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Registering for Self Service

1. Launch your web browser and go to: www.portal.adp.com

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

User Login Administrator Login

w First Time Users Reqister Here
» MNeed Help Getting Started?
u Update My Security Profile

» Change vour Password
» Make This Site Your Home Page

» Forgot vour User Id
» Forgot vour Password

8 Automatic Data Pro . = PRIVACY B LEGAL

3. Click Register Now.

AR

Welcome!

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

and you'l create a unique password. Then you'll be ready to log on and stat using ADP services. = Our Security Commitrment
. Y i
Ready to get started? - Register now | " ADE Privacy Statement

® Leqgal Information

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

@ Enter your registration pass code
@ ety your identity

€ Enter your contact information
€ Enter your security information

© ‘iew your user ID and create your pasaward

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

Already Registered?

Do you already have an ADP user D in thz following format: JSmith@Cormpany?
If yes, you are already registered for ADP serices. Do you want to add a service?

4. Enter your Registration Pass Code provided to you by Human Resources, and
click Next.
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Register for ADP Services
Please enter the following information to register for ADP services.

Step 1 of 6

1. Ener Your Registration Enter Your Registration Pass Code

Pass Code Your employer provided you with 5 registration nass code when they instructed you to register online for ADP services. If you don't know

ded you with & registration nass coge wnen the

2 verify Your derntite what your pass code is, contact your administrator far assistance

3 Enter Your Gontact . . .
Information Note: The pass code is not case-sensitive.

4. Enter Your Security b = Required
Information
5. View Your Userld & Create

“four Password Registration Pass Code: b |:| (Example: Genco-1234abc)

B. Confirmation

W Next |

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

£3?

Register for ADP Services

Flease enter the folowing information ta register for AD= services.

Step 2 of 5

1. Enter Your Reg stration ‘ Verlfy Your Identlty

Pass Code AD> is committed to protecting your privacy end ensuring ihat only you can access vou- deta. We ask for some persanal
2. Verify Your ldentity information s2 we can confirm that you are the individual you clairm tc be. Then we can provide you with the appropriate
online access to ADP senices

3. Enter Your Conmact

Infarmatior

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

Informatior & Social Security Mumker [SEN)

5. View Your UserID & )

Create Your Password O Individual Taxpayer dzntfication Namber (ITIN)

G. Confirmation . . i R R
“our SSM is usec during the account creation process: il is not ussd ‘or any other surpose

»= Required

First Name: D| | (Your lecal first name: do not enter a rickname |
Middle Initial: []

Last Name: 'l ||_Apc|slrc|:|hes and 1ygphens are allowed.)

SSH: Dl:l (Al nire digits in amy format)
Confirm SSN: Pl:lmll nire digits in any format)
Date of Birth: L Slwemm » (Cay}

- Hext ] - Cancel ]

& (Nternet L1009 -

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

Next. @ next |

Please Note — you must enter your name as it appears in the HR/Payroll system of
record.



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 your institution’s Human Resources
Department for more information.
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Register for ADP Services

Please enter the following inforrmation to register for ADP services

Step 2 of 6

1.Enteryour Registration | Yerity Your Identity

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

3. Enter Your Contact b = Required

Infarmation

4. Enter Your Security A. Select a Service

Information R -

5. View Your User d & Creats| Service: b

Your Passward

6. Confirmation B. ADP Self-Service Information

Your ernployer sent you a letter with your Employee ID and PIN. If you do not know what your Employee 1D or PIM is, contact your manager
nr system ardministratne

Employee 1D: » | |
PIN: v |

. Next | . Cancel

7. Complete the fields on your Contact Information and click Next.
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8. Complete all the fields on your Security Information and click Next.
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9. The View Your Userid and Create Your Password screen will appear. Your user ID

is displ

ayed.

Note: The security questions and answers are used if you forget your logon credentials.
Be sure to choose information that you can readily remember.
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[Femiater for ADP Services
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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.
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11. Re-enter your password in the Confirm Password field and click Submit.

