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Registering for Self Service

1. Go to the Portal main login page: http://portal.adp.com

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

EEEs———————————————S—S—————————¥
’ User Login ‘ ’ Administrator Login

s First Time Users Register Here

L K- . = —— s
= Update My Security Profile
= Change your Password

= Make This Site Your Home Page

= Forgot your User Id
= Forgot vour Password

= PRIVACY B LEGAL

3. Click Register Now.

A2

Welcome!

Walcoma! ADP is committad to protecting your privacy and ansunng 1hat only you can access your personal mdormaton To assist m

uS I meeting thal commEment, you must register with us bafors uging our sanices, Dunng registration, youll be assigned & user 0
and youl create a uregue password. Then youll be ready to log on and start using ADP serices o Owir Sapurity Commtment

Ready to g@ftarted? [ Rogtstes no © 40P Prwac Satemers
* Legal informatan

The Registiation Process Ata-Glance
Here = how 1o register for ADP samces:

€ Ertter your registration pass code
@ Verify your identity

© Eritor your contact information
© Enter your secunty information

O Vew your user ID and create your password

What you need to registor:
o Regestoaton pass code Laarn More

Already Registered?

Do you slready have an ADP u22e 1D 0 the Sdlomng Semal. JSmthZCompsrry?
¥ yos, you are alresdy regestorad for ADP sernces. Do you want 1o 3dd 2 sorvice?

30f10


http://portal.adp.com/

4. Enter our Registration Pass Code: USG-6775 and click Next.

422

|Register for ADP Services

Plaase anter the followeng information 1o regestar for ADP sereces

 Step 1 of6
V. anel You Regiation Enter Your Registration Pass Code
|7Pau Code Your amgioyer provded you with & registration pass code when they instiucted you to registar onlng for ADP seeaces. if you dont know
2 Vel Your identiy whal your pass code is, contact your administraor for assistance
2 Enter Your Congact
lnmrm‘;mn ? Note: The pass code is nof case-sensitve
4 Enter Your Securty » = Required
Information
5 View Your Lisar id & Creale
Your Paseword Reqisuation Pass Code. » | {Exampie: Genco-1234abe)
6 Confrmstion

@ ten
|

5. Verify your identity. 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 (no nicknames).

AR

{Register for ADP Services g

Pieass anlar the lowng informition 10 tegistes for ADP semces.

Step 2 ol 6

| Entar Yo Reglatraton Vmﬂy Yaur identity

Pais Gods Your Social Socunty number 13 used duning the sccount creation process, i is not used for any other purpose

2, Vit Your Montity

3. Ender Your Contact Nete: You may enter your Indmdusl Taxpayer Idertfication Numnbser (ITN) = pface of o Socisl Security number

Infamiahon

& Endar Your Secunty b = Raquesd

Infarmation

5 View Your Useria & Croatel

Your Paseword First Name: . {Your legal first name; do not erter a nicknamae.) M I

6 Confernaon
Last Name: » I (Apostrophes wnd hyphens are allowed )
Social Secutity Numbies: . [ (AR ning numbess in any B )
Conflom Sockal Security Nambes: » [ (AL ning numbers in any e |
Birth Mosth and Day: | =] =l
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6.

In rare 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 Colette Long in Payroll for assistance.

Y/ DE)

Register for ADP Services

Please anter the followng information 1o regester for ADP serecas

Stop 2 of 6

Entar Yoo Re Varify Your Idantity

Pyts Code 1 We need some marg wdermation in ordas to weelfy your iderdy. Plesse complete the information on this page
2. Vatity Yous Kentay

3 Entor Your Coreact b = Rayuired
Information

4 Entar Your Eecurly A. Seloct a Sorvice
Informabon

£ View Your User id & Crasta. Service: » | Self Senice ~

Your Pasaworg
6 Confrmation 8. ADP Self-Service Information

Your amployer sent you a latter wath your Employee 1D and PIN. ¥ you do not know what your Employes D or PIN s, contact your manager
o ystem administrator

Employes [D: ¢

PIN: ’

W s W concel

Complete the fields on your Contact Information and click Next.

AR

|Register for ADF Services

B eazn avier D2 b2 low;:‘rl:'mlm = rva:-v; T AL vz

SepSoid
Enter Your Contact bsfoematian
Yoo e-mual pddrens i onty uied fr sotfcitaona 1 nitwikay, oo S thenge e oSorinss L.
v 33 smr
[ vow G * TR
Liforraaton
& Triwr T32¢ Sucasy 1 Fiewt Hesne: ' 'R
e co
A Wby Your Ui 14 6 Ot Lot Namvee . (Agcalvphs ad byphern am sfomed |
Your Fasxnssd
5 Coelvesbon Bustvess Pursonad E-Meil 3 (Thed e-raal wdCrons 1 ody wied By eectécisens )
Cerfim EMell: '
Phoow (Rsea Code and roesbet vy Serast )

W ma W cance
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Complete all the fields on your Security Information and click Next.

£

egister for ADP Services
wier he 13 donng TéaTTaton 13 regoler ot ALE aRvces

Sepdctd

Enlur Your Security Irdormation

TOOIRCINYY IASCEs, Pou adT S5ttt vl OV OOt Sty Gesians and pronkde U Sresaun I o0 Rvpet po0 1000 efdvradsn poa
W DO 30000 20 0kt th GUos OrG 1 I3 18 VY pa ety

' Inponane: 5 §iae 1o ChOCas BTERESE §T0 CI0 aNTATES!
4 Erees fowr Secmnty " = Reqawd

Liforioades

5V VO U247 1 & S ChpTewn of Beth. 0

Your Passwead

& Coaelivadn
SRCH 3 Quention ST the a2 308 AT Y061
Securiy Queation 1: . =
Araer 1: »
Sefact 3 cferest gueaton Sors the bat and amer yoor me.
Security Question 22 » v
Arower & .
o v @ cace

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.

