Employee Self Service Registration

1) In your Internet Explorer browser (Do not use Firefox), go to
https://portal.adp.com and click on the “Eirst Time User Registration” link to
begin your Employee Self Service Registration.

3 Self Service Portal - Microsoft Internet Explorer

=la x|

Fle Edit ‘View Favorites Tools  Help |l';'

eBaEk - -J A lﬂ lg _h | f_] Search \:r_\\'( Favorites @3‘ [_'\'v :’\; .ﬂ - _J ﬂ

adddvess [{&] tps:jportal.adp. comjpublicfindess bt B |L|nks »

Google vI-'l Search = G0 v e | e % Bookmarks | %S Check + | AutoRll + L7 | SinIn v
=

| User Login | ‘ Administrator Login |

u First Time Users Register Here
u Need Help Getting Stared?

u Update by Security Profile

u Change your Passward

u Make This Site Your Home Page
m Forgat your User d

u Forgat your Passyword

This site require= Microsoft Internet Explorer Version 6.0 or higher

[~
‘@ http: ffan. adp. comfindes. html ’_ ’_ ’_ ’_ ’—g & Internet
distart| @ @) (@ F avaya P agent -567... | £ NetSecure - Microsoft ... | [5] sent Ttems - Microsoft... | &1 Employease Gateway ... | | 97% [ FO[BFEIEES  06pm

@ @ ClarifyCRM - Clearsup... @ Self Service Portal ... ] 350 Reg. Instructions. .. | @0@.&& % Thursday



https://portal.adp.com/�

2) Click on “Register Now”

er for ADP Services -
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Welcome!

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

Privacy & Security
infarmation. To assist us in meeting that commitrent, 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

= DQur Security Commitment

® ADP Privacy Staternent
Ready to get started? . Register now \

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

Do you already have an ADP user D in the following
& Enter your registration pass code format: J3mith@ Company?

Already Registered? . Add a Service |

= | eqgal Information

€ Verify your identity If 50, you are already registered for ADP sernices.
€ 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 More
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3) Enter your Registration Pass Code “CSU-0115". Click “Next”

=la] x|

Register for ADP Services

Flease enter the following information to register for ADP services.

Step 1 of 6

1. Enfer Your Registration Enter Your Registration Pass Gode
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 ) } .
Infarmatian Note: The pass code is not case-sensitive

4. Enter Your Security » = Required
Information
5. Wiew Your User 1D &

Create Your Password Registration Pass Code: Idigita\rea-1111| {Example: Genco-1234abc)
6. Confirmation
B et
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4) In the drop down menu select “Social Security Number”. Verify your identity
by entering your Legal First & Last name, Social Security Number and Date of Birth.

Click “Next”.

Register for ADP Services

etsecure.adp.com - Register for ADP Services - Microsoft Internet Explorer

LI

Flease enter the following information to register for ADP semvices.

Step 2 of 6

1. Enter Your Registration
Pass Code

2. Yerify Your ldentity

3. Enter Your Contact
Information
4. Enter Your Security
Infarmation
5. Wiew Your Userld & Create
Your Password

. Confirmation

verify Your Identity

Your Social Security nurber is used during the account creation process; it is not used for any other purpose

Note: You may enter your Individual Taxpayer [dentification Number (ITIN) in place of & Social Security number.

b = Required

First Name:

Last Name:

Social Security Number:

Confirm Social Security
Number:

Birth Month and Day:

[ I

(Your legal first name; do not enter a

nicknarme.)

(Apostrophes and hyphens are allowed.)

(Al nine numbers in any format.)

(Al nine numbers in any format.)

m: [

5 p

‘@ Done

dstart| & () [ ¥ Avaya IP Agent - 567

| 7 MetSecure - Microsoft | 21| Sent Ttems - Microsoft... | £ Employeass Gateway ... | 97% | @k

I_I_I_Fé_lmntemet—

@ @ ClarifyCRM - ClearSup

| @ Login - Microsoft Inter. .. | IE__] Documenti - Microsoft, .. I @ https://netsecure....

BRI OEY zsrm

g& = &E % Thursday



5) Enter you contact information. Then Click “Next”.
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Register for ADP Services

Flease enter the following information to register for ADP services

Step 3 of 6

1. Enter Your Registration Enter Your Contact Information
Pass Code
2. \erify Your [dentity

3. Enter Your Contact » = Required
Information

Your e-mail address is only used for notifications. f necessary, you can change this information later.

4 Enter Your Security First Name: b ﬁ e

Infarmation

5. View Your User|d & Create| Last Name: 3 i (Apostrophes and hyphens are allowed.)

Your Password

8. Confirmation Business/Personal E-Mail: }l [This e-rmail address is only used for notifications.)
Confirm E-Mail: }l
Phone: |

. Next | . Cancel |
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6) Enter you security information for the system to verify your identity when password

reset is necessary. Click “Next”.

etsecure.adp.com - Register for ADP Services - Microsoft Internet Explorer

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

Step 4 of 6

Fass Code
2. Werify Your ldentity

Information

‘four Passward
8. Confirmation

1. Enter Your Registration

3. Enter Your Contact

Enter Your Security Information

be asked to answer the guestions in order to verify your identity

Important: Be sure to choose answers you can remember,

4. Enter Your Security » = Required
Information

5. View Your User ld & Create CIWJ’TDWI’I of Birth: » I

Select a question from the list and enter your answer.

Security Question 1: » I

Answer 1: » |

Select a different question fram the list and enter your answer.

Security Question 2: » I

Answer 2: » I

. Next | . Cancel |

For security reasons, you rust select two different security guestions and provide their answers. If you forget your logon information, you will
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7) View your user 1D and create your own unique password. Click “Submit”.
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Register for ADP Services

Flease enter the following information to register for ADP services

Step 5 of 6

1. Enter Your Registration ¥Yiew Your ADP Services User ID

Fass Code Your user |D is provided below. You'l use this ID and password to log on to ADP serdces. A confirmation e-mail containing your user [0 will
2. Werify Your [dentity be sent to the address you provided.

3. Enter Your Contact

Infarrmation Note: Your user ID is not case-sensitive.

4. Enter Your Security

Infarmation User ID: le italRea
5. View Your User Id & J
Create Your Password

8. Confirmation Create Your ADP Services Password

Your password must be at least § characters long and must contain at least 1 letter and either 1 number or 1 special character.

Note: Your password is case sensitive

b = Required
Create Password: b I (Exarmple: Passwordd1)
Confirm Password: 2 |

B submit | @ cencel |
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e Once you get to the Confirmation screen, click Portal Logon
o If you have any questions, feel free to contact us in HR @ 8047.



