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Hello,  

Welcome to ADP Australia & New Zealandôs Training Solutions Guide. I trust that you will find 
this guide a helpful resource to assist you in understanding our training solutions and offerings.  

ADPôs Learning & Development Team consists of ten highly-skilled individuals, with years of 
experience across our products and professional skills training. We are excited to be able to 
offer you our services and solutions. 

Our aim is to provide you with a oneïstop-shop for all your training needs, to help you ñGrow 
Your Potentialò.  

Should you have any other training needs that we have not mentioned in this guide, please feel 
free to contact us directly and we can work with you to find a solution. 

 

All the best and we look forward to seeing you soon! 

Regards, 

WELCOME 

 
 
 

Zana Ballantyne 
National Learning & Development Manager 
Email: learning@au.adp.com 
 

mailto:learning@au.adp.com
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OUR SOLUTIONS 

Small Business Product Training (Payline) 

Whether you are a new or current Payline client, you will benefit from attending our half day 
workshops. Payline training workshops are delivered regularly to help our clients: 

¶ understand the features and benefits of our product 

¶ understand the web and its functionality 

¶ interpret the variety of Payline reports available.  
 

These workshops are offered free of charge to our Payline clients. Watch this space for 
information on additional Payline training coming soon. 

Please send an email to payline@au.adp.com  for further details. 

 

Medium to Large Business Product Training (Payforce) 

Whether you are a new or current Payforce user, you will benefit from attending one or more of 
the training programs we offer our clients. Our programs have been designed to ensure both new 
and existing clients will benefit from the course content.  

For more information, please send an email to payforce@au.adp.com. 

 

Professional Skills Development 

Professional skills are the foundation of success for every organisation. ADP provides training 
and customised professional skills programs dedicated to developing individuals and groups.  

For more information, please send an email to learning@au.adp.com. 
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ABOUT  

PROFESSIONAL SKILLS 
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Cost: ADP Clients $525  
Non ADP clients: $575 

Program Overview 

Historically, organisations develop their leaders into positions of influence based on their  
technical ability rather than leadership qualities. Several years ago, ADP recognised that along 
with the technical knowledge, leaders also needed to empower their staff to take responsibility 
at all levels.  Thatôs the power of effective workplace coaching. 

To provide our customers with the best HR solutions, our Learning and Development team offer 
this one day program for Managers and Team Leaders.  

ADP can help you develop a strong Coaching Culture within your organisation. 

Anyone in your organisation who manages staff will benefit from this program. Increase their 
ability to engage, inspire and empower the people they lead through a better understanding of 
the techniques used and values associated with effective workplace coaching. 

 

Organisation Benefits 

¶ help employees achieve their highest potential 

¶ motivate team members to contribute their best efforts 

¶ lead performance and results 

¶ promote innovation and help others think ñoutside the boxò 

¶ create a culture of continuous improvement 

¶ build productive and valued relationships with Managers and customers 

¶ tap into each employees experience, talent and creativity 

¶ achieve maximum teamwork, inclusion and communication across functions. 

 

Register online at www.adppayroll.com.au 

Duration: One Day 

WORKPLACE 

COACHING 

http://www.adppayroll.com.au


 

7  

PAYROLL 

FUNDAMENTALS 

Program Benefits 

Payroll Fundamentals is a comprehensive program for both experienced payroll professionals 
and those new to payroll. This training program covers all the essentials of payroll and taxation 
laws.  It will also bring you up to date with all the recent legislative changes, particularly in re-
gard to industrial relations and superannuation.  

Attending Payroll Fundamentals will give you a clearer understanding, and more confidence, 
when dealing with the everyday challenges of payroll.  

 

Please note that this program is not ADP Product specific. 

 

Program Content 

Upon successful completion of the training program, you will be able to: 

¶ identify types of employment 

¶ identify types of employment 

¶ understand various allowances and deductions 

¶ understand industrial relations (Fair Work Act and NES) 

¶ be aware of unfair dismissal provisions 

¶ appreciate record keeping requirements  

¶ be familiar with taxation (including PAYG, Payroll Tax and Fringe Benefits) 

¶ calculate a pay 

¶ be confident with who is entitled to work in Australia 

¶ identify leave types and calculate leave 

¶ recognise termination types and the tax and reporting requirements. 

