FLORIDA TECH Florida Tech Workday Job Aid

FLORIDA'S STEM UNIVERSITY'

View and Print W-2

Overview

Former Florida Tech employees can access their 2021 W-2 by creating an ADP account.

Process
1. Go to https://www.adp.com/
2. Select the Sign In button in upper right

/A3  WhatWeoffer WhoWeServe Resources  About ADP

Talk to sales 877-364-6162

Experience better HR and payroll

Start Quote

3. Select My current employer uses ADP

Pick the option that describes you best:

Sign into ADP®

Want to view your pay stub, download a W-2, enroll for benefits, or
access your 401(k) account? You name it, and we can help you get to
the right place to do it even if you have never signed in before!

Select

My former employer uses ADP

My former employer is out of business

My current employer uses ADP

4, Select CREATE ACCOUNT from bottom

User ID

Sign in to ADP®

Remember My User ID @

FORGOT YOUR USER ID?

New user ? & CREATE ACCOUNT

5. Select FIND ME button

workday.
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Create your account

Creating your online account gives you secure and quick access to your
personal, pay, HR and company information. lt's easy.

Please select an option to continue.

FIND ME

I HAVE A REGISTRATION CODE

< BACK

6. Select Your information radial button
7. Enteridentifying information
8. Click SEARCH button

. .................. o .................. o .................. o

Search

Help us find you
Email or mobile phone @ Your information

Enter the personal information that you shared with your employer.

First name * @ Last name*
Date of Birth* Country *
Month ~ Day ~ Year ~v USA ~
® SSN @ Employee/Associate ID
a
SEARCH

9. Confirm your name
10. Select Florida Institute of Technology company
a. If you have had employers in the past use ADP, these may also appear

.7. .................. O ..................... O

Search Identity Info

We found you,

Select the company to create a new account.

Florida Institute of Technology

11. Verify Identity using mobile number
a. Terminated employees cannot use their email as the email address associated with the account is
typically the @fit.edu email address

2|Page



TLORIDA TECH

FLORIDA'S STEM UNIVERSITY'

12. Enter Verification Code

13. Update Contact information if desired

14. New User Id is displayed

15. Create/Confirm a new Password

& SECURE PAGE

Florida Tech Workday Job Aid

Search Identity Info
We found you
Select an option to verify your identity.
=~ Send me an email

afit.edu

c Verify me using my mobile number
(B US only)

Search

Identity Info

Number confirmed

We sent a code by text message to

This code is valid for 15 minutes.

Verification Code

CONTINUE

L] ® ® @)
Search Identity Info

Contact Info

Help us protect your account

Primary Contact Infermation Enter a frequent

receive a verification code to confirm your ider

sed email and phone number to
information, when needed

and/or recover your account login

Email”
Personal R
&
® ®- -@- ]
Search dersty Info Contact ints

One more step,

Let's set up the logn information for your sccount with Florida Institute of
Technology

Your Userld.

Password must be 8 - £4 chas,

MLers, numbers, and special o

~ CREATE YOUR ACCOUNT
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16. Account creation message displays, SIGN IN NOW to get W-2

Account created! Please sign in.

User ID:

Now sign into MyADP to access and manage your account.

SIGN IN NOW

17. Enter User ID and Password

User ID

Remember My User ID @

Log in to ADP

NEXT

18. Click VIEW STATEMENT to view document

PAY

Go Paperless
Save time, trees and clutter!

@ View your electronic documents online
& Access them securely at your convenience

%@ Get notified by email when they become available

GO PAPERLESS

Tax Statements

Tax Year 2021

w2
@ FLORIDA INSTITUTE OF TEC

VIEW STATEMENT

19. Print or Download from button in upper right

<BACK

Tax Year: 2021 Form Type: W2

Statement for 2021

PRINT

DOWNLOAD

@ Q ¥ 12

Employee

Reference  Copy
W.p Vs i T o004

— |+ AutomaticZoom v

2021 W-2 and EARNINGS SUMMARY

&N »

workday.
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