@ Self Service Registration

If You Are Go to Page

An existing user who registered for ADP W2 services in the past Start on this page
Note: If you have an ADP user ID in the format: JSmith@OBI, you are

already registered for ADP services.

New to ADP services and have never registered before Page 5
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@ Self Service Registration

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.

| User Login | ‘ Administrator Login |

If you do not remember your
User ID or Password, select
the appropriate link for resets.

wm First Time Users Register Here
m Meed Help Getting Started?

m Update My Security Profile

m Change your Passward

m Make This Site vour Home Page
m Forgot your User I

m Forgot your Password

B LEcaL

Enter your UserID and

password. Once logged onto @?
the Self Service portal click the
Benefits tab to access Benefits
Enrollment.

AAS
bR

)

g Emplovee Access [14:46:56:5511]
"~ User name: Iﬁ |
g Password: I
™ Remember my password

oK I Cancel

B LEcaL
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Self Service Registration

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

=1
AP

This service is not included in your ADP Security Profile.

If you continue to experience problems, please contact your administrator for assistance.

Go to https_://port_al.adp.com m Firzt Time Users Register Here
and click First Time Users
Register Here.

Important: On the Welcome £
page, click Add a Service

Welcome!

Wwelcome! ADP is committed to protecting your privacy and ensuring that only you can access your personal Privacy & Security
information. To assist us in meeting that cammitment, you must register with us befare using our semices. During
registration, you'l be assigned a user ID and you'll create a unique password. Then you'l be ready to log on and stan | = Our Security Commitment
H H using ADP serices.

0 not clic egister now. - 2DP Privacy Statement
Ready to get started? (@l Register now | Already Registered? {ll Addaservice | i PEEsMETSEEIEER
The Registration Process At-a-Glance
Here is how to register for ADP semices: Do you already have an ADF user ID in the following
@ Enter your registration pass code format: JSmith@Cempany?
€ Verify your identity

If 50, you are already registered for ADP services
© Enter your contact information
€ Erter your security information

@ View your user ID and create your password

What you need 1o register:
= Registration pass code Learn More

Enter your ADP User ID and
password and click OK.

User name: | ﬂ

Password; [ !
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Self Service Registration

You must add Self Service to

your account on this page. | Change by Fovmword | | Hanage by Services |

To continue, click Add next Manage My Services

to Self Service ONLY. Itis ;hdudfu{_'mr:fc:fs ::rr:::?l:: ::;r:fg;:l:ﬂ:;;:r:.ﬁ assaciale anolher serice with your user acoount, click
not necessary to add any o
Oth er p rOd ucts | nCl u d | ng W you have & senice thad is panding ard ward 1o wis yoiur pay stalamant o fom ‘W2 to aesociala that sensce with you

I ugar ecoount, chck Try Agaln,
Benefits Enroliment.

l"lllﬂ"-llll: HADF semices ain displayed withoul ASSTelate optond mdal 1o hem, you aulomabically bive access b
Ui peoducte. You donl miskd 10 add them teparately

Salf Sernce Sl
iPayStatements i
HWEE Training and Demn 2dd
Banafig Ennolisnénd et
Enbgrprips e TIME S
W2 Serices Jaletn

After you select Add for Self Y/ oP)]

Service, enter information in e

the flelds and then C|ICk Please enter the following information to register far ADP senices
Submit. Stap 2 of 6
1. Enter Your Registration ‘ verify Your Identity
Pass Code ADP is to your privacy and ensuring that only you can access your data. We ask for some personal information so we
2. Verify Your klentity can confirm that you are the individual you claim to be. Then we can provide you with the appropriate online access to ADP senices
3. Enter Your Contact
Information
4. Enter vour Security 1 want to verify my identity using my: | Social Security Mumber (SSN) =
Infarmation Your 33N is used to identify you during the account creation process; ADP does not share your personal information collected through
5. Wiew Your User 1D & this site with any third-party vendor,
Create Your Password
B. Confirmation b = Required
First Name: ’l (*aur legal first name; do nat enter a nickname.)
Middle Initial: M
Last Name: Dl (Apostrophes and hyphens are allowed.)
SSN: b (Al nine digits in any farmat)
Confirm SSN: b (Al nine digits in any format)

. Next | . cancel |
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Self Service Registration

Now you can log on to the
ADP Self Service Portal
(https://portal.adp.com) and
click the Benefits tab to start
using Benefit Enroliment.

