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Welcome to Sacred Heart Health System’s ADP Online Paperless Payroll system using ADP iPayStatements. ADP is committed to protecting your
privacy and ensuring that only you can access your personal information. To assist us in meeting that commitment, we ask that you must register
with us before using our services.

During registration, you will be assigned a user ID and you will create a unique password. With this information, you will be ready to log on and start
using the ADP services.

Before you register, your will need the following information and items:
Your company’s Registration pass code: SHHS-IPAY
You will need your most recent printed pay statement and social security number
The web site address (URL) to use for Self Service Registration is : https://paystatements.adp.com

| iPayStatements

Information Center
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To begin the registration
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in the address bar.
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Welcome!

Welcome! ADP is committed to protecting your privacy and ensuring that enly you can access your personal information. To assist Privacy & Security

us in meeting that commitrment, you must register with us before using our services. During registration, you'll be assigned a user ID -
and you'll create a unique password. Then youll be ready to log on and start using ADP semvices. = Dur Security Commitment
Ready to getstarted? (] Registernow = ADP Privacy Statement

Click Register now .

= | egal Information
The Registration Process At-a-Glance
Here is how to register for ADP senvices:
€D Enter your registration pass code
€ Verify your identity
© Enter your contact information

€3 Enter your security information

€ View your user 1D and create your password

What you need to register:
» Registration pass code Learn Maore

Already Registered?

Do you already have an ADF user ID in the following format: JSmith@Cempany?
If yes, you are already registered for ADP senvices. Do you want to add a service?

Copyright © 2007 ADP, Inc. All rights reserved.
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Register for ADP Services

Please enter the following information to register for ADP senvices.

Step 1 of 6
1. Enter Your Registration Enter Your Registration Pass Code
Pass Code Your employer provided you with a registration pass code when they instructed you to register online for ADP senvices. If you don't know
2. \erify Your Identity what your pass code is, contact your administrator for assistance.
3. Enter Your Contact : 47
[nforrhation Note: Thg pass code is not case-sensitive.
4. Enter Your Security » = Required
Information
H H 5. View Your User Id & Create
Enter your Registration pass : . i
Y . 9 P Yo Passward Registration Pass Code: » (Example: Genco-1234abc)
code and click Next. 8. Confirmation

W rext )

A Registration Pass Code

The registration pass code for Sacred Heart Health System is:

SHHS-IPAY

Copyright © 2007 ADP, Inc. All rights reserved. Page 3
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Enter your name, Social
Security number, and date
of birth. Then click Next.

Copyright © 2007 ADP, Inc. All rights reserved. Page 4



IMPORTANT!

You will be asked for certain
information on this page.

For section A, select:

@ Self Service Registration for iPayStatements

IPay Statements as the o
Service

For section B., choose:
Pay State/Earning Statement
as the document you wantto e

v

use to verify your identity.

For section C, you must
complete the form using

information found on your @
earnings statement.

Do not use the picture of a
sample pay statement found on
the web page as a reference.

Instead, use the diagrams found
on page 6 of this booklet. It will
match your Sacred Heart pay
statement.

Click Next when you are done
to continue. |

v

A Avoid the Confusion

You will find that the online picture of a
“Sample Pay Statement/Earning Statement”
will NOT match your actual Sacred Heart
Pay Statement. Please refer to next page
(page 6) of this manual for a more accurate

Copyright © 2007 ADP, Inc. All rights reserved.
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Notes:

Direct Deposit Pay Statements

The company # is PCSYI19
— this is with the letter “I”
(as in ice), not the number
one.

The Number (advice
#/check #) is located on
the right side of the
statement under the pay
period dates.

Do not use the hyphenated
number at the top of the
statement as your file #,
advice #, or check # as
depicted on the earning
statement image on the
web site.

Printed Check Pay Statements

Copyright © 2007 ADP, Inc. All rights reserved. Page 6
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. Joh
Enter your e-mail address o

and click Next.

Doe

[

Your phone number is
optional.

Copyright © 2007 ADP, Inc. All rights reserved. Page 7
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Enter your place of birth.

Select your security questions, enter
your answers, and then click Next.

Important : The security questions
and answers are used if you forget
your log-on credentials, so be sure
to choose information that you can
remember.

You should make a note of your

answers and keep them in a safe
place.

Copyright © 2007 ADP, Inc. All rights reserved.
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Your user ID is displayed.

@E) Self Service Registration for iPayStatements

Create your password and
click Submit .

Your password must be at
least 8 characters long and

must contain at least 1 letter
and either 1 number or 1
special character. Also, your
password is case sensitive.

Important : You should make
a note of your user ID and
password and keep them in a
safe place. You'll need them
to log on to ADP services.

Copyright © 2007 ADP, Inc. All rights reserved.
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Select the service you want to
use and click Log On..

Note: “ADP Service” represents the product you registered for.

Thank you for registering to use ADP Services!
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