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ARP FREQUENTLY ASKED QUESTIONS

Please refer to the Global Associate Referral Policy HERE for complete program details.
MAKING A REFERRAL FAQS

There is a job posting on the Internal Career site that isn't showing in the Associate Referral
Portal. Where is it?

This position may not be open to external candidates.

| can't produce a Submit Referral link to a job or copy My Referral Link to send. Why not?

If you are having technical issues, please enter a case using this link. Please wait until you get a
resolution on your support case before submitting your referral. Do not have your candidate apply to a
position directly, as the referral will not be credited to you.

When submitting a case for an issue with a referral, please include as much information as possible:
 Referral full name

 Referral email address

* If already hired, associate ID#

* Your associate ID and email address

« Datereferred

* Issues experienced

| gained a referral, but according to one of my referral cards on the Associate Referral site, it

states "Not Eligible" as my status under their name. Why?

* You are deemed ineligible for a reward because the referred candidate has a prior apply history within
any of ADP's applicable recruitment management systems, including our Talent Communities in the
past 12 months,

OR

* Your referral has already been referred to ADP in the prior 6-month period.
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| gained a referral, but according to one of my referral cards on the Associate Referral site, it

states "Eligibility Review" as my status under their name. Why?

You are in “Eligibility Review" since there are eligibility criteria currently being checked on. Final

eligibility will be determined after the hire has been made. There are a couple of reasons why you may be

ineligible to receive areferral payout after this check:

* It may be the type of role. Non-Sales Internships, temporary to full-time conversions, and/or contractor
positions are not eligible.

 Referrals who are former ADP associates who are rehired less than two years from their last day
worked at ADP are not eligible.

* Yourrole or grade level at ADP is not eligible.

Are all ADP associates able to receive referral bonuses?
All full and part-time ADP associates are reward eligible except for the following:
* All of Global Talent Acquisition, RPO recruiters and/or any stakeholder involved in the hiring process
* Managers who refer a candidate for a position within their chain of command
+ Grade Level 10 associates and above
 Associates that are not linked in our systems as the sponsor for a specific referral
» Those associates on leave of absence, severance or are no longer with ADP at the time of
reward payout.

External consultants, former associates, and temporary workers (including but not limited to: contingent
workers engaged through a staffing agency, contractors, & non-sales interns) are not eligible referrers.

APPLYING FOR THE POSITION FAQS

If | don't have a specific job in mind for my referral, can | make a General Referral?

Yes, you can share your unique referral link where they will join the Talent Community and your referral
will be automatically connected to you for six (6) months. From that link they can also search for all
available jobs to apply to. Please see the ARP Step by Step Guide to locate your unique referral link.

What if my referral applies for a different position than the one | referred them for? Will | still get
credit?

Yes, if all eligibility criteria are met. Your referral can apply for ANY job they desire after they have
confirmed you as a Sponsor through a general or job-specific link you provided them. The referral will
automatically be connected to you for six (6) months (if eligibility criteria is met) regardless of which job
they choose. Once that 6-month period expires you are free to refer this referral again for another 6
months OR another associate can refer them and be linked for a 6-month period.
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What happens after | give someone my Job-Specific referral link? What happens next?

* Once your referral clicks your link you provided them, they will be directed to the job description to
review. On that page, there will be a button “Confirm Sponsorship & Apply” which will prompt them to
complete a Talent Form providing their contact information and resume.

*  When the form is completed, they will be redirected to the job you referred them to on ADP's Career
Website where they need to formally apply to the job.

* Once they have completed the application, their complete profile will be available to the recruiter who
is hiring for that role.

* Anddon't forget, you can always check the statuses of your referrals under Referral Activity on your
ARP Portal.

What happens after | give someone my general (non-job specific) referral URL? What happens
next?
 Once your referral clicks your general referral link you provided them, they will land on a candidate
portal.
+ Onthat page, there will be a button “Confirm Sponsorship & Apply" which will prompt them to
complete a Talent Form providing their contact information and resume.
- OR
» They can start searching for available jobs and complete the form from a job description, capturing their
contact info and a resume, confirming you as their Sponsor.
*  When the form is completed from a Job, they will be redirected to the job on ADP's Career Website
where they need to formally apply to the job.
 Once they have completed the application, their complete profile will be available to the recruiter
who is hiring for that role.
« And don't forget, you can always check the statuses of your referrals under Referral Activity on your
ARP Portal.

