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ADP Onboarding 

New Hire Is Not Receiving ADP Onboarding
Email

New Hire Is Not Receiving ADP Onboarding
Email

Ask the new hire to check their Spam/Junk folders in
case the email was filtered.

ADP emails may be blocked by
{@privaterelay.appleid.com; @icloud.net} If possible,
advise the new hire to use a Gmail or Yahoo account.

If necessary, request an updated email address from
the new hire and send it to @Recruiting to update in
ADP.

Email



Associate ID &
Registration Code

The Associate ID can be found
in their original onboarding

email from ADP the Email will
contain the Subject line of

‘PreHire Email.’  

The registration code can be
found by the new hire in their

original onboarding email
from ADP the Email will

contain the Subject line of
‘PreHire Email.’ The Code will

be next to the section that
states ‘Here’s your code.’  

Cannot Find Their
Associate ID?

Cannot Find Their
Associate ID?

Cannot Find Code,
Not Working Or

Invalid?
  

Cannot Find Code,
Not Working Or

Invalid?
  

*If code Is Not Working Or Invalid:
Contact @Recruiting for a new Code.*



This option will find the new hires' old
ADP account with their last employer

and not allow them to see onboarding
or anything attached to WhiteWater.
Advise the new hire to create a new

account using the registration code or
Associate ID from their onboarding

email.

This option will find the new hires' old
ADP account with their last employer

and not allow them to see onboarding
or anything attached to WhiteWater.
Advise the new hire to create a new

account using the registration code or
Associate ID from their onboarding

email.

Issues With The “Find Me”
Option 

Issues With The “Find Me”
Option 

Creating an ADP
Account 

New Hire Used ADP
With Another Employer 

New Hire Used ADP
With Another Employer 

All new hires should go to the ADP
login page and select 'New User?

Get Started' and create a new
account using the registration code

that was provided in his original
onboarding email. This will help

differentiate the old account from
the WhiteWater account. 

All new hires should go to the ADP
login page and select 'New User?

Get Started' and create a new
account using the registration code

that was provided in his original
onboarding email. This will help

differentiate the old account from
the WhiteWater account. 

This may be because the new hire
is logging into an old ADP account,

which they may have had with a
previous employer. They will need
to create a new account using the

registration code that was
provided in his original

onboarding email.

This may be because the new hire
is logging into an old ADP account,

which they may have had with a
previous employer. They will need
to create a new account using the

registration code that was
provided in his original

onboarding email.

New Hire Cannot See
Any Tasks After Logging

In 

New Hire Cannot See
Any Tasks After Logging

In 



Social Security  

New Hire Receiving An Error That SSN
Does Not Match 

New Hire Receiving An Error That SSN
Does Not Match 

New Hire Typed Their SSN In Wrong New Hire Typed Their SSN In Wrong 

 The new hire may be a rehire, and ADP is detecting an existing
record. Verify with the new hire or check their job application. 

The new hire may have used the “Apply For” option during ADP setup,
which generates a random SSN. If so, contact @Recruiting to correct
the SSN.

New hires have the ability to make any changes to their information
during the onboarding process. If they are unable to make changes,
contact @Recruiting to make the corrections. 

Errors



Employee Documents
Please do not directly request any specific documents. As part of this process, employees are required to present

documentation that establishes both identity and employment authorization.
Employees must provide either:

One (1) document from List A (establishes both identity and employment authorization),
OR

One (1) document from List B (establishes identity) and one (1) document from List C (establishes employment authorization)



New Hire Has A

Temporary ID 

Employee Documents

New Hire Is Using
A Permanent
Resident Card  

The new hire should upload both

the front and back of the card into

one image. If unable to upload into

one image, they should email the

missing side to @Recruiting.

Temporary IDs are acceptable if

they are not expired and include

a photo ID.

New Hire Has A
Temporary ID With
No Photo 

A temporary ID without a photo

cannot be accepted. However, if the

new hire places the expired ID next to

the temporary ID in a single photo, it

can be accepted.

Note:

Please ensure all the

images are

Clear 
Legib

le



Rehires

Eligibility – Email @Recruiting or your HR Generalist to confirm
rehire status.

If not eligible, Recruiting will notify the manager and
update JazzHR to “Not Eligible for Rehire.”

Interview Guide –
< 6 months separated → No guide needed.
> 6 months separated → Guide required.

Next Steps – If eligible, update JazzHR to “Verbal Offer Extended”
and continue with the hiring process like normal.
 

STEP 1:

STEP 2: Change status to ‘Verbal Offer Accepted’ and HR will extend an
offer letter out to your candidate for signature. 

STEP 3:   
HR will change the status to ‘Onboarding & Background  check -
onsite’ to notify managers that the Background check and
onboarding have been launched to the rehire. 



Updates Regarding
New Hires 

How To Check New Hire Status How To Check New Hire Status 

You can review your new hires real time status on the ADP
onboarding tracker, or you can log into ADP and select - My Team >
Manage New Hire Onboarding > Search their name to view progress
and send reminders to your new hire! 

 JazzHR To ADP
Final Step To Ensure HR Receives New HireFinal Step To Ensure HR Receives New Hire

Once the candidate has accepted the offer, HR will change the
status to ‘Onboarding & Background Check - ONSITE’  to launch
the Onboarding Packet and Background Check to the new
hire. 

Change status to ‘Verbal Offer Accepted’ and HR
will extend an offer letter out to your candidate
for signature. 

https://portal.whitewatercw.com/ewd/onetime/opt_login.php
https://portal.whitewatercw.com/ewd/onetime/opt_login.php

