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Registering for Self Service

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

2. Click the First Time Users Register Here link on the Self Service Login page.

User Login Administrator Login

m First Time Users Register Here
:. } :

w Update My Security Profile

m Change your Password
m Make This Site Your Home Page

» Forgot your User Id
w Forgot vour Password
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The Registration Process At-a-Glance
Here is how to register for ADP semvices:

3. Click Register Now.

Ready to get started?

&) Enter your registration pass code
€ “erify your identity

€) Enter your contact infarmation
€} Enter your security infarmation

© “iew your user ID and create your passward

What you need to reqgister:
n Rengistration pass code Learn More

4. Enter your Registration Pass Code and click Next.



Note: Registration pass code is USG-6775 for all employees.

Step 1 of b

1. Enter Your Registration
Pass Code

2 werify Your [dentity

3. Enter Your Contact
Infarmation

4. Enter Your Security
Infarmatiaon

A, YWiew Your User D &
Create Your Passwiord

6. Confirmation

Enter Your Registration Pass Code

Your employer provided you with a registration pass code when they instructed you to register on

administrator for assistance.

Note: The pass code is not case-sensitive.

b = Required

Registration Pass Code: b

B next |

IExample: Genco-1234ahc)

Enter your data in the fields with the P>. After completing these fields, click Next. Please Note —
you must enter your name as it appears in the HR/Payroll system of record. This is also as it

appears on your check.

Step 2 of 6

1. Enter ¥our Registration
FPass Code

2. Verify Your llentity

3. Enter ¥our Contact
Infarmation

4. Enter ¥our Security
Infarmation

A %Wiew Your Liser |d & Create
Your Passwoard

A. Canfirmation

Yerify Your Identity

Your Social Security number is used during the account creation process; it is not used for ar

Note: You may enter your Individual Taxpayer ldentification Mumber {ITIN) in place of a Social

b = Required

First Name:

Last Name:

Social Security Number:

Confirm Social Security Number:

Birth Month and Day:

3

In rare circumstances, a second page (below) of Verify Your Identity may appear. This may be
due to incorrect data being entered in the previous screen. If this occurs, click Cancel and verify
your entered information. Note — you must enter your name as it appears in the HR/Payroll

system of record. If all data is correct and you are still seeing this form, please contact the SS
Help Desk for more information.

(four legal fi
(Apostrophe:
(Al nine nurr

(Al nine nurr
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Register for ADP Services

Flease enter the following information to register for ADP serices.

Step 2 of 6

1. Enter Your Registration Verify Your Identity

Pass Code We need some moare information in order to verify your identity. Please complete the information on this page.
2. Verify Your ldentity

3 Enter Your Gontact b = Required

Infarmatian

4. Enter Your Security A. Select a Service

Information ; -

5. View Your User|d & Create) Service: » | Self Senice =3

‘Your Pasgword

6. Canfirmation B. ADP Self-Service Information

Your employer sent you a letter with your Employee ID and PIM. I you do not knows what your Employee [D or PIM is, contact your manager
or systern administrator.

Employee 1D: » | |

PIN: q |

. Next | . Cancel |

Complete the fields on your Contact Information and click Next. (HINT: Use an email address that

you check often. All emails that are generated in ADP for alerts will be sent to the address you enter
here.)

tact ixfermatinn
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8. Complete all the fields on your Security Information and click Next. (HINT: Choose questions that

you will remember. If you forget your password, you will be prompted to answer the questions you
choose here.)
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9. The View Your Userid & Create Your Password will appear. Your user ID is displayed. Make sure
to write this down and keep it in a safe place!
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Registerfor ADP Servicas
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10. Enter your password in the Create 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.



Cranla Yaur AP Samsens Passvesed

s Vil prsnstatl o S SV
b= Apgaerd

Cramis Pourasnd [ [Eanrhs: Prrawced 31)

Canlirm Pasiacrd: ]

[ BT [ =

11. Re-enter your password in the Confirm Password field and click Submit.

Cranla Yaur AP Samsens Passvesed

s Vil prsnstatl o S SV
b= Apgaerd

Cramis Pourasnd [Eanrhs: Prrawced 31)

Canlirm Pasiacrd: ]

[ BT [ =

12. The Confirmation page will appear. You are now registered for Self-Service. Click Close.
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The next step is to add Additional Services, so you have access to eTIME.



