Registering for Self Service for Time Stamp Employees

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.

User Login Administrator Login

( m First Time Users Register Here )
] i v

» Update My Security Profile

m Change vour Password
w Make This Site Your Home Page

\‘ -'J : m Forgot your User Id
| 9

= Forgot vour Password
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http://portal.adp.com/

3. Click Register Now.

AP

Welcome!

Welcorel ADP is committed to protecting your privacy and ensuring that only you can access your personal information. To assist

; : : ; ’ ! X ; , X Privacy & Security
ug in mesting that commitment, you must register with us before using our services. During registration, you'll be assigned a user D
and you'l create a unique password. Then you'll be ready to log on and start using ADP services

= Our Security Commitment

_ ] —‘l’—
Ready to get started? Register now | | SbBbas Siammen:

= | enal Information
The Registration Process At-a-Glance
Here is how to register for ADP senvices:

© Enter your registration pass code
) Verify your identity

€ Enter your contact information
@) Enter your security information

© View your user ID and create your password

What you need to register:
= Registration pass code Learn Mare

Already Registered?

Do you already have an ADP user [D in the following format: JSmithi@Company?
If yes, you are already registered for ADP services. Do you want to add a service?

4. Enter your Registration Pass Code and click Next.

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

VD

Register for ADP Services
Flease enter the following information to register for ADP services.

Step 1 of 6

1. Enter Your Registration Enter Your Registration Pass Code

Pass Code Your employer provided you with a registration pass code when they instructed you to register online for ADP services. If you don't know
2. verify Your ldentity what your pass code is, contact your administrator for assistance.

3. Enter Your Contact . o

Infarmatian Note: The pass code is not case-sensitive

4. Enter Your Security b = Required

Information

4. Wiew Your Uger [d & Create

our Password Registration Pass Code: » I:I(Example Genco-1234abc)
6. Confirmation

@ Next |
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|Register for ADP Services

Step 2 of 6

1. Enter Your Registration
Pass Code

2, Verify Your Identity

3. Enter Your Contact

Information

4. Enter Your Security

Information

5. View Your User ID &
Create Your Passwaord
&. Confirmation

Flzase enter the following information to register for ADP senvices.

Verify Your Identity

ADP is committed to protecting your privacy and ensuring that only you can access your data. We ask for some personal
information so we can confirm that you are the individual you claim to be. Then we can provide you with the appropriate
online access to ADP senices

I want to verify my identity using:

& Social Security Number (SSM)

O Individual Taxpayer |dentification Mumber {ITIN)

»= Required

First Name:

Last Name:

SSN:

Date of Birth:

Your SSM is used during the account creation process: it is not used for any other purpose.

Middle Initial:

Confirm SSHN:

'| |Wuur legal first name: do not enter a nickname.)

’| |[Apostrophes and hyphens are allowed.)

'l:l {All nine digits in any format)
'l:l {All nine digits in any format)
L wontn) > ©ay)

. Next |

. cancel |

€D Internet

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

record.

. Hext :l
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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 the SS Help Desk for more information.

£

Register for ADP Services
Please enter the following information to register for ADP services.

Step 2 of 6

1. Enter Your Registration ¥erify Your Identity

Pass Code e need some more infarmation in order to werify your identity. Please complete the information on this page.
2. Verify Your ldentity

3. Ertter Your Contact b = Required

Infarmation

4 Enter Your Security A. Select a Service

Information ) N

5. iew Your User [d & Create| Service: » | Seff Senice W
‘Your Password

B. Confirmation B. ADP Self-Service Information

Your employer sent you a letter with your Employee ID and PIN. If you do not know what your Employee 1D or PIN is, contact your manager
or system administrator,

Employee ID: » | ‘
PIN: q |

@ et | @ cancel |
|

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

£
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8. Complete all the fields on your Security Information and click Next.
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displayed.

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

Note: The security questions and answers are used if you forget your logon credentials. Be sure to
choose information that you can readily remember.

£3P
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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.

S RS T L
Creaia Yeor Faareerd

£ Confrriskon

Crants Four ADP Servicos Faswword

o picrsord Tt beof benld § charscien l2ag and reesd contsn o leest 1 eber o sdben 1 romser or 1 speasl S eecder

P ' e el o8 DR e

b = Rpgaaed

Crasin Fmrasaid L] [Exampis: Faxsweedd 1]
Canlhm Pameaced: k

[ T Il carce

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

S W T Ll
Creaia Yoor Paarwerd

£ Confrmodon

Cranbs Four ADP Servicos Fasweeorrd

f'owr parwsond et be of bl § charscien f2ag ad reest contsn o feast 1 beber e sdben 1 romde or 1 specsl Caeecie

e ' Bl Pl 18 DA S

k= Regaaed

Cranin Parsard: ] [Exampls: Faaawredll|
Canltim Paosced: k

Bl aore Il cerce

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

Close.
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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

m First Time Users Register Here

n Update My Security Profile

= Change your Password
» Make This Site Your Home Page

= Forgot vour User Id
» Forgot vour Password

E PRIVACY B LEGAL

2. Click Add a Service.

AP

Welcoms!

Welcomel ADP is committed to protecting your privacy and ensuting that anly you can access your personal
information. To assist us in meeting that commitment, you must register with us before using our services. During

registration, you'll be assigned a user 1D and youll create a unique password. Then you'll be ready to log on and start
uging ADP services.

= Qur Security Commitment

= ADP Privacy Statement

= Leqal Information

Ready to get started? [l Register now | <@Registered?i Add a Service |

The Registration Process At-a-Glance
Here is how to register for ADP services: Do you already have an ADP user ID in the following
@ Enter your registration pass code format: JSmith@Company?

€ Verify your identity

If o, you are already registered for ADP services.
€ Enter your contact information

@) Enter your security information

O wiew your user ID and create your password

What you need to register:
= Registration pass code Learn Mare
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http://portal.adp.com/

3. On the Enterprise eTIME line, choose Add.

@ Welcome, Diana Grillo
Hanage Wy Profile Change Hy 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 hawve a serice that is pending and want to use your pay staternent or form W-2 to associate that serice with your user account, click Try
Again.

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

Self Service
iPayStaternents
Enterprise eTIME Add
4. Enter your Employee ID number and click Submit.
@ Welcome, Diana Grillo
Yerify Your Identity
We need some information in order to verify your identity. Please complete the information an this page.
b = Required
Enterprise eTime Information
Employee ID: ¥ [122227 (our Employee 1D 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 | L LU DRRG LI DIl | Manage My 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.

<<Service Name=> has been added successfully.
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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.

Employes Access [09:35:37:3927]

User name: | [ <3 v |

Password: | |

[Iremember my password

90of 11

N
(useroain)!
N

Administrator Lugin

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

m Change vour Password
w Make This Site Your Home Page

m Forgot your User Id
= Forgot vour Password
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4. The ADP Portal will appear. The application links allow you to enter into each
application.

Home

What's N . . .
at's New < Application links

Welcome To Your Employee Portal
Your one-stop source for HR/Payroll/Benefits/ Time Card information

# Toaccess the eTime system, go to the "Time & Attendance"” dropdown and select "Welcome" via the
"employee" role

# To access your benefits, select the "Benefits" dropdown via the "employee" role

To check and update personal information, go to the "Personal Information” dropdown via the "employee” role

& Toreview or update your tax withholding, direct deposit or to view your pay stubs, select the "Personal
Information” dropdown via the "employee” role

For assistance with this system, please contact your local HR department.

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

e Home

e Time & Attendance — access TimeStamp and view Time Cards.

e 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.

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

e 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.

e Career — Displays employee’s job information and dates.
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