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
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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.

AR

- ]
Welcome to ADP Workforce Now, your company’s HR and payroll provider

Take a few minutes to sign up for ADP Self-Service so you can complete
your profile and other onboarding tasks

Click Sign up now, then enter Your information. You'll need this Associate
1D

Associate 1D: FOT4RESIM

Button not working? Copy this link and paste it info your browser:
Self Service Registration (adp.com)
Using the Registration code sign-up option? Here's your code: xatjs7yg

If you have any questions, please contact your employer

Ragister Now to access and manage all your Information

Pay & Tax Statements Total Rewards Payment Options Personal Infarmatian

Ei C

=
[




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

@ SECURE PAGE == ENGLISH ~

Create your account

Creating your online account gives you secure and guick access 1o your
personal, pay, HR and company information. It's easy.

Please select an option to continue.

FIND ME

| HAVE A REGISTRATION CODE

£ BACK

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

& SECURE PAGE
Enter Code Identity Info Contact Info Create Account
Let's get started

First, we'll need your information so that we can create your
account with Associaton of Public Health Laboratories

First name * @

Suwel

Lastname * @

Chen

(@) Associate ID

P73X38Z9Q

e
-




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.

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.

& SECURE PAGE .4
& - & O
Enter Code Identity info Contact Info Create Account

Help us protect your account

Primary Contact Information Enter a frequently used email and phone number to
receive a verification code to confirm your identity and/or recover your account login
information, when needed

Email*
Phone*
‘ Personal, Mobile v ‘ S+

© ADD BACKUP CONTACT INFORMATION

& SECURE PAGE X
® * - O
Enter Code Identity Info cm Iinfo Create Account

Enter verification code

We sent a code by text message 1o sevees 7342,
This code is valid for 15 minutes.

Verification Code

Didn't receive a code? REQUEST A NEW CODE

MM




Create a user ID
and password.

Please write these
down so you do
not forget them.

Click ‘sign in now.’

& SECURE PAGE »
Enter Code dentry Info Comact info Create Account

One more step, Suwei!

Let's set up the login information for your account with Associaton of Public
Health Laboratories

Create Userld * @

‘ SuweiChen [

Create Password * /

Very Strong (Add more characters to strengthen)

Confirm Password *

Accept Terms and Conditions

v | 1have read and agree 10 the Employee Access Terms and
Conditions.

v CREATE YOUR ACCOUNT

& SECURE PAGE

v

Account created! Please sign in.

User ID: SuweiChen

Now sign into ADP Werkforce Now 1o access and manage your account.
SIGN IN NOW

Stay connected with the ADP Mobile App to access your information on the go!

@& App Store * Google Play
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Click on ‘profile.’

Welcome to APHL, Fellow!
You started on Oct 26th, 20221

Masaage from your Direstor OFf Expariential Learning

Cangrandatons cn your placemant in APHL-COC Public Ha Laboratcry Fallowahip Program! A fellowsiip cen be an impsetant carear sten for many
scientiate, and we are glad to be part of your journey. You will mot neeed 1o suberid fax withholding information e APHL does mot witivhold teses for this
wtipend. However, you will need to complete a W-9 and ciher information. Pleass complete this cnboasrding quickly sa you can be paid in a timely
rransed, We axtend & warm welcams and ksak farward 19 warking with youl

Hera's what you're going to cover:

Frofile Papsrwark
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Fill out your
personal
information.

When prompted
for Tax ID type,
select United
States social
security.

Personal Info

Country

Address Line 1

Enter a location

Address Line 2

L)

Address Line 3

L )

City

L)

State / Territory

-
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Click ‘Next’ on the
bottom right

Step 1: About You

Fellow Test
ASSOCIATE ID : 2A1JHTEQK

REPORTS TO : No one

& Personal Info Edit Status
Optional

0 Add your mobile number @

% fellowships@aphl.org
Tell your cowarkers a little about yourself.
8515 Georgia Avenue
Silver Spring, MD 20910
Montgomery County
us

£ Prev Next »




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

Payment Options

How do you want to be paid? You can split your pay between any combination of accounts.

@ Reveal account details £ Pay statement settings

Add an Account @

Routing Account Account Review
Number Number  Type

First, enter your routing number.

EXAMPLE
e .

Routing Number is required *

and other
reimbursements to
be paid to you.
12
Documents
The stipend

payment schedule

Read-Only Documents (1)

. . Name = Status
can be viewed in
IDOcume ntS ’ [ 2022 Fellow Stipend Schedule Read-Only
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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

Upload Documents

Incomplete Documents (1)
Name = Uploaded On  Status

W-9 (Required)Complete the fillable form W-9 and upload it

to your profile. Incomplete >




onboarding
process.

See the dropdown
titled “How do |
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

7

Upload Document

Drag and drop your files here, or select them from your computer

upload.
15
Upload Documents
If the W-9 is
u ploaded Incomplete Documents (1)

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.

Name

B W-8.jpgComplete the fillable form W-9 and upload it to your

profile.

Uploaded On  Status

Pending

Oct 26, 2022 Armnrel

>



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.




