR, productr edeaveldopmnesmutesand i ndu:

Payforce User Groups

Websiite www. adppayroll . com. au

Emai | : payforce@au. adp. com

Payline User Groups

Websiite www. adppayroll . com. au

Emai | : payline clientservice@au.adp.com



mailto:payline_clientservice@au.adp.com?subject=Enquiry%20on%20Payline%20User%20Groups

PAYFORCE TRAI N




OCCUPATI ONAL
HEALTH & SAFE
MANAGEMENT

Dur ati on: Hal f

Payforceds Occupational Heal th & Safety Mana
report on hazards, accidents and cl aims that

This will enabl e you to:

streamline operations and manage admini st

gat her statistical anal ysis of causes anhif
nctio in an organisation

u n

aintain a central database for Workcover
i mplify administration of <c¢claims and rei:H
ecord health t estmpdgyrmemnui rcende cfkasr amrde ong
r a
c e
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eat e safe working environment and rec
cur at information.
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S

S
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det ai l relating to an absence in 1
omp

ely record details of workers ¢
eds accident

det ai |l of reimbursement cheques r ¢
etails of an employees rehabilitati
e dates and details regarding medi ¢
sults of medical tests which an em
nd review OH&S reports.
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PERFORMANCE
MANAGEMENT

Dur ati on: Hal f

Product Benefits

Payforceds Performance Management Modul e cov.

users to streamline their operations and sho
needs.
This will enabl e you to:
T streamline the creation of performance de\
T eliminate paper based plans
T empl oyees and manager s can wupdate their
Online (EMO) self service solution
T create Continued Professional Devel opment
T generate draft plans before an existing pl
T reduce administrative tasks involved with
Program Objectives
Upon successful completion of this training fj
create company objectives
create position specific obj ctives
add objecti s Vvia t

gener ate pe i dual
purge performance plans for indiwvi al s, (
manage empl yee plans from Payfor and EI

v
rformance plans for indi
r d
o e
add/ del ete empl oyee or Manager objectives
o e
e c
n r
u

<

e e
es to jobs and position
o] d
i

(@]
c

submit performance plans for Manager and |
compl ete th sign off on performance pl an:
use all standard reports for Performance |
create and pdate CPD plans wusing EMO.

=4 =448 -4-4_-4_4_4_4_-4-

Enqui piagdorce@au. adp. com 11




RECRUI TMENT
MANAGEMENT

Dur ati on: Hal f

Payforceb6s Recruitment Management Modul e has
operations and shorten response times to your

This will enabl e you to:

T effectively search internally as a positi

T reduce administrative tasks

f automatically generate notifications to c:

T l'ink to the Organisation Module so empty
mi ni mal data entry

T easily match candidates to vacancies.

Upon successful completion of this training fj
f navigate the recruitment management windo\
f establish recruitment parameters
T establish recruitment | etter parameters
T record details of a position vacancy
T record the details of job applicants
T I'ink an applicant to a vacancy
T record job offer details of a successful i
f send notification to unsuccessful applicarl
T generate standard recruitment reports.

12 www.iancepmdyroll . com. au
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REMUNERATI ON

Dur at i

on:

Hal f

Payforcedos Remuneration Module covers the mar
An online review process including the <calc
wor ksheets for use by | ine management .
This will enabl e you to:
T calcul ate very simple to very complex pacl
T use unlimited remuneration items to calcu
f calcul ate remuneration packages from base
T calcul ate the total empl oyment cost of a |
val ue -mdsmomenefits, FBT and gross up fact
T send salary information to payroll, el i mi:i
Upon successful completion of this training fj
f create an employees remuneration package
T i mport/export remuneration details wusing I
T write help messages for each parameter in
f accurately maintain details about grading
f set up a range of salary mid points withiri
T establish a remuneration record
T enter the flexible components of an empl o)
f maintain an employees remuneration item(s)
f view the tot al calcul ated cost of an empl «
T perform a remuneration overview
f produce remuneration reports.

