A mone human resource

Welcome! Register a Payroll Work Center account with ADP to access the services
offered by NEXCOM.

You may enter the Payroll Work Center (PRWC) through the Nexcom HUB by selecting QuckLinks from the left. Select: View
Paychecks Online from the pull down.

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

STEP 1: REGISTER: Using the Personal Registration Code Received in your email:

Look in your personal email account (the one you entered when you applied at NEXCOM) for an email from
SecurityServices_NoReply@adp.com. In it you will find a personal registration code (for example, b9a7q6re). Enter your
code exactly as show; the code is case sensitive. Do not copy and paste. This code expires in 15 days from the date of
issue. It may take up to four days from your first day to receive the email. In the event you cannot locate the email Send a
request for new registration code to Payroll-CAC@nexweb.org. Supply your full name, employee ID and the email you
want to use.

Welcome to Payroll
WorkCenter

User ID Administrator Sign In

Remember My User ID

Password (case sensitive)

SIGN IN

Forgot your user ID/password?

Need an account? CREATE ACCOUNT
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Quick Reference Card for Employees/Associates

Enter your personal identity information. Use either the Last 4 Digits of SSN or yur Birth month and day. DO NOT USE
Associate ID

A3

Identify yourselfe

First mame?* Lest name*

| | |

Last 4 Digits of SSHN, EIM, or ITIN

Birth month and day

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

Enter your contact information e

Primary emall address {used for notMcations)*
john.doemorganizationgyz.com @ Dusiness () Personal

Secondary emall address (recommended for aCoount recoweryy

johndoe2 5T 0dmycompanyermil.com Business . Persanal

Prmary moblie phone number (recommendad)
United States +1 v | 973-900-7500 | [ Pusiness  {f§ Persanal

Secondary moblle phane nembaer
United States +1 v| |972762-4122 | @ Pusness () persanal

|| authorize ADP to send me notifications regarding my account, according to ADP'S TEXT MESSASING TERMS AND CONDITIONS.
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Quick Reference Card for Employees/Associates

Set up your user ID, password, and select security questions and answers. Be sure to write them down at this time.
| =2

View your user ID and create a password

Lkor 7 Hule. Depending or vour crgarzsbon’s s=lup, wour user ID
jdoei@arganizationxyz sy ba ganarabad for you
Passmrc |ommas s s * I

Trawelicnie 20T Very stiong -]

[w] Show pesswend
Fasswards must be 3 - B4 characters Iong and cantain 1 least 1lsiter and 1 numiser, Passwornds are case sansiive
Comiinm password jasa sensirea)®

TravalangZ0T7 |

[w] Shorw passwend

Select security questions and answers @

Quesnon

What was the nama of your firss nei? g |
WHE AT ok £ sl syt

Rubbles |
Cuestion 7

In wit ity was wour Sather bom? (Enber bl name of city only) Y |

Four AnEwoT nof Came sone o

Boston |

Cisestizn 17
WAt was 1o Arst E3roign Sountry you vished? vl

L R

Savmrariana |

Complete additional verification
Get and Enter a Code within 15 Minutes

Enter your personal registration code

Persanal registration code

e9nwrdgd

DIDN'T RECEIVE THE CODE?
Dor't have acode? [ GEICOBE )
Click SEND CODE to have a personal registration code sent

to the contact information en file in your organization's
records:

) s 7500 [SMS text)

T Jessssssssseeseniadp.com

1 JeeeeeeessOimyemail com
{ sENDCODE )
| Twanl (o answer identily questions instead I
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Quick Reference Card for Employees/Associates

Set up your user ID, password, and select security questions and answers.

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

Y/ D2

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 1o you:

- ~ = John_dee@organzationsyz.com
\ ADP Service ) et !

