
ADP ONBOARDING GUIDE 

Please use this guide to help you with your ADP onboarding. Please do this on a computer and not a 
phone or tablet. Any browser should support the ADP platform, but we advise you to clear your cookies. 

Please note that the screenshots below may not represent exactly what you see on your screen, 
however, the steps and required information are accurate.  

Steps Screenshot 
1 

You will receive an 
email from ADP 
that looks like one 
of these two 
screenshots. Note 
your unique 
registration code 
and associate ID. 

Click on either 
‘Register Now’ or 
‘Sign up now.’ 

Keep in mind the 
registration code 
and associate ID in 
these screenshots 
are examples. Your 
welcome email will 
provide your 
unique code and 
ID. 



2 
 
Enter your unique 
registration code 
which is in your 
ADP welcome 
email (see 
screenshots in step 
1). 

 
3 
 
Type in your name 
and unique 
associate ID (see 
screenshots in step 
1).  

 



4 
 
Fill in your contact 
information. 
  
Please use a 
personal email (i.e. 
not connected to 
any laboratories, 
organizations or 
schools). Use a cell 
phone number and 
not a land line. 

 

5 
 
After entering your 
contact 
information, a 
code will be sent 
to your cell phone.  
Please type in that 
code here. 
 
**This code will be 
valid for 15 
minutes. 

 



6 
 
Create a user ID 
and password. 
 
Please write these 
down so you do 
not forget them. 

 

7 
 
Click ‘sign in now.’ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



8 
 
Click on ‘profile.’ 

 

 
9 
 
Fill out your 
personal 
information.  
 
When prompted 
for Tax ID type, 
select United 
States social 
security. 

 
 

10 
 
Click ‘Next’ on the 
bottom right 

 



11 
 
Add in your 
payment options 
to receive your 
direct deposit. If 
you are prompted 
to select the type 
of checking 
account (e.g. 40, 
41), go ahead and 
select any label, it 
does not matter 
 
This will need to be 
set up for stipends 
and other 
reimbursements to 
be paid to you. 

 
 

12 
 
The stipend 
payment schedule 
can be viewed in 
‘Documents.’ 

 
 

13 
 
Access and upload 
a W-9 via the 
‘upload 
documents’ 
section. Ensure the 
W-9 is filled out 
correctly, signed 
and dated. 
 
This is essential to 
completing the  



onboarding 
process. 
 
See the dropdown 
titled “How do I 
onboard and 
upload a W9 to 
ADP?” on this 
webpage for more 
support and an 
example of where 
to get the W-9 
form as well as 
how to fill it out.  
14 

After filling out the 
W-9 and saving it 
as a PDF or JPG, 
click ‘select file.’ 
After attaching, 
click ‘save’ to 
upload. 

 
 

15 

If the W-9 is 
uploaded 
successfully, the 
status will read 
‘Pending 
Approval.’ 

Accounting will 
verify your W-9 
and then the 
status will change 
to ‘Approve.’ 
Approval can take 
up to three 
business days. 

 
 

https://www.aphl.org/Career-Pathways/fellowships/Current_Fellows/Pages/Resources-and-FAQs.aspx


If your W-9 is not 
approved, 
accounting will 
send an alert 
through the ADP 
email. This email 
will provide details 
for the changes or 
additional 
information 
needed. Please 
keep an eye on 
your email. If you 
do not receive an 
email, that means 
you uploaded the 
W-9 correctly and 
there are no 
further actions to 
take. 

 


