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Registering for Self Service

1. Click theEmployee Self Service link on your institution’s webpage.

2. Click theFirst Time Users Register Herelink on the Self Service Login page.

User Lugin Administrator Lngin

m First Time Users Reqister Here

» Update My Security Profile

m Change your Password
» Make This Site Your Home Page

m Forgot vour User Id
= Forgot your Password

008 Automatic Data Pro« ing E PRIVACY B LEGAL

3. Click Register Now.
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Welcome!

YWielcorel ADP is committed to proecting your privacy and zrsuriac that ony you can azcess yaur peesanal irformation. Ta assist Privacy & Security

ug in mecting that commitrment, you must reg sler with us before Lsing cur serdces. Daring rocistration, you'll be ass gned 2 uger D
and you'll create a unque password. Thzn youll be ready 10 log an and start usirg AJP services. = Uy Secunity Commitment

[ ] ANP Brivary Stetement
Ready to jet started Hegister now n ANP Privac RIAT

= |cgal Irformation

Thea Registration Process At-a-Glance
| ere is how ta register for AD= serices:

€) Ertor vour regist-slion pses coda
€ “orify your identity
€) Ertor vour contazt inforrration
&) Enter vour securty infcrmation

! ¥

B wiew your azer (D and reste your passward

What you need to reglster:
w Rejistration pass code Lezrn Mcre

Already Registered?

Do you already aeve an ADM user [T in the followirg formad: JEmithi@Company?
Ifyes you are already regisiered far AJP services. Do youwant (o add 3 service?

4. Enter yourRegistration Pass Code and clickNext.



Note: Your Self Service Registration Pass Code is USG-6775
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Register for ADP Services

Step 1 of 6

1. Enter Your Reglstration
Fass Code

2 Verity roLr [dentit

3 Entcrvour Contact
Irfarmation

4 Cater Your Cecurity
Irfarmation

O Wiew Wau- User Id & Creste
iU Passwurd

& Confirmation

Flease entar the following information to regicter for AD2 semices.

Enter Your Registration Pass Code

~our errployer arovided you wth a registration pass code when they instructed ycu 10 -egiser online for ADF s2nices. If you don't know
what your 2a3s code is, contact your acrinistrater far assistanca,

Note: The pass code is not cese-sansitve
b = Rrmiiter

Registration Pass Code: ¢ [Exarple: Genco-1234akc)

. Next |

5. Select to verify with either your SSN or TIN, usitige full number of digits.
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Register for ADP Services

Step 2 of 6

1. Enter Your Registration
Pass Code

Flzase enter the following information to register for ADP services.

Verify Your Identity
ADP is committed to protecting your privacy and ensuring that snly you can access your da:a. We ask for some persona

2. Verify Your Identity

information so we can confirm thal you are the individual you claim to be. Then we can provide you with the appropriate

3. Enter Your Contact

Infarmation

4. Enter Your Security

Information

5. View Your User 1D &
Create Your Password
6. Corfirmation

online access to ADP semices.

I want to verify my identity using:
& Social Security Number (SSHM)
O Individual Taxpayer ldentificat on Mumber {IT 1)

Your SSM is usec during the account creation process: it is rot used for anvy other purpose.

b= Required

First Name: Pl | (Your legal first name: do not enter a nickname.}
Middle Initial: ]

Last Name: P| ||'Apostrophes and hyphens are allowed.)

SSN: Pl:l (Al nine digits in any farmat)
Confirm SSN: Pl:l {All nine digits in any format)
Date of Birth: o = monthy {Day)

W et @ cancel |

Internet L lo0% -

6. Enter your data in the fields with thee. After completing these fields, clidkext.
Please Note — you must enter your name as it agpgeahe HR/Payroll system of

record.



B rext |

7. In rare circumstances, a second page (belowkafy Your Identitynay appear. This
may be due to incorrect data being entered in te@iqgus screen. If this occurs, click
Cancd and verify your entered information. Note — yousinenter your name as it
appears in the HR/Payroll system of record. Ifialla is correct and you are still seeing
this form, please contact the SS Help Desk for nmdmgmation.
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Register for ADP Services

Flease cntzrthe following information to regicter for AD2 sowviceos.

Step 2 of G

1 Ceter Your Degisraion ¥erily Yuur Identily

Pass Cnde We need core more information in order to verify your identity. Pleasz complete the information on this page.
2. Veriy Your ldentity .

3 ETMEr YoLr Contast b = Required

Irfarmation

4 Fater o v Saenrity A. Select 3 Service

Irfarmation P

& ‘iew Yau- lser |d & Creste] Service: b | Self Senice ~
U Password

B Cunfinmalion B. ADP Self-Service Information

“our employer sent you a letter with wour Crplayze [D and PIM. If you co 100 know what your Craplovee [Docr PIM is, contact your managsr
or systern administrator.

Cmployee ID: » | |
PIN: q |

. Next - Cancel
|

8. Complete the fields on your Contact Information ahck Next.
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Ragister for ADP Serdices

Sazze axaer e iewing namaton iz et o AL semama

Swp ol

| Enfer ¥oor Confac] kdfcanation
Yot g-mml pefearai 06 imdp uisd B eolbcdtien W ieescsiay, v cun chonge ten el s e

- 1 1 T |
[T e o G * = Rotpiied
| S,

& EndwrTou Sacary | Finsa e ¥ i

PPpIThGr

et S L BTV TP ¥ Ay atiydions sl iyprars am alleamd |

Your Fungsmad [

& Couliradion BunindasPunodal E-beil 3 (Theil bl sddani if ooty el B B S i |
Candiing E-Rlsl. ¥
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9. Complete all the fields on your Security Informat@nd clickNext.
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10.The View Your Userid & Create Your Password wilpapr. Your user ID is displayed.

Note: The security questions and answers are used if you forget your logon credentials. Be sure to choose
information that you can readily remember.
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[Registerior ADP Services
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11. Enter your password in ti@reate Password field.

Note: Your password must be a minimum of 8 characters and contain at least one alpha and either one numeric or
special character. Your password is case-sensitive.
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12.Re-enter your password in tl®nfirm Password field and clickSubmit.
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13.The Confirmation page will appear. You are nowstged for Self-Service. Click
Close.
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Register for ADP Seryices
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The next step is to add Additional Services, solyawe access to eTIME. You must add eTime
in order to record your daily work hours.



