Registration Quick Reference Card for

Employees/Associates of NEXCOM

IMPORTANT NOTE: Your information will not be displayed until you receive your first paycheck.
Please wait until you receive your first paycheck before attempting to log in.

Welcome! Register an account with ADP to access the services offered by NEXCOM.

You may enter the Payroll Work Center through the Nexcom HUB, then select QuckLinks from the left. Select View Paycheks
Online from the pull down.

Or you may enter the Payroll Work Center from this link: https://online.adp.com/prwc/login.html

Option 1: Using a Personal Registration Code

On your ADP service website, enter your registration code (for example, b9a7q6re) in an email from ADP
(SecurityServices_NoReply@adp.com) or from your administrator. This code expires in 15 days from the date of

issue.
aar =

Create your account

Registration code

NEXT

9 Enter your personal identity information.
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https://online.adp.com/prwc/login.html

Quick Reference Card for Employees/Associates

A2

Identify yourselfe

First mame* Lest name™

@ Associate |D/Employee |D

Last 4 Digits of SSHN, EIM, or ITIN

Birth month and day

e Add contact email addresses and mobile numbers to receive notifications about your account.

|m

Enter your contact informatione

Primary emall address jusad for notiflcationsy®*

jehndoeforganizationgzoom @ Dusiness | Personal

Secondary emall address {recommended for account recoweny

johndoe 2570 mycamparnermail.com Business .- Personal

Primary moblle phone number [recommendsad)

United Slates +1 v| Q7 3-900-7500 | _ Business . Persanal

Seoondary moblle phone number
United Slates +1 w | | 9F2-7T62-4133 | . Business Persanal

+ | authorize ADP to send me notifications regarding my account, according to ADP'S TEXT MESSACING TERMS AND CONDITHINS.

0 Set up your user ID, password, and select security questions and answers.
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Quick Reference Card for Employees/Associates

|,¢§9

View your user ID and create a password

[ Mulz. Depending on your erganzabor’s selup, your user D
jdce@anganizatioroyz may ba ganarstad 1or you

Pasmrd s sl © ﬂ

TravelcnieddTr Very stiang &
[w] Show passwo

Pasewards miist be d - B charactans long ard contain &1 least 1latter and 1 numsen, Passwords ane case sansitive

ol password foasa sensiha™
TravalergF0TF |

[w] Shorw passward

Select security questions and answers ¢

Gueston
Winat was the nama af your firs nei? vl

P arrswns fnok © e s g

Rilkbles |

Chuestion
In whist cily was your ssther bomi? |Enbzr il name of cily onby) 'vl

VisUr arEawTr (k£ i et

EBoston |

stk 7
winat was the Arst farcign country you vished? vl

e e

Samtreriand |

(OR) Option 2: Using an Organizational Registration Code

o On your ADP service website, enter the registration code (for NEXCOM, nexnet-123456).
- »

Create your account

Registration code

)
&
 HEF = T 4
ADP and the ADP logo are registered trademarks of ADP, LLC. 3

ADP A more human resource. is a service mark of ADP, LLC. Copyright© 2017 ADP, LLC. (August 2017)



Quick Reference Card for Employees/Associates

()  Enter your personal identity information.

|dentify yourselfe

First mame* Lest name*

@ Associate |D/Employee |D

Last 4 Digits of SSN, EIM, or ITIN

Birth month and day

e Enter a primary email address and primary mobile number(s) to reach you.

|m

Enter your contact informatione

Primary emall address jusad for notiflcations)*

jehndoefmorganizaliongyzoom . RAusiness Personal

Secondary emall address {recommended for sccount racowandg

johndoe2570amycompanyernail.corm Business . Persanal

Primary moblle phone number [recommendad)
United Slates +1 w | 973-900-7500 | (! Business (@ Persanal

Seoondary moblle phone nuemper
United Slates +1 w | | 4F2-T62-4133 | . Business Persanal

+ | authorize ADP to send me notifications regarding my account, according to ADP'S TEXT MESSACING TERMS AND CONDITIINS.

() Complete additional verification, if required.
e Option 1 - Get and Enter a Code within 15 Minutes

If your email address or mobile phone number is unigue within your organization, and you have access to it.

ADP and the ADP logo are registered trademarks of ADP, LLC. 4
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Quick Reference Card for Employees/Associates

Enter your personal registration code

Personal registration code

e9nwrog3|

DIDN'T RECEIVE THE CODE?

Don't have a code? | GEI CODE |

Click SEND CODE to have a personal registration code sent
to the contact information en file in your organization's
records:

)

1 eeeens 7500 (SMS text)

L Jessssssssssseeenitgdp.com

) Jeennnnnns O@myemall.com

(" SENDCODE )

| Fwanl lo answer identily questions instead

e Option 2 — Answer Identity Questions

If your email address or mobile phone number in not unigue within your organization’s records, or you do not
recognize or have access to them.
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Quick Reference Card for Employees/Associates

Help us verify your identity o027

* = Required
Help us verify your identity
Based * = Required
Your -
. wnha Help us verify your identity |co22|
PN’ Your ans * = Roquired
N
3 D ?
< ® o Do you
Tur Your answer (sedect one)”
o Answer Choce 1
Nox

Answer Choice 2
@ nswerChoice d

Answer Chpice 4

Answer Choice S

I - A T
e Add contact email address(s) and mobile number(s) to your account.