= johndoe2s Pamyamall.com
0 +s727220133
Q

+1973-900-7500

Activate Your Email Address

During registration, if you provided an email address 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 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.
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Quick Reference Card for Employees/Associates

Enter Your W4 Tax Information

Select the W4 Icon from the Home Screen of the ADP PRWC

Payroll WorkCenter

Self Service Home

Use the icons below to direct you to the Payroll WorkCenter services available to you. To select a service, click the appropriate icon. To access Help, change your
PIN, or log off, use the toolbar in the upper right hand corner of each page.

e % 4 e a s

State Tax Form ompany Calendar User Settings

Complete the Form and Press Save. Incomplete forms will withhold taxes at Single tax rate.

roll WorkCenter X

W-4 Menu

Piease select one ofthe -4 form ogtions belaw and then cick Next. To retum o the Self Service Home Page, Click Done

Please Note: W-& changes may take up to 2 weeks to appear on a paycheck dus to the timing of payroll procassing for your Iocation

@ Complete W-4 form online
When you open your W-4 form in Payrall WarkCanter, the form contains your name and address. You can make changes to your tax marital status, multipla jobs option, depandent axemption, other ineome, deductons, and any additional withholding you want deducted from your paycheck.
You cannot, howaver, make changss onling to your name or addrass.

) Print a W-4 form to complete manually
Whan you select is aption,  new Acrabat window opens, displaying = blank W-4 form that can be printed, completed and submitted fo your Company’s Payrall Administrator,

) View and Print Payroll WorkCenter W-4 Forms.
Select this option to view or print W-4 forms updated online through Payroll WorkCenter.

W-4 Form Online

Befow is the online version of the V-4 form. You can snter your tax marital status, multile jobs option, dependent exemption, other inceme. deducions and amount of additional withhoiding.
The anline Vi form cnly cisplays and updates vahues in whole doliars. Siaris and nagatives are not allowed.

Adter making your changes, enter the [ast 4 digits of your Sccial Secuity number at the bottom of the page, then cick Save. To printthe VW4 form, click on the print ican an the browser taclbar
Use the 114 modeing and the IRS Withnoking Allowancs Caloulstor inks ko assist in compisting the (Vo4 form. To return 1o the previous page, dick Back.

applied to states.

Ifyou are Gaimeng exempt ax St you s comelete your Wt farm manually and submit 1o your Company's Payrol Adriristrator

Piease Note: W-4 changas may take up to 2 weeks o appear on a paycheck depending on the fiming of payroll processing for your location

Employee's Withholding Certificate OME Mo, 13430074
fanim'A.clandPaﬁ:a’\\q(k Reduction Act Notice, 2020
click here.
Cormplets Form W-4 sa that your employer can withhold tha correct faderal income tax from your pay
Give Form W-4 to vour emplover Your withholding is subject to review by the IRS_

[First Name__AGddle Initial  Last Name

OB NUM 03 OH NUM
Address ® Single or Married filing separately ' Married filing jointly (or Qualifving widew)
TEST © Head of houzehold (Check cxly if vou'ss nnmarried and pay mora than half the costs of
aepinz up 3 home for yourself and 2 gualiffing individual )
City or town, state, and ZIP cade Does your name match the name on your social security eard? if not, tc ensure you zet cradit for your eamings.
TEST O, 12363 contact SSA at B0 772 1213 o go to wnzzzo oy

Complete Steps 2 through 4 ONLY if they apply to yon. To see if you are sxsmpt from withholding or if you have concems about vour privacy:. see paza 2 on the Form W4
mstructions. Everyone must complete Step 3. Ifwu are claiming exempt complete the W 4 manually.

Step : 3inlllp|e Jobs or Spouse Works- Complete this step if you (1) hold more then one job 2t 2 time, or (2) are married filing jointly and your spouse alse warks.
correct of withholding depends on income =amed from all of these jobs. Do anly one of the following.
[a)Us:daE imsston w1 sou T i o et socurats vl oF
() Use the Muitiple Jobs Werkshest on paze 3 and enter the rasult in Step 4(c) below for roughly accursts withholding: o
(¢) if there ar2 only two jobs total, you may check this box. Do the same on Form W4 for the other job
option iz accurate for jobs with sumlu ; otherwise, more tax than necessary may be wif -
CAUTION: If vou have privicy concems, chonse {a) or (b) [fyou andier vour spouss have meome from self employment, including 2s an mdspandent
cantractor, choose (a).

