
2016 Revision 



Getting started 

• You’ll need 

access to a 

computer (home, 

library, etc...) 

• Go to your 

favorite search 

engine and type 

in ADP. 

• Select the ADP 

Portal. 



Getting started 

1. Select CREATE ACCOUNT 
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Registration Code 
Enter the code: (2.) pimacounty-newhire  and select (3.) Go  

pimacounty-newhire



Input your basic information 

4. If this doesn’t say “Pima 
County” hit “Start over” 
and re-input register 
code. 

5. Enter your first and last 
name. 

6. Select “last 4 Digits of 
SSN, EIN, or ITIN and 
type in the last 4 digits of 
your Social Security 
Number (SSN). 

7. Type in your SSN again 
below the first entry. 

8. Use the drop down list to 
enter your birth month 
and day. 

9. Select Confirm. 
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pimacounty-newhire



Couldn’t be found 

• If ADP can’t find you, call the ADP Helpline 

at 724-4500 



Were found 

10.If you were found, select “Register now.” 
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We have  found John Smith in our records.  If this is you, click Register Now to begin 
your registration.  If this is not you, click Cancel and check your entries. 

 

If your entries are correct, but your name is not being retrieved, close your browser. 
Contact your organization’s administrator for assistance. 

  



Contact Information 
11. Enter your contact information (email and mobile phone number) in case you need to 

reset your password.   

12. Select “Work” or “Personal” for each entry. 

13. If you want text messages sent to your phone, check the authorization box. 

John Smith 
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Create Password for Your Account 

14. Create a password to access your account (they must be at least 8 

characters long and contain at least one letter and one number). 

15. Confirm the password. 

 Please make a note of your User ID (which you’ll need to log in) 

 

JSmith@pimacounty 
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User ID 



In Case You Forget ID or Password 
16. Select your choice of security questions from the drop down list of security questions. 
17. Type in your response in the line below. 
18. Do this for Questions 2 and 3 (Note: Answers cannot be the same for each question). 
19. Select “Register now.”  

16 What is the first and last name of the best man at your wedding? 

Mike McReynolds 17 
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Registration Complete 
20. To fully activate your account, ADP will send you a confirmation message to your email 

and/or a text message to your phone.  Follow the directions to activate your account.   

21. Check to see if you can log-in now by selecting “Self Service.” 

JSmith@pimacounty 

ADP has sent you a confirmation message to 
johnsmith@yahoo.com and +1 520-724-6830. 
 
Respond to this message within 24 hours so we can 
activate your contact information. 
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User Sign In 
22. Select “USER SIGN IN” 
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Enter User Name and Password 
23. Enter your user name and password. 

24. Select “OK” 

JSmith@pimacounty 

 
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Self Service Portal 

Welcome, John Smith 

Access your information by 

selecting items on the tool bar. 



Direct Deposit 
25. Select “Pay & Taxes” from the tool bar. 

26. Select “Direct Deposit” 

Welcome, John Smith 
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Direct Deposit 
27. You may have an account listed if you received payment as a poll worker on a pay card in 

the past. 

28. You will need to add your bank account information to get your direct deposit; select “Add 

New.” 

Welcome, John Smith 
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Direct Deposit 

29. Choose which 

type of account 

you want your 

funding deposited 

(Checking or 

Savings) from the 

drop down menu. 

30. Leave the priority 

box at “0.” 

31. Select “Percent” 

and type in 100 in 

the box. 

30 

31 



Direct Deposit 

32.Enter your bank 

transit (routing) 

number and confirm it 

in the box below. 

33.Enter your bank 

account number and 

confirm it in the box 

below. 

34.Check the box 

authorizing the 

county to deposit 

your pay into your 

bank account. 

35.Select “Save.” 
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123456789 

123456789 

12456234 

12456234 



Direct Deposit 

36.A message will pop up informing you that 

it may take two pay cycles for the changes 

to take effect. 

37.Select “OK” 
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Log Off 

Make sure you log off 

when you are done. 

Welcome, John Smith 



If you have any problems accessing or 
setting up your account, contact the 

ADP Helpline at 

724-4500 
If you have any problems setting up 

your direct deposit, contact Pima 
County Central Payroll at 

724-8787 


