How to Register for ADP W-2 Services

1. Go to https://my.adp.com.

Log in to ADP

User D
Remember My User ID @

NEXT

FORGOT YOUR USER ID?

2. Click Create Account

Create your account

Creating your online account gives you secure and quick access to your
personal, pay. HR and company information. It's easy.

Please select an option to continue.

| | HAVE A REGISTRATION CODE |

< Back

3. Click on I have a Registration Code

4. Enter the Registration Pass Code which is: (CollinEdu-W?2)

5. Enter your Social Security Name and W-2 Services will default as the Service.

The following information is required for validation purposes:
e Tax Year
e Control Number — Your CWID (ex.100000385)
e Control Number — Company code (U5H)
e Employee Zip Code
e Full Social Security Number

6. You will get a screen that wants you to verify your identity

B SECURE PAGE o
We found you, INGEGNG

Select an option to verify your identity.

O Verify me using my mobile number
(=8 US only)

._J Ask me few identity questions »

7. You can either use your mobile phone or tfley will ask questions


https://my.adp.com/

8. If you use your phone it will send you a code that you will need to enter

& SECURE PAGE =

e @ R o o

Enmer Code Identity Infe

Number confirmed

We sent a code by text message to sl 0284,
This code is velid for 1S minutes.

Verification Code

CONTINUE R

€ BaCK

Didn't receive a code? REQUEST A NEW CODE

9. Click Continue

10. Put in your personal email (Personal email highly recommended since you will be
able to access account even when no longer an employee.)

& SECURE PAGE >

® ® T O

Erer Code Idertity vt ‘Contact Info

Help us protect your account

Primary Contact Infermation Enter a frequently used email and phene number to
recelve a verification code to confirm your identity and/or recover your account login
infarmation. when needed

Email®

Persanal ~

Phone* ke
Persanal, Mobile = +1(972) 672-0284

It's OK to text and/or call me (via use of an auto-dialer or othenwise) about my
account. | understand | can opt out any time.* &

Yes Mo

© ADD BACKUP CONTACT INFORMATION

CONTINUE

11. And answer the question either yes or no
12. Click Continue

13. Now create your unique password
& SECURE PAGE bad

i — r——

ter Code identy Info Comactinte Create Account

One more step, Stephanie!

Let's setup the login information for your account with Cellin Cellege

Your Userld: SEatongCollinEdu R
Create Password *

Password must be 8 - 64 characters long and contain
letters, numbers, and special characters.

Confirm Password *

Accept Terms and Conditions

| have resd and agree 1o the Employee Access Terms and
Conditians

« CREATE YOUR ACCOUNT

14. Check the accept terms and condition box




15. Click Create your account

16. Once you get this screen you are all setup

17. This will show you your User ID but you need to verify your email address before
you can sign in

& SECURE PAGE

Account created! Please sign in.

Activate your email address within 24 hours by responding to the message
SENT 0 you:

& deatonfamily@sbeglobal net

Stay connected with the ADP Mobile App 1o access your infermation on the go!

.l ;AppStore | ad Googlr Play

18. You will receive an email with your user ID
Thank you for setting up your account with ADP. We look forward to providing you with the best

service.

To manage your account information, log in to your ADP service.

19. You will also receive an email to verify your personal email address

A3
L

Thank you for setting up your account with ADP. Click on the butten below to activate
this email address. Once activated. it will be used for password recovery and other

security purposes.
Activate Email

If you did not make this request, contact your employer's HR or Payroll department
immediately.

20. Once you activate your email you need to go to my.adp.com and log in from there

Log in to ADP

User ID
Remember My User ID @

T




21. You will see 2 boxes, the go paperless box and a box called Tax Statements

Go Paperless Tax Statements
Save time, trees and clutter! Tax Year 2021
& View your electronic documents online w2
. COLLIN COUNTY COMMUNITY
& Access them securely at your convenience $46.14519
& Get notified by email when they become available VIEW STATEMENT

GO PAPERLESS

22. When you click on the Go Paperless button, you can consent to receive your W2
online only and get email notifications. If you want to continue receiving a paper W2
then you do not need to do anything in this box.

Paperless Settings <
TAX STATEMENTS ©
Receive paperless statements P o
Send me email notifications » or

(1}‘ ‘You can always download your pay and tax statements from the Pay page.

23. If you click either box you will need to accept ADP’s agreement

Paperless Tax Statements Consent

Review and select "l agree” to turn on paperless settings.

This notice is intended to provide you with important information required by the Electronic
Signatures in Global and National Commerce Act (E-Sign Act). Clicking "I Agree” will constitute your
electronic signature.

Purpose of Consent: You can choose to stop receiving paper copies of the statements and access
such statements (and related notices) online only.

Right to Withdraw your Consent: You have right, at any time, to withdraw your consent to
electronically receive statements (and related notices) selected below. The consent below indicates
how to withdraw your consent and when it will be effective. If you no longer have access to the
Internet, you must contact your employer to withdraw your consent and to request a paper copy of
your statement

Technical Requirements: To use this online process and to access and retain electronic records, you
will need Adobe Reader and one of the most commenly supported web browser versions of Google
Chrome, Micresoft Edge, Mozilla Firefox, or Apple Safari. You must also have access to a printer
and/or the ability to download information to keep copies of the electronic statements for your
records.

Paperless Copies of Electronic Records: If you wish to obtain a free copy of your electronic consent,
go 1o the Go Paperless section on the Settings page to view and print your electrenic consent.

Updating Contact Information: It is your responsibility to update your employer regarding any changes
to your e-mail address or other information.




