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Enrollee Self Service Training
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Registration

*All images and videos in this training presentation were 
taken of generic test records in a test system
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Home

Myself

•Personal Information 

• Employment Information

• Time and Attendance 

•Mobile

Enrollee Home Page View

Note: Your website content may vary.

Pending Enrollee specific homepage screenshot
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Accessing My Information: Profile
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Accessing My Information: Profile
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Accessing My Information: Profile- Changing Your Name
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Accessing My Information: Profile - Uploading Picture
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Accessing My Information: Profile - Updating Emergency Contact



Copyright © 2020 ADP, Inc. All rights reserved.

Accessing My Information: Profile- Changing Address 
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Accessing Myself: Pay - Pay Statements 
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Accessing Myself: Pay - Pay Statements 
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Accessing Pay Your Information:  Payment Options
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Accessing Your Pay Information:  Payment Options
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Accessing Your Pay Information:  Tax Withholdings
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Accessing Your Pay Information:  Tax Withholdings



Copyright © 2020 ADP, Inc. All rights reserved.

Your Time and Attendance Tasks: Viewing Your Time Card

Note: Your website content may vary.
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Entering Notes On Your Timecard 

Note: Your website content may vary.
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ADP Mobile

Note: Your app  content may vary.

ADP Mobile is 

available for 

employees/manager

s to view the same 

information that is 

on the ADP 

Workforce Now 

Portal. To download 

the application, visit 

the app store on 

your phone!
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ADP Mobile - Dashboard

Note: Your app  content may vary.
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ADP Mobile – Pay, Tax and Benefits Screens

Note: Your app  content may vary.
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ADP Mobile – Approve Timecard

Note: Your app  content may vary.
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Next Steps

• Enrollees will receive registration instructions on Monday, September 21.

• The email will come from SecurityServices_NoReply@adp.com

• The email will contain a registration code. Follow the instructions to 

access ADP and create a username and password.

• Note that if you do not log in within 15 days of receiving 

registration information, your account will automatically become inactive.

• Review your personal information and make any necessary updates:

• Name

• Address

• Contact Information

• Emergency Contacts

• Tax Elections

• Direct Deposit Setup

mailto:SecurityServices_NoReply@adp.com
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Key Dates to Remember

Date ADP Implementation

9/12/20 -
9/20/20

Blackout Period: You will not have access to either ADP or Paycom

9/21/20 You will receive an email with registration information for ADP

9/21/20 You will be able to start completing your timesheet in ADP

9/28/20 Completion and Approval of 1st timesheet in ADP is due

10/8/20 Receive your 1st paycheck through ADP
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Thank 
You!


