Ohio Wesleyan University

ADP Employee Document Upload Tip Sheet

Follow the steps outlined below to upload a document or form on the ADP website. Use either the OWU
single sign-on at owu_single signon to get to the ‘ADP Portal’ or go directly to the ADP site
at https://workforcenow.adp.com.

Save your document. Make note of which file you save it in. Include your name in the document
name. Example Document names: Performance Evaluation Form (2022) — Jane Doe

1. After logging in to ADP, click on “MYSELF”,

a = L i = * PR
== | o = = 2 2 O 2@ e

LN NTTREE RESY TEm [#]

Wy b ioe
E ol cryTTisant

Fary

Time & Allandirce
Tima O

Taak=nl

Eanalis

il e

2. Click “Employment”,

3. Click “My Documents”,
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4. Click “Upload”
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Document properties Your document will be displayed in the
I ] Full Vaccination Card B ——l— “Display Name” box.
Full Vaccination Card
Catagory / Subcategory 6. Click the drop down arrow in the
Vaccinaton Verlicatonuly Vacenaied G < | “Category/Subcategory” box. Select the
Effective Date Expiration Date appropriate category based on the type of
- = | document you are attempting to upload.
— - Enter today’s date for the effective date.
Leave the other boxes blank.
- Click “SAVE”




7. Your document has been saved confirmation will appear! Select return to see your document

listed on the first page.

£ RETURN

b

o Your documents were saved!
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For questions, contact hr@owu.edu or call 740/368-3388.




