ADP’ Comprehensive Services

Available Monday - Friday
8:00 a.m. - 11:30 p.m. EST

(855)-547-8508

/29D MyLife Advisors

Our premium team that ensures your employees get all the answers
they need to their HR questions - quickly, directly, and effortlessly

Getting you started
Comp HR, Comp Pay, Comp Benefits,
Comp Essentials

Support during ADP
portal registration

Codeless registration
Navigation

Permission access
Basic technical support

Navigation for new hire setup
Personal information
Onboarding / Electronic I-9
Direct Deposit
Tax withholding -

Federal & State

Policy acknowledgement
Handbook review
Access welcome kit

Help with ADP Mobile setup

Tools to help yourself
Comp HR, Comp Pay, Comp Benefits,
Comp Essentials

Online & mobile portal
Clock In/out
View your pay statement
Update your personal information,
W4, Direct Deposit and more
Single sign-on to our partners
Self-service password reset

Your time is important
Comp HR, Comp Pay, Comp Benefits,
Comp Essentials

We can help with:

Understanding your timecard
Understanding your time off
Basic technical support

Navigate

Retrieve timecard
Clocking assist

Timecard updates
Approval process

Note: Only if Time & Attendance is housedin
ADP Workforce Now (WFN), Enterprise eTime
or ADP Workforce Manager

Understanding your pay
Comp HR, Comp Pay, Comp Benefits,
Comp Essentials
Guide you on how to access
and download:

*  Your Paychecks
* Your W2

* Your 1095-C
Note: Only if Payrollis WFN

Keeping you healthy
Comp HR, Comp Pay, Comp Benefits,
Comp Essentials

Physical health
Explain and navigate

Benefit plan offerings
Enrollment

Premiums /deductions
Necessary forms completion
Connecting to carrier for
claims assistance

Employee Savings

Retail discounts program via
LifeMart

Employee Wellness

Employee Assistance Program
(counseling, work-life balance,
health & wellness, online

resources)
Note: Only available for Comp HR

Voluntary benefits options
(if offered by company)

Pet insurance
Legal aid
Short term life insurance

Recognizing
life's milestones

Comp Benefits onl
Review, inform, and
set-up changes for:

Marriages & domestic
partnerships

Divorces

Births

Adoptions

Gain or loss of coverage
Changes in employment status
(full-time to part-time)

transition support
Comp HR, Comp Pay, Comp Benefits,
Comp Essentials

Explain benefits for these

types of leave:
FMLA vs. non-FMLA state leave
vs. federal leave
Military leave
* Workmen's Compensation
+  Disabilit
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ADP® Comprehensive Services

Registration and Password
reset Instructions

Quick Links:
Registration Code

Codeless Reqistration

Retrieve User ID

Password Reset

Always Designing
for People®



Quick Reference Guide: Registration Code

Sign-up with a registration code from your organization

Navigate to the ADP Workforce
Now?® self-service website and
click Get Started.

m
0
<

Welcome to ADP®

Enter your identity info, such as ll-
First name and Last name, and
one or more of the following:
e Last 4 Digits of SSN, EIN, or ITIN
 Associate ID
» Date of birth

Note: this list may vary on your company's setup

Select | have aregistration code.

B SECuSE PacE

Create your account

Creating your anline sccou ecure and

pertonal. pay

Pieate seiect an opbion 1o s
| HAVE & REGISTRATION CODE

€ Back

L] ® o} e}

oty Inda

Let's get started

And one of these”
Lect 4 Digits of SSN, EIN. or ITIN

Associate ID

B SECURF PaGE 3

Add your Primary contact
Information — a frequently used
email address and mobile phone
number. It is also recommended to

add Backup Contact
Information.
@ secuse PaGe
@ o ° o

Help us protect your account

Primary Corrtact

Personsl Mogie v | USs o1

I's O to text and/er call
sccount. | undaretand | e

uto of an auto-dialer or otherwite) about my

&) res Mo
Backup Centact Informatien 200 scotensl smalphote where you can be reached
Ema

Work w

Work. Mobile w | UB. e

© Q00 NEW PHONE

Enter the registration code that
was provided by ADP or your
organization's administrator.

@ sECLEE PAGE X

Enter registration code

Registration code

CONTINUE

€ pacx

Create a User ID & Password
then read and accept the Terms &
Conditions. Once you click Create
Your Account, you're all set!

Note: If you didn't include both an email address
and mobile phone number, you'll be asked to set up
Security Questions after creating your account.

ADP, the ADP logo, and Always Designing for People are trademarks of ADP,

Inc. Copyright © 2024 ADP, Inc. All rights reserved.
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One more step, Alex!

