UPDATING SOCIAL SECURITY (SSN)
OR TAX ID NUMBER (TIN) IN MYADP

To review or update your dependents SSN:
1. Loginto ADP

Note: If you are having trouble logging in to ADP, please try using a different browser such as
Chrome or Edge.

Welcome to ADP

USER ID %) Administrator Sign In

Remember User ID @

PASSWORD

Forgot your ID/Password?

First Time User? REGISTER NOW

2. Select Benefits and then click on Welcome

Home + | Time & Attendance - | Pay & Taxes - | Personal Information - | Benefits -

Welcome

What's New

3. Select “here”

L .y
PIMA COUNTY l
Home - | Time & Attendance - | Pay & Taxes -  Personal |

Welcome

Welcome to your Benefits where you can:

= Access your Benefits informaticn
= View your Benefits Summary
«  Modify your Dependent information

Click here to access your Benefits Infermation.




UPDATING SOCIAL SECURITY (SSN)
OR TAX ID NUMBER (TIN) IN MYADP

4. Select Manage under the Manage Information window

Manage Information

Edit or add dependents or beneficiaries.
Manage your personal & Medicare info.

MAMNAGE

5. Select Edit on the dependent

Manage Your Info — Personal, Medicare, Dependents, Beneficiaries

Declare a life event to add, delete or change your dependent coverage. IfItis open enroliment, you can make the same changes without declaring a life event

You can add new beneficlarles, or edit Information and allocations for existing beneficiaries here.

© ADD NEW DEPENDENT  © ADD NEW BENEFICIARY

+ I o

YOou

3 Benefits
COVERED FOR ALLOCATION NOT AVAILABLE FOR PRIMARY INSURED
% MEDICAL o DENTAL

&5 VISION

o I # o x RevovE

chiid

3 Benefits / 3 Allocations

COVERED FOR BENEFICIARY ALLOCATIONS

Y MEDICAL o DENTAL @ VOLUNTARY AD&D INSURANCE £3 BASIC EMPLOYEE LIFE & AD&ED INSURANCE

@ CHILD LIFE
@ SUPPLEMENTAL LIFE INSURANCE

poIMARY @ SECONDARY

6. Select Edit

¢ MANAGE YOUR INFO — PERSONAL, MEDICARE, DEPENDENTS, BENEFICIARIES
View Janie Tester Info # E0T
Name  Janie Tester
7. Select Show so it now displays as Hide
Date Of Birth 300 X00¢ 300X RO Date Of Birth XXX XXX XXXX ®Show

ial Security# @®Show Social Security# @Hide
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8. Enter the Social Security Number

Date Of Birth 2000 2004 2000 @Show

Social Security# | #bHide

9. Press Save
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To review or update your SSN:
1. Loginto ADP

Note: If you are having trouble logging in to ADP, please try using a different browser such as
Chrome or Edge.

Welcome to ADP

USER ID %) Administrator Sign In

Remember User ID @

PASSWORD

Forgot your ID/Password?

First Time User? REGISTER NOW

2. Select Personal Information and then click on General

o, Welcome, Jennifer Billa
PIM

2GR Home - | Time & Altendance - | Pay & Taxes - I Personal Information v| Benefits =

A COUNTY

General

Personal Information Emergency Contacts

Addresses

The following personsl information is stored in your personnel record. below, plesse print this scn
Phone Numbers

Personal Information

3. Click on Reveal SSN to confirm it is correct. If it is not correct, notify HR Benefits at
hrbenefits@pima.gov, or call (520) 724-8464.



mailto:hrbenefits@pima.gov

