Eﬁ,'.'? Workforce Now
Self Service Registration

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 registration, you will be assigned a user ID and you will create a unique password. Then you'll be ready to log on and start using ADP
services.

Before you register, your administrator will provide you with the following information:

= Your company’s Registration pass code

éi.lser Login:: E:;ﬂuln_lini_strmqr Loginé

Open your company’s ADP
Workforce Now™ web site
(https://portal.adp.com) and
click First Time Users
Register Here.

m First Time Users Redister Here
= Meed Help Getting Started™?

m Update by Security Profile
m Make This Site Y'our Home Page

m Forgat your User Id
m Forgat vour Passward
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Click Register now.

Self Service Registration
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Welcome!

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

! ! : . ; : ! ! : i . Privacy & Security
information. To assist us in meeting that commitment, you must register with us befare using our services. During

registration, you'll be assigned a user ID and you'll create & unique password. Then you'll be ready to log on and start = COur Security Commitment
using ADP services.

= ADP Privacy Statement

Ready to get started? ' Register now Already Registered? ‘ Add a Service :j:

= | egal Information

Enter your Registration pass

The Registration Process At-a-Glance

Here is how to register for ADP services: Do you already have an ADP user 1D in the following
&) Enter your registration pass code format: JSmith@Company?

€ Verify your identity If so, you are already registered for ADP serices.
€ 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

|Register for ADP Services

Please enter the following information to register for ADP senvices.

| Step 1 of 6

1. Enter Your Registration Enter Your Registration Pass Code

5. View Your User Id & Create

code and click Next.

Copyright © 2009 ADP, Inc. All rights reserved.

oA R Registration Pass Code: » | (Example: Genco-12343bc)
6. Confirmation

W vext )

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

3. Enter Your Contact : X

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

4. Enter Your Security » = Required

Infarmation

ADP Workforce Now
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Register for ADP Services

FPlease enter the following information to register for ADP sewices.

Step 2 of 6
L. . 1. Entet Your Registration Verify Your Identity
|f yOUI’ admlnlstl’ator prOVIded Pass Code ADP iz committed to protecting your privacy and ensuring that only you can access your data. We ask for some personal information so we
Iy . 2. Verify Your ldentity can confirm that you are the individual you claim to be. Then we can provide you with the appropriate online access to ADP senices.
you a Personal Identification s el
Information - =
COde (PIC), SeleCt the PIC T Enfer Tour Secanty 1 want to verify my identity using my: | Social Security Number (SSN) j
Option_ Otherwise Select SSN Inforrnation Your S5M is used during the account creation process; it is not used for any other purpose.
! 5. View four User ID &
or |T| N . Create Your Pagsword »= Reguired
f. Confirmation
First Name: 'l (four legal first narme; do not enter a nickname.)
Middle Initial: [
Last Name: 'l {Apostrophes and hyphens are allowed.)

Enter the information requested = } e sy sy
on this page. This inforrrcllation may confitm SSH: ! PRERREgIS e
Val‘y depending on your Date of Birth: IIMunth j 4 |Day j

company’s setup.

| I @ cancer

Copyrig )07 ADP Inc. CURITY & LEGH
Note: Enter your name exactly as it appears in your employer’s records.
»= Required
First Name: >! (Your legal first name; do not enter a nickname.)
Middle Initial: [
Note : You may be requested to Last Name: g (Apostrophes and hyphens are allowed )
enter information on this page if PIC: —
you s_e_lect the Personal e i Y . T
Identification Code (PIC)

@ next @ concer |

’-—__'”‘—‘h—m-,,_,__ . —_’/_\M\h“--\km
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Enter your e-mail address
and click Next.

Your phone number is

Self Service Registration
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Register for ADP Services

Flease enter the following infarmation to register for ADP services.

Step 3 of 6

1. Enter Your Registration
FPass Code

2. Verify Your ldentity

Enter Your Contact Information

3. Enter Your Contact

Your e-mail address is only used for notifications. If necessary, you can change this information later.
If you want to change your first or last name, please contact your administrator.

optional.

