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ADP WorkForce Now: Instructions for Keyence New Hires

Part 1 — Setting up an Account with ADP
Part 2 — Setting up Taxes in ADP

Part 1: Setting up an account with ADP

+ What is ADP WorkForce Now?

ADP WorkForce Now is a secure HR system designed to provide a platform for accessing all of your important personal
details. You will mostly use ADP to view pay stubs and update your tax withholding Information. You can log into ADP
and update information at any time.

o,

+* How do I register?

Before you can register, Keyence HR will need to transfer and process your new hire information from SuccessFactors to
ADP. Please wait a minimum of 3 business days after your hire date before you attempt to register in ADP. If you have
any problems during the registration process, please contact HRQ@keyence.com.

Please follow these steps to register:

1. Open the ADP Portal login page at https://workforcenow.adp.com/public/index.htm and click on Create
Account:

ENGLISH (US) Vv

Welcome to ADP®

User ID

v/ Remember My User ID @

NEXT

FORGOT YOUR USER ID?

New user? & CREATE ACCOUNT



mailto:HRQ@keyence.com
https://workforcenow.adp.com/public/index.htm

2. To create your account, click on the Find Me button:
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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. It's easy.

Please select an option to continue.

| HAVE A REGISTRATION CODE

£ BACK

3. You can either click on Email or mobile phone, or Your information (the Email or phone option is faster). Fill in
the appropriate blanks:
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Search e 2 A
Help us find you
.‘ Email or mobile phone Your information
Enter the contact email/mobile that you shared with your employer. '

Email or mobile phone




Enter the last four digits of your Social Security Number (SSN), EIN, ITN, or ITIN to confirm your identify:

F
& SECURE PAGE -
@ @ o Orvvveeerreesee O
Search Identity Info Contact Info Create Accc

We found you, Hr administrator!

Please complete the following field and we'll send you a code
to verify your identity.

Last 4 Digits of SSN, EIN, TIN, or ITIN a '
€ BACK

5. Select the method (phone/email) you want to receive the unique code to input into the next screen:
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We found you, Hr administrator

Let's create your Keyence Corp. account.
Select an option to verify your identity.

D Send me a text message 5
ses004433 (SMS text) '

Send me an emalil
«««Q@keyence.com

o Verify me using my mobile humber
(=5 US only)




6. Input the verification code you received from ADP. The code will be an alpha-numeric code unique to you and is
only valid for 15 minutes. Additionally, the email comes from SecurityServices_NoReply@adp.com. Please check
your spam emails if you do not receive the email within a couple of minutes. Input the code into the blank:
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Search Identity Info Contact Inf _reate A

Enter verification code

Your code has been sent to «-.Q@keyence.com
This code is valid for 15 minutes.

Verification Code
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Didn't receive a code? REQUEST A NEW CODE




7. Complete this page to help ADP protect your account. Select Yes or No to determine whether ADP can contact
you about your account:

& SECURE PAGE »
Search ldentity Infio Contact Info Create Account

Help us protect your account

Primary Contact Infermation Enter a frequently used email and phone number to
receive a veriflcation code to confirm your identity and/or recover your account login
infarmation, when needed.

Email®

Phone*

Personal, Mabile v ‘ EE - 11 {224}_ I

It's OK to text and/or call me (via use of an auto-dialer or otherwise) about my

account. | understand | can opt out any time.* &
o
|C Yes () No |

Backup Contact Information Add additional email/phone where you can be reached.

Email

Fhone

Personal, Other W ‘ - 2 {201}_

& ADD NEW PHONE

TEEE.




8. Establish your User ID and password for ADP then click Create Your Account:

8 SECURE PAGE Pr¢
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Search Identity info Contact Info Create Account

One more step, HR Administrator!

Let's set up the login information for your account with Keyence Corp.
UseriD* @ /
HRAdmIN2020 (V]
Password (case sensitive) /
sreneans (V]

Very Strong (Add more characters to strengthen)

Conflrm password (case sensitive) *

v CREATE YOUR ACCOUNT

9. You should now see this screen, confirming that your account is created:

@ SECURE PAGE

Account created! Please sign in.

User ID: HRAdmMIin2020 @)

Now sign into access and manage your accounts.

ADP Workforce Now >

iPayStatements >

Stay connected with the ADP Mobile App to access your information on the go!

o AbpYStor.c * Google Play

M ey = o -y =



10. The login address is https://workforcenow.adp.com/public/index.htm. Use the User ID and Password you
established to log from anywhere.
11. If you forget your User ID or Password, click on the Forgot Your User ID? button to gain access to ADP:
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Welcome to ADP®

User ID

HRAdmMIin2020

\/ Remember My User ID @

FORGOT YOUR USER ID?

New user? & CREATE ACCOUNT
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Part 2 — Setting up Taxes in ADP

% How do I set up or change my Tax Withholding in ADP?

