ADP TIME AND ATTENDANCE QUICK REGISTRATION GUIDE
The following procedure outlines the step every employee has to take to register with the ADP website.
This process is for ALL EMPLOYEES not just hourly employees.
1. Go to https://workforcenow.adp.com (TIP: add this site to your “favorites”; and/or create a
desktop shortcut)
2. Click on the “Register Here” button.
3. You will be asked to enter a registration code. The code is 4WP-TAP400, press the “Next” button
after you enter the code
4. You will be asked to enter some personal information on the next screen
a. Your first name (This is your legal name, the first name on your paycheck)
b. Last name (Once again, legal last name or the same one you have on your paycheck)
c. Last 4 numbers of your social security number
d. Your birthday
5. You will see a message, “WE HAVE FOUND YOU”, click on “REGISTER NOW”
6. You will be asked to enter your phone and e-mail address
a. Enter your e-mail address (This can be your work email address, or your personal e-mail
address)
b. Enter your cell or home phone number or your work phone number
7. Create your username and password, then confirm password.
8. PLEASE remember your USERNAME and PASSWORD that you create
a. Remember that your username and password that you create will be case sensitive
and you will both of them to login to ADP Workforce NOW to complete your
onboarding in ADP.
9. You will be asked to answer security questions that are “private”. These questions will be used if
you ever forget your password to reset your account
10. Once completed, you will receive a confirmation page. Pls. make a note of your username.
Registration is now complete. You can now login and use the system!