Enquiries: learning@au.adp.com 

Cost: ADP Clients $525  
Non ADP clients: $575 Duration: One Day 
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User Groups 

ADP runs product-specific User Groups for its clients. 

The forums provide for open communication and feedback between users and ADP regarding 

payroll and HR, product development and industry-related issues. 

Payforce User Groups 

Website:  www.adppayroll.com.au  

Email:  payforce@au.adp.com   

 

Payline User Groups 

Website:  www.adppayroll.com.au  

Email:  payline_clientservice@au.adp.com  

 

DID YOU KNOW? 

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

Payforceôs Occupational Health & Safety Management Module has the facility to record and 
report on hazards, accidents and claims that may occur within your business. 

This will enable you to: 

¶ streamline operations and manage administrative tasks 

¶ gather statistical analysis of causes and accidents, useful for assessing the OH&S    
function in an organisation 

¶ maintain a central database for Workcover claims 

¶ simplify administration of claims and reimbursements 

¶ record health testing required for pre-employment checks and ongoing medicals 

¶ create a safe working environment and reducing Workcover premiums by recording  
accurate information. 

Program Objectives 

Upon successful completion of this training program, you will be able to: 

¶ record workplace hazards 

¶ record a workplace accident 

¶ record details relating to an employeeôs visits to the medical centre 

¶ record details relating to an employeeôs compensation claim 

¶ record details relating to an absence in relation to workers compensation 

¶ accurately record details of workers compensation accounts associated with an  
employeeôs accident 

¶ record details of reimbursement cheques received from the insurer 

¶ enter details of an employees rehabilitation program 

¶ schedule dates and details regarding medical tests 

¶ view results of medical tests which an employee has undertaken 

¶ print and review OH&S reports. 

 

 

 

Register online at www.adppayroll.com.au 

OCCUPATIONAL 

HEALTH & SAFETY 

MANAGEMENT 

Cost $375 Duration: Half Day 

http://www.adppayroll.com.au
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Product Benefits 

Payforceôs Performance Management Module covers a variety of options available to allow HR 
users to streamline their operations and shorten response times to employees developmental 
needs. 

 This will enable you to: 

¶ streamline the creation of performance development plans for all employees 

¶ eliminate paper based plans 

¶ employees and managers can update their own plans using Employee Manager 
Online (EMO) self service solution 

¶ create Continued Professional Development (CPD) plans 

¶ generate draft plans before an existing plan is signed off 

¶ reduce administrative tasks involved with development plans. 

 

Program Objectives 

Upon successful completion of this training program, you will be able to: 

¶ create company objectives 

¶ create position specific objectives 

¶ add objectives to jobs and positions via the Organisation Module 

¶ generate performance plans for individuals, groups, teams, departments and divisions 

¶ purge performance plans for individuals, groups, teams, departments and divisions 

¶ manage employee plans from Payforce and EMO 

¶ add/delete employee or Manager objectives on a performance plan via EMO 

¶ submit performance plans for Manager and HR approval 

¶ complete the sign off on performance plans 

¶ use all standard reports for Performance Manager Online 

¶ create and update CPD plans using EMO. 

 

 

PERFORMANCE  

MANAGEMENT 

Enquiries: payforce@au.adp.com 

Cost $375 Duration: Half Day 
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Product Benefits 

Payforceôs Recruitment Management Module has many facilities to enable you to streamline 

operations and shorten response times to your organisations recruitment needs. 

This will enable you to: 

¶ effectively search internally as a position becomes vacant 

¶ reduce administrative tasks 

¶ automatically generate notifications to candidates 

¶ link to the Organisation Module so empty positions can be turned into vacancies with 
minimal data entry 

¶ easily match candidates to vacancies. 

Program Objectives 

Upon successful completion of this training program, you will be able to: 

¶ navigate the recruitment management window 

¶ establish recruitment parameters 

¶ establish recruitment letter parameters 

¶ record details of a position vacancy 

¶ record the details of job applicants 

¶ link an applicant to a vacancy 

¶ record job offer details of a successful applicant 

¶ send notification to unsuccessful applicants 

¶ generate standard recruitment reports. 