13



TRAI NI NG
MANAGEMENT

Dur ati on: Hal f

Payforcebds Training Management Modul e covers

user s to streamline their operations and
devel opment al needs.
This will enabl e you to:
f manage employee and organisational traini.
f automatically waitlist empl oyees on cours
competencies required
T calcul ate the full cost of a course to the
T empl oyees and managers can register for t
Online (EMO) self service solution.
Upon successful compl etion of this training
f navigate the training management window
T establish a new course
f schedule a course
T add employees to a course waitlist
T reschedule employees on another course
T print and review course schedul es
T notify employees of scheduled training
T record employee attendance on courses
f record and track attendee cancellations
T view and modify employee training history
T view and modify employee skills and qual i f
f establish notification | etter par ameters
T produce and view the cost analysis report
and status report and course catalogue r ej

14 www.i axeepmdyroll . com. au
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ORGANI SATI ON

MANAGEMENT

Cost $700

ayforceods Organisation Management Modul e w
nformed decisions regarding the structure of
his wildl enabl e you to:
f focus on other key organisational tasks
f streamline HR administration and assi st
deci sions
T enables professional printing of organi sat
T separates employee, position, and organi s:
T reduce administration and ensure proactiyv
all other areas update automatically.
pon successful completion of this training f
f navigate the organisation management wi nd«¢
T establish and understand organisation par
f create a new organisation unit
f maintain organisation unit details
f abolish an organisation unit
f create, mai ntain and abolish job masters
f create, mai ntain and abolish position mast
f create a new employment record
T view and maintain employment records, i ncl
T print and review reports such as; empl oye
empl oyment category report, position rela
termination analysis report.
Enqui piagdorce@au. adp. com 15




PARAMETERS,
UTI LI TI ES & NE
HI RES

Cost $700 Dur ati on:

he Parameters, Utilities and New Hires trai
the Payforce system. Af t er |l earning how to
understanding wil/ evolve on how the system

for clarity on how to save time through autor

training program provides the initial S
and efficiently.

d terms of employment codes
nstruct work patterns
structure deduction code priorities.

Upon successful completion of this training fj

f l'og in and navigate the system

f use the online help system

T search for employees in Payforce

T print standard Payforce reports

f create new pay codes including rate idods
class and RDO class parameters

f build new termination codes and terminati

T establish a pay calendar and month end dat

f create audas notification parameters incl.

i ad

i co

T re

AttenBayrhel | Prcoue sS®i.ng

16 www.iancepmdyroll . com. au
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PAYROLL
PROCESSI

NG

Cost $700

Dur ati on:

Payrol |l processing is the core functionality
Payforce is highly regarded in the market as
It has the capability to run weekly, fortnigtl
Payforcebds Payroll Processing Module wildl pr
the necessary skills to prepare and process ¢
Upon successful completion of this training fj
f maintain employee dat a

T establish payroll process parameters

f process a termination

T enter payroll data including timesheets,
T process the payrol]l dat a

f print the pay preparation reports and amerl
T process payroll costing

f produce costing reports

T finalise a payroll, and understand the opt
f create pay media for di sbursement

T generate end of pay reports

T perform the Gener al Ledger I nterface and (
f generate month end reporting and maintain
T produce retrospecti vebapnaky ttrraannssaaccttiioonnss. a n ¢
Compl eti aybbrckekeParameters, Wtoiulristei,es and Ne

17



SYSTEM
ADMI NI STRATOR

Cost $700 Dur ati on:

Security is essential in todayds business w

all ows various ways to secure menus, windows

The administrator wild/l |l earn throughout the

This training is essenti al for ensuring your

Upon successful completion of this training fj

f add new users to the system

T del ete users from the system

f r€¢ ssue new passwords

T create a user group and attach users to a

T define audit trail par ameters

T identify the characteristics of a referenc

T add and modify codes on appropriate refere

T add new codes to the terms of employment r

f secure menmemandascabss, files and fields fr
to files, fields and records.

18 www.iancepmdyroll . com. au
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ADHOC
REPORTI

Cost

NG

$700

As a compl ementary module to Payforce, t he £
Report Writer) aims to assist in extracting ¢
Designed to gather, creat e, and manipul at e
combined tools within the module allow sing
and mat hemati cal functionality. I't al so autor
Payforceos Adhoc Report Modul e i s an indis
organi sational dat a.

Upon successful completion of this training fj
f understand the way information is stored
f find and name the table and columns that

report
f create and build reports using both UDR ar
f assign a report to multiple users, user gt
f create a temp | eave file
T run the generate | eave balance process
f build and preview a |l eave report
f create new symbolic fields using mathemat:i
f modify reports created in DRW through UDR
f build HR employment history reports
T email and export reports.