In ADP, you can set-up and change your federal tax withholdings. If you would like to change your state tax withholding
from the default setting, please contact HRQ@keyence.com as you will have to complete and sign a state specific tax
form. To change your federal tax withholdings in ADP:

1. In ADP portal homepage; select Myself, then Pay, and click Tax Withholding.

HOME RESOURCES MYSELF

Persconal Information Annual Statements
Insurance In
1 Employment Calculators L
Follow this link to Ask > Pay Direct Deposits
Cigna Voluntary Progrn  Time & Attendance Tax Withholdings
i Pay Stat ts
Cinna \Valuntarv Proar Time Off ay statemen

2. Click the Federal link.

Tax Withholdings @ .”

Fakeman, John €

SE1-CH - Sales Engineer |
Home Department : 00ISID - Intelligent Sensors & ID Divison

lllinois
Federal
W-4 IL-W-4
Single

You must complete your Federal W-4
0 allowances first

Complete this form to make changes

START START

& VIEW / DOWNLOAD CERTIFICATES ON FILE
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3. Answer Questions regarding Information Verification, U.S. Citizen Status, Marital Status, Tax Exemption Status,

4.

and Withholding Election.

Review your W-4 document for accuracy. Make sure to click the checkbox and select Done when completed.

Your Form W-4, Employee's Withholding Allowance Certificate

Review the entire form (scroll, if needed). To confirm that everything is true, correct and complete,

5 Total number of allowances you're claiming (from the applicable worksheet on the following pages) . . . 5|0
6 Additional amount, if any, you want withheld from each paycheck

7 | claim exemption from withholding for 2018, andlcemfytfatlmeetboﬁdmmmhm
* Last year | had a right to a refund of all federal iIncome tax withhaid because | had no tax ksbilty, and
*» This year | expect a refund of all federal income tax withheld because | expect to have no tax lablity.

if you meet both conditions, write “Exempt” here

> 7]

Under penalties of perjury, muunemtmemmm;mmnnmdmwmw it is true, comrect, and complate.

Employee’s signature
(This form & not valid unless you sign It)» Date »
s name and (E: C boxes 8 and 10 # sending to IRS ana complete 9 Frst date of 110 Empiloyer dentdcaton
boxes 8, 8, and 10 # sendng to State Oirectory of New Hires.) emgamet ol M
For Privacy Act and Paperwork Reduction Act Notice, see page 4. Cat Mo 102200 Fom W4 coney
Form W-4 208 9.9.2

your wages and other income, including

income eamed by a spouse, during the year,

Line G. Other credits. You might be able
to reduce the tax withheld from your
paycheck If you axpect to claim other tax
credits, such as the eamed income tax
credit and tax credits for education and
child care axpenses. If you do 8o, your
paycheck will be larger but the amount of
any refund that you receive when you file
your tax return will be smaller. Follow the
Instructions for Worksheet 1-6 in Pub. 506
If you want to reduce your withholding to
take these credits into account.

Deductions, Adjustments, and
Additional Income Worksheet
Complete this worksheet to determine If
you're able to reduce the tax withheld from
your paycheck to account for your itemized
deductions and other adjustments to
income such as IRA contributions. If you
do 50, your refund at the end of the year
will be smaller, but your paycheck will be

than one job at a time or are married filing
jointly and have a working spouse. If you
don't compiete this worksheet, you might
have too ittle tax withheld. If 50, you will
owe tax when you file your tax returm and
might be subject to a penalty

Figure the total number of allowances
you're entitied to claim and any addtional
amount of tax to withhold on all jobs using
worksheets from only one Form W-4. Clam
all allowances on the W-4 that you or your
spouse file for the highest paying job in
your family and claim 2ero allowances on
Forms W-4 fled for all other jobs. For
example, f you earn $80,000 per year and
your spouse eams $20,000, you should
complete the worksheets 10 determine
what to enter on ines 5 and 6 of your Form
W-4, and your spouse should enter 2ero
(*-0-") on Ines 5 and 6 of his or her Form
W-4. See Pub. 505 for details.

Another option s to use the calculator at
www.irs. gov/WdApp to make your
withhaldinn mowa acoursta

required by law 10 report new employees 10
a designated State Directory of New Hires.
Employers may use Form W-4, boxes 8, 0,
and 10 10 comply with the new hire
reporting requirement for a nowly hired
empioyee. A newly hired empioyee is an
empioyee who hasn't previously been
employed by the employer, or who was
previously empioyed by the employer but
has been separated from such pror
empioymaent for at least 60 consecutive
days. Empiloyers should contact the
appropriate State Directory of New Hires to
find out how 1o submit a copy of the
completed Form W-4. For information and
ks 10 each designated State Directory of
New Hires (including for U.S. territonies), go
to www.acf.hhs. goviprograms/css/
employers.

if an employer is sending a copy of Form
W-4 10 a designated State Directory of
New Hires 1o comply with the new hire
reporting requirament for a newly hired
emopioves. complete boxes 8 9. and 10 as

nder penalties of perjury, | declare that | have examined this certificate and, to the best of
y knowledge and belief, it is true, correct, and complete.

| agree under penalty of perjury to the declaration above and understand that this form is not
valid until | have provided my electronic signature by acknowledging and clicking Done.
Date: Jun 20 2018

\ CANCEL \ (\ PREVIOUS )