 

 

 

RECRUITMENT 

MANAGEMENT 

Register online at www.adppayroll.com.au 

Cost $375 Duration: Half Day 

http://www.adppayroll.com.au
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Product Benefits 

Payforceôs Remuneration Module covers the management of remuneration for employees.  

An online review process including the calculation of proposed changes and remuneration      

worksheets for use by line management. 

This will enable you to: 

¶ calculate very simple to very complex packages 

¶ use unlimited remuneration items to calculate within a package 

¶ calculate remuneration packages from base salary up or from total cost down 

¶ calculate the total employment cost of a package taking into account the remuneration 
value of non-cash benefits, FBT and gross up factors 

¶ send salary information to payroll, eliminating the need for duplication. 

Program Objectives 

Upon successful completion of this training program, you will be able to: 

¶ create an employees remuneration package 

¶ import/export remuneration details using Excel 

¶ write help messages for each parameter in the remuneration menu 

¶ accurately maintain details about grading a job position 

¶ set up a range of salary mid points within a particular grade structure 

¶ establish a remuneration record 

¶ enter the flexible components of an employees remuneration package 

¶ maintain an employees remuneration item(s) and their dollar values 

¶ view the total calculated cost of an employees remuneration package 

¶ perform a remuneration overview 

¶ produce remuneration reports. 

 

 

REMUNERATION 

Enquiries: payforce@au.adp.com 

Cost $375 Duration: Half Day 



 

14  

Product Benefits 

Payforceôs Training Management Module covers a variety of options available to allow HR 
users to streamline their operations and shorten response times to employeeôs  
developmental needs. 

This will enable you to: 

¶ manage employee and organisational training requirements 

¶ automatically waitlist employees on courses to update position and/or job skills and 
competencies required 

¶ calculate the full cost of a course to the company  

¶ employees and managers can register for training programs via Employee Manager 
Online (EMO) self service solution. 

Program Objectives 

Upon successful completion of this training program, you will be able to: 

¶ navigate the training management window 

¶ establish a new course 

¶ schedule a course 

¶ add employees to a course waitlist 

¶ reschedule employees on another course 

¶ print and review course schedules 

¶ notify employees of scheduled training 

¶ record employee attendance on courses 

¶ record and track attendee cancellations 

¶ view and modify employee training history 

¶ view and modify employee skills and qualifications 

¶ establish notification letter parameters 

¶ produce and view the cost analysis report, course attendance report, course calendar 
and status report and course catalogue report. 

 

 

 

TRAINING 

MANAGEMENT 

Register online at www.adppayroll.com.au 

Cost $375 Duration: Half Day 

http://www.adppayroll.com.au
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Product Benefits 

Payforceôs Organisation Management Module will enable companies to make strategically    
informed decisions regarding the structure of their organisation. 

This will enable you to: 

¶ focus on other key organisational tasks 

¶ streamline HR administration and assist companies to make strategically smart  
decisions 

¶ enables professional printing of organisation charts 

¶ separates employee, position, and organisational unit into clearly defined areas 

¶ reduce administration and ensure proactive maintenance; when one area is updated 
all other areas update automatically. 

Program Objectives 

Upon successful completion of this training program, you will be able to: 

¶ navigate the organisation management window 

¶ establish and understand organisation parameters 

¶ create a new organisation unit 

¶ maintain organisation unit details 

¶ abolish an organisation unit 

¶ create, maintain and abolish job masters (Position Families) 

¶ create, maintain and abolish position masters 

¶ create a new employment record 

¶ view and maintain employment records, including employment history 

¶ print and review reports such as; employee occupational category report, number by 
employment category report, position relationship reports, staff numbers report and  
termination analysis report. 

 

ORGANISATION 

MANAGEMENT 

Enquiries: payforce@au.adp.com 

Cost $700 Duration: One Day 
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Product Benefits 

The Parameters, Utilities and New Hires training is the key to discovering the robust nature of 
the Payforce system. After learning how to navigate and set up the Parameters, a clear  
understanding will evolve on how the system works. We share specific tools in the Utilities area 
for clarity on how to save time through automation.  

