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To use the ADP web portal, you must self-register. The ADP web portal allows you to view and print your
monthly VCERA pay statements issued through ADP and to sign up for paperless statements.

Step 1

Go to https://my.adp.com and click on “Register
Now,” or download the free ADP Mobile app.

‘ Step 2

Enter registration code VCERA1-ONLINE and
click on “Next” to continue.

Log in to ADP

USER ID *

User ID is required

PASSWORD *

Remember User ID

LOG IN

FORGOT YOUR ID/PASSWORD?

First Time User? REGISTER NOW

Step 3

Enter your first name, last name, Social Security
number and date of birth. Then click on “Next.”

Create your account

Registration code

| &

‘ Step 4

Verify your identity by answering unique questions.
You will have 30 seconds to answer each question.

Identify yourselfe

First name™ Last name™®
| |
SSN, EIN, or ITIN*
| |
Birth month, day, and year™
‘ Month v | Day ~ | ‘ Year ‘
I'm not a robot g

reCAPTCHA
Privacy - Terms

© Help us verify your identity

ADP is committed to safeguarding your information to
protect you from fraud due to identity theft. Before you
can continue, we need to ask a few questions to make
sure that you are really you.

These questions and their answer choices are generated
from public records and other commercially available data
sources. They are not used for any purpose other than to
verify your identity. They are not shared with your
organization.

o

For assistance, call VCERA at (805) 677-8700 or e-mail memberportal@vcera.org
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Step 5 ‘ Step 6

Enter your email address and telephone number. ADP will generate a unique User ID for you.
Then click on “Next.” Create a password. (Passwords are case sensitive.)

Tell us how to reach you

Primary emall address (used for notifications) Memorize your user ID and password now, so you remember them later.

‘ ‘ () Business () Personal

User ID™
JOHND@VCERAT
Primary mobile phone number Password (case sensitive) * @

‘ United States +1 v ‘ ‘ ‘

[ ] show password

Passwords must be B - 64 characters long and contain at least 1 letter and 1 number.|

() Business () Personal

Confirm password (case sensitive)®

[] Show password

NEXT

Step 8

If you supplied an email address during
registration, you will receive an automated email
from ADP to complete your account activation.

Step 7

Select security questions and provide answers.
Then click the “Accept Terms and Conditions” box.

Select security questions and answers e ADP Generated Message: Activate Your Email Address

SecurityServices_NoReply@adp.com

Tox

Use answers to your security questions that you can easily remember later.

Guestion ¥
| Select one v| ]

Thank you for setting up your account with ADP.
Guestion 2% Click on this link to activate your email to zeceive notifications
| Select one v| <Your activation link>

As part of the services ADP provides to you, ADP will contact you
Question 3* login information, ADP can even send your user ID and password to
| service as part of your registration with ADP.

Select one v|

Need help or have questions about your account? Contact your organ

Accept Terms and Conditions This email has been sent from an automated system. DO NOT REPLY T

Massage ID: FT-YSE-H30-2EYEAQ
|11 have read and agree to the EMPLOYEE ACCESS TERMS AND CONDITIONS.

For assistance, call VCERA at (805) 677-8700 or e-mail memberportal@vcera.org
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ADP Quick-Reference Guide — Home Page

P ay JOHN, D
e My PaY (I
pay |l VIEW YOUR TRENDS
Aug 31, 2017 () Gross Pay $7,827.59
Take Home Gruss Pay AnnuitySpit $1,099.52
453.82 827.59
i s Fixed Suppi $108.44
Jul 31, 2017 PensionSpilt $5,602.13
Take Home Gross Pay Suppl 2 $2750
$6,453.82 $7,82759 Gross Pay
Jun 30, 2017
4 COLLAPSE ALL
Take Home Gross Pay
$6,453.82 $7,827.59 & Deductions S
Federal Tax
31,2017
— $1,063.37
Take Home GIoss Pay
$6,453.82 $7,827.59 CA-state T
$310.40
Apr 28, 2017
EoETEe Tose & Take Home $6,453.82
$645382  $7.827.59 ST
$6,453.82

Mar 31, 2017

Take Home Gross Pay
$6,453.82 $7.82759 & DOWNLOAD PAY STATEMENT

iGo Paperless For Your Records

Pay Statements Year to Date Gross Pay Come back here to see your tax Information
$62,62072
Recelve paperiess statements »
Notify by email O @ VIEW YEAR TO DATE

Home Page

Pay: Displays summaries of your last 6 pay statements (left column). Click on one of the statement summaries
to see detailed earnings, deductions and taxes for the month you selected (middle column).

View All Pay Statements: Click on this link to view ADP-generated pay statements from April 2016 forward.
Download Pay Statement: Click on this link to view, download and print monthly pay statements.

Go Paperless: You can stop receiving paper copies of your statements and access them online only. Receive
paperless statements by activating the paperless statement feature.

Tax Statements: Log in to the VCERA Member Portal at https://members.vcera.org to view and print copies of
your 1099-R tax documents.

For assistance, call VCERA at (805) 677-8700 or e-mail memberportal@vcera.org
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ADP Quick-Reference Guide — Account Settings

JOHN, D

Settings
£¥ Settings
| o Logout
IContact Preferencesl IGo Paperless I ISecurity Questions I
Pay Statements
e =
- — Receive paperless statements C)
Notify by email ()

Edit your email and mobile phone number to . )
You can change your security questions by

receive important communications
clicking the edit button below.

Annual Tax Statements

= JohnD@gmail.com Notify by email »

You can always download your pay and tax
statements from the Pay page.

I User ID I

# EDIT
# EDIT

Password

S X

You can change your password by clicking the

Accessibility

ol

MyADP has integrated AudioEye's accessibility
technology to enhance your user experience on
your desktop.

Change your User ID by clicking the edit button
below.

# EDIT

edit button below.

# EDIT

+ Enable Audiokye

Account Settings

User Name: Click on your name in the top-right corner of the screen to access and update account settings.
Contact Preferences: Edit your email address and phone number to receive communications from ADP.
Go Paperless: You can stop receiving paper copies of your statements and access them online only.
Receive paperless statements by activating the paperless statement feature.

Security Questions: You can edit your security questions and answers.

Accessibility: Enable ADP’s AudioEye technology to have the website content read to you.

User ID: You can change the User ID that was automatically assigned to you during registration.

Password: You can update your password.

For assistance, call VCERA at (805) 677-8700 or e-mail memberportal@vcera.org



