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Objective:

The purpose of this guide is to provide instruction on how to register with ADP to view your W2
online. Please be sure to have available your full name, CWID, Social Security number and zip code, as
this will ensure you will have a successful registration experience.

- Step 1: ADP W2 Services Home Page
a. You must visit the ADP W2 website by logging onto W2.ADP.com

b. The URL will bring you to the below screen.
i. Click the REGISTER NOW button to begin the process.

Welcome to ADP

USERID

Remember User ID

SIGN IN

Forgot your ID/Password?

Click here
to proceed.

First Time User? REGISTER NOW
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- Step 2: Creating Your Account

a. The first step of registering will require keying in the MSU company “Registration Code”.
b. Be sure the code is keyed in as is (screenshot below for reference):
i. MSU1-W2

Create your account

Registration code

‘ MSU-W2 \ )

e Click here
«~ = 1 to proceed.

c. After clicking NEXT, you will immediately see the below screen come up.

Do you want to set up an account
with MONTCLAIR STATE
UNIVERSITY?

r R Click YES
\ - / T i to proceed.

d. You must click YES to continue the process.

- Step 3: Verify Your Identity
a. You must enter in your personal information to begin identifying yourself.
i.  First and Last name

ii. Social Security number

iii. Date of Birth

iv.  Check off the I'm not a robot button
V. Click NEXT to continue
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|@}>

dentify yourselfe

First name™ Last name™

SSN, EIN, or ITIN*

Birth month, day, and year*
‘ Month

Du;v‘ ‘Yeur v‘

M

Im not a robot

y Click here
( Next ﬁ-
\ S | to proceed.

b. You will see a warning box come up. Don’t be alarmed; simply click the REGISTER BY
SERVICE button to proceed.

© We could not find you

You can continue to identify yourself using this form, or
register for a specific service with a different set of
information.

./.. .-\‘. 4
m (' REGISTER BY SERVICE Click here
. > to proceed.

c. To continue verifying your identity, the site will bring you to the below page

d. Please be sure to complete the fields with a red asterisk *, as those are required fields.

4|
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i First and Last name
ii. Employee ID (CWID)
iii. Company Code — Please use T8X
iv. Zip code
V. Social Security number
vi. After keying in all of the information, click NEXT (bottom right) to continue.

£A3P

Identify yvourselfe

First name ™ Last name™®

Senice name and document™ G

| W2 Services e

[ WIEW SAMPLE DOCUMENT )

Year of W-2*

2006w

Control number - Employes IDF Control number - Company code™
| | é Enter T8X

Employee's Zip Code *

Employee's SSA number *

Step 4: Verifying Your Identity Via Public Record Questions

a. ADP has created an additional layer or security, requiring you to further confirm your
identity by responding to three (3) separate public record questions.

i.  These questions and their answer choices are generated from public records
and other commercially available data sources. The responses are not used for
any purpose other than to verify your identity and are not stored or shared with
MSU.

ii.  You must select a valid response to each question within 30 seconds.

b. Please click the NEXT button as shown below to begin the questionnaire.
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Help us verify your identity @

* = Required

Help us verify your identity @

Based * = Required

© Help us verify your identity

Your a

ADPis committed to safeguarding your whichot - Help us verify your identit;} ‘vomzj

C
information to protect you from fraud due . "

N Your ans = Required
to identity thefi. Before you can continue,
we need 1o ask a few questions fo make N
sure that you are really you Dal

S Do you ?

® o
' ! Your answer (select one)*

These questions and their answer choices Tur
are generated from public records and Uni

other commercially avalable data sources. Answer Choice 1
They are not used for any purpose other
than to verify your identity. They are not .

shared with your organization. S

Answer Choice 2
Answer Choice 3
Answer Choice 4

Answer Choice 5

CAN

CANCEL

- Once you've answered all of the questions correctly, you will then prompted to work on creating
your account details i.e. email address, user ID and password. Please store the information on
the following page in a secure location for future use.

- Step 5: Account Details Setup Page
a. You may choose to use your work or personal email address to set up your account.
b. Your phone number is used as secondary level contact information, but is not required;
you may choose to only have your email registered.

i Please see below post notes as reference points for this page
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Enter your contact information

Resetting your password is easier when you

+ Entier an emall address and mobile phone number that are not share

ADP 1o send you text messages about your acoount

bAoAz o () ess § Pecorl Emall add ress, phone
number not reauired

Unled Sizles v| | TS ) Busress () Persona

E | authorize ADP to send me notffications regarding my account, according to ADP'S TEXT MESSAGING TERMS AND CONDITIONS.

