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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.

|
User Login | Administrator Login |

m First Time Users Register Here
m [VEYS i

» Update My Security Profile

w Change vour Password
w Make This Site Your Home Page

= Forgot your User Id
w Forgot vour Password

E PRIVACY [E LEGAL

3. Click Register Now.

AR

Welcome!

Welcomel ADP is committed to protecting your privacy and ensuring that only you can access your personal information. To assist Privacy & Security
ug in meeting that commitment, you must register with us before using our serices. During registration, you'll be assigned a user ID

and you'l create a unigue password. Then you'l be ready to log on and start using ADP services. = Our Security Commitment

- - ) ¥ ement
Ready to get started? Register now | e
= Legal Information

The Registration Process At-a-Glance
Here is how to register for ADP services:

&) Enter your registration pass code
€ erify your identity

€) Enter your contact infarmatian
€} Enter your security infarmatian

© 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 ID in the following format: JSmithi@ Company ?
If yes, you are already registered for ADP serices. Do you want to add 3 service?
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4. Enter your Registration Pass Code and click Next.

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

AP

Register for ADP Services

Step 1 of 6

1. Enter Your Registration
Pass Code

2. Werify Your [dentity

3. Enter Your Contact
Infarmation

4. Enter Your Security
Infarration

4. View Your User |d & Create
Your Pagsword

. Confirmation

Flease enter the following information to register for ADP services.

Enter Your Registration Pass Code

‘four employer provided you with 3 registration pass code when they instructed you to register online for ADP services. If you don't know
what your pass code is, contact your administrator for assistance.

Note: The pass code is not case-sensitive
b = Required

Registration Pass Code: » l:l (Example: Genco-1234abc)

O e )

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.

AP

|Register for ADP Services

Step 2 of 6

1. Enter Your Registration
Pass Code

Flease enter the following information to register for ADP services

Verify Your Identity
ADP is committed to protecting your privacy and ensuring that only you can access your data. We ask for some personal

2. Verify Your ldentity

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

3. Enter Your Contact

Information

4. Enter Your Security

Information

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

online access to ADP services.

I want to verify my identity using:
& Social Security Number (SSN)
O Individual Taxpayer ldentification Number {ITIN}

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

= Required

First MName: ’| | (Your legal first name: do not enter a nickname. )
Middle Initial: L]

Last Mame: D| ||_Apnstrnphes and hyphens are allowed )

SSN: ’l:l {All nine digits in any format)
Confirm S5N: ’l:l {All nine digits in any format)
Date of Birth: o Swoneny » ©ay)

- Next | . Cancel :I

&P Internet H100% -
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6. Inrare circumstances, a second page (below) of Verify Your ldentity 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.

£3P

Register for ADP Services

Please enter the following information to register for ADP services

Step 2 of 6

1. Enter Your Registration Verify Your Identity

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

3. Enter Your Contact b = Required

Information

4. Enter Your Security A.Select a Service

Information i -

5. vigw Tour User Id & Create| Service: b | Self Service v
Your Passward

5. Gonfirmation B. ADP Self-Service Information

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

Employee ID: » | |

PIN: v |

B mext | @ cancel |
-

7. Complete the fields on your Contact Information and click Next. An email address
IS required to register.

£

Register far ADF Services
Waaan atar i1 1 :+"\mi rizTraien iz regudat o1 AL aamzen

Siep Tof &

Eniur Vour Contact Eaformation

Yt minl sddviris in anky uised o polBcations . T iy, poa i ehirges Fes ekam s ine
[ v oo ot T P
| nformrdaa

£ Cniw: Foar Sac
Ifgrrabon

L Wy e L B Dt Lixil Maree
Toaw Papewasd

| Flist Heriva: M

(Aptdlsagivns il lyphire o dllewed |

& Ceafrraason BusinessPerioaal E-Mail: (Tha e-mnl sddrasd id only used R rotBeamaas.]
Canfim E-Mail:
Pliowiie (A el ared PuribEl ey B
[ EIT W casca
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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.

A2

egister far ADF Sarvices

e Enlar Towr Securiby Informaticon

Pl Beta ATy THES00S, 0 Mees] el vl lrinl Seluily Guasiing d8d Saidi Uhee' sesaits. I yaiu Borgel eies? i wfa el ay. ‘pla
el D b 0 el Tl G0N ) RS 1 R Y R

\ :_‘.":- Imporians: B pore to chocas: anrasan yol £a0 seTammbel

I A Erver o descainy B =
Li el el

S VR O LT W B S i T of Bl

‘foww Paarwasd

3

GoulTd ki

e g Sealieeci o cpuatend b o Phey Bl e maner yoan v
Fiscuiity Oaeatian 1: & e
darder 1; L5

Saluci a cffsresi quealon bom e bt arcl avier yoo aeer.

Fe=niiny Qegtian 1 o —eee
firowrer I ¥
W e W G

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.

£33

%h&r‘lurhﬂp Sarvicas
et thit dollwalng imke e 10 s E bor AOF gerae.

