
 

CREATING A SSN REPORT  
with Data Access 

Log on to www.MyADPResource.com and go to the Reporting tab on the top menu bar. 
 
 

 
 

To set up a new template select from the left navigation bar Configure 
Templates.  If more than one Company Code exists, remember to 
select Company Code in top left corner before you begin.  
Create a New Template – Begin by selecting ANY existing template 
 

 
 
 
 

 
              Type SSN under “Name” and then click “Save As…”  

 
 

 
Modify the New Template – Begin by removing all fields from the right side using the arrow buttons. 
Select each field and then select the “<” button to remove it.  
 
 
 
 

 
 
 
 
 

Select Here 

You can highlight the entire group or choose them individually 
                                                              

http://www.myadpresource.com/


 

 
  
 

Now there is a blank SSN  template to edit. 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 

 

 

Select File #, Name, & SSN from the left column and then click the “>” button to add it 

 

 
 
 
 
 
 

Click on “Save”:  

 

Use the + (Expand All) option to view individual columns under “Employee” 

                                                              



 
 

 

     

Running the SSN Report (Begin here in the future) 
  From the left navigation bar click on Access Your Data to proceed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Download Now - A File Download window will appear - Choose “Open” to view or “Save” to 

save to hard drive. 

Downloads are in CSV format (may open with Excel).  

Highlight the year(s) you want and use 

and then select the “>” arrow button in 

the middle to add. 

Use drop down arrow to choose the SSN Template 

Un-check this box 

Use drop down arrow to choose a 
filter or select individual employees 

                                                              


