
How to Register for ADP W-2 Services 
 

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

 
2. Click Create Account 

 
3. Click on I have a Registration Code 

 
4. Enter the Registration Pass Code which is: (CollinEdu-W2)  
5. Enter your Social Security Name and W-2 Services will default as the Service. 

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

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

 
7. You can either use your mobile phone or they 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 

 
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.) 

 
11. And answer the question either yes or no 
12. Click Continue 
 
13. Now create your unique password 

 
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 

 
 
18. You will receive an email with your user ID 

 
 

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

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

 
 

 
 

 
 



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

 
 

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. 

 
 

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

 


