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Partnering with Older Adults

Register for the ADP Employee Portal

Go to https://www.workforcenow.adp.com

For first time users go to: Need an account? Click “SIGN UP”

Create your account.

Enter registration pass code: DIVERSANT1-SS

Complete the next steps, don’t forget to make note of your User ID and Password.

Your user ID going forward should be the initial of your first name plus your last name and @DIVERSANT1

Example
First Name: Mary

Last Name: Jones
Username: MJones@DIVERSANT1

English (US) =

Welcome to ADP

User ID #1 Administrator Sign In

Remember My User ID @

Password (case sensitive)

SUBN I

Forgot your user ID/password?

Need an account? SIGM UP
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Once registered please go to “MYSELF” >>>> My Information >>>> Profile. Complete the items below:

1- Confirm your own contact information. This is the first thing you will be prompted to do when you
log- in for the first time.

2- Enter your emergency contact information. Under MYSELF, MY INFORMATION, PROFILE

MY SELF 2y PEGFLE PROCESS REFCR TS

MY SELF

. re—y
. Profil

My Infarmation }2 rofile - 3

Personal Information

Pay

Time & Attendance
Tirne Off

Talent

Benefits

" EXPAMD MEML

3- To complete your Emergency Contact select If you want to add a contact select “ADD”

Emergency Contacts

a PRIMARY COMNTACT

- e | dr
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4- Read and confirm the Company Policies. Go to RESOURCES >>COMPANYINFORMATION>>COMPANY
POLICIES.

5- Review and acknowledge the applicable policies

RESOURCES, = ™ T B 3 REPORTS
RESOURCES x
2 /i*Company Information I Company Profile
Learning 3 I Company Policies I

Forms Library

FAdCs

Tool s/ /References

MManager Tools

My Tool:z

Practitioner Tools

Administrator Tools

" EXPAMD MEMLU
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Direct Deposit enroliment

1-Direct Deposit Information go to >>> MYSELF, >>> PAY, >>> PAYMENT OPTIONS.

1 REL PEQIPLE

REFDRTS

MYSELF &

Wy Information Annual Statements
Fersonal Information Caleulators

i Fay 3 _ Payment Options
Time & Attendance ] Tax Withholdings
Time Off PayStatements
Talent
Eenefits

" EXPAND MENU

2- Select “ADD BANK ACCOUNT” to enter your direct deposit information.

Bank Account Direct Deposit

i
L

Add a checking or savings
account

+ ADD BEANK ACCOUNT
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Step 1 Step 2
Add an Account @
Add an Account @

I O 0909090
ROUTING BCCOUNT  ACCOUNT REVIEW —— R
MUMBEER HUMBER TYPE ROUTING ACCOUNT ACCOUNT REVIEW

MUMEBER MUMEER TYPE
Mext, enter your account number. Account Type *
Y- Checking e,
— MPLE_ f——1
E}(JA s Would yvou like to deposit a specifled amount per pay
period Into this account, or the balance of your pay?
s« E
& Deposit a specifled amount. £,==

Accoumnt Mumber
Account Number Is required * &
Deposit a percentage of my p&

Confirm Account Number 15 required = ) Deposit the remainder of my pay. (@]
- The remalnder of your pay Is already belng
deposited In another account.

£ BACK
€ BACK EX]

® CANCH
x CANCEL
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Step 3

Add an Account @

ROUTING ACCOUNT ACCOUNT REVIEW
NUMBER MUMBER TYPE

Y

Last step! Check your account information and agree
to the terms and conditions.

Routing Number
021000021

Account Number
981230222

Amount Per Pay Check
$25.00

(3P Ive double checked my account number.

C’ | agrae to the terms and conditions

X CANCEL ADD

Step 5

Step 4

Add an Account @

ROLUTING ACCOUNT ACCOUNT REVIEW
NUMEER HNUMBER TYPE

Y

Last step! Check your account Information and agres
to the terms and conditions.

