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.

3.

4.

User Login Administrator Login

= First Time Users Register Here
L K- i e
= Update My Security Profile
= Change your Password
= Make This Site Your Home Page

= Forgot your User Id
= Forgot your Password

©2008 Automatic Data Processing, Inc = PRIVACY B LEGAL

Click Register Now.

£3P

Welcome!

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

and you'll create a unigque password. Then you'll be ready to log on and start using ADP services. = Qur Security Cormitrent

i ADF Privacy Statement
Ready to get started?C_ ] Register now = ADP Privacy Statement

= Legal Information

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

€ Enter your registration pass code
€ Verify your identity

© Enter your contact infarmation
€ Enter your security infarmation

© view your user ID and create your password

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

Already Registered?

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

Enter your Registration Pass Code and click Next.
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Note: Your Self Service Registration Pass Code was provided to you by your Human Resources
Department.

AP

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

Step 1 of 6

Enter Your Registration Pass Code

1. Enter Your Registration

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

3. Enter Your Contact . .

Information Note: Thg pass code is not case-sensitive.

4. Enter Your Security » = Required

Information

5. View Your User |d & Create)

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

6. Confirmation

Next |

5. Select to verify with either your SSN or TIN, using the full number of digits.

AR

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

Information

4. Enter Your Security I want to verify my identity using:

Information ® Social Security Number (SSN)

5. View Your User ID &

Create Your Password O Individual Taxpayer |dentification Number (ITIN)

6. Confirmation . - ] e
Your SSN is used during the account creation process: it is not used for any other purpose

»= Required

First Name: " ‘ (Your legal first name: do not enter a nickname_)
Middle Initial: []

Last Name: P‘ ‘ {Apostrophes and hyphens are allowed )

SSN: > (All nine digits in any format)
Confirm SSN: > (All nine digits in any format)
Date of Birth: [ %] Monthy » v | (pay)
- Next | Cancel |

Copyright © 2007 ADP Inc. PRIVACY & SECURITY & LEGAI
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Please Note — yo
record.

- Next

6. Enter your data in the fields with the . After completing these fields, click Next.

u must enter your name as it appears in the HR/Payroll system of

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

Step 2 of 6

1. Enter Your Registration
Pass Code

2. Verify Your ldentity

3. Enter Your Contact
Information

4. Enter Your Security
Information

5. View Your User Id & Create)
Your Password
6. Confirmation

Please enter the following information to register for ADP services.

Verify Your Identity

We need some more information in order to verify your identity. Please complete the information on this page.
» = Required

A. Select a Service

Service: » | Self Service v

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 ID or PIN is, contact your manager
or system administrator.
Employee ID: »

PIN: »

B next @ cancel

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

£3D

Register for ADP Services

Sep3cts

Enter
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9. Complete all the fields on your Security Information and click Next.

A2

||Register for ADP Services

Meaze evier Pe i2lonmy riztraton i3 regater o ADE sevces

Stepdcts
Enler Your Security Irdomsaticn
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Security OQuestian 1: »
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Security Question 2 » -
Arowrer I »
o e @ caxcw

10. The View Your Userid & Create Your Password will appear. 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.

£

[Register for ADP Services

Froose entes the L3aweg isamanon 10 a5y 40 ADP servces

Sop S0l 6

View Your ADP Services Liser 1D

Your upw D = paovdes
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Croate Your ADP Servicas Passweed
Yeor prewecrd vand be o bt § characters 1293 and reca! contan of least | letter and edber | romder or 1 3pecs’ Shascier
Ron0: Y eal paidnint 15 Ca%8 v

o Reqard

Craate Paarward ’ (Exargie: Paxxwveedd )

Corfirm Paswced: '

B sooe B caecu

11. 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.
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[ 5 Whrw Your v B
| Creals Yoor Passavoed

£ Conferoten

Craate Your ADP Servicas Paswweed
Your prxweced yand be 2 et § churacten 1393 and reca! contan of leas! | letter and edber | ramder or 1 3pecis’ chascier

R0 Y eer paridnint 15 Ca%8 v

o Reqarnd

Croate Paasward » (Exargie: Paxxwveedl )
Corfirm Pasaced: ’

B soore B carcnt

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

[ 5 Whrw Your v B
| Creals Yoor Passavoed

£ Conferoten

Craate Your ADP Servicas Paswweed
Your prxweced yand be 2 et § churacten 1393 and reca! contan of leas! | letter and edber | ramder or 1 3pecis’ chascier

R0 Y eer paridnint 15 Ca%8 v

o Reqarnd

Croate Paasward » (Exargie: Paxxwveedl )
Corfirm Pasaced: ’

B soore B carcnt

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

Close.

2P

Sepbots

Register for ADP Services
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Log On to an ADP Sorvice
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Bl 722 iooter Serace

The next step is to add Additional Services, so you have access to eTIME.
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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

= First Time Users Register Here

= Update My Security Profile
= Change your Password
-
3 g = Make This Site Your Home Page

\: \ 3 = Forgot your User Id
= Forgot your Password

= PRIVACY B LEGAL

2. Click Add a Service.

Y/ PPl

Welcome!

Welcome! ADP is committed to protecting your privacy and ensuring that only you can access your personal
information. To assist us in meeting that commitment, you must register with us before using our services. During SRR
registration, you'll be assigned a user ID and you'll create a unigue password. Then you'l be ready to log on and start
using ADP services.

= Qur Security Commitment

= ADP Privacy Statement

Ready to get started? Register now | < Already Registered? ] Addaservice | = Leqgal Information
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
© Enter your contact information

If so, you are already registered for ADP services.

@) Enter your security infarmation

© view your user ID and create your password

What you need to register:
= Registration pass code Learn More
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3. On the Enterprise eTIME line, choose Add.

m Welcome, Diana Grillo

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 statement or form WW-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 them separately.

Self Service
iPayStatements
Enterprise eTIME Add
4. Enter your Employee ID number and click Submit.
m Welcome, Diana Grillo
Verify Your Identity
We need some information in order to verify your identity. Please complete the information on this page.
» = Required
Enterprise eTime Information
Employee ID: » :122223| | (Your Employee ID is provided by your manager or system administrator.)
@ sunit | Cancel |

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

m Welcome, John Doe
Manage My Profile | Change My Password |RERUELEFTRIVHENH

| 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.

Qnf17