Complete Steps 3 through 4(b) on Form W-4 for only ans of these jobs. Leavs those steps blank for the ofher jobs. (You withholding will be most accurats
i vou complete Steps 3 fhroush 4(b) on the Form W-4 for the hishest payine job )

Step 3:Claim Dependents: If vour inzome will be $200,000 or less (340,000 or less i married filinz joinly):
Multiply the mumber of qualifymg children under age 17 by 52,000
Afultip the mumber of other dependents by $300
Add the amounts above and enter the total hare s

Step 4: Other Adjustments (optional)
(a) Other Tncomma. I o waad 1 wihald o sthrinconseyou et this yaar s wou't v wikblding, e the st ofsfar

This may includa mterase. dividends, and retirement incoma You should not include incoma Fom any jobs spo
(b) Dednctions. If you axpact to claim deductions other than the standard deduction and wat to reduce your withholding, use the
Daductions Werkshaat on page 3 and enter the result hare 5o
(¢) Extra withholding. Entar any additional tax you want withhald sach pay period s ]

Step 5 Sign Here
Undler panslities of paciury, 1 declars that this certificste, o e bast of my knowledzs and belisf is true, comect, and complate

By ertering the last 4 digits of my Social Security number and clicking Save, | am authorizing my ampicyer to maks the changes indicated on the W fom above, efisctive viithin the naxt two pay pasiods. Under panitias of parury, | declare that | have examinad this cenificate and to the bast of my knowisdge and baief, it

 true, comect, and complete.
Enter the last 4 disits of your Social Security Number: ||
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Quick Reference Card for Employees/Associates

Enter Your Direct Deposit Account Information

Select the Direct Deposit Icon from the Home Screen. Enter your direct deposit account (s). Confirm your information is keyed
correctly and save your information. Direct deposit may take up to two paychecks to become live.

Payroll WorkCenter

Self Service Home

Use the icons below to direct you to the Payroll WorkCenter services available to you. To select a service, click the appropriate icon. To access Help, change your
PIN, or log off, use the toolbar in the upper right hand corner of each page.

W-4 | State Tax Form | ompany Calendar | User Settings ]

v & -

Survey I Personal Calculators I Employment Verification View W-2 I

Select Add New Authorization then complete the banking information as instructed on-screen

Direct Deposit Detail

The Direct Deposit Detail table displays detailed information for your direct deposit authorization.

Make any desired changes to this authorization and click Save. To delete this authorization, click Delete. To return to the Self Service Home page without making any changes, click Cancel.
Bank transit and account numbers are not masked while editing your information. Once you save your changes, the numbers will display as masked in the direct deposit summary displays.
When editing your information, we recommend you take precautions to prevent unauthorized viewing of your account details.

Account info:

Account Type: Checking v
Account#
(See Figure 1)

(See Figure 2)

Figure 1: Account #

Authorization Info:
Type: ® Amount
O Percentage
O Entire Check or 100% of Remaining Net Pay

(Disregard if you selected

Entire Check)

Frequency: Every Pay Period v

Figure 2: Routing #

Status:

Be sure to Save. Then view and Submit on the Direct Deposit Summary Page. Then press the ACCEPT button at bottom of
page
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Quick Reference Card for Employees/Associates

Payroll WorkCenter (]

Direct Deposit Authorization

Please scroll down and click the ACCEPT button.

Proposed Direct Deposit Authorizations

Sequence Status Type Routing # Institution Account # Frequency Amount or %

1 Active Savings XXXXXXXXX SUNTRUST XXXXXXXXXXXXX2000] Every Pay $900.00
Period

2 Active Checking XXXXXXXXX SUNTRUST DOXXKKXXXOOKKX1212) - Every Pay $100.00
Period

3 Active Checking XXXXXXXXX SUNTRUST XXXXXXXXXXXXX3240]  Every Pay Remainder of
Period Check

| hereby authorize my employer to initiate payroll deductions and credit entries to the accounts indicated above. | further authorize, if necessary, debit entries and adjustments for any credit entries made in
error to the account(s) indicated above. This authorization shall remain in force and effect until I notify my employer through this feature, or in writing, of its termination in such time and in such manner as to

afford both my employer and the financial institution a reasonable opportunity to act on it. /,—--———,w NG
(
AN,
———

An email or text will be sent to you as confirmation of the change.

