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HOW TO Generate reports from the ADP Portal 

Manager Reports - Manager Role 

1. ADP Portal > Home > Reports > Manager Reports 

 
2. Select the report you want to run. There is no dropdown or selection for sort order as it is already configured in 

each of the reports.  The report includes all of your direct reports, then Submit 

 
 

3. View Report and based on your browser settings you will be provided various options for output, including open 
in Excel (.xls) format or save the file. 
 

ADDITIONAL 

INFORMATION 

SUPPORT FOR MANAGERS 

The internal Enterprise Employee Services team is your primary resource for all MSS (HR) transactions, 

including how to navigate in the manager role of the ADP Portal, how to submit and view MSS (HR) 

transactions, and provide guidance with process related questions.   You can contact the internal 

Enterprise Employee Services team at (206) 428-2400 select option 2 -  then select option 3, or send 

an email to ppaf1@wirelessadvocates.com.   

 
If you have any ADP Portal technical questions, such as logging into the Portal, password or login 
resets, then you contact the ADP Employee Service Center for CarToys and Wireless Advocates 
toll-free at 1-866-377-4638.   Hours of Operations:  Monday through Friday, 5:00 a.m. – 5:00 p.m. 
PST. 
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