


Gloss Enterprise, LLC 
PH # (985) 419-2430 / (985) 419-2450 

FX # (985) 419-2431 
1814 N. Morrison Blvd., Ste. D 

Hammond, LA 70401 
 
 

EMAIL:  documents.glossent@gmail.com 
(Type your name in the subject line of any email you send our office) 

 
 

www.glossenterprise.org 
 

Direct Service Worker Page: 
• Access paperwork forms 
• Access resources and contact info 
• Access the EVV system log in and the ADP log in 
• Access state-mandated trainings to stay compliant with state regulations 
• View the DSW bulletin board to stay up to date on announcements 

 
 
 
Ways to Get Paperwork Form: 

• Xerox copies provided in your welcome packet 
• Access paperwork forms on the Gloss website 
• Pick up 1 weeks’ worth of paperwork forms per client per POS from our 

office 
 
 
 
Paperwork is due every Monday by 10 am! 

• Any paperwork turned in after Tuesday 12 pm will be stamped late and will 
stay in the drop box until the following Monday. 

• Late paperwork may cause a delay in you receiving payment for that time 
worked. 



12-Hr  AM / PM                              
Clock

24-Hr Military                          
Clock

12:00 AM (midnight) 0000

1:00 AM 0100

2:00 AM 0200

3:00 AM 0300

4:00 AM 0400

5:00 AM 0500

6:00 AM 0600

7:00 AM 0700

8:00 AM 0800

9:00 AM 0900

10:00 AM 1000

11:00 AM 1100

12:00 PM 1200

1:00 PM 1300

2:00 PM 1400

3:00 PM 1500

4:00 PM 1600

5:00 PM 1700

6:00 PM 1800

7:00 PM 1900

8:00 PM 2000

9:00 PM 2100

10:00 PM 2200

11:00 PM 2300

12:00:00 AM (midnight) 2400

Time Conversion Chart
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ADP INSTRUCTIONS FOR VIEWING PAY INFORMATION 
 

 
 
Steps for Setting up self service to view and print pay stubs and year to date information: 
 
 

1. Login to ADP: https://workforcenow.adp.com 
 

2. Select Create Account 
 

3. Select Find Me 
 

4. Select “Your Information,” then Enter your personal identification information:     
(First Name, Last Name, D.O.B, Country, Social Security Number(No Dashes)), 
Then click “Search” 

 
5. Select “Gloss PCA Corporation” 

 
6. Select “Verify me using my Mobile Number” 

 
7. Enter Mobile Number, then press “Verify Phone Number” to Receive Verification Code 

 
8. Enter the verification code sent to your Mobile Number, then press “Continue”  

 
9. Add a frequently used email address and select weather it’s “Work or Personal”  

 
10. Select “Yes or No” if it’s okay for them to text and/or call about your account, then press 

“Continue” 
 

11. Create User ID and Password to access account 
 

12.  Read and Check Box to Accept terms, then select “Create Your Account” 
 

13. REMEMBER to Save USER ID and PASSWORD to login and view pay information when 
needed. 

 
 
 
*** If you forget your user ID or password for your ADP login, you will have to 
reset it through ADP!  Gloss does NOT have access to reset your login info for 
your ADP account! *** 

https://workforcenow.adp.com/