Go Paperless for Your W2

Select W2 Output

roll WorkCenter

User Settings Summary

The User Settings Summary items below allow you to change specific user settings.

To change a setting, click the link in the User Settings column. To return to the Self Service Home Page, click Done.

User Settings Summary

User Settings Current Value Description

Calendar Display MONTH Default Calendar Display (weekly, monthly, 3 month, event list).

Check Output NONE Determines the check output method.

MOQ'E Resolution ]800 X 600 Defines the default monitor resolution for optimum viewing. This allows large images, such as the paycheck, to display more effectively.
1 W-2 Output —> INTERNET AND PAPER Determines your W-2 output method.

Select Internet Only and Save

oll WorkCenter

User Settings Detail
The user setting you selected is displayed below.
Choose the setting you want, and click Save. To return to User Settings Summary without saving your changes, click Cancel.

Note: Your W-2 output changes may take up to two pay periods to process. Please keep this in mind when making changes near calendar year end.
User Preferences Detail

User Preference Description
W-2 Output Determines your W-2 output method.

Select YouyW-2 Ol.?fpu&B{low:

“ U Internet Onl \>
— -

e

By entering the last 4 digits of my Social Security number and clicking Save, | am authorizing NEXCOM to make the W-2 output change indicated above, effective within the next 2 pay periods.
| understand that if | have chosen ‘Internet Only’ as my W-2 output option, | will no longer receive a separate paper W-2, but | will be able to print an online electronic W-2.

Your authorization applies to annual forms furnished every year until that authorization is withdrawn.

You may withdraw your authorization at any time by changing your W-2 output setting in Payroll WorkCenter. If you no longer have access to the Internet, you must contact your payroll
administrator to withdraw your authorization.

Enter the last 4 digits of your Social Security number:

Cancel -
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Quick Reference Card for Employees/Associates

State Tax Forms

You may print state tax forms from the Payroll Work Center or collect a copy from your Human

Resource Team. Forms must be submitted to PayrollPli@nexweb.org. It is the associate’s
responsibility to ensure the desired federal and state taxes are withheld from the paycheck.

Please check your paycheck stub for accuracy every payday by using the PRWC to View
Paychecks.

View Time Off

Select View Time Off from the PRWC Home screen to check your leave balances. This
information updates every payday.

Payroll WorkCenter

Self Service Home

Use the icons below to direct you to the Payroll WorkCenter services available to you. To select a service, click the appropriate icon. To access Help, change your
PIN, or log off, use the toolbar in the upper right hand corner of each page.

b

i A2
s

\“\_/’

“ ¥ & -

.-a.-...__\\
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Quick Reference Card for Employees/Associates

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.

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

* = Required
O3 SHOW ME

First name" @
Jdahn

Last name*®

Do

And at least one of these' @

Email address

Jehn.doed@organtzationxyz.com

Mobile phone number
Linitad States +1 L) 972-762-4134

CAMCEL i MEXT

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
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Quick Reference Card for Employees/Associates

Your security code

Select where yvou want to send the security code and click
Send Code,

N jl.u s+a+a+0 DEMYCOMPENY.CoMm
i sENDCODE |

Enter your security code herain - 13:59

244784

__ I don’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-sansitive)”
| bubbles

[+] Show answer

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

Your answer (not case-sansitive)”

[] Show answer

What was the first foreign country you visited?

Your answer (not case-sensitive)”

771 Ehease ancwns

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

Mew password (case sensitive)” 6

Trigvel 2917 Strona &

|  Show password B .
4 @ Your password is valid

Your password MUST have:

Confirm new PAsswe ., At least & characters

Ir@Evel 2917 « A lowercase or uppercase letter

[+#| Show password ot

Your password MUST NOT have:

« Any character repeated more than 3 times in a row. For
example, do not use 111 or aaan.

» More than 3 sequential letters or numbers in a row. For

CANCHL axample, do not use 1234 or decha.

To strengthen your password, do the following:

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

¢
\@’) Please distribute by email
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