RETIREMENT SERVICES

ADP Online Retirement
Savings Account
User’s Guide
Setting up your account

Who should use this guide?
Before you get started, let’s make sure this guide is right for you.
You should use this guide if:
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You are registering for an ADP User ID and Password through
www.mykplan.com or www.mykplan.adp.com

and
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You are a newly-hired employee who has never completed an online
registration for an ADP User ID and password with any ADP
product or service;

or
You are a newly-eligible participant for your company’s 401(k) plan
who has never registered for an ADP User ID and password with
any other ADP product or service;

or
You are a current participant in your company’s 401(k) plan who
has not registered for an ADP User ID and password with any ADP
product or service.

You do not need to use this guide if:
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You are an employee or 401(k) participant who is already registered
with an ADP User ID and password with any other ADP product
or service.

Registering your ADP account
Securing your personal information and making it easier to manage
your online retirement savings account are our priority.
Depending on the ADP products or services offered through your
company, you will have access to all your ADP accounts with one
User ID and password.

1

Let’s get started.
To begin the registration process for creating an ADP
User ID and Password, select the Register Now
button. Highlighted in the illustration by the red box.
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Identify yourself.
Enter the required personal information on the Identify yourself
screen. The identity options that are available will depend on how
your organization’s account is set up. Select the “Continue” button
when complete. Highlighted in the illustration by the red box.
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If your information was entered incorrectly, you will receive
an alert message similar to the one pictured here. If this
error persists, please contact ADP Participant Services
at 1-877-706-1996.
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We found you!

Successfully completing the User Information will bring
you to the next screen. Here you may have up to three
different options to verify your identity:
1. A
 n email will be sent to the address we currently
have on file for you.
2. R
 eceive a notice mailed to your home that contains
a personal registration code. This may take up to five
business days to reach you.
3. A
 nswer a few challenge questions that will confirm
your identity.
Each of these options will be explained on more detail.
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“Send Me an Email” verification option
If you select this option, a verification code
will be sent to the email address that we have
on file for you. You will need to enter that
code in entry box on the screen. This code
is only valid for this session and will expire
in 15 minutes after it was sent.

B

“Mail Code” verification option
If you selected this option, you will receive the following screen alert.
When you receive the verification by mail, you will have 15 days to complete
the registration process. After that time, the code will expire.
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“Ask me few identity questions” verification option
If this option is selected, you will be asked a few questions to verify your identity. The questions and answers are generated
from public records and other commercially available data sources. They are only used to verify your identity and not shared
with your employer.
You will need to select the correct answer for three questions and you have 30 seconds to complete each question. If you answer
two out of the three questions correctly, you will be given one additional question to answer. If this last question is answered
incorrectly, you will not be able to continue the registration process.
If your first attempt fails, you may try again by starting a new registration session. You are allowed three attempts to complete
this verification option before your account is permanently locked. If your account becomes locked, you will need to contact
ADP Participant Services at (877) 706-1996 or speak with your plan administrator to request further assistance.
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Note: The following message alerts will only appear if there
are multiple accounts associated with your identity.
This screen will be presented after your personal information has
been confirmed and if multiple 401(k) accounts are found on file.
Otherwise, you will be directed to Step 3.
To continue on this screen, select the company name you wish
to associate this account with.
You will have access to all your retirement savings accounts we
have on record for you after you register with just one company.
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Help us protect your account.

After your personal information has been confirmed by one of the three
verification methods, you will need to complete the Primary and
Backup Contact Information sections of this screen. This information
will be used to provide you with verification codes to confirm your
identity — in the event you ever need to recover your account login
information in the future.
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Just one more step.

The final step of the registration process is for you to create a User ID
and Password for your account.
If you select a User ID that is invalid or not available, you will seen
an on-screen alert to “Try a different User ID.” Highlighted in the
illustration by the red box.
Also, your password must contain between 8 and 64 characters
and follow the additional password requirements detailed in the
Pop-Up screen. Highlighted in the illustration by the red box.

Your password can be changed or updated at anytime by going directly to the ADP Retirement
Services Participant Website. Simply select “My Profile” and choose “Reset Password.”
Note: A new password for your on line retirement savings account must be created every 180 days.
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Congratulations!
Your registration is now complete and you can start
using your online retirement savings account.
Be sure to activate your email and mobile device.
You can complete the activation process by responding
to the email and text notifications sent to you.
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Please note, the screens displayed in this document may not look the same when you access your account.
They may appear differently depending if you have a single-sign-on account already established.
Unless otherwise disclosed or agreed to in writing with a client, ADP, LLC and its affiliates (ADP) do not
endorse or recommend specific investment companies or products, financial advisors or service providers;
engage or compensate any financial advisor or firm for the provision of advice; offer financial, investment,
tax or legal advice or management services; or serve in a fiduciary capacity with respect to retirement plans.
Investment options are available through the applicable entity(ies) for each retirement product. Investment
options in the “ADP Direct Products” are available through either ADP Broker-Dealer, Inc. (Member FINRA),
an affiliate of ADP, LLC, One ADP Blvd, Roseland, NJ (ADP BD) or (in the case of certain investments) ADP, LLC.
Only licensed representatives of ADP BD or, in the case of certain products, of a broker-dealer firm that has
executed a marketing agreement with ADP, LLC may offer and sell ADP retirement products and services
or speak to retirement plan features and/or investment options available in any ADP retirement products.
Nothing in these materials is intended to be, nor should be construed as, advice or a recommendation for
a particular situation or plan. Registered representatives of ADP Broker-Dealer, Inc. do not offer investment,
tax or legal advice to individuals. Please consult with your own advisors for such advice.
ADP, the ADP logo and Always Designing for People are trademarks of ADP, LLC. All other trademarks and service
marks are the property of their respective owners. 99-4439-P-0419 ADPBD-20190320-0696
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