EMPLOYEE HELPFUL GUIDE
ADP PAYROLL ACCESS

WHERE TO ACCESS COMMON PAYROLL INFORMATION
(PAYSTUBS, W2S, TAX INFO, BENEFITS, ETC)

MY DA E M E N Acc ESS Employee Engagement Website €

The MyDaemen wepage
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ADP Workforce Mow ‘ Mew Hire Info & Procedures

benefits information by clicking on the ADP E

Workforce Now box. || —— S ‘ G~

(https://my.daemen.edu/portal/) provides you
single sign on access to your payroll and
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*Access your ADP profile is available up to 3 years after
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you seperate employment.
Training & Development Employment Opportunities

Login at www.workforcenow.adp.com (you can select

forgot username or password if needed!)
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Univera (Medical):
www.univerahealthc
Univera Group Number.
« PHCS/MultiPlan
your dedicated U
directly
at patricia. brooke
716-857-6308

Once you login to ADP you
can access your payroll stubs,
annual W2 statements, your
ACA 1095-C forms, and
benefits enrollments.

MetLife (Dental): 1
www.metlife.com
MetLife Dental Group Ni

Guardian (Vision):
The Employee Engagement Department is dedicated to maximizing the potential of our greatest assets: www guardiananytir
our employees and our students. We embrace change and the opportunity it brings. We are focused on Guardian Group Numbe

MYSELF PAYSTU BS

Access all of your paystubs to

My Information Personal Accrued Time

review your different

Personal Information Annual Statements
Pay Cateuintons withholdings by clicking Myself
Time & Attendance Tax Withholdings Tab> Pay> Pay Statements.

Time Off Total Rewards You can download PDFs of your

Talent N paystubs for your records as well

«" EXPAND MENU

by cliking "View Statement”.

ANNUAL W2
STATEMENTS “

Access your current or past Wz My Information Personal Accrued Time
statements by CliCking MySEI.f Personal Information Annual Statements
tab>Pay > Annual Statements Pay Calculators Annual Statements
Time & Attendance Tax Withholdi
Look under Tax Statements T
Time Off Total Rewards
and then select the year you
Talent Pay Statements
are looking for from the drop ——

down. (They go back 3 years).

«" EXPAND MENU

TAX WITHOLDINGS

Employees can make State and

Federal tax changes via ADP for

New York
Federal .
payroll processing. You can even

W-4 IT-2104

Sl download a copy of your forms
0 allom?ances You must complete your Federal W-4 :

Complete this form to make changes first for yOU r fl l-es !
START START

& VIEW SAVED TAX FORMS

CHECK OUT MORE AT OUR PAYROLL WEBPAGE:
HTTPS://WWW.DAEMEN.EDU/ABOUT/WORKING-DAEMEN/PAYROLL-INFORMATION



https://my.daemen.edu/portal/
http://www.workforcenow.adp.com/
https://www.daemen.edu/about/working-daemen/payroll-information

EMPLOYEE HELPFUL GUIDE
ADP PAYROLL ACCESS

WHERE TO ACCESS COMMON PAYROLL INFORMATION
(PAYSTUBS, W2S, TAX INFO, BENEFITS, ETC)

- —--  ANNUAL ACA 1095-C FORMS

Full time benefit eligible employees can access
current or past Affordable Care Act (ACA) 1095-C
statements by clicking the Myself tab>Pay > Annual

Tax Statements
Tax Year 202002

w2 Statements.
I% DAEMEN COLLEGE

FAICOLHK Look under Tax Statements and then select the year
VIEW STATEMENT

1095.C you are looking for from the drop down and "view

N CEeE statement” under the 1095-C section. (They go back

_ 3 years). You need to keep this document for your
VIEW ALL STATEMEMTS
taxes.
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Acc ESS MYSELF

View what benefits you are enrolled in

My Information

On ADP by Cl.iCk|ng the MySElf > Personal Information Employee DisSbunts - LifeMart

Pay

Benefits > Enrollments.

Time & Attendance

You can then View Benefits, and see Time Off
your benefits coverage in detail with folent

Benefits

your Enrollment Summary.

«" EXPAND MENU

Enrollments @ @ .”

Your Benefits

Review your current benefits, your previous -
year's benefits, or any changes due to a life
event.

BACK Your Benefits
This information Is your benefits coverage as of the date below. Select a different date to view other coverage.

03/05/2021 h

Download

Enrollment Summary ﬂ Per Pay Period
Plan Effective Date Coverage Your Cost
¥ Medical
W Dental

® Employee Life
& Long Term Disability

# AD&D

You can view all benefits you are

currently enrolled in on the Your
Benefits page. Each section of benefits B Per Pay Period v

will have the effective date, who is ost
Per Pay Period

covered on the benefit, and the cost.
Monthly .81

Annual

You can change views to see what the
monthly cost is, the annual cost, or per
pay period cost for each benefit you are
enrolled in.

CHECK OUT MORE AT OUR BENEFITS WEBPAGE:

HTTPS://WWW.DAEMEN.EDU/ABOUT/WORKING-DAEMEN/EMPLOYEE-BENEFIT-AND-CONTACT-
INFORMATION



https://www.daemen.edu/about/working-daemen/employee-benefit-and-contact-information

