
ADP Custom Report Setup 
If you have already provided GUI access to Knoetic, we can set this up for you. If you 
have not provided GUI access, you will need to complete the following steps: 
 

1.​ Login to your ADP instance and navigate to the Reports page

 
2.​ Select the “Custom” tab

 
3.​ Create the “Knoetic” folder 

https://workforcenow.adp.com/theme/unified.html#/Reports/ReportsTabStandardReportsCategoryAllReports


a.​ Click “Manage Folders”

 
b.​ Click “New Folder” 
c.​ Type in “Knoetic” 
d.​ Click “Ok”



4.​ With the folder created. We are now ready to start creating our reports. 

 
5.​ Create the “Personal Profile” Report 

a.​ Name your Report 
i.​ Report Title → “Personal Profile” 
ii.​ Folder → “Knoetic” 
iii.​ Description -> {optional} 
iv.​ Advanced Options > “Advanced columnar”

 
b.​ Select Fields 

i.​ Add “Associate ID” this is used as a unique identifier to match 
personal information data to an Employee 

1.​ Click the “Search for fields” search bar 
2.​ Search for “associate” 
3.​ Select “Employment > Associate ID” 



4.​ Select the Field, click the “(>)” icon

ii.​ Now to add personal information data. Search in “All areas” for 
“Personal Profile” 

iii.​ Expand the “Personal Profile” folder 
1.​ [Tip] to quick select: 

a.​ Select the first field of the folder by left clicking on it 
b.​ Scroll down to the last field 
c.​ Hold “Shift + Click” on the last field of the folder 



d.​ All fields will be selected

 
2.​ Select fields from the following “Personal Profile” sub folders: 

a.​ “Addresses”  
b.​ “Contact” 
c.​ “Name”  
d.​ “Demographic” 
e.​ Any other fields you want displayed in Knoetic in the 

“Personal Profile” folder 
iv.​ Click “Save and Next” 

c.​ Select Sort Order → Skip (click “Save and Next”) 
d.​ Specify Totals  → Skip (click “Save and Next”) 
e.​ Select Format → Skip (click “Save and Next”) 

i.​ The default settings is what we need: 
1.​ Page Layout -> Portrait 
2.​ Report Format 

a.​ [Checked] ✅Company Logo 
b.​ [Checked] ✅Report Title 
c.​ [Checked] ✅Report Date and Page 
d.​ [Checked] ✅Report Generation Time 
e.​ [Checked] ✅ Powered by ADP 

f.​ Add Filters → Skip (click “Save and Next”) 
g.​ Run a Report 

i.​ Runtime Settings  
1.​ [Important] Select “All records”  



 
ii.​ Output Settings 

1.​ Default Format -> CSV 
2.​ Output Folder -> Knoetic 
3.​ Maximum # of Records -> 40000 
4.​ Return unique records only -> ✅ Checked 

iii.​ Notification - No action needed 
iv.​ Schedule - Set “Schedule and Distribution” 

1.​ Repeats -> Daily 
2.​ At ->  

a.​ 07:00 AM 
b.​ 03:00 PM 
c.​ 11:00 PM 

3.​ Starting -> {date_today} 
4.​ Ending -> Never 
5.​ Notification - No action needed 
6.​ Automatic Report Distribution -> ✅ Checked 
7.​ File Name -> “personal_profile” 
8.​ Output Format -> CSV 
9.​ 🚧 Destination -> “Knoetic SFTP” (Pending SFTP Setup with 

ADP SOW) 



a.​  
6.​ Create the “Employment Profile” Report. Repeat Step 5 (Personal Profile Report) 

with some changes: 
a.​ Report Title -> “Employment Profile” 
b.​ Select Fields ->  

i.​ Add “Associate ID” this is used as a unique identifier to match 
personal information data to an Employee 

ii.​ Now to add Employment data. Search in “All areas” for “Employment” 
iii.​ Expand the “Employment Profile” folder 

 



iv.​ Select fields from the following “Employment Profile” sub folders: 
1.​ Corporate Groups 
2.​ Employment 
3.​ Position 
4.​ Status 
5.​ Any other fields you want displayed in Knoetic 

c.​ Run a Report -> 
i.​ Schedule - Set “Schedule and Distribution” 

1.​ File Name -> “employment_profile” 
7.​ Create the “Pay Profile” Report. Repeat Step 5 (Personal Profile Report) with some 

changes: 
a.​ Report Title -> “Pay Profile” 
b.​ Select Fields ->  

i.​ Add “Associate ID” this is used as a unique identifier to match 
personal information data to an Employee 

ii.​ Now to add Compensation data. Search in “All areas” for 
“Employment” 

iii.​ Expand the “Employment Profile - Pay Rates” folder

 
iv.​ Select fields from the following “Employment Profile - Pay Rates” sub 

folders: 
1.​ Regular Pay 
2.​ Variable Pay Tracking 

c.​ Run a Report -> 
i.​ Schedule - Set “Schedule and Distribution” 

1.​ File Name -> “pay_rate” 
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