ADP Online W2 Access Guide

Please use the following steps when registering for the first time.

1. Visit https://my.adp.com and click CREATE ACCOUNT

Log in to ADP

User ID I

Remember My User ID @ l

NEXT

New user? @ CREATE ACCOUNT

2. Click  HAVE A REGISTRATION CODE, enter in the registration code NEE1-

W2 and click CONTINUE.
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Creating your online account gives you secure and quick access to your Enter registration code
personal, pay, HR and company information. it's easy
Please select an option to continue \ Registration code @



https://my.adp.com/

3. Complete the Identify yourself section.
e Control Number-Employee ID: This will be your employee ID (this will be your Bear
Trax ID for newer employees)
e Control Number- Company Code: R8H
e Zip Code: This will be your home/mailing zip code.
e Employee’s SSA Number: 9-digit social security number without dashes.

Click the box beside I’'m not a robot. You may be prompted to identify images for security
purposes.
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4. You will now be prompted to answer a few security questions to verify your
identity.

A Help us verify your identity
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5. After answering the security questions, enter in your email and phone
number. You may use your personal or work email/phone number.

Help us protect your account

Primary Contact Information Enter

Work v sbear@shawnee.edu

Personal, Mobile v Wi+ +1(555) 5655555

I's OK to text me L my account” &

© ADD BACKUP CONTACT INFORMATION

CONTINUE
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6. Create a password, agree to the terms and conditions and select your
security questions/answers.

Password (case sensitive)*

Confirm password (case sensitive)®

Accept Terms and Conditions

| 1 have read and agree to the Employee Access Terms and Conditions

CREATE YOUR ACCOUNT

x CANCEL



7. You should receive a confirmation screen that provides your user ID. This
will likely be your first name initial followed by your last name and @neel.
To login simply click the MY ADP button and enter in your log in credentials.

Your available services are

MY ADP

8. To view/print your W2, simply click DOWLOAD STATEMENT.

L DOWNLOAD STATEMENT