Routing Number

iiﬂum MNumber

Amount Per Pay Check
$25.00

@D v gouble checkad my account number.

[ o)

ree tothe terms and conditions

£ BACK

Security Verification

Salect an option 1o verify your ikentity and continue,

= Send me an ema"_
= Send me an oo —————
0 Send me a text h
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Stop Receiving Paper Statements

Since the company has chosen to “go paperless”, you must opt out of receiving paper pay
statements. Please note that pay statements are available to view and print online anytime and

will remain available to you for up to 3 years. You will be able to select the "go paperless" option
after you received your first payment.

Go to Myself >>Pay >>Pay Statements

PECPLE

REPORTS

MYSELF 2

My Information Annual Statements
FPersonal Information Caleulators

Pay Payment Ciptions
Time & Attendance Tax Withholdings
Tirne Off 3 PayStaiements
Talent

Eenefits

" EXPAND MEMNL

1- On the Pay Statements page, Click Go Paperless

Pay Statements @ .~

|Go Paperless | Select Notification Options

View your available pay statements. Click the chec
statements as check images (default) or in a table
adjustment details. A pay date may contain one or

@ Pay Statements Pay Adjustments
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2- Select Access my pay statements online only and click next.

Pay Statements - Go Paperless

1. Select Options Choose to access your pay statements online, and stop n
a copy of a statement for longer than 3 years, you must e

2. Accept Agreement i

3. Verify Online Viewing |¥  Access my Pay Statements online only

By selecting this option, you will receive your pay statemt
conditions and then verify that you can view your stateme

«| | Agree

3- Read the information, click then click Next.

4- Enter the confirmation number and click Next.
The confirmation information sometimes are letters or numbers.

| Pay Statemenis - Go Paperless

£32

Please enter the coafi ber shown below area

JEe—

Enter canfirmation number here:

‘ cANGEL PREVIOUS em e

5- Verify your email address and click Done.

Reminder: You will be able to select the "go paperless” option after you received your first payment.

If you run into any issues, or have questions regarding where to find information or how to navigate, please call
MylLife Advisor at 844-448-0325, you may also email the service center at MyLifeAdvisor@adp.com



mailto:MyTS@adp.com
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ADP Employee Portal

Federal and State Tax Withholdings

To complete your Federal and State Tax Income Tax Withholdings, go to the
ADP Portal https://lworkforcenow.adp.com

Note: of you do not follow these steps, your Federal and State Income Tax Withholdings will

automatically default to "Single, 0"
Select the MYSELF tab >> PAY >> TAX WITHHOLDINGS

REPORTS *
MYSELF -
Personal Information Annual Statements
Employment Calculators
Pay 2 Direct Deposits
Time & Attendance 3
Time Off Pay Statements
Talent

Benefits

«" EXPAND MENU

Select START to begin your Federal Income Tax Withholdings then repeat same
steps for completion of your State Income Tax Withholdings

Homa Leparimant - 250N - Admainistration - N
i I .
New Jerse
Federal y
W-4 NJ-W4
Single You must complete your Federal W-4
1allowances Tirst
‘nplete this form to make changes

& VIEW / DOWNLOAD CERTIFICATES ON FILE

Note: You can make changes to your Federal and/ or State Tax Income Tax Withholdings at any time after your

initial setup.

If you run into any issues, or have questions regarding where to find information or how to navigate, please call

MyLife Advisor at 855-547-8508, you may also email the service center at MyLifeAdvisor@adp.com Service

Hours: 8:00am - 11:30pm (EST)


acovello
Highlight
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ADP W-2 Print out Instructions

To print your W-2 please make sure to use https://workforcenow.adp.com to access ADP

Under “MYSELF”>>>>Pay>>>>Annual Statements.