¥OUT DECOUNT With Test

Viry Strong  [Add more ShArSCI# 16 strengthen)

+ CREATE YOUR
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Quick Reference Guide: Codeless Registration

Register with your email, mobile phone, or identity information

Navigate to the ADP Workforce 1

Now?® self-service website and

click Get Started.
a Engiish (US) ¥
Welcome to ADP®
User ID

D Rememper User IO @

Forgot your user ID?

[ Download the ADP mebile app

W SCan e GR code wilh your device 1o begin (it

your empioyef Supporns he mobilé experience)
Secure and comwEnient 1oots right In your hands
TOf SIMiple, anyline aicess Acides QeviCes

LEARN MORE ¥

Once your record is found, you'll ll'

be asked to verify your identity.
Select how you want to receive a
verification code — by email or text
message. You'll have 15 minutes to
enter the code and continue.

@ secumt mat X
L L] (o} o]

bty vt

We found you, Alex!

Select Find me.

B SECURE PACE EMGLISH Us) >

Create your account
Creating your online sccount gives you secure and quick sccess to your
parsonal, pay, HR and company information. [Ts easy.

Pleste 1404ct a0 GPLON 13 CoNtiNLS

| HAVE & REGISTRATION CO0E

€ Back

Diant receive 8 code?  REGUEST A NEW COOE

Add your Primary contact
Information — a frequently used
email address and mobile phone
number. It is also recommended to
add Backup Contact
Information.

@ secuse PaGe
[ ] ] L ] o
Ermier Goe ey it Come ke "
Help us protect your account
Primary Cortact Information Enter o frequently used emell ond phone rumber t2

réetive 8 varibication eade 1o eankirn yous denkty andier rbcawer your setount lgih
infarmaten. when reeded

Emair
=
Frone
Personsl Moale w | U8 .

I's CIK to taxt andior call ma (via Lo of an auto-dialer or sthenwise) about my
account. | understand | can opt out any time."
. res o

Backcup Contact Information 2od acotons smalphote where you can be reached
Email
Week o

Frone

Work. Mobile w | UB. e
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Select email or mobile phone
OR

Personal Information that
you shared with your

organization.
T -
[ ] (o} (o] (o]
Search
Help us find you
@) Emet or mobile phore Your s eton

L] o o o
e
Help us find you
2 . orire L

Create a User ID & Password
then read and accept the Terms &
Conditions. Once you click Create
Your Account, you're all set!

Note: If you didn't include both an email address
and mobile phone number, you'll be asked to set up
Security Questions after creating your account.

@ sECURE PRGE
[ ] ® L] L]
Ermas Cacia FI— Carens inte Creats Acesumt
One more step, Alex!

LeTs 54t up the login information 151 yOur BCTOWNT with Test

Create Userid * @

]
Creste Password *
.......... ®
Vary Strong  [Add mose charsctens 16 straengthan)
Canfim Password *
.......... ©

Aceept Terms and Condiians

e read and agees 10 the Empioyes Accecs Terme and
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Quick Reference Guide: Retrieve User ID

Retrieve your forgotten user ID

Navigate to the ADP Workforce
Now?® self-service website and
click Forgot your user ID?

Enter your First name, Last Name,
Email or Mobile phone.

Forgot user ID

Welcome to ADP® Firstname * ©

If prompted, select the Once your account is found, enter

organization (employer) that you the Last 4 Digits of SSN, EIN,
want to retrieve the user ID for. TIN or ITIN to verify your identity.

If the verification was successful,
the page will then display your Name,
Organization, and User ID.

Select your organization

5] >
@ > We found you, Alex!
E d with your em
% CANCEL
LestaD N, EIN, TIN, or ITIN a
< BAC
We found you
Nam
Organization
¢ r 1D -1
DON'T KNOW MY PASSWORD
®
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Quick Reference Guide: Password Reset

Password-less sign in or reset your forgotten password

Navigate to the ADP Workforce
Now® self-service website. Enter
your User ID then click Forgot
your password?

1 Enter your Email or Mobile phone

that was shared with
your employer.

Select an option to confirm
your identity:

« Send me an email

* Send me a text message

o Let me answer security questions

a Engush (US) >~

Note: these options may vary

We found you,

Welcome to ADP® |
User ID For mbe: -
o are Security verification
| | e i ioge S
[ memember userin @
. >
J . 1 >

Mew user 7 Get started

If you opted for email or text ll- After successfully verifying your
message, then you'll need to submit identity, select Sign In Now
the verification code within 10-minutes. (without resetting your password) or

OR Create New Password to reset it.

If you opted to answer security Note: If you answered security questions, creating a

questions, proceed to do so as a
verification code is not required.

Enter verification code c

Verification complete,

new password will be the only option available.

Alex.

CREATE A NEW PASSWORD

Answer security questions

Create new password

vord (cose sensitive)

®
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