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Purpose 
Instructional guide on registering for MyADP. 
 

Document History 
 

Revision Date Summary of Changes Author 
04/17/2024 Creation of document N Callow 
06/11/2024 Update contact information M Rizzio 
07/09/2024 Updated registration information M Rizzio 

Approvals 
This document required the following approvals: 

• List all Position Titles in approval order with over all approver at end 
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Distribution 
This document requires dissemination to the following: 

• All store, hospitality, and corporate empoyees 
• https://intranet.nexad.nexweb.us/N/Pages/MyADP_Home.aspx  

Equipment/Systems 
The following equipment and systems are required in the execution of this SOP 

• MyADP 

Definitions 
• List any acronyms 

 
 
 
 
 
  

https://intranet.nexad.nexweb.us/N/Pages/MyADP_Home.aspx
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Registration  
If you haven’t yet registered, you must do so from your desktop or mobile device before you can 
access MyADP. 
 
Registration Steps 
 
Step 1 

• Visit https://my.adp.com 
• Bookmark/ save this link as a favorite in your browser!  
• Click GET STARTED 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a. If you are presented with a Sign in as a different user link, click that and then 
click GET STARTED 

 

      

https://my.adp.com/
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Step 2  
• Click I HAVE A REGISTRATION CODE 
• Enter the registration code: nexcompay-live 
• Click NEXT 
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Step 3 
• Enter your personal identity information 

o When asked for last 4 of SSN, EID or ITIN use SSN 
• Click CONTINUE 

 

 
 

o If you receive the following error, reach out to HR. The information in 
your PeopleSoft profile is what is being sent over to MyADP for registration. 
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HR has to correct the email address in PeopleSoft. Once HR has updated, give 
it two days before trying to register again. If you are still experiencing issues 
with registration at that time, a helpdesk ticket needs to be submitted for 
Code I to validate your email address for registration. 
 
 

• You may be asked to complete additional verification, if required: 
 

Option 1: Receive and enter a code within 15 minutes if your email address or mobile 
phone number is unique within the organization, and you have access to it 

 
Option 2: Answer identity questions if your email address or mobile phone number is 
not unique within your organization’s records, or you do not recognize or have access 
to them 
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Step 4 
• Add your frequently mobile phone number in order to receive account notifications. 

It is optional to add Backup Contact Information. Any changes to email addresses to 
include the addition of your work email address, need to take place by your HR 
representative within PeopleSoft. 

• Click CONTINUE 
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Step 5 
• Set up your User ID and Password for your account 
• Click CREATE YOUR ACCOUNT. 

 
 
 

 
  

Your registration is now complete!  
Use your User ID and Password to access MyADP. 
Click MyADP to log in. 
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Forgot your MyADP User ID/ Password? 
If you forgot your user ID, you can use the FORGOT YOUR ID? link on the MyADP login 
page. 

• Enter your legal first and last name (not a nickname), and an email address and/or mobile 
phone number associated with your account 

• Upon successful verification of the information you entered, your User ID will be 
displayed 

 
To reset your Password, enter your MyADP User ID and click NEXT: 

• Click FORGOT PASSWORD? 
• Enter your mobile number or email address associated with your account to receive a 

verification code and follow the prompts to reset your password. 

 
Upon successful verification of your responses, you will have the option to Sign In to MyADP or 
continue to create your new Password and use it to log in. 
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Contact Information 
Operations Support 
For questions or additional guidance on the material covered in this document, please contact 
Operations ADP Support. 

mailto:OperationsADPSupport@NEXWEB.ORG?subject=MyADP%20Registration
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