MYSELF REPORTS
MYSELF -
Personal Information Annual Stalements 3
Employment Calculators
Pay 2 Direct Deposits
.__.
Time & Attendance Tax Withholdings
Time Off Pay Statements
Talent
Benefits

« EXPAND MENU

Click “Your pay has a new face”

Annual Statements e .

Select Notification Options

View avallable annual wage and tax statemen 0 view detalls, click the tax year. Tax forms remaln online for 3 years.

Your pay Pay
never looked O Gross Pay
this good!

Riqudar

Rihee
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On the page below you can download “Tax Statements”, “Pay Statements”

Pay bl VIEW YOUR TRENDS

Jan 4, 2019 ) Gross Pay X XKHA XX
Take Home Gross Pay Regular Rate  $XO0CXX
XK XKK FXHKHK XX 80 hours OO KK
Dec 21,2018 4 EXPAND ALL
Take Home Gross Pay > Taxes $X,XXX.XX
PUXAKXK PUXXRXKX
» Benafits T IO
Dec7, 2018
Take Home  Gross Pay » Retirement FHHKHAKXX
SHMKAXH PUIHHKXX —— S e
> Take Home SXXXXKXX

Nov 23, 2018

Take Home Gross Pay

| & DOWNLOAD PAY STATEMENT )
PAXKAKXK  PXXXKXX \

Nov 9, 2018

Take Home Gross Pay
SHKHKAKK  PXXKXXX
Oct 26, 2018

Take Home Gross Pay
SHHHAKK PHXKHKXX

Ir. @ VIEW ALL PAY STATEMENTS }

For Your Records Time Off Tax Statements
Year to Date Gross Pay Balance as of: Jan 09, 2019 Fax ¥ear: 2017 -
BHKAKHK
— SICK LV HRS BAL -24 ‘
| @ VIEWYEARTODATE | wz
DIVERSANT LLC
T — - BX XX KK

Your Retirement > & DOWNLOAD STATEMENT
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Employee Discount Program

1 MY TEAM REPORTS w

MY SELF =

Personal Information Enrollmenits

Employment Employes Discounts - Lifetart 3
Pay Retirement Savings I
Time & Attendance Documents

Time Off

Talent

Benefits 2

«" EXPAND MEMNL

L
Work-Life |  LifeMart - eicome , Ruth

LifeCare £32

A more heman mecuros

@ BROWSE ‘ MY LIFE . SEARCH . GET EXPERT HELP

—

Wherever life takes you...
We're right by your side
- o

1S Confidential and professional
assistance when you are facing a

Help is always available

GUide me through a ]]fe event > personal, family or workplace

problem.

Whether you are looking for
counseling sessions with a clinician
or resources and guidance, our

ShOW me mOﬂey-SaVing Oﬁers trained staff can assist you 24/7.

—ﬁ Call 800 697-7315 today.
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If you want information about a life event please select below your life event.

Wherever life takes you...
We're right by your side

Guide me through a life event

I need information about

Id like

For money savings: TAX PREP>> TRAVEL>>HOTELS>>CAR RENTALS >>HOME >>AUTO
>>TICKETS>>INSURANCE>>CHILD CARE.

Show me money-saving offers

TAX PREP TRAVEL HOTELS CAR RENTALS HOME AUTO TICKETS INSURANCE CHILD CARE -

Choose From 2,000+ Gyms For $25/Month! > | Save Up To $20 On TurboTax Federal Products! > | Save $200 Off Iinvisible Teeth Aligners! >

EEETEITIL)| TT WE ﬁ

BETTER SLEEP CAN BE YOURS
' Buy a Luxury Mattress Online and Save Thousands

" Free Shipping | 100 Night Money Back Trial | Made in USA

Canadian Discounts Unlimited Plan Download Now
. ' : ) Life
mpacivertisg Llfe c.n..:..* Sp“nt ,;,7‘//
Employee Purchase Program Your Busm_ess_- -
10%6 Off Up To $20 Off Up To 60% Off Ower 30% Off Up To 45%6 Off
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