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Registering for Self Service 

 

1. Click the Employee Self Service ƭƛƴƪ ƻƴ ȅƻǳǊ ƛƴǎǘƛǘǳǘƛƻƴΩǎ ǿŜōǇŀƎŜΦ  
 



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

 

3. Click Register Now. 
 

 

 

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. 



 

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

 

6. Enter your data in the fields with the u.   After completing these fields, click Next. Please Note ς 
you must enter your name as it appears in the HR/Payroll system of record. 

 

 



7. 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 ς 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.  

 

 

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

 

9. Complete all the fields on your Security Information and click Next.   
 



 

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. 

 

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.  



 

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

 

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

 

 

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



Adding eTime 

 
1. Go back to the Portal main login page: http://portal.adp.com  ŀƴŘ ǎŜƭŜŎǘ άCƛǊǎǘ ¢ƛƳŜ ¦ǎŜǊǎ 
wŜƎƛǎǘŜǊ IŜǊŜέ 

 

 

2. Click Add a Service. 
 

 

3. On the Enterprise eTIME line, choose Add. 

http://portal.adp.com/


 

4. Enter your Employee ID number and click Submit. 
 

 

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

 



How to Punch in at a Time Clock/Device 

 

When you swipe in at the Series 4000 timeclock, the punch information is collected and stored in 

the first-in-first-out (FIFO) buffer of the timeclock's memory. You use the host application 

(Enterprise eTIME) to collect the stored data. The host application totals the hours, computes any 

overtime, calculates the wages, tracks the labor, and generates reports based on the data that it 

collects from the timeclocks.  

Your host application is Enterprise eTIME, and you use Data Collection Manager (DCM) to 

define which transactions users can perform at the timeclocks. You also use DCM to collect, 

transfer, and monitor the flow of data between the host application and the Series 4000 

timeclock.  

Below is a diagram of a 4000 series timeclock device. 

 

 

LED Visual Indicators  

The top green LED flashes when the 

timeclock successfully reads a badge. 

The middle amber LED flashes when 

the timeclock does not successfully 

read a badge. 

Badge Reader 

Use to read badges when 

swiping in and out and 

performing transfers. 

Display 

The screen displays soft 

key labels, transaction 

steps and output. 

 

Soft Keys 

These are used to 

initiate transactions 

at the timeclock. 

Navigational Keys 

Use to move 

within fields and 

scroll through 

lists. 

Additional Keys 

ESC, Help, backspace, 

CLR (clear), ENTER. 