This training program provides the initial skills a person will require to use Payforce effectively 
and efficiently. 

Program Objectives 

Upon successful completion of this training program, you will be able to: 

¶ log in and navigate the system 

¶ use the online help system 

¶ search for employees in Payforce 

¶ print standard Payforce reports 

¶ create new pay codes including rate idôs, elements, allowances and deductions, pay 
class and RDO class parameters 

¶ build new termination codes and termination models 

¶ establish a pay calendar and month end dates 

¶ create audas notification parameters including the significant dates  

¶ add terms of employment codes 

¶ construct work patterns 

¶ restructure deduction code priorities. 

Next Steps 

Attend the Payroll Processing course. 

PARAMETERS,  

UTILITIES & NEW 

HIRES 

Register online at www.adppayroll.com.au 

Cost $700 Duration: One Day 

http://www.adppayroll.com.au
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PAYROLL 

PROCESSING 

Product Benefits 

Payroll processing is the core functionality of Payforce.   

Payforce is highly regarded in the market as an effective tool for managing a companyôs payroll.  
It has the capability to run weekly, fortnightly, and monthly pay runs.  

Payforceôs Payroll Processing Module will provide the required information to equip users with 
the necessary skills to prepare and process successful payrolls.  

Program Objectives 

Upon successful completion of this training program, you will be able to: 

¶ maintain employee data 

¶ establish payroll process parameters 

¶ process a termination 

¶ enter payroll data including timesheets, clock cards and merge pending transactions 

¶ process the payroll data 

¶ print the pay preparation reports and amend exceptions 

¶ process payroll costing 

¶ produce costing reports  

¶ finalise a payroll, and understand the options to flag during each process 

¶ create pay media for disbursement 

¶ generate end of pay reports 

¶ perform the General Ledger Interface and General Ledger Processing 

¶ generate month end reporting and maintain housekeeping  

¶ produce retrospective pay transactions and re-bank transactions. 

Pre-requisites 

Completion of the Payforce Parameters, Utilities and New Hires course. 

Enquiries: payforce@au.adp.com 

Cost $700 Duration: One Day 
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Product Benefits 

Security is essential in todayôs business world. The Payforce System Administrator Module  
allows various ways to secure menus, windows and fields for specific users or groups of users.  

The administrator will learn throughout the training how to create audits trails to track activity. 
This training is essential for ensuring your company is protected. 

Program Objectives 

Upon successful completion of this training program, you will be able to: 

¶ add new users to the system 

¶ delete users from  the system 

¶ re-issue new passwords 

¶ create a user group and attach users to a user group  

¶ define audit trail parameters 

¶ identify the characteristics of a reference table 

¶ add and modify codes on appropriate reference tables 

¶ add new codes to the terms of employment register 

¶ secure menu and sub-menu access, files and fields from user defined reports, all access 
to files, fields and records. 

 
 

SYSTEM 

ADMINISTRATOR 

Register online at www.adppayroll.com.au 

Cost $700 Duration: One Day 

http://www.adppayroll.com.au
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ADHOC 

REPORTING 

Product Benefits 

As a complementary module to Payforce, the Adhoc Report Writer (User Defined & Dynamic 
Report Writer) aims to assist in extracting data from a number of files and formulas.   

Designed to gather, create, and manipulate information within the Payforce database, the  
combined tools within the module allow single or multiple file use combined with an add, build 
and mathematical functionality. It also automates symbolic building. 

Payforceôs Adhoc Report Module is an indispensable tool for extracting your required  
organisational data. 

Program Objectives 

Upon successful completion of this training program, you will be able to: 

¶ understand the way information is stored and retrieved from a database 

¶ find and name the table and columns that need to be retrieved to design a specified  
report 

¶ create and build reports using both UDR and DRW 

¶ assign a report to multiple users, user groups or all users 

¶ create a temp leave file 

¶ run the generate leave balance process 

¶ build and preview a leave report 

¶ create new symbolic fields using mathematical functions 

¶ modify reports created in DRW through UDR 

¶ build HR employment history reports 

¶ email and export reports. 
 

