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Introduction 
As an employee of an institution within the University System of Georgia, registration to Employee 

Self Service allows you to manage your personal information without the need for emails and phone 

calls to Human Resources or Payroll. Employee Self Service is a single sign-on access to multiple 

products serviced by Automated Data Processing (ADP).  
 

Employee Self Service provides the following access at your fingertips: 

 Personal Information (address, emergency contacts, phone numbers) 

 Paycheck statements via iPay (iPay is an ADP product that allows you as an employee to access images 

of your pay and earning statements and your W-2) 

 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 system (no more 

than 10 business days), you will be able to register for Employee Self-Service using the steps 

below.  

 

-Go to https://portal.adp.com/public/index.htm using Internet Explorer version 6.0 or higher. 

 

-Click First Time Users Register Here 

 
 

-Click Register now 

 

 

https://portal.adp.com/public/index.htm
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-Enter your Registration Pass Code USG-6775 and click next 
 

 
 

-Complete Step 2 -Verify your Identify and click next. 

  Note: You must use your legal name, no nicknames. 

 
 

- If a second verify your identity screen displays, you have not verified successfully.  Please send an 

email to sharedservices@valdosta.edu  and include your full name, problem and contact 

information. 
 
 
 
 
 
 

mailto:sharedservices@valdosta.edu
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-Complete Step 3-Enter your Contact Information and click next. 

 
 

-Complete step 4 ï Enter Your Security Information and click next. 

  Note: Remember how you typed your answers (i.e. caps or no caps, etc.) 
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-Complete Step 5- View your User ID, Create Password and 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 1 letter and 1 number.  
 

 
 

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 
tutorials, user guides as well as the Shared 
Services Registration and Login button that you 
can use to access the portal as shown below. 
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-Click on User Login to access Employee Self-Service. Other useful links are Change your 

Password, Forgot your User Id, and Forgot your Password. 

 
 

 

-Enter User Name and Password and click OK . (Your user name 

is not your email address but the User Id that was created during 

the Registration process.) 

 

This site is a secured site. The data entered and accessed 

through this portal  Website is encrypted and 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 the Home 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 screen will update your workspace 

and the associated function and feature links menu will display in the red bar on the left side of the 

page. As a Graduate Assistant the Tabs of interest to you are Myself, and Money. 
 

 