732

[Register for ADP Services
a0 orte the X3awieg enmanon (0 M 5 K AOP Serces

Swp Solb

SN S Lues s Dn!m\\m:tnl«;u‘.ﬂ AL# sedcan A zzzfmirsss ol contanng your sam Dl
oo tert lo S mdhens paa prow

Wom: Yaat ke 015 ot Cine s ersdin

User ID Rred VLS

)
Eruh'l_g-ﬂ_nn\md ¥
¢ Corfrroce

Crante Your ADP Sorvicns Paswwoed R —
¥ our prwecrd vt be 2 demat § chractens 1293 and resad cortan of least | btter and eder | ramder or 1 apecix’ casecher

W00 Yt pasdnint 6 CO58 wran

= Raqar

Crants Paravard ’ (Exargde. Przzwcedll)
Carliem Paxaced: ’

@ o W e
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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.
[5 Vien Yo ser s VA
l Creela Yoor Passavord
£ Confrrotce

1

Crmnte Your ADP Sorvicns Paswweed

¥ our prxwecrd yand be o demt £ characiens 1293 and resad cortn of least | letter and edber ! ramier or 1 apecix’ Sascecher

Won0: Yeet paidnint 4 C58 Srian

s Raqar

Cronte Patraard ' (Exargde. Prxzweedll)
Carlirm Paxaced: '

8 o B ccu

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

[Sven Yo serie s ETVE
LCluu'm-Futmd
£ Confrvotce

1

Crante Your ADP Sorvicns Paswweed

Y our prxwecrd vt be & dexat £ characiers 1293 and resad cortan of least | lebier and effer ! ramder or 1 specix’ caseecier

Won0: Yeet paidnint 4 C58 Sirian

s Raqar

Cronts Patraard ' (Exarygde. Prxzweedll)
Carlfirm Paxaced: '

8 2o B ccu

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

£32

Register for ADP Secvices

Nense wtier I3 fzbowny Ivkonass (o rep stal b ALY serezes.

Swpbctd

B ek seL o rogratan vy
You € o g ON 38, ond SHeE e your ADP seriies

Hotn: An 20l Covinrg yout Loar D 205 Dasy sk 13 the pecvess po (rosdad

Log On to an ADP Service
140 Dhefoloasg ACP ssnes are cuverdly svadatie 42 pou. Select 3 sermce and ehek Lag O Fyoa wart 12 123 an Leter, ciek
Ucan
@ Yeur ADF Sewce
M o
A0 AD: Setvices

Tho REewe) MG ADF Seracos 0 ovilatis 10 3ot TO SO0 N0 NGEhed SaNTE W YOUr 5564 2000 Ckck Add
Arothet Sovan

* FLP Servee

Wl A2 foater Saca

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
= Make This Site Your Home Page

= Forgot your User Id
= Forgot your Password

08 Automatic Data Processing, Inc B PRIVACY

B LEGAL

2. Click Add a Service.

A2

Welcoma!

Wedcome! ADP |5 commalted to peolecting your privacy and eesunng thil only you Can sccess your personal
iformation. To assist us in meoting that commidment. you must mgister with us before Lsing our semices. Dunng
regstaation, youll be assigned a user 1D and yooll create 3 unique passwoed Then you's be ready to log on and start
using ADP serices

Ready to get started? (] Registes pow @Regﬂsmmd? o aS«D

The Reglstratien Precess At.a.Glance
Hers 12 how 10 register for ADF semces Do you akeady have an ADP yser 1D 10 the following
© Enter your regstration pass code format. JSmith@Company?

© Verify your identity If 5o, you are akesdy registered for ADP serices
© Enter yuur contact information
@) Enter your securty information

© View your user D and create your password

What you need to 1ogister:
» Regizsirsbon pass code Laarm Mors
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http://portal.adp.com/

3. On the Enterprise eTIME line, choose Add.

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

Manage My Services

The following ADF 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 W-2 to associate that service with your user account, click Try
Again.

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

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

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

m Weicome, John Doe

atne y Sario
Manage My Services

The following ADF senvices ara curmenty availibie 1o you To a8s0ciata anolar sanics with your
user acooun, click Adkl, TG remove a service Fom your account, cick Delete.

<<Service Nmme>> ra3 been s30es successiuly
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Log On

Access the eTime Timesheets link from the Employee Self Service
Portal.

1. Go to the Portal main login page: http://portal.adp.com

1. Click ‘User Login’ button.

User Login, { Administrator Login ‘

= First Time Users Register Here

= Need Help Getting Started?

= Update My Security Profile

= Change your Password

= Make This Site Your Home Page
= Forgot your User Id

= Forgot your Password

Drgiopen Actess (19 X 37. 3577

Lser nane: al v
Passrord!
[ Rervennbeer vy pasemcnd

| O | Cancsl

3. The Netsecure Portal will appear. The application links allow you to enter into each
application.

Home e | | | Tane | Myselt | Money | Bonetts | Cameer

Cumomizad test i enterad hees

Welcome To The
USG Employee Self.Service Portal Appl ication | | nkS
o Toaccess the aTine syrien, go % the Time” isb sbove o e
o Toscouss your beres, sobect! Be "Bermits” b abovw

Hecoerrmendee | mhx L]

Ok the Inks besow for asRons Infommbon

Uss ste
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