AFS FAQs

Important Numbers
	Andy Frain Corporate
	630.820.3820

	American Worker
	866.866.3424

	PRP Hotline
	813.259.2203

	DailyPay
	866.432.0472



FAQ’s
· Weekly Pay Period is Thurs-Wed. Weekly check date on Wednesdays – influx of calls.
· Live checks are mailed USPS out of the TPA office usually on Monday of pay week. 
· To view: Action Bar > Payroll Vouchers > Select Date > Banking > Reprint > this will confirm address it was JPanek@AndyFrain.com sent to. 
· No live check tracking available for USPS. If not received by Sunday refer to WSM
· If you have not received your check 5 days after the check date or the wrong address is on file for you, please reach out to your WSM to process a stop payment. 
· If you have the incorrect address on file, you can log into the Employee Portal to update your information. We also recommend all employees submit their direct deposit information to avoid delays in receiving their pay. 
· Direct Deposit: If the employee switched Direct Deposit info in the middle of a pay period and their deposit was sent to old bank account, please have them contact their WSM to process “REVERSAL” 
· Direct deposit information needs to be submitted the Thursday before the pay date to ensure your next check will go to that account. Payroll is processed on the Friday before the check date. 
· this means the funds need to be returned to us so that we may re-issue to their new bank. Exact date of re-issue depends on when we receive it, employees can call their bank to see if funds have been returned to us. No fee.
· ADP cards (paycards) which are listed as MB Financial on Direct Deposit page. These cards may get funds deposited on Tuesdays when payroll is submitted early. Employees may call in they do not see funds on Tuesdays. Explain that regular check date is always Wednesday.
· DailyPay (like Zayzoon) This allows employees to receive their pay prior to the check date. 
· Many times, employees do not realize the full extent of what they signed up for and call/email in with questions. Since this product is not administered by the PEO, employees should be directed to contact DailyPay directly to have their concerns addressed. 
· When an EE signs up for this service the Payroll Processor must set up the DD for the funds of EE is paying back. They are processed every Friday and the EE may call wondering why there DD was changed. 
· Pay Hour concern - If an employee is calling to dispute hourly rate or work hours listed on paystub refer to WSM
· Taxes- Medicare, social security- some employees don’t understand those are legally required federal taxes that are withheld based on gross income. Employees can always update their Tax Withholdings on the Employee Portal. Legally we are not able to answer questions about how they should file their Federal or State taxes. Recommend they seek a tax professional.
· Check Verifications: send to VES Treasury 
· HR Complaint about AFS/my manager/my supervisor/my coworker. 
· Please call the corporate office at AFS to speak with the HR department. 
· You may also contact the Professional Resolution Process hotline and leave a voicemail and a representative will reach out to you to discuss your concerns. 

· Who is my Leader? 
· We do not keep this information on file, please reach out to AFS to find out who your manager is. 
· VOE
· All verifications are completed by The Work Number, provide The Work Number information to the requestor. 
· PTO/sick time/vacation - Please refer to WSM we do not have that information 
· Medical Benefits
· PEOPLE do not administer medical benefits for AFS. 
· Benefits are provided by The American Worker. If you have any further questions, please reach out to WSM or to AW directly. 
· www.theamericanworker.com 
· 866.866.3424 
· Life insurance benefits/what is this email/do I have to enroll/how do I add dependents?
· PEOPLE provide 10K life insurance to all full-time employees of AFS at no cost to the employee. 
· No action is necessary on the part of the employee, but if they would like to add beneficiaries when they receive the email/become eligible, they may do so on the Employee Portal under Benefits à Benefits Enrollment. 
· W2 requests
· W2s for 2016-2019 are available on the Employee Portal under W2. 
· Your 2015 W2 can be accessed under Documents on the Employee Portal.
· W2 Corrections
· After verifying W2 is indeed incorrect, let employee know they will need to contact their WSM to start the W2-C process. 
· A fee of $50.00 applies. If the employee has an issue with the fee, let them know they will need to discuss with their WSM. We cannot process a W2-C without payment. 
· If the information is correct based on what is in the system, but EE states they did not work where Prism shows, they will need to reach out to AFS to verify. 
· What is my Work Schedule?
· Please reach out to your WSM for information on your scheduling. 
· Logins - for scheduling system /e-time/ ABI mastermind?
· We do not administer these websites, please reach out to your WSM for information on how to log in.
· ESS Registration Issues - I am trying to register/my new hire’s info is incorrect in the system, can you, correct?
· We do not make any changes over the phone – your WSM will have to submit this information to the payroll department at AFS (payrolldept@andyfrain.com) as well as our support inbox. All changes must come over to both groups via email for the update to be made. 


