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IN THE BUSINESS OF YOUR SUCCESS™

Self Service Registration Quick Reference

Welcome! 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 will do the following:
e Establish your user ID and create your password.

e Establish your contact phone numbers and select an email address to receive notifications from your company or
ADP,

e Select security questions and enter security answers to protect your account.

Before You Begin: You will need your registration code (shown below) and the URL of your ADP service web site
(https://workforcenow.adp.com). Be sure to keep them handy. If you do not have this information, contact your company
administrator for assistance.

Navigate to https://workforcenow.adp.com, click the link to register for ADP services. Complete the following steps,
clicking Next to continue:

Welcome to ADP Engish (US) [~]

User Login Admin Login

Enter your user ID and password to log in

_

Forgot your user ID? Forgot your password?

First Time User?

or Help Getting Started
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1 Enter your registration code. For the Registration Code is .

®

Register for ADP Services

Step 1 of 7: Begin Registration

Enter the registration code that you received from your employer or ADP. If you do not have this information, contact your company
administrator. Registration code is not case sensitive.

Registration Code:

ew and Submit

o OE
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2 Enter your name and personal information exactly as they exist in your company records.
Note: The options available on this page might vary based on your company setup.

Step 2 of 7: Verify Identity

ADP is committed to protecting your privacy and ensuring that only you can access your information. We ask for some personal
information $o we can werify your identity,
Step 3 fry W
Cet UseriD&

Company Mame:
Password

Company (Mot your company? Re=-enter your registration code.)

Step 4 Identity Type Partial 55N
Sabect Security
Questions

|+

First Name:
Step 5

Enter Contact Last Hame:

Information Last 4 digis of 55N or EIN or ITIN:

Sep G _—
Conffirm Last 4 digins:

Enter Activation Code '

Step 7 Birth Month and Day; | w | Day

Feview and Submit

N InNe PUDNS AVANADIE 0N MIS PAQE M AY Vary Dased on your com pany semp.
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3 Establish your user ID and create your password to log in to your ADP service.
Passwords must be at least 8 characters long and contain at least 1 letter and 1 number. Passwords are case
sensitive.

£D

?

Register for ADP Services

Step 3 of 7: Get User ID & Password
Step 2 Welcome, Hew User
Verify |dentit You will use this information to log in to yaur ADP service.

Your User ID:
Step 4 Create Your Password
Select Security Passwords must be at least 8 characters long and contain at least 1 letter and 1 number. Passwords are case sensitive. It is recommended

Questions that passwaords be 12 or more characters and cantain a mix of upper case and lower case letters, numbers, and special characters.

Step 5
Enter Cantact
Information Password strength:Strong

N
Password: |cccccccc..cc

password “tFtlt2EFC1w3Iy0" using the following
Step 7

: _ techniques:
Review and Submit « Use the first letter of most words.

Step g The mnemaonic, “The first time | traveled to a foreign
Enter Activation Code Confirm Password: | Tl country | was 9 years old™ can be used to create the
- Capitalize all letters in the first half of the alphabet.

+ Use similar-looking substitutions i.e., ! for 1, 2 for
“to”, @ for "a", etc.
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4  Select security questions and enter security answers to protect your account.

Answers must be at least 2 alphanumeric characters long and are not case sensitive. Be sure to read the questions
carefully and enter appropriate answers that you will remember later.

Note: You will be required to respond with the exact answers to confirm that you are the rightful owner of the
account if you ever forget your user ID or password.

Register for ADP Services

Step | L
Begin Registration
L4

Step 2

Step 4 of 7: Select Security Questions and Answers

To protect your account, the information you enter will be used to verify your identity if you forget your user |D and /or password.

Verify |dentity

Security Questions and Answers.

Answers must be at least 2 alphanumeric characters long and are not case sensitive. Be sure to choose answers you can remember.

R .
Question 1: | | L

.
Answer 1: |

Enter Contact Question 2 | | v
Information

Answer 2: |
Step g
Step 7 Question 3:° | | v
Review and Submit Answer 3- |

-
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5 Enter your contact information to receive notifications from your company or ADP. The contact information you enter
here may also be used to retrieve your forgotten user ID or password.
Note: ADP will send an activation code to your email address and/or phone numbers to confirm they belong to you.

AR

Register for ADP Services

Step 5 of 7: Enter Your Contact Information

Step 2 Enter your contact information to receive communication from your company andor ADP. ADF will send you an activation code to confirm
Verify [dentity that we can contact you.

ADP may send notifications when your pay statements are ready, benefit enrollment changes are processed, and /or workflow items need
your attention. If you forget your login information, ADF can send you an email with your temporary password and/or user ID.

Email Addresses’ Use for Notifications
Work: | :Q}
Personal Email: | @]

Phone Numbers

If you forget your login information, ADP can send you a text message with your temporary password and ‘or user [D. ADP does not charge
for this service, but standard text and data charges might apply from your mobile phone carrier. Terms and conditions.

Work Phone: I United States +1 | v | |Ext.

Work Mobile: I United States +1 | v | | authorize ADP to send my login information to this
phone at my request.

Personal Mobile: | United 5tates +1 | v | |:| | authorize ADP to send my login information to this
phone at my request.

