
 

 

 

LOG INTO YOUR ADP  EMPLOYEE ACCESS 
DASHBOARD & CLICK ON ARROW AT TOP 
RIGHT OF THE PAY MENU 

ADP WILL EMAIL YOU AN INVITATION TO REGISTER FOR THE ADP EMPLOYEE ACCESS PORTAL. THE 
SENDER NAME IN THE EMAIL WILL BE “PAYROLL SECURITY”. CLICK ON THE “REGISTER FOR 
EMPLOYEE ACCESS” LINK AND COMPLETE THE STEPS TO SET UP YOUR ACCOUNT. 

AFTER YOU SET UP YOUR EMPLOYEE ACCESS ACCOUNT, YOU WILL NEED 
TO ADD YOUR DIRECT DEPOSIT INFO. YOU WILL NEED YOUR BANK 
ACCOUNT NUMBER AND ROUTING NUMBER TO COMPLETE THE SET-UP. 



 

 

 

CLICK ON “SET UP DIRECT DEPOSIT” 



 

 

CHOOSE DIRECT DEPOSIT 



 

 

VERY IMPORTANT TO MAKE SURE YOU 
ENTER THE CORRECT TYPE OF ACCOUNT 
(CHECKING/SAVINGS) AND THE CORRECT 
ROUTING NUMBERS & ACCOUNT 
NUMBERS! 



 

 

AFTER ENTERING DIRECT DEPOSIT INFO, 
YOU SHOULD GET A VERIFICATION 
MESSAGE 



 

 

CLICK ON THE AMOUNT YOU’D LIKE TO 
DEPOSIT FROM EACH CHECK INTO THIS 
ACCOUNT (YOU CAN SPLIT YOUR DIRECT 
DEPOSIT BETWEEN MULTIPLE 
ACCOUNTS, IF YOU WISH, BUT THE 
TOTAL MUST ADD UP TO 100%.) 



 

 

REVIEW YOUR INFO AND CLICK SUBMIT 



 

 

 

ADP WILL SEND A SECURITY CODE TO 
YOUR EMAIL IN ORDER TO VERIFY THE 
CHANGES TO YOUR ACCOUNT 



 

 

 

ENTER THE CODE AND CLICK SUBMIT 



 

YOU SHOULD RECEIVE A MESSAGE SAYING 
THE DIRECT DEPOSIT ACCOUNT WAS ADDED 

YOU CAN UPDATE YOUR DIRECT DEPOSIT 
ACCOUNT, ADD ADDITIONAL ACCOUNTS, 
AND ALLOCATE THE DISTRIBUTION BETWEEN 
ACCOUNTS AS NEEDED 


