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Employee Self Service (ESS) ... .

e Secure source for employee-related information

* All employees have access to ESS.
— Personal Data changes
— Home, Mailing and email Addresses
— Emergency Contacts
— Phone Numbers
— Payroll Direct Deposit details
— Tax withholding details
— Benefits system to review and manage life events and dependents
— VirtualEdge Internal Career Center for Pima County job applications
— eTIME for timecards and time off requests
— Complete online policy acknowledgements

 Manager Self Service (MSS) for employees with direct reports




/Registering in ESS

Before you begin, please have the following information ready.

e Last 4 digits of your SSN

* Your birth month and day

* Your email address

* Mobile phone number (optional)

A Password

* Answers to 3 security
guestions to help verify your
identity in the future.

.

PIMA COUNTY

* URL of your ADP service web site: https://portal.adp.com

e Registration code = pimacounty-register
* Your first and last name (must match payroll system)

i What was your childhood nickname that most people do not know?
| 1n what city was your mother born? (Enter full name of city only)?
i In what city was your father born? (Enter full name of city only)?
| What is the first and last name of your childhood best friend?
i What is the first and last name of your mother’s father? (Your maternal grandfather)?
i What is the first and last name of your father's father? (Your paternal grandfather)?
i What was the name of your first pet?
| What was the first and last name of your maid/matron of honor at your wedding?
| What was the first and last name of your best man at your wedding?
i What is the first and last name of your oldest niece?
i What is the first and last name of your oldest nephew?

What was the first and last name of your first manager?

What was the first and last name of your first girlfriend/boyfriend?

What was the last name of your favorite teacher in your final year of school?

What was the first concert you attended?

What was the first foreign country you visited?
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Presentation Notes
To protect your privacy and ensure that only you can access your personal information, you must register before using ESS. Need an e-mail address?  An email address is required for ESS registration.  Below are a few sites that provide free and easy email accounts that take only a few minutes to set up.
Gmail provided by Google – www.google.com 
Hotmail provided by Microsoft – www.hotmail.com 
Yahoo Mail provided by Yahoo – www.yahoo.com

Creating a strong password is important.  Use the facts below to help you.
Passwords must be at least 8 characters long
Passwords must contain at least 1 letter and 1 number.
Passwords are case sensitive.
For a strong password, it is recommended that passwords be 12 or more characters and contain a mix of upper case and lower case letters, numbers and special characters (e.g. !, _, -,@).  Example:  Th@tISaGr8T1

Please note that each question must have a different answer.  Example, if your parents were born in the same location, you cannot use the 2nd and 3rd questions listed below as the answers would be the same.



/Registering in ESS

Go to https://portal.adp.com

Click the link First Time Users Register Here

.

PIMA COUNTY

| User Login :ﬂ-:hnlnl:l:rll.q-«r Ln.rglﬂ

B - -1 s st e

w Hewd Hedp Gefting Starsd?

m Updaie Ly Security Profis

= Change your Pagsw ard

u ke This Site ' our Home Page
m Fer our Ussar 4

m For r Password




Enter the registration code. pimacounty-register

Click GO.
AR
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PIMA COUNTY
Before you register, help us find you in our records.
Registration Code” IF'MW"N"W"F“F‘I E Go
Before you register, help us find you in our records.
Registration code®™ | pma SLArt over

v /| 04

NNaL i thig?
If thisisnot Pirna County, clickStart over. Pima County
Enteryourfirstandlastname. irst name” ljonn

Last name® ;Smﬂ!h
Enterthe las 4 digtsofyour SSN. 4 Digits of SSN, sese

Type it again® IG...I

Enteryour Birth Month and Day. rth month and day* Seprember
Click Confirm . \ Confirm
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Register for ADP Services

Enter your contact information How will this be used by ADP?

Email address”

Mobile phone number

john.smith@testcompany.com (8 Work (| Pers

. | PE——
United States ¥ |555-555-5555

!f | authorize ADP to send me text messages regarding my account at the number | have
provided, according to ADP's Text Messaging Terms and Conditions.

View your user ID and create a password

User ID”

Password”

Confirm password®

JSmith@ACMEIM

John Smith

onal

() Work (w) Personal

Password Strength: Gaood

Passwords must be at least 8

letter and 1 number. Passwor

In case you forget your user |D or password

Question 1°

Your answer”*

Question 2*

Your answer”*

Question 3*

Your answer”*

In what city was your father born? (Enter full name of city only)

Notifications from Pima
County and ADP will be sent
to this email and/or mobile
phone.

You may also use this
information to retrieve your
forgotten user ID or
password.

The ADP system will assign
your user ID.

Create a strong password to
protect your account.
Passwords are case-
sensitive.

L J
Madrid
l In what city was your mather born? (Enter full name of city anly) !
New Yark
What was the name of your first pet? v

Bubbles

Register now

—p

Select questions and
answers that you will
remember later.

If you ever forget your user
ID or password, you will be
required to respond with the
exact answers to confirm
that you are the rightful
owner of the account.

PIMA COUNTY
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Presentation Notes
When the system finds your record, complete the information as prompted. 
If your name is not being retrieved, contact Pima County’s ADP Administrator for assistance.
 
When information is complete, click Register Now.
 
Note:  Passwords are case sensitive. User ID and security questions are not.
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Your registrateon for ADP services is completa!

=+ Things (o do for your account

Pl B0 15 Mri S0 altfus 18 fadar' s 50 wit i) @LUva0e

" Your available ADP services

ADF Sercwrity Managemeni
Sl harnce

T

Your registration is complete.
You can use your user ID and password to access ESS.

Your next steps are to:

« Activate your email and mobile phone number (if

PIMA COUNTY

applicable) to receive important notifications from Pima

County and ADP. (This can be done later.)
Review your information in the system.
Add emergency contacts and phone numbers.
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Activate your Email Address 2

* Once you are registered, ADP will send you an email with
instructions on how you can activate your email address.

* Click the link in the email you received from ADP to complete
the activation.

From: SecurtySenvices_NoRephy@adp.com
To: =y our ¢mail address=
Subject: ADP Generated Message: Activate Your Email Address

<First Name Last Name>
Thank you for setting up your account with ADP,

As part of the services ADP provides to you, ADP will contact you by email when important changes occur to your account.
If you forget your login information, ADP can even send your user |D and password to this email address if you activate.

You have requested this notification service as part of your registration with ADP.

Click on the link to activate your email for contacts from ADP: <Your activation link>

MNeed help or have questions about your account? T
Contact your organization's administrator for assistance

This email has been sent from an automated system. DO NOT REPLY TO THIS EMAIL.
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ﬁctivate your Mobile Phone 22

* If you provided a mobile phone
number during registration, look out T
for a text message from ADP.

* Reply with the code to activate your
mobile number. i o acivata nolficaions.

* Note: In the United States, the
message will come from sender
“90206".
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