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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.

|
User L ogin | Administrator Login |

m First Time Users Register Here

w Update My Security Profile

m Change your Password
w Make This Site Your Home Page

= Forgot your User Id
w Forgot your Password

E PRIVACY B LEGAL

3. Click Register Now.

£32

Welcome!

Welcomel ADP is committed to protecting your privacy and ensuring that only you can access your personal information. To assist Privacy & Security

ug 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 unique password. Then you'l be ready to log on and start using ADP senices. = Qur Security Commitment

AlP Privacy statement
Ready to get started? = ADP Privacy Statement

= Legal Information

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

© Enter your registration pass code
@ Verify your identity

€ 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

Already Registered?

Do you already have an ADP user 1D in the following format: JSmith@Company?
If yes, you are already registered for ADP services. Do you want to add a service?
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4.

Enter your Registration Pass Code and click Next.

Note: Your Self Service Registration Pass Code was provided to you by your Human Resources

Department.

Y/ PPl

Register for ADP Services

Step 1 of 6

1. Enter Your Registration
Pass Code

2. Verify Your [dentity

3. Enter Your Contact
Infarmation

4. Enter Your Security
Information

5. View Your User |d & Create)
Your Password

6. Confirmation

Flease enter the fallowing information to register for ADP services

Enter Your Registration Pass Code

‘Your ernployer provided you with a registration pass code when they instructed you to register online for ADP services. If you don't know
what your pass code i, contact your administrator for agsistance.

Note: The pass code is not case-sensitive.
b = Required

Registration Pass Code: b l:l (Example: Genco-1234abc)

W vext

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

£3P

|Register for ADP Services

Step 2 of 6

1. Enter ¥Your Registration
Pass Code

Please enter the following information to register for ADP services.

Verify Your Identity

ADP is committed to protecting your privacy and ensuring that only you can access your data. Ve 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 Caontact
Infarmation

4 Enter Your Security
Information

5. View Your User ID &
Create Your Passward
6. Confirmation

online access to ADP services.

I want to verify my identity using:
& Social Security Number (SSN)
O Individual Taxpayer Identification Number {ITIN}

Your SSM 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: D| | (Apostrophes and hyphens are allowed )

SSN: Dl:l {All nine digits in any format)
Confirm SSN: ’l:l {All nine digits in any format)
Date of Birth: D {(Month) » (Day)
. Next | . Cancel :I

Internet 100% -
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6. Enter your data in the fields with the P>. After completing these fields, click Next. Please Note —
you must enter your name as it appears in the HR/Payroll system of record.

7. Inrare 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.

£3P

Register for ADP Services

Flease enter the following information to register for ADP services.

Step 2 of 6

1. Enter Your Registration Yerify Your Identity

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

3. Enter Your Contact b = Required

Informatian

4. Enter Your Secutity A. Select a Service

Infarmation . -

5. Viewfour User Id & Create| Service: » | Self Sevice 3
our Password

&. Confirmation B. ADP Self-Service Information

Your employer sent you a letter with your Employee D and PIN. If you do not know what your Ermployee 1D or PIN is, contact your manager
or systern administratar.

Employee ID: » | |
PIN: v |

B next | B cancer |
|

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

Register far ADP Services
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9. Complete all the fields on your Security Information and click Next.

£3P

egister for ADF Sardices
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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.

£3P
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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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W T LT W E SEEE RS
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£ ConfrTinker Croabs Your AP Sarvicos Peswword
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Crasis Fmraaid: P [Examgs: Fanowred31)
Canfhm Paosaod: ]

[ T il corcn

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

W T LT W E SEEE RS
Creaia Yeor Faarwerd

B Confrmakor Croaks Your ALP Sarvicos Passweserd

ow parreond et be of bl § chacecten lsag and reoal conten of teaat 1 bter o adbar 1 rombes or 1 speaal Shacacder

Hiod: Vel pereand 1§ Cas e

k= Bpguaed

Crasis Fmraaid: P [Examgs: Fanowred31)
Canfhm Paosaod: ]

[ T il corcn

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

£3?
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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

m First Time Users Register Here

w Update My Security Profile

m Change your Password
w Make This Site Your Home Page

= Forgot your User Id
w Forgot your Password

E PRIVACY B LEGAL

2. Click Add a Service.

£3D

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 services. During - -

registration, you'll be assigned a user ID and youll create a unigue password. Then you'll be ready to log on and start = Qur Security Cormmitment
using ADP services.

= ADP Privacy Statement

Ready to get started? Already Registered? (] Adda senvice |

= |eqgal Information

The Registration Process At-a-Glance
Here is how to register for ADP services: Do you already have an AUP user ID in the following
@ Enter your registration pass code format. JSmith@Company?

@ Verify your identity

If so, you are already registered for ADP services.
€ Enter your contact infarmation

@) Enter your security information

© ‘iew your user ID and create your password

What you need to register:
» Registration pass code Learn Mare

3. On the Enterprise eTIME line, choose Add.
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@ Welcome, Diana Grillo
Hanage Ky Profile Change Ky 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 remove a service from
your account, click Delete.

If you have a service that is pending and want to use your pay statement or forrm W-2 to associate that service with your user account, click Try
Again.

Important: If ADF services are displayed without Add/Delete options next to them, you automatically have access to those products. You don't need
to add thern separately.

