Community lives here.

asante.org

ADP FORM W-2 REGISTRATION GUIDE

Welcome! Register an account with ADP to access your W-2s electronically through ADP.

Step 1: Go to my.adp.com. Next to New User? select Create

Log in to ADP ‘
account.

User ID
|

Step 2: Select | have a registration code. Do not click on Find L .
me, it will not be able to work for our registrations. - —

Step 3: Enter the registration code AsanteHS-W2, then __

continue. ‘
Step 4: In the form, enter your personal information to B ORIy / |
validate your account access: TT—

e First name (your legal first name, not your preferred
name)

Last name

Year of W-2: 2022

Control number - Employee ID: Your Asante employee ID
Control number - Control code = NNC

ZIP code: Your mailing ZIP as of Dec. 30, 2022

Employee’s SSA number: Your Social Security number

Step 5: Review the information about your identity information and select Continue.

Step 6: Answer your identity questions to complete your verification. For security, you have
limited time to answer these questions.
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Help us verify your identity

ADP is committed to safeguarding your information to protect you from fraud
due to identity theft. Before you can continue, we need to ask a few questions
to make sure that you are really you.

These questions and their answer choices are generated from public records
and other commercially available data sources. They are not used for any

purpose other than to verify your identity. They are not shared with your
organization.

CONTINUE

< BACK
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https://online.adp.com/signin/v1/?APPID=RDBX&productId=80e309c3-70c6-bae1-e053-3505430b5495&returnURL=https://my.adp.com/&callingAppId=RDBX&TARGET=-SM-https://my.adp.com/static/redbox/

Step 7: Set up your preferred contact method for ADP W-2s.

Help us protect yvour account

Backup Comact Information Aol auailionol smaliohones v you
gt Ao

Email
Parsanal ~ ||

Phone
Wark, Other - || = Ext

© ADD NEW PHONE

CONTINUE

% CARCEL

Step 8: Set up your account password. Your user ID is automatically assigned, so please make
note of it when completing this step.

One more step, !

Create your account with <Your Company Name>
User ID:
Password (case sensitive)*

varid]

Confir

Password must:

@ Between B and 64 characters

@ A lowercase or uppercase lether

© At least one number

@ Not repeat any character more than 3 times
ina row.

& Not be a sequence of 4 characters in a raw.
O Increase the length from 12-20 characters,
© Add one or more special characters such as

@ % or &
- © Use both uppercase and lowercase letters, -
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Step 9: Click Create your account to complete the registration. You should receive the notice
below:

&

Your registration is complete!

Usor 1D: 100290 @

Downioad ADP's froo mobde app

" App Store ?‘ \’!’.\(f’r Flyy

Step 10: Activate your contacts:

e Duringregistration, you will receive an activation email from ADP. Follow the
instructions in the email you receive from SecurityService_.NoReply@ADP.com to
complete activation of the email you provided.

e Ifyou provided a cell phone with your contacts, you will receive a text message from
ADP. Reply to the text with the code provided to complete the activation.

Forgot Your user ID or password?

If you forget your login information, you can use the Forgot your user ID/password? link on
your ADP service login page.
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