 
 

Enquiries: payforce@au.adp.com 

Cost $700 Duration: One Day 



 

20  

Product Benefits 

Payforceôs General Ledger Interface Module has a number of features that will benefit your  
organisation with month end reporting and the ability to interface into your financial system. 

This will enable you to: 

¶ eliminate the need for spreadsheets, saving valuable time 

¶ tailor data to your organisation's requirements providing accuracy and flexibility 

¶ automatically calculate accruals within your General Ledger reports 

¶ verify and confirm the posting before sending it to an accounting program 

¶ minimise ongoing administration  

¶ run audit reports which can be sorted by cost centre of General Ledger account number. 

 

Program Objectives 

Upon successful completion of this training program, you will be able to: 

¶ understand common terms used in the General Ledger Interface (GLI) 

¶ establish and maintain company general parameters 

¶ establish and maintain General Ledger period parameters 

¶ establish and maintain General Ledger calculation tables 

¶ establish and maintain General Ledger line descriptions 

¶ establish and maintain General Ledger Posting Tables 

¶ establish accrual percentages & parameters 

¶ run the necessary processes to produce General Ledger reports 

¶ reconcile the Posting Audit reports. 

 
 
 

GENERAL LEDGER 

INTERFACE 

Register online at www.adppayroll.com.au 

Cost $700 Duration: Full Day 

http://www.adppayroll.com.au
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Product Benefits 

Payforceôs Leave Module allows employers to manage employee leave entitlements according 
to their employment/ legislation arrangements.  

This will enable you to:  

¶ create company specific leave types 

¶ accrue and record all leave types, with multiple rules, streamlining operations and       
simplifying administration 

¶ control leave liabilities, manage workforce planning, and monitor absenteeism statistics 
quickly and easily 

¶ project employees balances accurately to a future or past date on specific leave              
categories 

¶ create various leave reports. 

Program Objectives 

Upon successful completion of this training program, you will be able to: 

¶ define your companies leave parameters 

¶ establish new leave types 

¶ establish a public holidays register 

¶ establish new leave categories/rules for annual, sick, long service and any additional leave 
types as required by your organisation 

¶ initialise new employees onto the Leave Module 

¶ change the leave initialisation of an existing employee 

¶ create leave transactions to be picked up in either current or future pay runs 

¶ produce leave reports in various formats including PDF and Excel. 
 

 

LEAVE 

MANAGEMENT 

Enquiries: payforce@au.adp.com 

Cost $700 Duration: One Day 
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Product Benefits 

Payforceôs Employee/Manager Online is a module that uses the web to bring information 
straight to your employeesô desktops. Why burden your HR staff with questions from staff  
relating to leave, payslips, direct-line reports, and biographical details, when it can all be   
handled electronically? 

This will enable you to:  

¶ allow employees to update their position, contact and biographical details 

¶ allow employees to view and update the accounts that their money is paid into, view   
payslips and review payslip history  

¶ provide employees with the option to submit leave forms, cancel submitted leave, view 
leave history, view current leave balances  

¶ display organisational charts online and show position details for all employees within the 
organisation 

¶ capture all information required by your organisation  

¶ alternate/redirect approval manager 

¶ allow managers to view details of their team members like timesheets, contact          
 information, leave history etc  

¶ view Gantt chart of all pending and approved leave for the team through the Leave       
Planning Report. 

Program Objectives 

Upon successful completion of this training program, you will be able to: 

¶ set up EMO parameters 

¶ define EMO menus 

¶ setup rules for individual workflows 

¶ define workflow responsibility 

¶ set timesheet parameters 

¶ create user groups. 
 

 

EMO  

ADMINISTRATOR 

Cost $375 Duration: Half Day 

http://www.adppayroll.com.au
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Product Benefits 

Payforceôs Employee/Manager Online is a module that uses the web to bring information straight 
to your employeesô desktops  

This will enable you to: 

¶ enter, create, view and delete EMO Timesheets using the Web  

¶ determine who approves timesheets for a specific group of employees  

¶ determine who enters the timesheet for a specific  group of employees 

¶ create a timesheet template that is pre-populated 

¶ define the timesheet payout for specific groups of employees 

¶ allow timesheet administrators to view team leave details, biographical & contact       
information, position information, timesheets and leave Gantt chart of all pending and  
approved leave for the team 

¶ nominate cost centres, pay classes and dates, elements, allowances & deductions to hours 
and amounts entered on a timesheet 

¶ search and add employees to a timesheet group 

¶ customise the timesheet workflow process.  

