Registering for ADP iPay Statements
When an employee’s direct deposit is set up, their pay voucher is automatically paperless (evoucher). Employees can opt-in to receiving a paper voucher by registering on ADP iPay and making that selection. (see #8 below)
1. Go to https://workforcenow.adp.com, click the link to Get Started.
2. On the Create Your Account page, select Find Me.
3. On the Help Us Find You page, click Email or Mobile Number and type in the number you shared with SUNY Niagara, (preferably your NCCC email address), then Search, OR, you can choose to click the Your Information and type in your personal information that you shared with NCCC, then Search. 
4. 	Enter the verification code sent to your email address or mobile phone available on record. Continue.
5. 	On the Help Us Protect Your Account page, enter an active email and mobile number to receive account notifications, and used to verify and confirm your identity, when needed.  Continue. 
6.	On the One More Step page, create a User ID, and Password (must be 8-64 characters long and contain letters, numbers, and special characters.) Confirm your password. After reading the Employee Access Terms and Conditions, check the box and Create Your Account.
7.	Account Created! Please Sign In. When complete, ADP will ask you to sign in again to verify account is working correctly. Click Sign in now. 
Note: If you don’t see your information, please sign out, close your browser, and sign in.
8. To access your pay statements and W-2 information, click on Myself tab > Pay > Pay & Tax Statements.
If you’d like to receive paper pay vouchers, go to Myself tab > Pay > Pay & Tax Statements, select Go Paperless and unclick Receive Paperless Statements (opt-out=gray, opt-in=blue). You can also contact the Payroll Office in writing stating your wish to terminate paperless pay statements.  If you like the paperless option, you can also opt for a paperless W-2 (eW-2).
Also, while on the Pay & Tax Statements page, click view statement. Here, please review your earnings statement to make sure it reflects your current mailing address. If you have moved, please update your address on Banner.
Once you are on ADP iPay, you can click Home, on the upper menu bar. There, you will see the Payroll Office tile, where you can access:
· The current Electronic Time Sheet Payroll Schedule (download)
· Instructions-Updating Payroll-Related Documents on PeopleAdmin.pdf
· PeopleAdmin link to update the following forms:
· 457(b) Salary Reduction Agreement
· Direct Deposit Authorization Form – Banking
· [bookmark: _GoBack]NY 529 College Savings-Direct Deposit Form
· NYS Certificate of Exemption IT-2104-E Form
· NYS IT-2104 Form
· W-4 Form
Here, you can select the PeopleAdmin link to add/update any of the forms listed.

If you have any questions/issues, please contact the Payroll Office at 716-614-6440. You can also contact ADP’s My Life Advisor Team at 1-855-547-8508.
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