Welcome to Valdosta State University
& the University System of Georgia

Graduate Assistant Guide to the
Shared Services/ADP Employee Portal



Introduction
As an employee of an institution within the University Syster@ebrgia, registration to Employee
Self Service allows you tmanage your personal information without the need for emails and phone

calls to Human Resources Payroll. Employee Self Service is a single signaccess to multiple
products serviced b&utomated Data Processing (ADP).

Employee Self Service provides the following access at fyogertips:
¢ Personal Informatiofaddress, emergency contacts, phone numbers)

e Paycheck statements via iP@ay is an ADP product that allows you as an employeedess images
of your pay and earning statements and yo2)W

Compensation History
W-2 statements via iPay
Direct Deposit

Tax Withholding

Here is how to get started

Once your employment paperwork is complete and you have been entered into the systera (no m

than 10business daysyou will be able to register for Employee S8Hrviceusing the steps
below.

-Go tohttps://portal.adp.com/public/index.himsing Internet Explorer version 6.0 or higher.

-Click First Time Users Register Here

User Login Admunistrator Login

= Frat Time Users Regutar Here

» Ppdate My Secerty Profie

= Change your Passworg

= Make This Ste Your Home Pe.
= Forgot your User id

= Forgot your Password

-Click Register now £

Welcome!

Welcome! ADP itted to protecting your pivacy |
3 i meeting that commitment, y
signed a user ID and youll creat

wrformation. To
regisiration, youl
using ADP senices

The Registration Process At-a.Glance
Here is how to regrster for ADP services.

© Enter your registration pass code

© Very yo
© Enter your contact mformation
© Enter your secunty information

© View your user 1D and create your password

What you need to register:
» Registration pass code Loarm Mot


https://portal.adp.com/public/index.htm

-Enter your Registration Pass Cdd8G-6775and click next

£3P

Register for ADP Services

Please enter the following information to register for ADP senices.

Step 1 of 6

1. Enter Your Registration

Enter Your Registration Pass Code

Pass Code Your employer provided you with a registration pass code when they instructed you to
2. Verify Your [dentity what your pass code is. contact your administrator for assistance.

3. Enter Your Contact . -

Infarmation MNote: The pass code is not case-sensitive.

4. Enter Your Security ¥ = Required

Infarmation

5 View Your User 1D &

Create Your Password Registration Pass Code: b |USG-677| (Example: Genco-1234ahc)
6. Confirrmation

-Complete Step 2/erify your Identifyand click next.
Note: You must use your legal name, no nicknames.

£3?

Register for ADP Services
Please enter the following information to register for ADP services.

Step 2 of 6

1. Enter Your Registration Verify Your Identity

Pass Code Your Social Security number is used during the account creation process: it is not used for any other purpose.

2. Verify Your Identity

3. Enter Your Contact » = Required

Information

4. Enter Your Security - 1 —

Information First Name: > i)

5. View Your User Id & Create|

Your Password Last Name: » Apostrophes and hyphens are allowed.)

6. Confirmation A
Social Security Number: 4 All nine numbers in any format.)
Confirm Social Security Number: » All nine numbers in any format.)
Birth Month and Day: » | May vy |24 v

- If asecond verify your identitgcreen displays, you have not verified successfiflgase send an
email tosharedservices@valdosta.edndinclude your full name, problem and contact
information.



mailto:sharedservices@valdosta.edu

-Comgete Step Enter your Contact Informatioand click next.

AP

Register for ADP Services

Step 3 of 6

1. Enter Your Registration
Pass Code

2. Verify Your Identity

Please enter the following information to register for ADP services.

Enter Your Contact Information

Your e-mail address is only used for notifications. If necessary. you can change this information later.

3. Enter Your Contact » = Required

Information

4. Enter Your Security First Name: » ‘ MI:

Information -

5. View Your User Id & Create| Last Name: b‘ (Apostrophes and hyphens are allowed.)

Your Password = : ’ g .

6. Confirmation Business/Personal E-Mail: » [ (This e-mail address is only used for notifications.)
Confirm E-Mail: » L
Phone: [ (Area code and number in any format.)

-Complete step # Enter Your Security Informatioand click next.
Note: Remember how you typd your answers (i.e. caps or no caps, etc.)
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Register for ADP Services

Step 4 of 6

1. Enter Your Registration
Pass Code

2. Verify Your Identity

3. Enter Your Contact
Information

Please enter the following information to register for ADP services.

Enter Your Security Information

For security reasons, you must select two different security questions and provide their answers. If you forget 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.

Your Password
6. Confirmation

4. Enter Your Security » = Required
Information
5. View Your User Id & Create| City/Town of Birth: |

[Select a question from the list and enter your answer.
Security Question 1: » v

Answer 1: » \

[Select a different question from the list and enter your answer.
Security Question 2: » v

Answer 2: » \

o




-Compkte Step 5View your User ID Create Passworahd Submit
Note: It is important to remember your User ID that the system will generate for you and the
password you create as this will be what you use to login. Your password must be at least 8
characters long and must contain at least letter and 1 number.
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Register for ADP Services
Please enter the following information to register for ADP semvices.

Step 5 of 6

§ Enter Your Raglstraion View Your ADP Services User ID

Pass Code Your user ID is provided below. You'll use this ID and password to log on to ADP semvices. A confirmation e-mail containing your user ID will
2. Verify Your Identity be sent to the address you provided.

3. Enter Your Contact y g

Information Note: Your user ID is not case-sensitive

4. Enter Your Security

Information User ID: fsmith@MPLX
5. View Your User Id &
Create Your

6. Confirmation

Create Your ADP Services Password

Your password must be at least 8 characters long and must contain at least 1 letter and either 1 number or 1 special character.

Note: Your password is case sensitive

» = Required
Create Password: »| (Example: Password01)
Confirm Password: 3

.

Once you click Submit you will receive a confirmation page and an email confirmation will be sent
to you. You are now ready to access your Employee Self Service Portal!

Accessing Employee Self-Service from the Home Page
You can access the portal by using the Shared Services/ADP website as shown below. There are
also links from Human Resources and other websites on campus.

The Shared Services/ADP web page has
VALD()STA STATE tutorials, user guides as well as the Shared

VALDOSTA o ServicesRegistration and Login button that yo
STATE " | can use to access the portal as shown below

Shared Services
Registration & Login

Quick Links »
President's Office
Students
Parents and Visitors
Alumni & Friends
Faculty and Staff

BlazeNet Employee Self-Service

Strategic Planning Database
About VSU

= S Campus Alert System
Academic Advising E ¥

Shared Services/ADP

Calet




-Click onUser Login to access Employee S@&krvice. Other useful links a€hange your
PasswordForgot your User IdandForgot your Password

1

-EnterUser NameandPasswordand clickOK. (Your user name
is not your email addredsut the User Id that was createdring
theRegistratiorprocess.)

This site is a secured site. The data entered and accessed
through this portal Website is encryptedand is secure. Access
to this portal site requires a User name and password specific
to you as a user. Do not give your User Name or password to
anyone. Do not leave your User name or password where
someone can obtain it.

Below is theHome Tab(default view)where you will be able to access HR and Payroll forms and
information. Clicking any of the available tabs at the top of the sevédlempdate your workspace
and the associated function and feature links menu will display in the red ther left side of the
page. Asa Graduate Assistant the Tabs of interest to yolVigeelf, andMoney.