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.

m Welcome John Doe

BT KT e e

Manage Wy Serices

Thes Blipeving ADF parucdy Biw Cumsiey Baaiabls 10 jos To BMsocate smoler ponice oFS o anis soctumt chch Add To remove & savacs om
s atcourt Cach Dwlete

T 0w hasr 5 peace Tt a peeddng 850 sord B s your (0 PEN ema = W0 10 Serodale T pafiate wd o BT Try

Higain

important: F ADE gernces arw dagleywd weroud bid Detete ophons nead 13 IPem jou sctomaically Bavw sctaie 55 thase prodecti Yo So91 read

5 R T R

Becauts your company has choson 1o uss Salf Serece, you sulcematically have 0ocoss
e thep sorvicers lmloo Beaddeay

Eal Terace

Bacaflr  rosdatane

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.

m Firzt Time Uzers Regigter Here

Click Register now.

AP

Welcome!

Welcome! ADP is committed 1o protecting your privacy and ensuring that only you can access your personal

Privacy & Security
information. To assist us in mesting that commitment, you must register with us before using our services. During

registration, you'l be assigned a user ID and you'l create a urique password. Then you'l be ready to log on and stat | = Our Security Commitment
using ADP services

= ADP Privacy Statement

Ready to get started?

Register now | Already Registered? (]l Adaasenvice |

= Legal Information

The Registration Process At-a-Glance

Here is how ta register for ADP senvices: Do you already have an ADP user |0 in the following
@ Enter your registration pass code format: JSmith@Company?

€ Verify your identity

If o, you are already registered for ADP senvices

€ Enter your contact information
€} Enter your security infarmation

@ View your user ID and create your password

What you need to register:
= Registration pass code Learn Mare
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Self Service Registration

Enter your Registration pass
code, OBI-ESS, and click Next.

Step 1 of 6

- Enter Your Registration Pass Code
1. Enter Your Registration
Pass Code Your employer provided you with a registration pass code when they instructed you to register online for ADP services. f you don't know

Information

Information

6. Confirmation

2. Veriy Your Identity what your pass code is, contact your administrator for assistance.
3. Enter Your Contact

4. Enter Your Security b = Required

5. View Your User ID &

Create Your Password Registration Pass Code: (Example: Genco-1234ahc)

Note: The pass code is not case-sensitive.

e

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”.

A2

Register for ADP Services

Please enter the following information to register far ADP senices

Step 2 of 6
1. Enter Your Registration ‘ verify Your Identity
Pass Code ADP is to your privacy and ensuring that only you can access your data. We ask for some personal information so we
| 2. Verify Your klentity can confirm that you are the individual you claim to be. Then we can provide you with the appropriate online access to ADP senices
3. Enter Your Contact
Information
4. Enter Your Security 1 want te verify my identity using my: | Social Security Number [SSh) Ll
Infarmation Your 33N is used to identify you during the account creation process; ADP does not share your personal information collected through
5. Wiew Your User 1D & this site with any third-party vendor,
Create Your Password
B. Confirmation b = Required
First Name: 'l (*aur legal first name; do nat enter a nickname.)
Middle Initial: M
Last Name: Pl (Apostrophes and hyphens are allowed.)
SSN: b (Al nine digits in any farmat)
Confirm SSN: 4 (Al nine digits in any format)

. Next | . cancel |

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.