Copyright © 2009 ADP, Inc. All rights reserved.

(This e-rnail address is only used for notifications.)

Information » = Required
4. Enter Your Security
Infarmatian First Name: E John
A, Wiew Your User ID & Middle Initial:
Create ' F d
reate our. EEE Lsist Narne: , Doe
6. Canfirmation
- Business/Personal E-Mail: I>|
~ Confirm E-Mail: Pl
Phone: |

O v @ cancel |

(Area code and number in any format. Use "Ext. " to indicate
extension, if applicable.)

ADP Workforce Now Page 4
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Enter your place of birth.

Note: You will only be asked for
this information if it has not been
previouslv provided to ADP.

Select your security questions, enter
your answers, and then click Next.

Important: The security questions
and answers are used if you forget
your logon credentials so be sure to
choose information that you can
remember. Answers to security
qguestions must be at least six
characters in length.

You should make a note of your

answers and keep them in a safe
place.

Copyright © 2009 ADP, Inc. All rights reserved.

Self Service Registration
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Register for ADP Services

Flease enter the following information to register for ADP services.

Step 4 of 6

Pass Code

Infarmation

1. Enter Your Registration

2. Vearify Your ldentity
3. Enterour Contact

Enter Your Security Information

For security reasons, you must select two different security guestions and provide their answers. If you farget your logon information, you will
be asked to answer the questions in order to verify your identity.

Important: Be sure to choose answers you can remember.

Information

4. Enter Your Security

b = Required

4. View Your User 1D &
Create Your Passwiord

6. Confirmation

City/Town of Birth: v

Birth Month and Day: 4 I 'I (Marth) b I 'I [Day)

Select a question from the list and enter your answer.
Security Question 1: 3 | =l

Answer 1: |

107 ADP Inc.

Select a diffierent question from the list and enter your answer.

Security Question 2: 3 | =l
Answer 2: |

N
i nexat | @ cancer
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Register for ADP Services

Flease enter the following information to register for ADP sernvices.

Step 5 of 6

Pass Code
2. Werify Your Identity
3. EnterYour Contact
Information
4. Enteryour Security
Information

1. Enter vour Registration

Your user ID is displayed.

Create your password and
click Submit.

5. View Your User ID &
Create Your Password

6. Confirmation

Important: You should make
a note of your user ID and
password and keep them in a
safe place. You'll need them
to log on to ADP services.

Copyright © 2009 ADP, Inc. All rights reserved.

View Your ADP Services User ID

Your user 1D is provided below. You'll use this ID and password to log on to ADP services. A confirmation e-mail containing your user D will
be sent to the address you provided.

Note: Your user ID is not case-sensitive.

User 1D: Jdoe@@debnews0

Create Your ADP Services Password

Passwords must be at least 8 characters long and must contain at least 1 letter and 1 number. Your password may also contain these five
special characters (-l @#%). Passwords are case sensitive.

Note: Your password is case sensitive.

b = Required
Create Password: » | (Example: Fasswordd1)
Confirm Password: » |

@ submit | @ cancel |
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Register for ADP Services

Flease enter the following information to register for ADP services.

Step 6 of 6
1. Enter Your Registration Thank you for registering!
Pass Code An e-mail containing your User ID has been sent to the address you provided.
2. Werify Your Identity
3. Enter Yaur Contact Log Onto an ADP Service
Inforrnation ) The following ADP services are curtently available to you. To use a service, select it and click Log
S:EHIRrLoURS sty On_ If you want ta log on later, click Close
Informatian
4. Wiew Your User D & & ADP Portal
. Create Your Passwaord

Select ADP Portal and click Log 6. Confirmation & oo ) & cose

On to access the ADP Workforce

Now website.

107 ADP Inc.

What to Do Next:

On the ADP Workforce Now log in page (https://portal.adp.com) click , then enter your newly acquired ADP Services User ID and
password.
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