L previous M > next) v oo e
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6 Enter the activation code(s) you received from ADP for your email address and/or mobile phone numbers.
By activating your email address and mobile phone numbers, you receive a temporary password and/or your user ID
by email or as a text message from ADP, upon your request.

Note: You may need to wait longer for an activation code to arrive by email. There can be a delay due to Internet
traffic, your service provider, firewalls, etc. If you did not receive your activation code or prefer to complete this step
later, you can skip this step and follow the instructions in the registration confirmation email.

Register for ADP Services

Step | L
Begin Registration

Step 6 of 7: Enter Activation Code

Step 2 L

Verify ldentity An activation code has been sent to your email address and mobile phone numbers you selected. Activate your contact information now to
ensure that they are in service and can be used ta reach you.

Step 3

Mote: If you want to activate later or you did not receive your activation code(s), you may skip this step. Follow the instructions in your
registration confirmation email to activate at your earliest convenience.

Select Security
Questions sample234345&testing.com
Activation Code:

Enter Contact
Infarmation

tion Code

Ste| . - . ; ]
= p U - Mote: You may need to wait longer for an activation code to arrive by email. There can be a delay due to Internet traffic, your service
SR ETE SR provider, firewalls, etc. If you request a new activation code, the activation code previously issued to you will expire and become invalid

even if it has not arrived.

Didn't receive a code? g Send a new activation code.
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7 Review your information and click Done.

Register for ADP Services

Step 7 of 7: Review and Submit

Review the information on this page; click Submit to confirm and continue. To make changes, use the left navigation options or click
Previous.

User ID:

Security Questions and Answers

Question 1: ‘What is the first and last name of your oldest nephew?
Answer 1: Answer |
Question 2: ‘What was the first and last name of your first manager?
Enter Contact Answer 2: Answer 2
Informati
Question 3: ‘What was the name of your first pet?
Answer 3: Answer 3

Sl Contact Information

Work: sample234345&testing.com Use for Notifications

|4 previous ¥ oone
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8 Congratulations! You are now registered.
To access your ADP service, click Log In to manage your account information to keep it accurate.

£3?

Register for ADP Services

L J Your registration is complete!

Go Mobile with ADP®
ADP Mobile Solutions provides the tools and information you need-anytime, anywhere. Depending on the ADP services your company uses, you can
view pay statements, contact colleagues, view company news, and more on your supported mobile device. Learn more.

Ready to Get Started with ADP*® Mobile Solutions?
Log in with the user |ID and password that you just created. For future logins, you can continue to use your password or create a mobile PIN from the

Settings menu on your mobile device-the choice is yours.

Log In to Your ADP Service

The following ADP services are currently available to you. To access a service, select the service and click Log In. You will be required to enter your user D and
password to continue.

(@ ADP service

Log In

Privacy = Legal & Copyright 201 2 Automatic Data Processing, Inc.
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Need Help? Forgot Your Password?

Once registered, you can use your user ID and password to log in and access your ADP service. If you forget your
password, you can use the “Forgot your password?” link on your ADP service web site to reset your password.

During this process, you will be required to verify that you are the rightful owner of the account to protect your personal
information.

Complete the following steps.
1. Enter your user ID to identify yourself.
2. Select the reset method:
e Request temporary password to be sent via email to your activated email address.
e Request temporary password to be sent as a text message to your activated mobile phone number.
e Request to answer security questions and reset the password on the screen.

Note: If you have not yet activated your email address and/or your mobile phone numbers, the email and text
message options will not be available to you. Use the option to reset your password on the screen.

3. Follow the instructions on the site to reset your password.

£3D

Reset Your Password

Step 1
SR A

Step 1 of 5: Identify Yourself

ADP is committed to protecting your privacy and ensuring that only you can access your information. We ask for some personal information so we can verify your
identity.

User ID:

0 Cancel B Next

Privacy = Legal & Copyright 2012 Automatic Data Processing, Inc.

Note: If you are unable to reset your password, contact your company administrator for assistance.
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Need Help? Forgot Your User ID?

Once registered, you can use your user ID and password to log in and access your ADP service. If you forget your user
ID, you can use the “Forgot your user ID?" link on your ADP service web site to retrieve your user ID. During this
process, you will be required to verify that you are the rightful owner of the account to protect your personal information.

Complete the following steps.

1. Enter your first name and last name exactly as they exist in your company records.

2. Select and enter the email address or mobile phone number associated with your account.
3. Select the delivery method to retrieve your user ID:

e Request your user ID to be sent via email to your email address.
e Request your user ID to be sent as a text message to your mobile phone number.
e Request to answer security questions and retrieve your user ID on the screen.

Note: If your email is shared with other users in your company, you must use the option to retrieve your user ID
on the screen.

4. Follow the instructions on the site to retrieve your user ID.

AR

Retrieve Your User ID

Step 1
Identify Yourself

Step 1 of 4: ldentify Yourself

ADP is committed to protecting your privacy and ensuring that only you can access your information. We ask for some personal
information so we can verify your identity.

First Name: * [

Last Name: ~ |

(@ Email Address: |
Select one type of

information ~

(") Mobile Phone Number: |

€3 Cancel B Next =
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Note: If you are unable to retrieve your user ID, contact your company administrator for assistance.
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