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ACCOUNT MANAGEMENT
Forgot User ID

1. Go to the ADP Workforce Now Login
Page

2. Click “Forgot your user ID?”

3. Enter your First Name, Last Name, and
Email or Phone Number

4. Click “Next”

5. Enter the last four digits of your Social
Security Number (SSN)

6. Click “Next”

7. The next screen will display your user ID
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Forgot Password

1. Go to the ADP Workforce Now Login
Page

2. Enter Your User ID
3. Click “Need help signing in?”

4. Enter your email or phone number
5. Click “Next”

6. Select your security verification method
by clicking on the option
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7. Enter the verification sent to your email
or phone number

8. Enter your new password.
9. Click “Submit”
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Reviewing & Acknowledging Documents
1. Login to your ADP

Workforce Now
account

2. Click on the “Myself”
tab

3. Select “My
Documents” from the
options in the
dropdown menu

4. On the “My
Documents” page, you
can view old and new
documents

5. For documents
requiring
acknowledgment or
signature, click the red
icon on the right-hand
side of the document

6. Review the document
to the end

7. Enter your first and last
name

8. Click inside the
checkbox

9. Click “Sign”
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DIRECT DEPOSIT & TAX SETUP
Managing Direct Deposit

1. Login to your ADP Workforce Now account
2. Click on the “Myself” tab

3. Select “Payment Options” from the options in the dropdown menu

4. From the Payment Options page, you can:
● Add a new direct deposit account
● Remove a direct deposit account
● Update an existing direct deposit account
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Add a New Direct Deposit Account

1. In an empty “bank account direct
deposit” box, click “Add Bank
Account”

2. Enter your routing number
3. Click “Next”
4. Enter your account number
5. Click “Next”

6. Select the Account Type
● Checking
● Saving

7. Select a Deposit Option
● Specified Amount: Enter a

specific dollar amount to be
deposited

● Percentage: Enter a
percentage of your check to
be deposited

● Remainder: If you have
multiple accounts, designate
this account to receive the
“full net” of the remainder

8. Click “Next”

ADP Account Management Reference Guide - September 2024 Page 9 of 20



9. Verify your account number and
agree to the direct deposit terms
and conditions

10.Once confirmed, click “Add”

Double-check your information
carefully, as errors can delay

your direct deposit

Remove a Direct Deposit Account

1. Locate the direct deposit account
you wish to remove

2. Click on the icon in the
upper-right corner

3. Click “Delete”

Update an Existing Direct Deposit Account

1. Locate the direct deposit account
you wish to update

2. Click “Edit”
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3. Update the account information
and deposit settings as needed

4. Click “Done”
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Update Tax Withholdings
1. Login to your ADP

Workforce Now account
2. Click on the “Myself” tab
3. Select “Tax

Withholdings” from the
options in the dropdown
menu

4. Locate the tax form you
wish to update
● Texas residents do

not have a state
income tax.

5. Click “Edit”
6. Follow the instructions

to update the necessary
information

Ensure accuracy, as incorrect tax withholdings could lead to owing additional
taxes
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Accessing Pay Stubs & Tax Forms
1. Login to your ADP Workforce Now account
2. Click on the “Myself” tab

3. Select “Pay & Tax Statements” from the options in the dropdown menu

4. From the Pay & Tax Statements page, you can view:
● Pay Stubs
● YTD Earnings
● W-2 & 1095-C Forms
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Individual Pay Stubs
1. In the “My Pay” column

on the left, select the
check stub you want to
view

2. In the middle column,
click “View Statement”

YTD (Year-to-Date) Earnings
In the middle column, select
“YTD” to view your current or
previous yearly gross earnings
and deductions.

W-2 & 1095-C Form
1. On the right side, select

the year you want to
view

2. Click “View Statement”
under the W-2 or 1095-C
section
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BENEFIT MANAGEMENT
Managing Your Benefits

1. Login to your ADP Workforce Now account
2. Click on the “Myself” tab

3. Select “Enrollments” from the options in the dropdown menu

4. From the Enrollments page, you can view:
● View current benefits
● Request changes to current benefits

View Current Benefits
Click “View Benefits” in the Your Benefits window to view current benefits.
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Request Changes to Current Benefits
1. Click “Report a Change”

2. Select the appropriate “Qualifying
Event”

3. Click “Continue”
4. Enter any additional information

required
After entering the required information, an
enrollment window will open for 30 days

A qualifying event is required to
change your insurance enrollment

For a full list of qualifying events, refer to our
benefits guide or contact the HR team

5. Read the welcome message
6. Click “Next”

7. Go to the Select Benefits page to
view your current insurance and
available plans
● Clicking “Waive Benefit” declines

that coverage
● To add or change coverage, click

“View All Plans”

8. Select the desired plan
9. Click “Yes”

ADP Account Management Reference Guide - September 2024 Page 16 of 20



10. In the Upload Documents section,
upload any verification items
required for your qualifying event

● Marriage certificate
● Birth/adoption certificate
● Divorce certificate
● Proof of other insurance

ending
11. Click “Next”

12.Review your changes
13.Click “Submit Enrollment”

Your request will be sent to HR for review
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PAID TIME OFF (PTO)
Managing PTO

1. Login to your ADP Workforce Now account
2. Click on the “Myself” tab

3. Select “My Time Off” from the options in the dropdown menu

4. From the My Time Off page, you can view:
● PTO Balance
● Pending PTO Requests
● Approved PTO Requests
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Requesting PTO
1. Click “Request Time Off”

2. Enter the Start & End Date
● Enter the days you wish to use

PTO
3. Enter the 8 Hours per Day

● PTO must be used in 8-hour
increments

4. Click “Review”

5. Review your information and verify
accuracy

6. Input the Approve by Date
7. Input comments for your manager’s

reference (Optional)
8. Click “Submit”.

The PTO request will be sent to your manager for approval
You will be notified of approval or rejection via ADP Workforce Now
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Approving PTO (Management Only)
1. Login to your ADP

Workforce Now account
2. Click on the “Things to Do”

icon

3. Click “Employee – Time Off
Request

4. For each PTO request, click
on the to Approve,
Reject, or View History

5. Click “Approve” or “Reject”
6. Input comments

● Please note the team
member who requested
the PTO will receive a
message with these
comments.

ADP Account Management Reference Guide - September 2024 Page 20 of 20

https://online.adp.com/signin/v1/?APPID=WFNPortal&productId=80e309c3-7085-bae1-e053-3505430b5495&returnURL=https://workforcenow.adp.com/&callingAppId=WFN
https://online.adp.com/signin/v1/?APPID=WFNPortal&productId=80e309c3-7085-bae1-e053-3505430b5495&returnURL=https://workforcenow.adp.com/&callingAppId=WFN

