Registering for the first time on the ESS Portal

To begin using ADP Self Service, you must first register for each of the services you want to
access.

ESS Portal Registration:

1. Goto https://portal.adp. com

2. Click the First Time Users Resgister Here link.
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You will be taken to the “Register for this Service” screen.
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Enter avisbudget-1 as the Self Service Registration Pass Code. Click on the Next button.

Ensure “Self Service” is activated. Click on the Mext button. You will be taken to the “Proof of Identity”
screen.
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3. Enter your information in the format below. Click on the Next button.

e Last name: Your last name

« Employee ID: Your Worldwide ID number

o [nitial PIN: Your Worldwide 1D, plus your month & date of birth in
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Mote: To meet ADP's security standards, your USER ID and Password must be unigue values.
4. Create a new password, complete all ather information. Click on the "Submit” button.

5. You will be given a User ID. Write this down for future use. This will be your User ID and Password
for logging into ESS on a go forward basis.

o« You will be taken to the Password screen.



