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Purpose of this Guide 
 
WELCOME! This guide will provide everything you need to know and answer many 
common questions regarding ADP system access. 
 

User Registration 
 
This includes all student workers, faculty members, college work study employees, time 
clock users, and staff members.  Anyone who gets paid her at the College of Coastal 
Georgia! 

 
Registering for the Employee Self-Service Site 
 
All employees must register in order to access any ADP web application. This is the first 
step every employee must complete, regardless of their role in the system. 
 
To complete the registration process you will need the registration passcode: USG-6775, 
your name as it appears on your paycheck, your SSN, and birthday. 
 
Please Note: A valid e-mail address will be required to register for ADP ESS. 
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Registering for Employee Self Service 

 
 

1. Access Employee Self Service by clicking on the link on your institution‟s webpage 

or type http://portal.adp.com into any web browser.  

 

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

 

 
 

 

3. Click Register Now. 

 

 

http://portal.adp.com/
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4. Enter your Registration Pass Code and click Next.  

 
               Note:  Your Self Service Registration Pass Code is usg-6775 

 

 
 

5. Enter your information in the fields with the .   Enter your name exactly as it 

appears on you pay stub.  After completing these fields, click Next.  

 

 

 



4 of 11 

6. 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 Human Resources at 279-5740.  

 

  

 
 

 

 
 

 

 

7. Complete the fields on your Contact Information and click Next.   An email address 

is required to register. 
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8. Complete all the fields on your Security Information and click Next.   
 
Note:  The security questions and answers are used if you forget your logon credentials. Be sure to 
choose information that you can readily remember. 

 

 
 

9. The View Your Userid & Create Your Password will appear. Your user ID is 

displayed.  Please make a note of this as it will be needed to access ADP Employee 

Self Service. 
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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.  

 

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

 

 
 

12. The Confirmation page will appear.  You are now registered for Self-Service. Click 

Close. 
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Adding eTIME to Your Profile 

 

 

 Why do I need to add eTIME to my profile? 
All employees who record hours worked or will submit personal leave requests -- or 

employees who will approve hours worked or approve leave requests -- will have to 

add this service to their user profile. 

 

 

 What information do I need? 
You’ll need your new ADP Employee ID.  

Contact Human Resources if you don't know your new Employee ID number. 

 

Adding eTime 
 

 

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

Users Register Here” 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

http://portal.adp.com/
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2. Click Add a Service.  You will be prompted to enter the User Id and Password you 

created during registration. 
 

 
3. On the Enterprise eTIME line, choose Add. 
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4. Enter your Employee ID number and click Submit.  Human resources will provide 
your ADP ID number.  If you do not have your ID number, contact HR at 279-5740. 

 

 
 

 
 

 

 

 

 

5. Upon successful completion, you will see the following screen: 
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Log On 
 
Access the Employee Self Service Portal. 
 

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

 

2. Click „User Login‟ button. 

 

 
 

3. Enter User Name and Password and click OK. 

 

 
 

 What’s the difference between the User and Administrator login? 
Logging in as “User” gives you access to Employee Self Service. 

"Administrators" need additional access to the system, which requires a digital 
certificate from ADP. Most employees will NOT use the Administrator login. 

 Which login credentials do I use? 
You’ll be using your portal (Self Service) user ID (i.e. jsmith@USG) and 
password. 

 I’m a manager, which login do I use? 
Log in as a “regular” user to view the additional Manager tab and perform 

Manager Self Service functions. 
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4. The ADP Portal will appear.  The application links allow you to enter into each 

application.  
 

 
 

The system checks the access profiles that were assigned to you when your system 
was configured.  This determines which Application links you can view.   

 Home 

 Time & Attendance – access Request Time Off forms, Timecards, and 
view accrued vacation and/or sick hours. 

 Pay & Taxes – access to pay statements, W-2s, online direct deposit 
authorization, and on line tax withholding forms.  Direct deposit and tax 
withholding forms flow directly into the HR/Payroll system. 

 Personal Information – displays employee address, phone numbers and 
emergency contact information.  Edits may be performed and flow directly into 
the Human Resources system. 

 Benefits – access to view current insurance benefit selections, change current 
selections in the event of a life changing event.  Election of health and 
insurance benefits is available during the Open Enrollment period. 

 Career – Displays employee’s job information and dates. 

 

 

 

 

Application links 