Program Objectives 

Upon successful completion of this training program, you will be able to: 

¶ set up EMO timesheet parameters 

¶ setup timesheet layouts 

¶ setup timesheet groups 

¶ define workflow responsibility 

¶ entering timesheets 

¶ approving timesheets 

¶ uploading timesheets into Payforce. 

Pre-requisites 

Completion of the EMO Administrator course or intermediate knowledge of the EMO parameter 
setup. 

EMO  

TIMESHEETS 

Enquiries: payforce@au.adp.com 

Cost $375 Duration: Half Day 
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Register online at www.adppayroll.com.au 

Product Benefits 

As part of the Implementation of the ADP Payforce Payroll solution, the Award Interpreter Module 
caters for timesheet entry requirements and award interpretation. Typically, an ADP Consultant 
would be involved in the initial implementation of this module. 

Program Objectives 

Upon successful completion of this training, you will be able to do the following: 

1. Set up the following parameters: 

¶ New Award 

¶ Employee  

¶ Security  

¶ Hours Worked  

¶ Loading  

¶ Shift  

2. Perform the following processes: 

¶ Establish Processing Parameters 

¶ Enter a Timesheet Entry 

¶ Run Bulk or Individual Timesheet Loads for employee 

¶ Complete Timesheet Adjustments from Timesheet History 

¶ Manage the Interface of the EMO Award Timesheets 

¶ Outline Standard Reports available to be used 

¶ Archiving Timesheet History 

Next Step 

The Award Interpreter module can be used in conjunction with Employee/Manager Online (EMO) 
Timesheets to provide access to Managers and/or Employees to enter or confirm their working 
times ï start, finish and breaks. 

If you intend on using the EMO Timesheets in conjunction with Award Interpreter you will need to 
attend one or both of the following courses:  

¶ EMO Administration  
¶ EMO ï Timesheets (for Award Interpreter). 

AWARD 

INTERPRETER 

¶ Overtime  

¶ Meal Allowance  

¶ Breaks Worked 

¶ Public Holiday  

¶ Pay Class  

Cost $700 Duration: One Day 

http://www.adppayroll.com.au
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Training Packages 
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TRAINING   

PACKAGES       

OFFER 1 

  
Group Tiered Pricing for Full Day Courses * 

  
  

Full Day Courses - Tiered Rates 
  

  
Cost Per Attendee 

  
Number of attendees-attending on the same day and same 

course 
  

  
Original 
Rate 

  
Discounted 
Rate 

  
3 attendees from the same company 
  

  
$700 

  
$658 

  
4 attendees from the same company 
  

  
$700 

  
$644 

  
5-10 attendees from the same company (capped at 10) 
  

  
$700 

  
$630 

  
Group Tiered Pricing for Half Day Courses * 

  
  

Half Day Courses - Tiered Rates 
  

  
Cost Per Attendee 

  
Number of attendees-attending on the same day and same 

course 
  

  
Original 
Rate 

  
Discounted 
Rate 

  
3 attendees from the same company 
  

  
$375 

  
$355 

  
4 attendees from the same company 
  

  
$375 

  
$345 

  
5-10 attendees from the same company (capped at 10) 
  

  
$375 

  
$315 
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* Packages are subject to the following conditions: 

 

¶ Offers are effective until 30 June 2011 

¶ Offers apply to standard training on ADP premises only 

¶ Discount applies to either/combination of full day or half day courses (offer 2 

only) 

¶ Standard terms & conditions apply 

¶ Offers cannot be used in conjunction with any other offer 

¶ Offers subject to change without notice 

¶ All prices are GST inclusive. 

