ADP Portal/Benefits Sign-On Instructions

FIRST TIME USERS:

Log on to register at https://portal.adp.com

Select "First Time Users Register Here".
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Enter your registration pass code which is VALASSIS-PAY.

Complete the requested information, First and Last Name - make certain you are
using your legal name - the one which is printed on your paychecks. (l.e. if you
go by Tom, but your legal name is Thomas, use Thomas for your verification).

Social Security Number.

Birth Month and Day.

Click "Next".

Complete the security information

Your User ID will consist of your First Initial, Last Name and the company ID,
such as JSmith@valassis. This is not case-sensitive. Please note this is not a
".com" address. You will receive an error if you add ".com™ to your user ID.

You then will be able to create your own password. Keep in mind that your
password must be at least 8 characters in length and include at least 1 letter and
either 1 number or 1 special character. Once you have done this, click the
"Submit” button. A thank you message will appear and you will then be able to
logon to ADP Services.

If you have difficulty registering, the ADP Service Center is available to help.
Their phone number is 877-482-4236



FOR CURRENT USERS - /f you have used ADP Self-Service in the past to go on-line
and view check stubs or W-2's, you are already an ADP iPay User and should follow
these steps:

e Log on to https://portal.adp.com.

e Select "User Login".
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e Enter your ADP user ID and password and click "OK".

e /fyou do not remember your user 1D and/or password, click on the "Forgot your
User ID" or "Forgot your Password" link and you will be prompited to enter some
security information which you entered when you originally registered.
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e Select ‘Benefits Enrollment’ from the ‘Benefits Menu’

\élassis.

Home » | Pay& Taxes - | Personal Information » | Benefits = | Career =
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Welcome to the new Valassis HR salf-service site

Leader Tips:

Coming in 2010 we will have Manager Self Service. If you are currently in the manager/leader view and need to view your personal
information please click on Manager tab and choose "Employee” to view all of your employee level options (i.e. "Pay & Taxes,
Benefits, and Career Profile)

Associate Tips:

“ou may quickly view your pay statements by clicking on the "Pay & Taxes" tab and then the "Pay Statements" link on the drop-
down menu.

e You can then log on and start using Benefit Enrollment by either going to:
-https://portal.adp.com or
-www.valassisbenefits.com

¢ If you have difficulty registering, the ADP Service Center is available to help.
Their phone number is 1-877-482-4236.