19



GENERAL LEDGE
| NTERFACE

Cost $700

Payforcebds General Ledger I nterface Modul e [}
organisation with month end reporting and t he
This will enabl e you to:

T eliminate the need for spreadsheet s, savi ni
f tailor data to your organisation's requirel
f automatically calculate accruals within yol
T verify and confirm the posting before send
f minimise ongoing administration

f run audit reports which can be sorted by c:¢

Upon successful completion of this training fj
T understand common terms used in the Gener al
f establish and maintain company general par
T establish and maintain Gener al Ledger peri
T establish and maintain Gener al Ledger cal ci
1 establish and maintain General Ledger |line
T establish and maintain Gener al Ledger Post.i
T establish accrual percentages & parameters
f run the necessary processes to produce Gen.
T reconcile the Posting Audit reports.

20 Regi ster www.iamkpmdyroll .com. au
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Payforceos

LEAVE
MANAGEMENT

Cost $700

Leave Module all ows

Dur ati on:

empl oyers to

to their employment/ | egislation arrangement s

This will enabl e you to:

f create company specific |l eave types

1T accrue and record al | |l eave types, wi t h
simplifying administration

T control |l eave I|liabilities, manage wor Kf or c
guickly and easily

T project empl oyees bal ances accurately to
categories

f create various | eave reports.

Upon successful completion of this training fj

T define your companies | eave parameters

T establish new |l eave types

T establish a public holidays register

T establish new | eave categories/rules for a
types as required by your organisation

T initialise new employees onto the Leave Mo¢«

f change the | eave initialisation of an exi s

f create |l eave transactions to be picked up

T produce | eave reports in various formats i

21



EMO
ADMI NI STRATOR

Payforceos Empl oyee/ Manager Online is a mod
straight to your empl oyeesdé desktops. Why b
relating to | eavenepagpbrips, dndedti ographic
handl ed el ectronically?
This will enabl e you to:

fTallow empl oyee to update their position, «

S

s to view and
eview payslip
e

fTfallow empl oyee u
h
es with the op
I
s

payslips and r
fprovide empl oy
i

i
pdate the acc
i story

tion to submit
eave bal ances

|l eave history view current

fdi splay organisational chart online and s
organi sation

fcapture all information required by your ol

falternate/redirect approval manager

fallow managers to view details of their te:
i nformati on, |l eave history etc

fview Gantt chart of all/l pending and appr ov«
Pl anning Report.

Upon successful completion of this training fj

fset up EMO parameters

fdefine EMO menus

fsetup rules for individual wor kfl ows

fdefine workflow responsibility
fset timesheet parameters
fcreate user groups.

22 Regi ster www.iamkpmdyroll .com. au
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EMO
TI MESHEETS

Dur at i

Payforceds Employee/ Manager Online is a modul
to your employeesd desktops
This will enabl e you to:
Tfenter, create, view and delete EMO Ti meshe:
fdetermine who approves timesheets for a sp¢
fdetermine who enters the timesheet for a s|
fcreate a timesheetpotpampmlte®tde t hat is pre
fdefine the timesheet payout for specific gl
fallow timesheet administrators to view teal
information, position information, timeshe:
approved | eave for the team
fnomi nate cost centres, pay c¢classes and dat ¢
and amounts entered on a timesheet
fsearch and add employees to a timesheet gr
fcustomise the ti mesheet workflow process.
Upon successful completion of this training fj

fset up EMO timesheet parameters
up timesheet | ayouts
up timesheet groups
Md ine workflow responsibility
fentering timesheets
T a roving timesheets
Tu oading timesheets into Payforce.

Compl eti &@&MOoAdmhaicoturrasteoror i ntermedi ate know
setup.

23



AWARD
| NTERPRETER

Cost $700 Dur ati on:

As part of the | "nPpPemMayPavicehl oot heion, the
caters for timesheet entry requirements and

woul d be involved in the initial i mpl ement ati
Uposiuccessful completion of this training, Vyo
1. Set up the foll owing parameters

fTNew Award TOverti me

fTEmpl oyee I Me al Al l owance

fSecurity TBreaks Worked
fTHours Wor kTeRiubl i ¢ Holiday

fLoading fPay CIl ass

fTShift
2. Perform the foll owing processes:
fTEstablish Processing Parameters

TEnter a Timesheet Entry

fTRun Bulk or Individual Ti mesheet Loads for

fTComplete Ti mesheet Adjustments from Ti mesh:¢
fManage the Interface of the EMO Award Ti me:
fOutline Standard Reports available to be u:
TArchiving Timesheet History

The Award I nterpreter module can be used in
Ti mesheets to provide access to Managers and
ti messtart, finish and breaks.

I f you intend on using the EMO Timesheets in
attend one or both of the following courses:

TEMQAdmMiIi ni stration
TEMO Ti mes h(efears Award I nterpreter).

