
Adding Employee Documents into ADP 

1. Save whatever document you want to add to your desktop computer. Name it something you 
will remember. 
 

2. Log in to ADP Workforce Now 
 

3. Click on “MY TEAM” across the top bar of the screen 

 
 

4. Hover over “Employment” when in the My Team menu, then click on “Employee Documents” 
(Note: To save a frequently visited area into your favorites, click on the star shape. Once saved, 
click on the Star at the top of the screen to quickly jump to your favorites).  

 
 

5. Click on the magnifying glass next to “FIND EMPLOYEES” to search for the proper employee. 

 
 

6. Select the proper employee from the list, then click on their name (Note: For purposes of this 
document, all last names and position ID #’s have been blacked out) 



 
 

7. Once in the employee’s file, click “UPLOAD”  

 
 

8. Either drag and drop the file you’ve saved or press the “CLICK TO SELECT” button to find the file. 

 
 

9. Click on the dropdown menu next to “Category/Subcategory” and choose the category that 
makes the most sense for the document you are adding. See the end of these instructions for 
the most common documents and where to categorize.   

 



10. You can add an effective and Expiration date (this is good for food and alcohol permits) or leave 
these blank. You can also put a tag on it to help you quickly determine what the document is 
(i.e. “C & C for Tardiness-7-22-22”). Leave blank if no effective dates. 

 
 

11. When done, click SAVE. You should receive a message stating, “Your documents were saved!” in 
green on the top of the screen. From here, you can either add more files to the employee’s 
online personnel file or click “Return” to go back to the main screen of the employee’s 
document storage page. 

 
12. After you’ve verified the document uploaded, delete the original document from your desktop 

and empty your recycle folder, especially if the document contains sensitive information (social 
security numbers, disciplinary records, etc.) and shred the paper document. 

13. Note: Please continue to send any medical documents to HR or payroll and do not put them in 
the ADP files. 

Common Documents and how to Categorize: 

Document Category 
Coach and Counseling Statement Personnel File > Disciplinary Records 
Alcohol or Food Handler’s Permit Personnel File > Licenses/Certifications 
Resignation Letter* (only after sent to payroll) Personnel File > Termination/Resignation 
Performance Reviews Personnel File > Performance Reviews 

 


