[bookmark: _GoBack]Instructions on How to Login & Register in ADP

First Time Users:
1. Go to https://portal.adp.com
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2. Please select: First Time Users Register Here
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3. In the Registration code field, enter: Nahospital-Nahospital, then press “next”
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4. Enter your First Name, Last Name, SSN and confirm your SSN, then press “next”
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5. Your username will be on the top of the screen, please enter a password and then press “next”
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6. Please select 3 security questions, type your answers and then press “next”

[image: ]
7. Please verify your email for notifications and enter your work phone number, then press “next”
8. ADP will send you an email with your activation code, please enter the code and then press “next”
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9. Please review your information, if you need to make corrections select “Previous” otherwise press “Done”
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10. 10.	Your registration is complete, go to ADP Portal and log in
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Register for ADP Services.

Step 2 of

Verify Identity

ADP is committed to protecting your privacy and ensuring that only you can access your information. We ask for some personal
rmation so we can verify your identity.

Company Name: Norwegian American Hospital Inc (Not your company? Re-enter your registration code.)

Identity Type” Full SN
First Name: moises
Last Name: ©

SSNor EIN or ITIN:*

Confirm SSN or EIN or ITIN:
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Step 3 of 7: Get User ID & Password
Welcome, mus———

You il use this information to log in to your ADP service.

Your User ID:  Mm@ll@Nahospital

Create Your Password
Passwords must be atleast § characters long and contain at least 1 letter and | number. Passwords are case sensitiv. tis recommended
that passwords be 12 or more characters and contain a mix of upper case and lower case letters, numbers, and special characters.

Password: * B o
Password strengthWeak
—

Confirm Password:

nd Submit
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Step 4 of 7: Select Security Questions and Answers
o protect your account, the information you enter wil be used (o verify your dentiy fyou forget your user 1D and or password.
Security Questions and Answers’

Answers must be at least 2 alphanumeric characters long and are not case sensitive. Be sure to choose answers you can remember.

I what city was your mother born? (Enter full name of city only) v
Answer 1 —
E=ez Question 2 Wnat was the first foreign country you visited?. 12
Answer 2: —
Step &
Enter A
= Question 3 I what city was your father born? (Enter full name of ity only) 2
Review and Submit el -
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Register for ADP Services.

W Step 6 of 7- Enter Activation Code

‘An activation code has been sent to you. Activate your communication channels now to ensure that they are in service and can be used to
reach you.

I you want to activate later or you did not receive your activation code(s), you may skip this step. Follow the instruction:
registration confirmation email to activate your communication channels at your earliest convenience.

—ahospital org

Acvation Code =

You may need to wait longer for an activation code to arrive by email. There can be a delay due to Internet traffic, your service provider,

firewalls, etc_If you request a new activation code, the activation code previously issued to you wil expire and become invalid even f it has
notarrived.

_ Didn't receive a code? @) Send 2 new activation code.
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Step 7 of 7: Review and Submit

Review the information on this page; click Done to confirm and continue. To make changes, use the left navigation options or click
Previous.

user ID: A \ahospital

Security Questions and Answers

Question! I wht it was your mother born? Ente ull name f ity o)
Ansuer —

Question2: Whst s the et foreign country you visied?

Anower 2 —

Questions: I wht ity as your father born? (Enter full name o ity o)
Anouer ——

Contact Information

work: —ranspits org Notication Activated

773-292-sm——
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Step 1 of 7: Begin Registration

Enter the registration code that you received from your employer or ADP. If you do not have this information, contact your company
‘administrator. Registration code is not case sensitive.

Registration Code:

e arespra |

bmit





