Employee Self Service Quick Reference Card
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Self Service Registration (Updated!)

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 regi

ster with us before using our services.

You will need your registration code (for example acme-abcl or 9A7B632F) and the URL of your ADP service web site. Be sure to keep them handy.

On your ADP service web site, click the link to register for ADP services. Complete the following steps:

Enter Registration code.

DPU REGISTRATION CODE: mydepauw-ipay

© 2014 ADP, Inc. ADP Proprietary and Confidential - All Rights Reserved. (Summer 2014)

Page 2 of 18


crystalmitchell
Typewritten Text

crystalmitchell
Typewritten Text

crystalmitchell
Typewritten Text

crystalmitchell
Typewritten Text

crystalmitchell
Typewritten Text

crystalmitchell
Typewritten Text
DPU REGISTRATION CODE: mydepauw-ipay

crystalmitchell
Typewritten Text


o

Start over Registration code® |ACMEM-ACMEM

What is this?

=Mame of ¥ our Organization=

First mame™ | John

Last name™® | Smith

Select either Employee ID or SSN/EIN/ ITIN®

- ] . [ T ;......
P - - ' =

| (O SSN, EIN, or ITIN

Type it again |

i | March | - ‘ 21 - Birth month and day
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- - - -
Confirm password®  |........
= T - - I — —
= - - - =
|Madrid Your answer®*
| In what city was your mother born? (Enter full name of city anly) ¥ Question 2*
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will be sent to this email/mobile phone. You
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Your registration is complete. You can use your user ID and password to access your ADP service.

¥ You must activate your email and mobile phone number to receive important notifications from your organization or ADP.
¥ Manage your account information to keep it accurate.
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Activate Your Email AddresgUpdated!)

Once you are registered, ADP will send you an email with instructions on how you can activate your email address. Click the link in the email you received from
ADP to complete the activation.
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Activate Your Mobile Phone (Updated!)
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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,yopn v pe 8§Z A
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lamzil laddra:

r security, the password you enter will be masked.)

Note: Depending on the reset method you select, the next set of steps will differ.
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Using your activated mobile phone number or your email address

3. Enter the answer to your security question(s) to continue.

Reset Your Password

- I
Step | Step 2 Step 3 Shep 4 Step g

Identify Yourself “ calact Reset Method 5 Verify Information Reset Password Confirmation

4. Upon successful verification of your security answer(s), a temporary password will be sent to your mobile phone number or email address.

Use your temporary password to log in to your ADP service and choose your new password when prompted.
Note: If you are unable to reset your password, try a different option. If the problem persists, }v8 3§ C}UE }EP v]I §]}v[e u]v]*3E 3}E (}C
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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,yop v pe [Bdfgot'your user
ID Mlink 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 existin your } E P v]1 #ddovdss Enter an email address or mobile phone number associated
with your account.

T T i o A e - A e

2. Select the delivery method to retrieve your user ID:
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X Request your user ID to be sent via email to your email address.
X Request your user ID to be sent as a text message to your mobile phone number.
X Request to answer a security question and retrieve your user ID on the screen.

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

Datrcigun Woser | leqe, 10,

V= e o e e

bl 2l o - o Crmm W mF A Tala et s ivg o
s ey T RS Vo A
e ontinn won selert won will be reovired ro comnlese additinnal =rens ro werify vour identise Standard faxr :rﬂ ﬂi'n rharnes minks apnly from Nenendinn nn tH

Note: Depending on the method you select, the next set of steps will differ.
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Usingthe option to display your user ID on the screen

3. Enter the answer to your security question to continue.

Retriewve Your User ID

Upon successful verification of your security answer, your user ID will be displayed on the screen.

Congratulations! You have successfully retrieved your user ID. Use your user ID to log in to your ADP service account.
Note: If you are unable to retrieve your user ID, try a different option. If the problem persists, contact your } &P v ]| &dgmnjstrator for assistance.
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