5 VR YOU LR W -
Creaia Yoor Fimawerd
£ Confrmakcn Croabs Four AP Sarvices Peswwerd

o prrrsod et be o it § charscln lz3g and nesd conlmn stleasi 1 biter e sdber 1 romser o 1 specl S asacien

Fio: 'Y BT RSO0 i SR SOTRETE

F = Rpgadaed

Crasis Fauraaid: [ [Ennmpgs: Feaereddl |
Carfirm Paoeerd: k

[ ET B cercel

12. The Confirmation page will appear. You are now registered for Self-Service. Click
Close.
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You will receive a “Confirmation of Registration” email message that contains your User
ID.

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



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

m First Time Users Reqister Here

u Update My Security Profile

m Change vour Password
u Make This Site Your Home Page

» Forgot vour User |d
w Forgot your Passwaord

-

b
[N

008 Automatic Data Prc sing, Inc. E PRIVACY B LEGAL

2. Click Add a Service.

2P
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 commitment, you must register with us before using our serices. During . = .
registration, you'll be assigned a user ID and you'll create a unigue password. Then you'll be read
using ADP services.

t0 log on and start = Qur Security Commitment

= ADP Privacy Statement

Ready to get started? (] Redister now | Already Registered? @] Addaservice | Legal Information

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 forrmat: JSmith@Cormpany?

€ eriy your identity If s0, you are already registered for ADP services
€ Enter your contact information
@) Enter your security information

© ‘iew 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 Hy Profile Change Hy Password Hanage Hy Services

Manage My Services

The following ADP services are currently available to you. To associate another service with your user account, click Add. To rermove a sewvice from
your account, click Delete.

If you have a service that is pending and want to use your pay staterment 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

4. Enter your Employee ID number and click Submit.

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

¥erify 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 (" our Employee |0 is provided by your manager ar system administrator.)

. Submit \ Cancel :I

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

m Welcome, John Doe
Manage My Profile W Change My Password ERUELELERIVREERALEH

Manage My Services

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

<<3ervice Name>> has been added successfully.



Logging in to eTIME

1. Gotothe ADP Portal site at http://portal.adp.com.

2. Click the User Login button.

|
User Lugin | Administrator Login |

m First Time Users Reqister Here
» Meed Help Getting Started?
u Update My Security Profile

m Change vour Password
u Make This Site Your Home Page

= Forgot your User |d
w Forgot your Password

B PRIVACY B LEGAL

3. Enter the User ID that was given to you during the registration process and the
password that you chose.

Connect to portal.adp.com 4
RS
The server portal.adp.com ak Employees Access
[09:11:34:1035] requires a username and passward,
Lser narne; | | % ij

Password;

[ ]Remember my password

[ (84 ] [ Cancel

4. Click OK. The ADP Home Page opens.



Welcome Ge: P
Logout X
Todayis Jan 2

English | Espatiol

= Customized text is entered here.

Welcome To The
Employee Self-Service Portal

Forms Library

* Toaccess the eTime system, go to the "Time” tab above The Forms Library is & repository for all forms employees may require
* To access your benefits, select the "Benefits” tab above

Recommended Links HE

Click the links below for addtional information

B rrvacy Bliccal BlTakeaTOUR -

& Internet | Protected Mode: On #100% =

Done



Clocking in Using a Time Stamp

Once you have logged in, you will be able to clock in at the Record Time Stamp. All
employees should record accurate time worked each day; therefore, it is important to
stamp your time when clocking into work and clock out when leaving. Once you have
punched the time stamp, the application will refresh and no further action is needed.

£3P

QUICK TIME 3TAMP
Friday, pnl 03, 2000 10:438M (oca ime)

Pois o] (TR TR R

h]

-

Ertarprisa THIE,. Prefesena
-

Be sure to record your time this way each time you come into work or finish work. If you
leave the campus for lunch or personal business, you must stamp your time.

You do not need to indicate if your punch is an in-punch or out-punch. The system
determines this for you.
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