S 5ol B
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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 WA T Ll W
Croais Your Fanaword

£ Canfrroden

Craabe Your ADP Sarvicos Paswwsed

e prrwssrd et ba of bl § charscten l2ag and rees! conlmn o least 1 eites o sdban | romte or 1 specal Sl

Fioir: Yl perswncnl 5 R S

b = Rpguaed

Crasis Fmrsaid: L] [Examgds: Fanaeredd)
Carfiim Pamsacrd: ]

[ T il carcw

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

B WA T Ll W
Creaia Yoor Paarwerd

£ ConfrTodon

reake Your ADP Frrvicos Passwerd

o] ¥t prasnond 15 S SOrRaE

b = Bpguasd

Crasis Pmrsard: L] Examgs: Fanaeveedd]
Canltim Pamsced: k

il sore Wl cercn

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

Close.

AP

Stap b of &

i ', P o

Toaw Passamed

A Caslimakis

Ragister for K0P Services
[1aazn avier 138 Izdemng 1Tormutian Lo gt far AL zanices

B Thasrk: yon for ieapstonin
Y 284 o K on 18, and SlaE sa) your ADP senie

Wiodes: e vl coannadaing oar Lbser 10 g sy st 1 the pidveas v proskded

Log Ow Eo an ADF Sareicns

Taa folomag A0 asricea mew cumend by memla®ie 2 o0 Select 2 zermce ond chick Lag Qs. Fyoa want 4 i3 on leter, dick:
Lican

i ewn ADF Samcn

Rl AT SRS

Thr bollpwing pddional ADF sers0os pE waloble o yoi. il Seld0dian orwthar Sandi i wih your B580 SO0 Chok Add
Aradher Saracs

= AOF Service

Il A2 inother Saraca
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Adding eTIME to Your Profile

e 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.

e What information do | 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”

User Lugin Administrator Lugin

w Update My Security Profile

m Change vour Password
w Make This Site Your Home Page

m Forgot your User |d
= Forgot your Password

©2008 Automatic Data Processing, Inc. E PRIVACY B LEGAL
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2. Click Add a Service. You will be prompted to enter the User Id and Password you

created during registration.

/PP

Welcome!

Welcomel ADP is committed to protecting your privacy and ensuring that only you can access your personal

information. To assist us in meeting that commitrment, you must register with us before using our services. During
registration, you'll be assigned a user ID and you'l create a unigue password. Then you'll be ready to log on and start

uging ADP services.

The Registration Process At-a-Glance

Here is how to register for ADP sewvices Do you already have an ADP user ID in the following
@ Enter your registration pass code farmat: J3mithi@Cornpany?

@ Verify vour identity

If so, you are already registered for ADP services
€ Enter your cantact information

@) Enter your security information

© View your user ID and create your password

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

3. On the Enterprise eTIME line, choose Add.

@ Welcome, Diana Grillo
Hanage My Profile Change My Password Hanage Wy Services

Manage My Services

Privacy & Security

= Dur Security Commitrmernt
= ADP Privacy Statement

= | egal Information

The following ADP serices 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 statement or form YW-2 to associate that service with your user account, click Try

Again.

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

to add thern separately.

Self Service

iPayStaterents

Enterprize eTIME

=
fui
('l
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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.

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

Verify Your Identity
WWe need some informatian in order to verify your identity. Please complete the information an this page.

b = Required

Enterprise eTime Information

Employee ID: » 122229 four Ernployee IDis provided by your manager or systermn administrator,)
i Submit | i cancel |

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

m Welcome, John Doe
Manage My Profile [l Change My Password [RENIPTPTRRINE-POAEES

Manage My Services

The following ADP services are currently available 1o you. To associate another service with your
user account, click Add. To remove a service from your account, click Delete.

w<Service Names=> 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.

| Administrator Login |

N
(useriogin)
N
|

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

w Change yvour Password
» Make This Site Your Home Page

= Forgot your User Id
w Forgot vour Password

©2008 Automatic Data Processing, Inc. E PRIVACY B LEGAL

3. Enter User Name and Password and click OK.

Connect to portal.adp.com

ey
I
Employes Access [09:38:37:3927]
User name: |ﬁ | v|
Password: | |
[CIremember my password

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 | use?

You’'ll be using your portal (Self Service) user ID (i.e. jsmith@USG) and
password.

I'm a manager, which login do | 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 Netsecure Portal will appear. The application links allow you to enter into each
application.

Home Home | Manager | Time | Myself | Money | Benefits | Career

=L English | Fe Benefits Hews
[ [=] Customized text is entered here.
Welcome To The
USG Employee Self-Service Portal A I t I k
& Toaccess the eTime system, goto the "Time" tab above sitory for all forms employees may require
» Toaccess your benefits, select the "Benefits” tab above

Recommended Links

Click the links below for additional information:

USG Site:

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 Manager — for employee managers only

e Time —access Request Time Off forms, Timecards, and view accrued
vacation and/or sick hours.

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

e Money — 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.

¢ 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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