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OVERVIEW

You can utilize the ADP self-service application to Go Paperless and enroll to receive your annual
W-2 statements electronically instead of receiving your W-2 through the mail. Receiving your W-2
electronically not only reduces the risk of identity theft since sensitive personal information is not
sent through the mail, it also gives you the ability to access and print your W-2 statement earlier
than receiving your statement in the mail.

You elect to receive your annual W-2 statements electronically once. Your consent applies to annual
forms furnished every year until consent is withdrawn. You may withdraw your consent at any time
by changing your election on the secure website.

Until you select the option to “Go Paperless”, you will receive a pop up message reminder on the Pay
& Taxes Annual Statements page on the ADP Portal.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process,
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Click USER SIGN IN.

User Sign In First Time User
USER SIGN IV

ADMINSTRATOR SIGN IN

& Forgot Your Lsar D7

a Fo wers2

b) Enter your ADP Portal User name

and Password. T l [jdos@usg |
C) C|ICk OK. ||E | Passwrord |

[] Remember my credentials

[ OKW[ Cancel |
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2. Portal Home Page
a) Depending on your access, you may
or may not see the
Employee/Manager tab on your home
page. If the Employee/Manager tab is
displayed, ensure Employee is
selected. ----Or---

bl ome | organization & Stating ~ | Reports |

I.‘lussas:r Center at a Glance

Manager

Welcome To Your Employee Portal K o o TR
Your one-ston source for HR/Pavroll/Benefits/Time Card

Home » | Tine & A@endance ~ | Pay & Tanes = | Personal infosmabon ~ | Beneits ~ | Career ~ |

If you are a Manager, point to the ——

HMussage C
Manager tab and click Employee.
Wour ane-stop nmmm:mlﬁlcm Infarmatian e
3. Enroll to Go Paperless
a) P0|nt to the Pay & TaXGS tab and WHumE = | Time & Attendance ~ | Pay & Taxes v]F'arsonallnfnrmaﬁun vhBeneﬂl:; v|Camar M|

then C||Ck Annual Statements What's New | \:'e'i:me L Meﬁaae Center at a Glanci

ay Statements

[ Direct Deposit
M Tacwiholding | Click on the follow

Your one-stop source for HWP!Wk Card

informati: Benefits News

= To access the eTime system, go to the “ dropdown

b) Click Go Paperless. [ T g R

Antsal tatements

N
gogreen

Join the thousands have helped the by “going green” and electing not to have their annual statement printed and
malled. R is good for you and it s good for the emvironment.

Mot

W
£3? |qogreen
¢) Read the statement and select the R e = [T & tndanc = 7oy & ums = Parsons ormaton | Bt = Corer <]
Access my annual statements (W- MEERATEES ?
2s and W-2Cs) online only check § N
box. , e
d) CIICk NeXt- . h_‘:\\: 2% and WE2C ) onine only. You will na lnger receive L After
If the Next button appears dimmed, T o T
it is unavailable. W) o
T
You have already elected to receive
your W-2 electronically, click Cancel.
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e) Read the statements and click Rl e = | e s tetonce = [Por 5 7ames < Persnsinormnaton | Benatts = | reer =
Accept. Annas Sistemons .
ek Acced o -'_ g N—

1, By ACCEPANG 10 g0 PAPANIASS, YOU CONERNT b0 SIOP IACARNG RAEr anNual TOMYE (A% 76 and V¥ TCE) and ACCASS YOuT 3ms anly on
0 securn wobshe, This agreemend onty applies i Forms United E2ates W-2, W2 Vingn Island -2 and W2-C Misc
D7ye 306 ecening 3 Puero RICS V2 or 3 10958, paperwill 301l B¢ sert}

2. ‘four consent applbes b annus forrns famished every year sl s consent i withdran

3. Hardware and Software required. A compules with Inberred access, a browser capable of Ssplaying mest common inbernel web
pages, and ihe abiity b view your orling formie. Moss: Yiou will red b confem vour 3ilRy 1o view your onling farms on the following

page.
4. You may withdraw your s ary rne b 1 the secure webise. Hyou withdraw your consent, you will
Teceke & confemation mesEape e a-mail. If you no longes nm a:essa fou paall L]
consens Fyour p withawS cOnSant on your bahal, you wil 1aceiw 3 confiemation lessr from your
tmglnyar

ﬁ”w [

f) Verify that you can view annual Timmsremam <7 o - o« ety Lo
statements online. A confirmation e
number will display on your screen. =
If you cannot see the confirmation
number, click Cancel to close the
page. Make sure that you have the Y/ P

|ateSt VGI’SIOI’I Of Adobe Reader Please enter the confirmation number shown below into the designated area.
installed and try again.
Enter the confirmation number LR

Please enter th

displayed in the Enter confirmation
number here field. The number is
case sensitive.

g) Click Save.

4. Verify Your Notification E-mail Address

a) If the default E_mall address |S IR e = | Time & sssndance = | Par & Tases - | Parsonst inssrmanon = | Benstis = | Career =
correct, click Done, this completes pmsam———
your enrollment for paperless W-2s. T o 5 37, 8
_Or_ Email Address: [doe@usg s
50.-. Wl coneel
If you would like your notification sent ha tou _
to a different E-mail address, click Thar o e s e pae o of e s b A2 W3 ok 1000 e accosa s [ o s bk sl
Edit P T A R N S D ST A
il A s Ioegiusg eds By
Q
el
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b) Enter the new E-mail address and
click Save.

Important: Changing this E-mail
address affects notification for both pay
statements and annual statements.

¢) Click Done, this completes your
enrollment for paperless W-2s.

5. Select Notification Options

Electronically

Job Tool

CEEZRR Home ~ | Time & Atiendance - | Pay & Taxes ~ | Persanal Information ~ | Benefits ~ | Career ~

Annual Statements

Change Your E-mail Address
Important: Changing this e-mail address affects notification for both pay statements and annual statements

Current E-mail Address: jdoe@usg edu

Hew E-mail Address: »

...........

Note: Each year when your annual W-2 becomes available on the website, you will receive a
notification to the email address you provided if you select the Notification Option for Annual
Statements. This is separate from the Go Paperless option; you will need to make this
additional selection to receive an email notification when your W-2 is available.

a) Click Select Notification Options.

b) Select Send e-mail notification
when new annual statements are
available.

c) Verify the E-mail address is correct.

Click Edit if you need to modify your
e-mail address.

# x| Py & Tases - | Parssnst informason = | Denests = | Carser =

R e - | e s ptengance < [Fars Tases - | Porsonstsiomaton | Besstes = | Gamer -

Wislome
Annual Statements

‘Seluct Hotifications Gpsans

sption, an e- E wherea b W20 o 10561)

[y - Hesgusg sdu £t

E‘r—. Cancel

Note: After you cease employment, your W-2 and payroll information will be accessible through
the ADP Portal for up to three (3) years. You will not have access to other ADP functions. Use
the same user ID and password when last employed. If you need assistance, contact our SSC

Customer Support team.

S| Task Complete
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