Enter your contact informatione

Primary emall address {usad for I'H:ﬂm(atbﬂi:l'

jehndoefborganizaiongy2.com . Ausiness Personal
Secondary emall address (recommended for account recoveny

jehndoe 25T Emycomparnyemail.com _ | Business . Persanal
Primary moblle phone number (recommendad)

United Slates +1 v| 973-500-7500 | [ _.'_ Business l. Personal
S-C'Cﬂﬂdﬂﬁ.' mablle phane nember

United States +1 v| |972-762-4122 | @ Pusness () Persanal
'w| | authorize ADP to send me notifications regarding my account, according to ADP'S TEXT MESSAGING TERMS AND COMDITIIMS.

Q Set up your user ID, password, and select security questions and answers.
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Quick Reference Card for Employees/Associates

|m

View your user ID and create a password

[T vy Malz. Depending or you grgan zabon’s s2tup, your user 1D
jdce@anganizationwyz may ba ganarabad for you

[CRR T reeeps— T - |

Travelierisa Ty Very srong. @
[w] show pesswond

Fasewards miust be d - B4 charactars long ard contain &t leash 1latter and 1 numser, Passwords are case sansitive

Comhnm password j2sa sensimel™
Travalerg 1T |

[w] Shorw password

Select security guestions and answers @

Guseston T
Whiat was the nams af yaur firss pet? w |

W AT ek £ e sslg

Riulbbies |

Clucstion 7
In wiesd <iby was wour sather borm? (Enkzr hull name of <ty anly) L |

Vo areswer nob T seeivert
EBoston |

Chunsstien 3
What was the Arst fareign couniry you vsihed? vl

Winw arrawns e 1 s e Byt

swireriand |

Click Register Now: Use your user ID and password to access your ADP service(s).

£3?

Your account Activate your email/phone®

& Youruser ID: jdoe@organizationxyz
A\ Activate your emall address and your moblie phone within 24 hours by

Il Your available ADP services: responding to the messages sent to you:

- =, = John_doe@organzationxyz com
[ ADP Service ). Seege "

= Johndoe2s Poamyamallcom
0 +s727220133
Q

+1973-900-7500
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Quick Reference Card for Employees/Associates

Activate Your Email Address

During registration, if you provided an email address that is not shared by others in your organization, look out for an activation
email from ADP. Follow the instructions in the email you receive from SecurityService_NoReply@ADP.com to complete the
activation.

Activate Your Mobile Phone

During registration, if you provided a mobile phone number that is not shared by other users in your organization, look out for a
text message from ADP and reply with the code to complete the activation. In some countries, your activation process will differ;
so, follow the instructions in the text message to activate your mobile number.

Forgot Your User ID/Password?

If you forget your login information, you can use the “Forgot Your User ID/Password?” link on your ADP service login page.

U Enter your first name and last name exactly as they exist in your organization’s records. You will also be asked to
enter an email address and/or mobile phone number associated with your account. Upon successful verification of
the information that you entered, your user ID will be displayed.

Forgot User ID/Password

* = Requirad
D SHOW ME

First name* @

Jahn

Last name*

Doe

And at least one of these' @

Email address

Jehn.doe@organizationxyz.com

Mobile phone number
Unlted States +1 v 972-762-4133

CANCEL | NEXT

u To reset your password, select the “I don’t know my password” option and choose an option.
e Option 1 - Get and Enter a Code within 15 Minutes

If your email address or mobile phone number is unique within your organization, and you have access to it.

ADP and the ADP logo are registered trademarks of ADP, LLC. 8
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Quick Reference Card for Employees/Associates

Your security code

Select where you want to send the security code and click
Send Code.

JersrsssenCOmycompany.com

[ SENDGOUE )

Enter your security code herein 13:59

244784

__ Idon't have access to any of these emails/phones

Option 2 — Answer Your Security Questions

If your email address or mobile phone number in not unique within your organization’s records, or you do not
recognize or have access to them.

Your security questions

* = Required

What was the name of your first pet?

Your answer (not case-sensitive)*
| bubbles

[v] Show answer

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

Your answer (not case-sensitive)”

[ Show answer

What was the first foreign country you visited?

Your answer (not case-sensitive)*

71 Chme ancwinr

Upon successful verification of your response, you will be prompted to enter and confirm your new password.
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Quick Reference Card for Employees/Associates

Reset password

' = Required

New password (case sensitive)' ©

Triavel2917 m ®
[v! Show password . ‘
l @ Your password is valid

Your password MUST have:

Confirm new passwe ., At |east 8 characters

In@vel2917 v A lowercase or uppercase letter

[v Show password ¥ 2. Domber

Your password MUST NOT have:

+ Any character repeated more than 3 times In a row. For
example, do not use 1111 or aaaa.

o : + More than 3 sequential letters or numbers in a row. For
\ CANCH ) example, do not use 1234 or dcba.

To strengthen your password, do the following:

Increase the length from 12-20 characters.
v Add one or more speclal characters such as @, $, or &.
v Use a combination of uppercase and lowercase letters.

‘g@ Please distribute by email
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