W-2 Registration
: Job Aid

Purpose:
The purpose of this Job Aid is to demonstrate how to register for W-2 services in ADP.

Steps to Follow:

1. Navigate to my.adp.com.

2. Select Get Started.

Sign in to ADP

UserID

[ )

[ Remember user ID @

Need help signing in?

New user § Get started

3. Click I Have a Registration Code.

a English (US)

Create Your Account

Creating an online account gives you secure and quick access to your
personal, pay. HR and company information. It's easy.

Please select an option to continue,

| have a registration code

€ Back
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https://my.adp.com/

W-2 Registration
: Job Aid

Steps to Follow: Continued

4. Enter the registration code: UTENN-REGISTER

Enter Registration Code
Registration Code @

€ Back

5. Click Continue.

6. Enter your name, SSN, and birthday.

- X
® ® QO
Enter Code Identity Info Contact Info Craate Account
Let's Get Started

First, we'll need some information to create your account with
University of Tennessee

First Name * @

[ ]

Last Name * @

[ ]

SSN, EIN, or ITIN * @

[ Ja

Birth Month, Day. and Year *

(o <) (ow <) G ~)
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W-2 Registration
Job Aid

Steps to Follow: Continued

7. Click Continue.

8. Select the desired option to verify your identity (email or mobile number).

— @ @

Enter Code

Identity Info

We found you,

Select an option to verify your identity.

Send me an email

K«

@tennessee.edu

o Verify me using my mobile number
(== US only)

9. Enter the verification code received by email or mobile number in the Verification code field and

click Continue.

Enter Code

Identity Info

Enter Verification Code

We emailed a code to @tennessee.edu.
This code is valid for 15 minutes.

Verification Code

€ Back

Didn't receive a code? Request a new code
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W-2 Registration
: Job Aid

Steps to Follow: Continued

10. Fill out the required fields.
a. The contact you used for identity verification will be pre-populated.
b. Select the desired option under the Phone field.

Enter Code Identity Info Contact Info

Help Us Protect Your Account

Primary Contact Information Enter an active email and mobile number to receive a
verification code to confirm your identity or recover your account login information, if
needed.

Email*

[ Work ~ I @tennessee.edu I

Phone*

[ Personal, Mobile v | US~ +1(865) I

It's OK to text and/or call me (via use of an auto-dialer or otherwise) about

tand | can opt out any time.*

© Add backup contact information

11. Click Continue.

12. Create a password and agree to the terms and conditions.

Let's set up the login information for your account with University of
Tennessee

Your Userld

Create Password *

Password must be 8 to 64 characters long and contain
letters, numbers, and special characters.

Confirm Password *
\_\ I have read and agree to the Employee Access Terms and
Conditions,
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W-2 Registration
© Job Aid

Steps to Follow: Continued

13. Click Create your account.

14. A confirmation screen will appear.

&

Account Created! Please Sign In.

User ID:

Activate your email address within 24 hours by responding to the message
sent to you:
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