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If You Are Go to Page 
An existing user who registered for ADP W2 services in the past 
 
Note: If you have an ADP user ID in the format: JSmith@OBI, you are 
already registered for ADP services. 

Start on this page 

New to ADP services and have never registered before Page 5 
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Existing Users 
 

If you have registered for ADP W-2 services in the past, you do not have to register again but you may need to 
add Self Service to your account. 

Go to https://portal.adp.com 
and click User Login. 
 
If you do not remember your 
User ID or Password, select 
the appropriate link for resets. 

 

Enter your UserID and 
password. Once logged onto 
the Self Service portal click the 
Benefits tab to access Benefits 
Enrollment. 

 

https://portal.adp.com/
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If you receive a screen stating 
‘You are not authorized to 
access this service’ close your 
browser and proceed to the 
step below. 

 

Go to https://portal.adp.com 
and click First Time Users 
Register Here. 

 

Important: On the Welcome 
page, click Add a Service 
 
Do not click Register now.  
 
 

 

Enter your ADP User ID and 
password and click OK. 

 

https://portal.adp.com/
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You must add Self Service to 
your account on this page.  
 
To continue, click Add next 
to Self Service ONLY. It is 
not necessary to add any 
other products including 
Benefits Enrollment.  
 
 
 

 

After you select Add for Self 
Service, enter information in 
the fields and then click 
Submit. 
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Now you can log on to the 
ADP Self Service Portal 
(https://portal.adp.com) and 
click the Benefits tab to start 
using Benefit Enrollment. 
 
There may be a short delay 
before you can access Self 
Service. If you receive an 
error, wait a few minutes and 
then try again. 

 

 

New Users 
 
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, a user ID will be assigned to you and you will create a unique password. Then you will be ready to log 
on and start using ADP services. 
 

Go to https://portal.adp.com  and 
click First Time Users Register 
Here.  

Click Register now. 

 

https://portal.adp.com/
https://portal.adp.com/
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Enter your Registration pass 
code, OBI-ESS, and click Next. 

 

Enter information in these fields 
and then click Next. 
 
Be sure to enter your name 
exactly as it appears in UltiPro 
Payroll / HR Self-Service; do not 
enter a nickname.   
 
Note: If your legal name is 
“Thomas”, do not enter “Tom”.  
 

 
 

If this page is displayed, do not 
Continue.  
 
Select Cancel and contact The 
OneBeacon Benefits Service 
Center at 877.576.0393 for 
assistance with your identity 
verification information. 
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Enter your e-mail address and 
click Next.  
 
 

 

Select your security questions, 
enter your answers, and then 
click Next. 
 
Important: The security 
questions and answers are used 
if you forget your user ID or 
password, so be sure to choose 
information that you can 
remember. You should make a 
note of your answers and keep 
them in a safe place. 

 



Quick 
Self Service Registration Reference  

Card 
 

Copyright © 2009 ADP, Inc.  All rights reserved                    HWSE-Social Security Number   Page 8 
 
 
 

Your user ID will be displayed. 
 
Create your password and click 
Submit. 
 
Important: You should make a 
note of your user ID and 
password and keep them in a 
safe place. You will need them to 
log on to the ADP Self Service 
Portal. 

 

Important: You now have 
automatic access to Benefit 
Enrollment.  
 
Now you can log on to Self 
Service and start using Benefit 
Enrollment. 
 
To continue, select ADP Service 
and click Log On. 
 

 

Enter your ADP User ID and 
password and click OK. 
 
There may be a short delay 
before you can access Self 
Service. If you receive an error, 
wait a few minutes and then try 
again. 

 

 


	 Existing Users 
	New Users 