Adding eTime

1. Go back to the Portal main login page: http://portal.adp.com and select “First Time Users
Register Here”

User Login Administrator Login

< w First Time Users Register Here >

w Update My Security Profile
m Change your Password
m Make This Site Your Home Page

» Forgot your User Id
w Forgot vour Password
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2. Click Adud a Service.

Ready to get started? (] Redister now | Already Regi@ @ 2daaservice | >

The Registration Process At-a-Glance

Here is how to register for ADP senices: Do you already have an ADP user [D in the following
&) Enter your registration pass code format: JSmith@Company?

€ Werify your identity

If so, you are already registered for ADP services.
&) Enter your contact infarmation

€Y Enter your security infarmation

& ‘iew your user ID and create your passward

What you need to register:
= Reqgistration pass code Learn More

***You will be prompted to enter your user name and password that you just created.



3. On the Enterprise eTIME line, choose Add.

@ Welcome, Diana Grillo
Hanage Ky Profile Change Wy Password Hanage Hy Services

Manage My Services

The following ADP services are currently available to you. To associate another service with your user account, click Add. To remove a service from
your account, click Delete.

If you have a service that is pending and want to use your pay staternent or form W-2 to associate that service with your user account, click Try
Again.

Important: If ADF services are displayed without Add/Delete options next to them, you automatically have access to those products. You don't need
to add therm separately.

Self Service
iPayStatements
Enterprise eTIME Add
4. Enter your Employee ID number and click Submit.
@ Welcome, Diana Grillo
Hanage Ky Profile Change Wy Password Hanage Hy Services
Yerify Your Identity
YWe need some infarmation in order to verify your identity. Please complete the information on this page.
b = Reguired
Enterprise eTime Information
Employee ID: » 122223 (Your Employee D is provided by your manager or system administrator.)
. Submit_| . cancel |

5. Upon successful completion, you will see the following screen:

m Welcome, John Doe
Manage My Profile W Change My Password ERUELELCRIFE-EIELCH

Manage My Services

The following ADP services are currently available to you. To associate another service with your
user account, click Add. To remove a sarvice from your account, click Delete.

<<Bervice Name>>has been added successfully.



Log On

Y ou must first log on and enter your User Name and Password.

i User Logil_l!

A(Il@istmtor Login

= First Time Users Register Here
= Meed Help Getting Started?
m Update My Security Profile

= Change vour Password

= Make This Site Your Home Page

= Forgot your User Id
= Forgot vour Password
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Accessing eTime

Before you can record your time you must first access eTime. (click on time)

Home Time Myself Money Benefits Career

University System Of Georgia Parallel Testing and Production Site

Campus Coordinators: Please start thinking about any specialized content, links and/or downloaded forms you'd like your users to
see here and throughout the site. Please forward yvour institution name, ESS page name, and the content text to

USGaccountsiisscusag.edu,



Next, click here.

Home Time Myself Money Benefits Career

Wiglcome to Tine and Attendance where yvou can record and reviewvy your work sick ywacation and per:
time off balances.

Time and Attendance

Managers/Approvers: Click Here to access eTIME

All other emplofees: Click Here to access e DME.
 — —

How to Clock in using a Time Stamp

Once you have logged in, you will be ableto clock in at the Record Time Stamp. All employees
should record accurate time worked each day; therefore, it is important to stamp your time when
clocking into work and clock out when leaving. Once you have punched the time stamp, the
application will refresh and no further action is needed.
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TIME STAMP

Record Time Stamp PrAmary Account

A (GMT -05:00) Eastern Time

Q

Click here to ‘clock’ in or out

Wednesday, June 03, 2008 B

Transfer ||

It is very important that you NEVER use the option above that says transfer. This function will
not be used by Bainbridge College. Please do not enter any datainto thisfield.

Be sure to record your time this way each time you come into work or finish work. If you leave
the campus for lunch or personal business, you must stamp your time.

Y ou do not need to indicate if your punch is an in-punch or out-punch. The system determines
thisfor you.



