Employee Self Service
Registration Guide

Welcome to Self Service!

Employee Self Service (ESS) is your personal guide to your personal information. Self Service allows you to manage your personal

information without the need for emails and phone calls to Human Resources or Payroll. It is also the way that you will access your
“pay stub”.

Accessing Self Service
1. Inyour internet browser type https://portal.adp.com.

Administrator Login

= First Time Users Reqister Here
= Meed Help Getting Started?

= Update My Security Profile

= Change your Password

= Make This Site Your Home Page
= Forgot yvour User Id

= Forgot yvour Password
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Registering for Self Service

2. If you are new to Employee Self Service, you need to create an account using the First Time Users Register Here link.
3. Click Register Now.
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4 . Enter your Registration Pass Code USG-6775 and click Next
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5. Complete all fields including your SSN using the full number of digits.
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Enter your data in the fields with the »>.  After completing these fields, click Next.
Please Note — you must enter your name as it appears in the HR/Payroll system of record.

6. In rare circumstances, a second page (below) of Verify Your Identity may appear. This may be due to incorrect data being entered in
the previous screen. If this occurs, click Cancel and verify your entered information. Note — you must enter your name as it appears in
the HR/Payroll system of record. If all data is correct and you are still seeing this form, please contact Payroll at for more
information.

£3?

[Register for ADF Services
Pleate enber 1he fllowing information 10 register fr AP serices.

verify Your 1dentity

W nive e e information = ander o verdy your idinlily. Pliasi compliti the information on (ks pagi
2 Venify Yo Identity

3 Enlar Tour Gonticl b = Requred

Infamation )

4, Enter Your Securty A Bnliect a Bervice

Infomation _—r

4. \iaw Your User i & Creaty Service: b | Sell Samice |

our Passwol

6, Confrmatin B AP Holf-Bervice

Your employer ser you a lithes with your Employis 10 and PIN_¥ you do not know what your Emplayes 10 or PIN is_ confact your managar
fr gystam adminietrabor

Empleyas ID:
Pin: *

W nea |
|

7. Complete the fields on your “Contact Information” and click Next.
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8. Complete all the fields on your Security Information and click Next.
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9. The view showing your UserID & Create Your Password will appear. Your user ID is displayed.
Note your User ID and keep track of your password.

Note: The security questions and answers are used if you forget your logon credentials. Be sure to choose information that you can
readily remember.
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Enter your password in the Create Password field.
Note: Your password must be a minimum of 8 characters and contain at least one alpha and either one numeric or special character.
Your password is case-sensitive.
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10. Re-enter your password in the Confirm Password field and click Submit.



11. You have successfully created your ESS/Portal User ID. If you normally complete a timesheet, punch a timeclock or submit
Reports of Absence for Vacation and Sick Leave, you will want to click, Add Another Service to add yourself to the eTime system.
Generally this means, Graduate Assistants and Part-Time Faculty do not need to register for eTime.
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12. Enter your ADP employee # on the final screen and click submit.

Notes: You will be sent a confirmation email with your UserID and password. Log on to the portal again to look up your employee # by selecting
the “myself” tab and then “personal information” from the left navigation bar. If you need to “add” a service later, log back into the portal and select
“first time User” again. The “add” button will be at the bottom of the screen.