Self Service
iPayStatements
Enterprise eTIME Add
4. Enter your Employee ID number and click Submit.
@ Welcome, Diana Grillo
Hanage Hy Profile Change My Password Hanage Hy Services
Yerify Your Identity
YWe need some infarmation in order to verify your identity. Please complete the information on this page.
b = Reguired
Enterprise eTime Information
Employee ID: » 122223 (four Employee D is provided by your manager or system administrator.)
. Submit_| . cancel |

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

m Welcome, John Doe
Manage My Profile | e L Rkl | Manage My Services

Manage My Services

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

<<Service Name=> has been added successfully.
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Log On

From a Kiosk on your campus you will be able to punch your time using a timestamp.

You must first enter your User Name and Password.

Enterprise eTIME,

LOG ON

User Hame

Password

For Example:
User name = MickeyMouse
Password = 1234567

After logging in for the first time, you will be prompted to change your password.
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How to Clock 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.

; MY INFORMATION

TIME STAMP Hame & ID TRAINMG, TSTAMP EE ADPTRM1

Print Screen =

Friday, June 05, 2009
2:45PM {GMT -05:00) Eastern Time

Transfers -

Log off after stamping

Record Time S5tamp

To Punch In and Out:

Click the button labeled . Your time will be posted to your timecard
immediately for your supervisor to view. You do not need to indicate if your punch is an
in-punch or out-punch. The system determines this for you.

To Record Punch for a Position/Approver using Transfers:

If you work in more than one area, your supervisor will have given you instructions to
record your punch in and out for a position/approver. If you have been told to do so,
follow these instructions.

1. In the box labeled Transfers, click the E‘

Transfers -

2. If this is the first time you are using the Transfer option, you will need to click
Search to set up the transfer. If you have already setup the transfer, select the
correct combination for the transfer and go to step 12.
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Transfers
QG 04 TL'}

MOGFO00ALSS T i

[ —
< Search... Al
Record Time Stamp

3. A new box will appear.

Bsueciiansiee x

Labor Account

Hame or Descrimion: Clear Account
e

Available Entries: @ Position

) Account Code
Business Unit
Department
Pay Group

a 0 Approver

Reserved

Selected Transfer

o =20 23

|Java Applet Windaw

4. Click the Radio Button beside Position.

) Account Code
Business Unit
Department
Pay Group

(i Approver

Reserved

5. In the field labeled Name or Description on the left side, enter the Position
number your supervisor gave you. Click the Search button and the Position
Number and Description will appear in the section labeled Available Entries:
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Labor Account

Hame or Description:

[57001179]

Awvailable Entries:
aT001174 Student Assistant

6. Select the entry for this area you are punching in or out to work. The selection
will appear within the right side beside the radio button you selected. It will be

highlighted in yellow.
x|

Labor Account

Hame or Description:
57001179
Available Entries: ® Position STO001173 Student Azzistant
57001179 Student Assistant ) Account Code
Business Unit
Department
Pay Group
O Approver
Reserved
Selected Transfer
STO011T940ii1
m e

IJava Applet Window

7. Click the Radio Button beside Approver.

i) Position

i) Account Code
Business Unit
Department

o) Approver

Reserved

8. In the field labeled Name or Description on the left side, enter the Approver
number your supervisor gave you. Click the Search button and the Approver
Number and Name will appear in the section labeled Available Entries:
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10.

11.

Labor Account

MName or Description:

1999999 Search
Awvailable Entries:
599999 Test

Select the entry for this area you are punching in or out to work. The selection
will appear within the right side beside the radio button you selected. It will be
highlighted in yellow.

Select Transfer _ .0
Labor Account
Hame or Description:
999999 Search|
Available Entries: ) Position 57001179 Studert Azsistant
883999 Test ) Account Code
Business Unit
Department
Pay Group
@ Approver 999999 Test
Reserved
selected Transfer
5T001179///i1999999/
Loc T cocer] et |

x|

IJava Applet wWindow

In the lower left hand corner of the Select Transfer Box, you will combination of
the entries you created.

Selected Transfer
STO01179////1999999/

Click OK button m If the entry is incorrect, click the Clear Account Button.
Both entries will be removed. Repeat the previous steps to record the correct
Position and Approver. If you wish to leave the Select Transfer box without
making a selection, click the Cancel Button. Once you clicked OK, the Labor
Account will appear in the transfer box. Note: Once you have selected this
transfer, it will be retained in the drop down for you future selections and you will
not have to search for it again.

14 of 15




Wednesday, July 22, 2009
9:11PM (GMT -05:00) Eastern Time

@ers E70011 794111399993/ > -

Log off after stamping

Record Time Stamp

12. Click the button labeled Wisasbiiikisul M Your time and Transfer will be
posted to your timecard immediately for your supervisor to view. The system
knows whether you are punching in or out.

13. Once you have recorded your time, the system will return to the login page.

Enterprise eTIME,

LOG ON

User Hame

Password

14. When you punch out for that position, you will not have to select the transfer.
The system will know that you are punching out. Just click the
Record Time Stamp button

15. If your next punch is for the position that is considered your main position, you
will not have to select the transfer, the primary position and approver will be the
default.

IMPORTANT! You must punch in and out for each job you work. Please check with your
supervisor if you are unsure as to what selection you are to make.
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