View your user ID and create a password User ID is automatically

Memorze your user ID and passward naw. 50 you remember them later. gen e rated as fOI IOWS‘
e First letter of First Name
Resaid0n . Last Name

|5 0 * @

Passwords must be at keast 8 characers long and contain 3t least 1 letter and 1 number. Passwords are case sensiive. ° Cllent ld (MSU]-)
However, you must create your
own password.

Select security questions and answers @

Use ans

s 10 your securty questions that you can easlly remember later.

What was e Trst nd st name of your st manager? v

e it The Security Q&A section is used for
John Jonathan . . . .
resetting a password or retrieving a user id

e . in the event you forget your information.

[ You will be asked to select and answer three
L different questions from the drop-down

I whal clty was your father bom? Enter full name of cily only) v menu.

e

¢. Once you’ve successfully added all of the above information, click REGISTER NOW.
i Please note, if you are missing any information, the REGISTER NOW button will
be greyed out. It will turn blue and clickable only after all data points are
provided.
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- Step 5: Registration Confirmation Page
a. Congratulations! You will see the below page once you’ve successfully completed your

registration.
b. You will receive an automated email and/or text with instructions to verify your

account.
i.  This must be performed within 24 hours of receipt

Your account Activate your email @

& Your userID: I A Activate your emall address within 24 hours by responding to

il Your available ADP services: the message sent o you:
— B e A, o
| W2 SERVICES )
ADP"Mobile Solutions Download the free app or log In from your
X mobile browser:
All of the conveniences
of your office. D Jiableon the mhE
Anytime. Anywhere. App Store :
Call For More Inormation: O ¢z
1-800-CALL-ADP (225-5237) P> Google play mobile.adp.com
SEE ADP MOBILE SOLUTIONS ELIGIBILITY REQUIREMENTS AND SUPPORTED DEVICES.
Confirmation message will display and you Note: After registration, only the
will receive instructions to activate your assigned User ID and Password
communication channels via email or will be required to logon to the

W2 Service web site. Registration

mobile # that you previously set up.
isa 1time event.
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- Below is a sample of the first automated email you will receive from ADP once you’ve completed
registration. This will confirm you’ve successfully registered and will provide you your User ID
and a link to access the online W2 site.

SecurityServices_NoReply@adp.com

ADP Generated Message: Welcome to ADP services!
To

TEST USER
Thank you for setting up your account with ADP. We look forward to providing you with the best service.

Your User1D: FLMName@clientid

To access an ADP service, click on a link below:
MyADP: https://my.adp.com

To manage your account information, log in to your ADP service.
Need help or have guestions about your account? Please contact your employer for further assistance.

This email has been sent from an automated system. DO NOT REPLY TO THIS EMAIL.
Message ID: PR-076-GO6-2TATVE
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- This is an example of the email you will receive to activate your account.

During registration, if you provided an email address that is not shared with others in your
organization, look out for an activation email from ADP. Click the link in the email you receive
from SecurityService NoReply@ADP.com to complete the activation.

ADP Generated Message: Activate Your Email Address

SecurityServices_ NoReply@adp.com

John Dos
ARE you fo3 @ i up y i A
% P link ctivate your saail recaive notifica 5 frca A

£¥our activation link>

part of che sarvices ADP provides to you, ADP will comtact you by email vhen isportant changss ooour ©o your acosunt. If you forget yous
login infermation, ADP can even send your osec ID and pasawerd to chis emadll addoens 17 you activate. You Bave oequeaned thias movification

aervice & pact of your seglavzation with ADP,

Need Belp or have questions about your account? Contact your orgamization's administrater for assiitance.

This email has besr sent from an autcmated system. DO NOT REPLY T0 THIS EMAIL.
Megnage ID: FI-YRE-HI0-ZEYEAD

- By now, you should have completed the registration process as well as activating your account.
You may now sign in using your User ID and Password. Shortly after the end of the year, you will
be able to view your W2 on directly off the site.
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- Step 6: Electing for Paperless W2

a. Once you log on, you will be prompted to elect to Go Paperless.
b. Please click the Yes button.

i.  You will be able to print your W2 directly from the ADP website.

Go Paperless

To view your tax statements, you must choose to stop receiving paper statements.
Do you want to continue?

Click here.
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