To access the Sandri Portal website, follow thpssbelow:

1. Typehttp://portal.adp.conmto your internet address bar. The following @agould
appear.

| UserlLogin | | Administrator Login

m First Time Uzera Register Here
= Meed Help Getting Started?

u Update Wy Security Profile

= Change vour Password

n [iake This Site Your Home Page
= Forgot wour User Id
= Forgot your Pazssword

stomatic Data Processing, Inc = PRIWVACY

= 1FoaL

Thiz site reguirez Microsoft Internet Explorer Version 8.0 or higher.

Click on “First Time Users Register Here”
Click on “Register now”

2.
3.

AP

Welcome!

fw'\.-'e\cow11e! ADP is commined to ;_:rotecting your_privacy and enauring_ that o_nly YoU Can access your pgraonal ] Privacy & Security
infarmation. Te assist us in meeting that commitment, you must register with us before using our serices. During

registration, you'll be assigned a user ID and you'll create a unique password. Then you'll be ready to log on and start = Qur Security Commitment
using ADP services

= ADP Privacy Statement

Ready to get started? ([ Registernow | Already Registered? (] Adda Service | = | eqal Information
The Registration Process At-a-Glance

Here is how to register for ADP services Do you already have an ADP user ID in the following

€ Enter your registration pass code format: JSmith@Company?

€ Verify your identity If s0, you are already registerad for ADP senices

€ Enter your contact information
@) Enter your security information

© View your user ID and create your password

What you need to register:
= Registration pass code Learn More

4. Answer the questions in the next 6 steps. Réwgistration Pass CodeSandri-ADP
The questions will ask for your first and last nasecial security number, date of birth,
contact information, city/town of birth, and 2 setpquestions with answers. The
system will automatically generate a User ID, aad will need to choose a password.



y/ P

tegister for ADP Services

lease enter the following information to register for ADP senices

Step 1 of 6

1. Enter Your Registration

Pass Code

2. Verify Your ldentity

3. Enter Your Contact
Information

4. Enter Your Security
Information
5.1 Your UserlD &
Create Your Password
6. Confirmation

Enter Your Registration Pass Code

Your employer provided you with a registration pass code when they instructed you to register online for ADP services. f you don't know

what your pass code is. contact your administrator for assistance
Note: The pass code is not case-sensitive

» = Required

Registration Pass Code” » (Example: Genco-1234ahc)

- Hext |

4. After completing the above process, you shouldisescreen below
the “Log On” button to enter the portal.

£32

Register for ADP Services

. Clickon

2lease enter the following information to register for ADP senvices

Step 6 of 6

1. Enter Your Registration

Pass C

3.Enter Your C
Information

4. Enter Your Security
Information

Your Passw

ew Your User |d & Create)

Thank you for registering!
“ou can now log on to, and start using, your ADP senices

Note: An e-mail containing your User ID has been sent to the address you provided

Log On to an ADP Service

The following ADP services are currently available to you. Select a senice and click Log On. If
you want to log on later, click Close

6. Confirmation

@ ADP Portal

. LogOn | - Close |

5. You'll then be returned to the original portal lngicreen. Click “User Login”



| Userbogin | | Administrator Login |

m First Time Users Register Here
n Nesd Help Getting Started?

n Update Wy Security Profie

= Change vour Password

n lilaks This Site Your Home Page
= Forgot your User Id

= Forgot your Password

This site requires Microsoft Internet Explorer Wersion 6.0 or highsr.

6. When the login box appears (see below), type im ygername and password.
Then click “OK”.

Connect to agateway.adp.com

The server agateway.adp.com at Employes Access
[03:04:258:5967] requires a username and password,

Iser name: ! | " |

Password! | |

[ 1remember my password

[_ (0] 4 J[ Cancel J

After completing all of these steps you shouldlm®in the portal.

There are 3 tabs on the website: Home, Resourceslaney. The Home tab
contains information about certain events, newsfaatlires that are happening in the
companies. The Resources tab focuses mainly agfiteeimformation and other
forms that are currently requested. The Moneystadws your payroll summary
information and W-2.



On the Money tab, you can choose to elect to haue gaycheck only appear online
by clicking the “Go Paperless” link. If you haveett deposit of your paycheck, and
do not need a paper version, you can elect to segyyour paycheck online. By
clicking on the pay date of the paycheck that yashwo view, you are able to print
or save that paycheck should you need it for funtbference. Please also visit
ipay.adp.com (using the same username and passwohe portal) for more
paycheck related information at your fingertips.

1. To access ipay statements, typgs://ipay.adp.cormto your internet address

bar.
v 2
as > iPayStatements
~ ) . Information Center
/ Welcome to ADP iPay Statements
mCantlozin?
._ Log'i_n | = Forgot Your Password? w Secuity Settings
_______ - » Forgot Your User ID7 n Minimum Softwars Reguirements
= Register Mow

Use of pop-up blockers may interfere with
some of the features on this site. Tellme more

Latest Information

Mote :

ADP iPayStatements users are encouraged to review their PavStatements to ensure their This site is best viewed in 1024 x 768 using
home address is accurate. MicrosoftE Intemet Explorer. Click the icon
Please contact vour pavroll administrator if 2 change is necessary. below to install the latest version.

2. Click on “Login”

onnect to agateway.adp.com

The server agateway . adp.com at iPay &G User
[03:19:04:1120] requires a username and password,

Iser name: | | w |

Password; | |

[ 1remember my password

[ o) 4 ][ Cancel I

3. Use the same username and password that you hate fportal.

Your paycheck information will show in summary fatas soon as you login.



If you have questions or issues about these irging; contact Nicolle Cestero.

Email: ncestero@sandri.com
Phone: 413.223.1127