 

  
Training Packages * 

  
  

Number of Courses 
  

  
Discount % 

  
Buy 3 Courses 

  

  
5% off full price 

  
Buy 4 Courses 

  

  
7.5% off full price 

  
Buy 6 Courses 

  

  
10% off full price 

  
Buy 8 Courses 

  

  
12.5% off full price 

  
Buy 10 Courses 

  

  
15% off full price 

TRAINING   

PACKAGES       

OFFER 2 
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Global Business 

Globally, the ADP group is one of the world's largest providers of business outsourcing, with 
nearly $9 billion in revenues and more than 570,000 clients.  

Leveraging 60 years of experience, ADP offers the widest range of HR, payroll, tax and benefits 
administration solutions from a single source. 

 

Excellence in Training 

ADP has been named 2nd place in the Training Top 125 list, 2010.   

Training magazine, one of the industryôs premier publications, selects its prestigious Training 
Top 125 from organizations with outstanding training and development programs.   

ADP has been named for a third consecutive year to this prestigious list. 

The Training 125 is a measurement that leading training organizations use to gauge  
professional success.  It is the result of an in-depth assessment by the publication of the training 
programs of hundreds of companies of every type and size, including multinational and global 
corporations.   

 

Contact 

For more information about ADP or to contact a local ADP sales office, reach us at  
1800 000 729. 

DID YOU KNOW? 
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BOOKING TRAINING  

AND 

OTHER INFORMATION 



 

30  

TRAINING 

REGISTRATION 

FORM 

Please complete separate forms for each course. Specific program details and bookings 
will be confirmed in writing seven (7) days prior to course date.  

 
Register online at www.adppayroll.com.au 

Or 

Photocopy the registration form below and fax the completed form to  

(02) 9317 4303  

Register online at www.adppayroll.com.au 

Organisation Details 

Program Details 

Attendee Details 

http://www.adppayroll.com.au
http://www.adppayroll.com.au
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TERMS AND  

CONDITIONS 

Payment Terms: Payment to Automatic Data Processing (ADP), for non-ADP clients, is 
required prior to attendance. Written confirmation will be issued prior to the scheduled 
program date. 
 
Cancellation: If a booking is cancelled more than five (5) days  & less than ten (10) days 
prior to the scheduled course date, without immediate intention to reschedule, a charge of 
$75.00 is payable.   
 
The balance of the program cost will be refunded by Automatic Data Processing Limited.  
If a booking is cancelled within five (5) days of the scheduled course date, full fees and 
charges remain payable to Automatic Data Processing Limited. 
 
Reschedule: Due to strictly limited numbers, Automatic Data Processing Limited cannot  
guarantee that a position will be available for a rescheduled program. 
 
Transfers: There is no charge for substituting the person booked on the course. Written  
notification of such changes should be provided to Automatic Data Processing Limited 
prior to attendance. 
 
Automatic Data Processing Limited reserves the right to change prices and fees,  
programs and scheduled dates from time to time. We also reserve the right to cancel  
programs when necessary and undertake to provide reasonable notice in such cases. 
 

Enquiries: learning@au.adp.com 
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LIST OF TRAINING  

FACILITIES 

Adelaide  
Unit 5/217 Portrush Road  
Maylands SA 5069  

Brisbane  
221 Logan Road  
Buranda QLD 4102 

Melbourne  
Paragon Building, Level 2, Suite 4  
799 Springvale Road Mulgrave VIC 3170 

Sydney (Mascot)  
Level 4, 15 Bourke 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 Cliftonôs Training facilities as and when required.  

For more information or any other enquiries, please contact our Training   
Coordinator on (02) 9317 1212. 
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PROGRAM  

INCLUSIONS 

All our training programs include: 

 

¶ A comprehensive manual covering all aspects of the program that can be used 

as handy reference 

 

¶ Small group sizes with opportunities to practice what is learned 

 

¶ A certificate to verify skills and attendance 

 

¶ Morning or afternoon tea will be provided for all half day courses and lunch for 

full day training courses. 
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ADP Employer Services 
 

Attention: Learning & Development 

P.O. Box 374, Mascot   

NSW - 2020 

 

Phone: 02 9317 1212 

Fax: 02 9317 4303 

 
Website: www.adppayroll.com.au 

 

 
 

http://www.adppayroll.com.au