Do recruiters conduct a phone interview with all associate referrals?

Associate referrals are an extremely valued part of ADP's recruiting strategy; however, it may not be
possible for the recruiting staff to phone-interview each referral. While we try to contact every referral
via email or phone, our efforts focus on the individuals who best fit the requirements of the position.
Additionally, your referral's resume will be entered into ADP's Talent Community which is viewable by all
recruiters for future opportunities.

Can | reach out to the recruiter to get a status update of my referral?

Due to privacy laws, recruiters are prohibited from sharing candidate’s status throughout hiring process.
But you can see the status below from your ARP Portal under Referral Activity.
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What do the statuses mean in the My Referrals section of the Associate Referral Portal?

You can view the status of your referrals through your Associate Referral Portal. Statuses will

change as your referral progresses through the system.

» Newly Sourced Referral - The Contact has been referred to a position and/or ADP

* InProcess - The Contact has been referred to a position and has been assigned a status ranging
anywhere from Recruiter Review to Onboarding.

* Future Consideration - The Contact has been referred to a position and is not active ina
current process.

 Hired - The Contact has been referred to a position, has accepted an offer and has joined ADP.

* Archived - The Contact has been referred to a position and is not in consideration at this time.

I shared my referral link for a position 3 months ago, but the candidate was not hired. | now see a
similar job posted. Should | re-submit my referral for the position?

In order to give your referral the best opportunity to join our team, you should periodically remind your
referral to check for new open jobs and apply. The candidate’s resume will be routed directly to the
recruiter responsible for the position. Reminder, a referral is tied to a Sponsor for 6 months, regardless of
the jobs they apply for.

REFERRAL BONUS PAYMENT FAQS

My referral has been hired. When will | receive my bonus?

When all bonus eligibility requirements are met, you will receive the Associate Referral Bonus Payment
on the first pay period following your referral's completion of 30 days of employment in the US and
Canada. Please check your local policy for all other countries.

How can | tell if my referral bonus has been paid?

Your referral bonus is automatically included in your paycheck and will appear as a separate line item
under the category Other Earnings - Bonus. You can view your paycheck information through the
Associate Portal > MyLife > My Pay Information.

My referral applied to a position directly and listed me as their referral on the application, but did
not use one of my unique links. Am | eligible for the bonus rewards?

No. As stated in the Associate Referral Policy, all referrals must come through a unique referral link from
an ADP associate and the associate has met all eligibility criteria to get the bonus. A name on the
application form, alone, will not be sufficient to be eligible for an associate referral bonus. Any application
submitted outside of this process cannot be changed to reflect that it is a referral and will not be eligible
for areferral bonus.

What referral bonus will | be paid if my referral is hired as an intern for the summer?
Non-Sales Intern positions and Non-Sales Interns that convert into full-time positions are not eligible
for the bonus.

What if my referral is already in the ADP database?
This referral will not be eligible for the bonus payout and the referral postcard status will read "Not
Eligible." Please review the full Global ARP policy for details.
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EXEMPT & NON-EXEMPT FAQS (US ONLY)

What does Exempt and Non-Exempt mean?
Exempt positions are paid a base salary and are not eligible for overtime pay. Non-exempt positions are
paid an hourly wage and are eligible for overtime pay.

| am looking at the job and can't tell if it's exempt or non-exempt. How do | know what bonus
amount | am eligible for if my referral is hired?

The bonus amount should be listed on the job in the Associate Referral portal. If it is not there, please
create a support case to inquire about a job's exemption status or bonus amount.

OTHER

How do | submit a support case?
Create a support case HERE and select “Referral Bonus Inquiry” from the dropdown. (This is the same as
“Submit a Question” link on the main Associate Portal page.)

Where can | go if my question is not listed here?

If you have additional questions that are not answered above, please contact your Recruiter or
local HRBP.
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