2 4 www.i axeepmdyroll .com. au
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Trail ning Pack




TRAI NI

NG

PACKAGES
OFFER

Group

Ful I

1

Ti er ed

Pr

Day-TGoeuresde sRat es

i ng

Number of -aatttteemddieregs on t he $a@ei dapdharsd ougme
cour se Rat e Rat e
3attendees from the same compatm®u00 $658
4attendees from the same cormpah#d00 $644
5-1attendees from the same clom@Bamy |[( c HBBOd]| at
Group Tiered Pri i ng
Hal f Day-ToarredsRat es
Number of -aatttteemddieregs on t he ¢$a@ei dapdarsd ougme
cour se Rat e Rat e
3attendees from the same compahy75 $355
4attendees from the same cormpah3y/75 $345
5-1attendees from the same clom@Ba8ry |[( c HBHed]| at

26



TRAI NI NG
PACKAGES
OFFER 2

Training Packages

Number of Courses Di scount ¢
Buy 3 Courses 5% of f full p
Buy 4 Courses 7.5% of f f ulll
Buy 6 Courses 10% off f ulll
Buy 8 Courses 12.5% off fpl |l
Buy 10 Cour ses 15% off f ulll
* Packages are subject to the foll owing
fTOffers are effective until 30 June 2
fTO0f fers apply to standard training on
T Di scount applies to either/ combinat:.i
onl y)
fStandard terms & conditions apply
T O0f fers cannot be used in conjunction
fTOf fers subject to change without not
T Al prices are GST inclusive.

27



Gl obally, the ADP group is one of the worl d':c
nearly $9 billion in revenues and more than !
Leveraging 60 years of experience, ADP offer:
admi ni stration solutions from a single sour ce

ADP has been namedrandomlgde® i1 nsthe2010.

Traimaogzine, one of the industrydés piTemiai ng
Top 125 from organizations with outstanding t

ADP has been named for a third consecutive Ve

Th&rai h2Bgi s a measurement that | eading train
professionadt s8cthssdeptul tadfesmasimemt by t he p
programs of hundreds of companies of every t\
corporations.

For more information about ADP or to contact

28






Pl ease complete separate forms for each

wi || be confirmed in writing seven
Regi st er vomw.iandep rac
Or

Photocopy the registration form below
(02) 9317 4303

Company Name:

Name of Contact Grganising Training:

Address: Street Name & Mumber:

Suburb: State: Postcode: DDDD

Contact Details

Phone:( ) Fax |

Program Name:

Date of Program: ) /

Program Venue: NSW-Mascot I:I VIC-Mulgrave D QLD-Buranda I:I WA-Perth |:| SA-Adelaide I:I

1. MName: Email
2. Mame: Email
3. Mame: Email
4. Mame: Email

30 www.ianckepmdayroll .com. au
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Payment :TePranysment to Automatic Da®A®PPcobce
required prior to attendance. Written co
program dat e.

Cancel llaftiaonbooki ng i s cancell ed more tha
prior to the scheduled course date, witho
$75. 00 is payable.

The balance of the program cost wild.l be 1
If a booking is cancelled within five (5
charges remain payable to Automatic Dat a
Resched®dwleet o strictly I imited numbers, AU
guarantee that a position wild.l be avail ab
TransfTdese i s no charge for substituting
notification of such changes should be p
prior to attendance

Aut omat i c Data Pr orceseriwmegs Ltihrei treidght to
programs and scheduled dates from time t
programs when necessary and undertake to

31



Adel ai de

uni t 5/ 217 Portrush Road
Mayl ands SA 5069

Bri sbane

221 Logan Road

Buranda QLD 4102

Mel bourne
Paragon Buil di
799 Springvale

2, Suite 4
grave VI C 3170

ng, L
Road
Sydney (Mascot)

Level 4 15 Bour ke Road
Mascot NSW 2020

Perth

Level 1, Brightwater Building

The Garden Office Park

355 Scarborough Beach Road

Osborne Park WA 6017

We may also use Cliftondés Training facil
For more information or any other enquir
Coordinator on (02) 9317 1212.

32



Al

our training programs include:

A comprehensive manual covering all é
as handy reference

Small group sizes with opportunities
A certificate to verify skills and at
Morning or afternoon tea will be proy
full day training courses.

33



ADP Empl oyer Services

Attenti on: Learning & Develo
P. O. Box 374, Mascot
NSW2020

Phone: 02 9317 1212
Fax: 02 9317 4303

Websiwiwe. adppayroll . com. au
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