Quick Reference Guide

Welcome to the ADP® Poster Compliance Center

Getting your required workplace posters is fast and
easy, through the ADP Poster Compliance Center. The
automated process puts ordering workplace posters
right at your fingertips. Simply follow these steps and

you are on your way.

Your ADP Human Resources Business Partner (HRBP)
provides compliance guidance and expertise so you will
know which posters and notices you need.

£2P

A more human resource.”




|
Step 1:

Log on to My TotalSource®
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Step 2:

Go to “Process” tab, select HR and then HR Business Solution and you will be

directed to the ADP Poster Compliance Center home page.
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Step 3:

Go to the “"HR Resources” tab, under “ADP Poster Compliance Center”

and Click to Order Posters.

HR Business Solutions @ *

Find & Keep the Right People  Engage Your Team  Train & Develop Your Talent

ADP Poster Compllance Center

> Click to Order Posters

Handbooks

> Click to Order

What is Career Outplacement?

ADP TotalSource Career Outplacement
Services are provided through Right
Management, the global leader In the Career

‘Wage and Hour Support

Our people are one of our greatest assets and your relationship with ADP
TotalSource provides you with access to our Wage and Hour Center of
Excellence ("COE"). The COE can help you understand your Wage and Hour
‘Compliance obligations under the Fair Labor Standards and state wage and hour
laws. The COE can also assist you with any questions you may have related to
the Wage and Hour technology products avallable. Finally, the COE can provide
'you with an assessment of your wage and hour practices. We strongly

that you take of this valuable service. Please click the
"learn more" button below for a more detalled explanation of our wage and hour
services and resources.

> LEARN MORE

Need Help?

Contact the Wage and Hour Team for help or to
request a login for the Self Service Navigator OT Tool.

Call: 1-800-400-6011, option 6, M-F, 8am-8pm EST

Emall: Totalsource FLSA@adp.com

Click here to have a Wage and Hour expert contact you.

Industry. Right
delivers personalized technology-enabled
career and Job search services to affected
employees nationwide. The strategic
benefits to your company are significant.
With Career Outplacement Services, your
company can:

Help to minimize potential lawsuits and/or class actions under the EEO or other
employment statutes.

Support reduced unemployment compensation costs as job seekers locate new
positions more quickly.

Create a favorable Impression and foster goodwill among departing employees.

- Maintain good morale and strong relations as see the|
concern shown for thelr released coworkers.
« Enhance line manager and HR by bullding with a creative,

humane yet cost-effective process.
Improve public and community relations, and enhance the quality of job applicants for
future recruiting purposes.

> LEARN MORE
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Step 4:

Sign in to the ADP Poster Compliance Center home page. If it's your first visit,

enter your Pay Group Code

Poster.

<
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Forgot your password?

Compliance Center

If you are a returning customer, please enter
Us your email and password to continue

o]

If you are a new customer, please enter your

Pay Group Code to continue
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Step 5:

Click “State Posters” on the left navigation bar, then select your state.

Poster'

Home

Alabama
Contact Us

Colorado
State Posters

Georgia
Federal Posters

lowa

My Account

Maryland
My Orders

Missouri
My Addresses

New Jersey

Logout

Compliance Center

Alaska

Connecticut

Hawaii

Kansas

Massachusetts

Montana

New Mexico

Arizona

District of Columbia

Idaho
Kentucly
Michigan
Nebraska

New York

Arkansas

Delaware

Illincis

Louisiana

Minnesota

Nevada

North Carolina

California
Florida
Indiana
Maine
Mississippi
New Hampshire

North Dakota
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Step 6:

Browse the poster options, enter the quantity desired, and click “Add to Cart”.

Florida

The combined Florida state poster is laminated to protect
from defacement and measures 35" by 27 ". This poster
has all the mandatory postings required for employers in
the state of Florida.

The Florida poster includes:

« Florida Minimum Wage

« To Employees - Unemployment Insurance

« Florida Law Prohibits Discrimination (Bilingual)

» Child Labor Law

« Workers' Compensation Works for You - Employer

must complete (fill-in) information

Compliance Date: July 2015

1 Add to Cart

|
Step 7:

Enter quantity desired for Federal Labor Law poster if needed, add to cart and then
click “Checkout”.

1 Add to Cart

1 Added to cart

Need to add a Federal poster to your order?

1 Federal Labor Law v

Add to Cart

Checkout
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Step 8:

When you're done, review your shopping cart and click “Checkout”.

Shopping Cart

Poster Quantity

Florida 1 Update
Checkout

o
Step 9:

Select your shipping address and click “Continue”.

Shipping Information

Where would you like your order shipped?

NOTE: Please create a separate order for each shipping address.

NOTE: We cannot ship to a PO Box. New or existing addresses for a PO Box will not ship.

() 10200 Sunset Drive, Miami, FL
) Ship to a New Address

|
Step 10:

An order confirmation screen will appear — and you're done!
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Questions!

You can click on Contact Us via the Poster Compliance main screen or you can call
Human Capital Management Services at (866) 400-6011, Option 5.
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Poster‘

Compliance Center

Home

Contact Us ¢

State Posters

Welcome to the ADP Poster Compliance Center

Welcome to the Poster Compliance Center Site!l This site is strictly for the use of ADP Clients to maintain their labor
law notification compliance.

Federal Posters
IMPORTANT INFORMATION!

My Account
Poster Compliance Update

My Orders

Please note the following:

e Clients will notified of poster changes through the Insights and Solutions
newsletter that is published twice a month.

® Most State and Federal Posters can be ordered through the Poster Compliance
Center. However, city specific postings and California Wage Order postings for
example must be downloaded from the state or city government website.

e \Workers" Compensation posters are not available through the Poster Compliance
Center. These posters will be sent by the risk department during implementation.

e Please contact your Human Resources Business Partner for further guidance on
what postings are needed and how to obtain them.
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