Step 2 016

Irforrration

1. Enler Your Regishiatio
. o Wa could not verfy yaur identity vaih the information you prowded Please contact your adiinistiator for assictance. Optionally, you
mmfyﬁ“ iy tan continue the registration process by selecting an indindual ADP product and validating your identity against that product
3 Emervoncontatt |
Infermation

ot vorSeuty | comme (] cancel

F Viinei o [leas I 8
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Self Service Registration

Enter your e-mail address and VP

C||Ck Next. Register for ADP Services

Please enter the following information to register for ADP sewices

Step 3 of 6

1 Enter Your Registration Enter Your Contact Information

Pass Code Your e-mail address is only used for notifications. If necessary, you can change this information later.

2. Verify Your |dentity If you want to change your first or last name, pleage contact your administrator,

3.Enter Your Contact .

Information ¥ = Required

4. Enter Your Security

Infarmation First Nam, ¥ John

5. View Your User 1D & Middle al:

Create Your Password Last Name: ) Doe

6. Confirmation
Business/Personal E-Mail: }l (This e-mail address is only used for notifications.)
Confirm E-Mail: bl

. (Mrea code and number in any format. Use "Ext. " to indicate

Phone: I

extension, if applicable.)

ext_|

Select your security questions, Y/ PP

enter your answers, and then Register for ADP Services

CIle Next Please enter the following information to register for ADP semices
Step 4 of 6
Im pO I’tant The SeCUt‘Ity 1. Entar Yaur Registration Enter Your Security Information
H Pass Code For security reasons, you must select two different security questions and provide their answers. If you forget your logon information, you will
queStlonS and answers are used 2. Merify Vour Identity be asked to answer the questions in order to verify your identity.
H 3. Enter Your Contact
If yOU forget your user ID or Information Important: Be sure to choose answers you can remember.
er Your Security
password, so be sure to choose ntormation » = Required
. . 5. View Your User 1D &
information that you can it Vot Pasovars
6. Canfirmati
remember. You should make a B Cly/Town of Birt: d (00 ot anter the st )
nOte Of yOUI‘ answers and keep Select a guestion from the list and enter your answer. Impaortant: Answers must be at least B characters and are not case-sensitive
them |n a Safe place Security Question 1: DI j
Answer 1: » |
Select a different question from the list and enter your answer. Important: Answers must be at least B characters and are not case-sensitive
Security Question 2: ¢ | ﬂ
Answer 2: » |

[ = W concar |
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Self Service Registration

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.

AR

Register for ADP Services

FPlease enter the following information to register for ADP senices

Step 5 of 6

1. Enterour

Wiew Your ADP Services User 1D

Pass Code

2. Werify Your ldentity

3. Enter Your Contact
Infarmation

4. EnterYour Security
Information

5. View Your User ID &
Create Your Password

B Confirmation

Your uger 1D is provided below, Youll use this 1D and password to log on to ADP services. A confirmation e-mail containing your uger 10 will
be sent to the address you provided.

Note: Y¥our user ID is not case-sensitive

User ID: Jdoe@debnewsl

Create Your ADP Services Password

Passwords must be at least B characters long and must contain at least 1 letter and 1 number. Your password may also contain these five
special characters (-1 @#F). Passwords are case sensitive.

Note: Your password is case sensitive

» = Required
Create Password: » | (Exarple: Passwordd1)
Confirm Password: 4 |

. Eancél_

[ EC

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.

222

Register for ADP Services

Please enter the following information to register for ADP services.

Step 6 of 6

1. Enter Your Registration
Pass Cade

2. Verify Your [dentity

3 Enter Your Contact
Information

4. Enter Your Security
Information

5. View Your User D &
Create Your Pagsword

|| 6. Confirmation

Thank you for registering!
Once your registration has been approved, you will receive an e-mail with your logon
infarmation

A To ensure access to all your ADP sewvices, complete the Add ADP Services section
before you close this window.

Add ADP Services

The following additional ADP services are available 10 you. To associate another service
with your user account, click Add Another Senice

= ADP Service

@ 74 Another Senvice

Log On to an ADP Service

The following ADP senices are currently available to you, Select 2 service and click Log
On. If you wart o lag on later, click Close.

& ADP Service

& Looon

@ cose

07 ADP Inc.

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.

Lser name:

Password;

L4
|_ |
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