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ADP Onboarding Employee Experience 

 

All new hires and rehires must complete their Onboarding Experience by their start date. The Onboarding 

Experience is assigned by the individual processing the new hire or rehire. 

 

This experience must be completed by their first day of employment, as it contains the electronic I-9 form. 

There are no changes to the I-9 rules and regulations. Section 2 of the electronic I-9 will need to be completed 

the third day after their hire or rehire date. 

 

The experience contains the following fields the employees must complete. Detailed steps begin on the next page. 
 

☐ Protected Veteran Status 

 

☐ Section 503 Disability Status 

 

☐ T-Shirt Size 

 

☐ Sweatshirt Size 

 

☐ Form I-9 (Section 1) 

 

☐ Tax Withholding (Federal and [if applicable] State) 

 

☐ Direct Deposit 

 

☐ Emergency Contact 

☐ Form Review and Sign 

 

☐ Job Description 

 

☐ Attendance Policy 

 

☐ Company Employee Manual 

 

☐ Photo Release Form 

 

☐ Bragg Group Code of Ethics 

 

☐ Uniform Policy 

 

 
 

Onboarding Experience Troubleshooting 

If the employee did not receive an email from ADP, please go to ProcessHRHire/RehireDashboard 
and send them a reminder. This will trigger another email to the employee. You can also assign the 

experience here if you forgot to assign it during the new hire template or rehire processing. 

 

The employee’s registration code is located in the onboarding experience email. 

 

The employee must register for and log into ADP and click Complete Now to begin their onboarding 

experience. This banner will remain at the top of their ADP homepage until they complete the experience. 

 

If the employee continues to have trouble registering for or logging into ADP, or completing their 

onboarding experience, please contact Aide Rodriguez at arodriguez@idsllc.aero. 
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1. Once the employee’s new hire template is complete, they will receive an email asking them to register 

and log into ADP Workforce Now (WFN). The email will contain their ADP Registration Code as well. 

 

2. The first time that they log into ADP WFN, they will see a welcome banner across the top of their 

homepage. They will click Get Started to begin their onboarding experience: 

 
 

 

 

3. They will be taken to the Welcome page of their experience. They can navigate through the experience by 

clicking Next. 
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4. The Team page will show the employee who their manager is: 

 

 

 
5. The Your Profile page contains all of the employee’s personal information. The employee will need to 

click Review Info to get started and enter their Personal Information. *Important: Employee will need 

to scroll to the very bottom of the page to enter their Bio (Gender, Race, Ethnicity), Status Information 

(Disability, Protected Veteran Status, Marital Status) and Additional Information. This is needed for 

the end of year Affirmative Action Planning. 
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Personal Information (cont.) 
 

 

Ethnicity and Race Description 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Disability and Veteran Status 

 

 

 

 

 

 

T-Shirt and Sweatshirt Size 
 

 

 

 

 

 

 

 
Important: Employee Must Complete 
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6. Next, the employee will be brought to the “Your Tasks” page. This section contains the following sub- 

sections. Each sub-section will need to be completed before the employee can complete the experience: 

 

a. Verify Employment Eligibility (Form I-9) 

b. Set Up Tax Withholding 

c. Review Company Policies 

d. Add Emergency Contacts 

e. Review Documents 

f. Select Payment Options 

g. Upload Documents (Optional) 
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Verify Employment Eligibility 
 

1. Once employee clicks Verify Employment Eligibility under the Your Tasks section, they will need to 

walk through Section 1 of the I-9 by clicking Start: 

 

 
2. Employee will need to fill in all required fields on Personal Information. Click Next once complete: 
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3. Employee will need to fill in their Social Security Number on Social Security Number. Click Next once 

complete: 
 

 

4. Employee will need to attest to their Work Authorization and click Next once complete: 

 

 

5. Employee will need to answer whether they did or did not use a Preparer/Translator: 
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6. Employee will then need to Acknowledge, Review, and Submit Section 1 of their I-9 by checking off the 

acknowledgement button, and entering their Last Name and Last four digits of SSN: 

 

 

7. Employee will receive a confirmation message informing that Section 1 of the Form I-9 has been 

completed. Select “Back” to go back to the onboarding experience. 
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Setup Tax Withholding 
 

1. Tax Withholding: employee will need to click Fill Out, and Start on the federal portion, as well as the state 

and local portions (if applicable). If not applicable, the boxes will not have the option to update tax 

withholdings. 

 

 

Review Company Policies 
 

1. Once employee clicks Review Company Policies under the Your Tasks section, they will need to 

electronically acknowledge the Company Handbook. Select the handbook, review, and select 

“Acknowledge” 
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Add Emergency Contacts 
 

1. The employee will need to click Add Contact and fill in the Full Name, Relationship, check off Primary 

Contact, and enter the Phone Number to complete this portion. Employees can add more than one 

emergency contact. Select “Back” once completed. 
 

 

 
Select Payment Options 

 

1. The employee will need to click View Options and Add Bank Account to add their direct deposit bank 

account information. Employees can add more than one banking account. 
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Documents needed for electronic signatures 

 

 

Review Documents 

 

 

1. The employee will need to select each document and follow the prompts to electronically sign 

acknowledgement of forms received and reviewed. 

2. The employee can select the “Start” button on the left side of each document to prompt the signature 

process. Select “Next” to move to the next document. Continue the process for all documents that need 

electronic signatures. 
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Review Documents (cont.) 

 

 

 

7. The Company Tab goes over the Company Mission Statement 

 

 

 

8. The Summary page will show any incomplete sections. The employee will not be able to complete the 

experience until they complete each section. Once they complete everything, they will receive a 

confirmation message. 


