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Registering in ADP Lyric HCM

Once you are hired into the system,
you will receive an email instructing

you on how to register for access to
ADP Lyric HCM.

It’s recommended to complete the
initial registration via a desktop
computer.

STEP 1

* Receive registration email from:
SecurityServices_NoReply@adp.com

* Click the sign up button

Welcome to ADP! Register today
° SecurityServices_NoReply@adp.com ‘© © Reply | € Reply Al ‘ 2 Forward ‘ ‘E‘ ‘7‘

To

Expires 10/20/2034

@ If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

£

Hi Iy

and ADP are partnering to provide you with fast
and easy access to your information. It only takes 2 minutes to sign up and get

immediate access to the app.

Can't click on the button above? Open the registration link provided by your HR
representative. Click Get Started and enter code xj7ymv7j

Contact your employer's HR or Payroll department for assistance.

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

GETITON ’ Download on the
® GooglePlay | @ App Store
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Registering in ADP Lyric HCM

STEP 2

You will be taken to the registration page
Enter your personal identity information

Click CONTINUE

R e o o

Enter Code Identity Info

Let's Get Started

First, we'll need some information to create your account with

First Name * @

[ J

Last Name * @
SSN, EIN, or ITIN * @

( Je

Birth Month, Day, and Year »

(oo ) (on ) G )
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Registering in ADP Lyric HCM

L L L o

STEP 3 ——— e

Help Us Protect Your Account

Verify contact information

* Login with your personal email or e R S N S e s

business email address that was used : D Sendmestextmessage )
for your new credentials (personal - wre
(=5 = 7

email address is preferred) R RS R

© Aas backup contact misrmation

¢ PrOVide Conta Ct I nformation Need to make changes?  Edit contact information

* Receive a verification code o . . e

Contact Info

* Enter verification code Enter Verification Code

We emailed a code to .
This code is valid for 15 minutes.

erification Code

< Back

Didn’t receive a code? Request a new code
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Registering in ADP Lyric HCM

Step 4

& X
*  Your user ID will be provided. - . B
* Create a Password based on the

following requirements:

One more step, .

oAt Ieast one uppercase Ietter Let's set up the login information for your account with
*At least one lowercase letter 5 I e
At least one special character Create Password *
*At least one number ( : )
At least eight characters in RS
| en gt h letters, numbers, and special characters.
* Click the Create Your Confirm Password *
Account button to finalize your [ ]
registration.

Copyright © 2025 ADP, Inc. Proprietary and Confidential.




Registering in ADP Lyric HCM

Step 5 -

® ® L]
dentity Info Contact Info Create Account
* Select secu rity questions and Select security questions and answers
answers to ve r|fy yO ur |d e ntlty |f To protect your account, the information you enter will be used to verify your
identity if you forget your user ID and/or password.
you forget your user ID and/or Quéstion 1°
pa SSWO rd [ Please Select v ]

[ Answer 1 ]

Question 2*

[ Please Select v ]

[ Answer 2 ]

Question 3*

[ Please Select v ]

[ Answer 3 ]
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Registering in ADP Lyric HCM

Step 6

- o
 Congratulations — you have 0 ﬂ?
successfully registered for ADP

i Welcome to Lyric HCM
Lyric HCM

Account Created! Please Sign In. UserID

* Please select Lyric HCM to log in User 0 [ )

(] Remember user ID @

usin g yo ur cre d e nt 1a I S You can now sign into access and manage your accounts. ey
| Lyric HCM > | [[ 200000000 ) ]]

ADP Security Management > _ o
Need help signing in? Sﬁn )

Activate your email address within 24 hours by responding to the message

sent to you: New user ? Get started
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Forgot Your ADP Lyric HCM Username/Password?

If you forget your login information, you can
use the Need help signing in? link on the ADP Y/ P
Lyric HCM login page.

Welcome to Lyric HCM

Hello, Mickey.
User ID:

Password

Need help signing in? —

Not Mickey? Sign in as a different user
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Forgot Your ADP Lyric HCM Username/Password?

hd On the Let’s Make Sure It’s You Screen, Let's Make Sure It's You
e nte r e it h e r yo u r e m a i | a d d re SS O r yo u r To help us identify you.hentedr th.ehcontact en;ail (or mobile number)
you shared with your employer.
p h 0 n e n u m b e r Email or Mobile Number

L J
;s

X Cancel

* Click: Next
» Select the option to confirm your identity

Security Verification

Select an option to confirm your identity.

Send me a text message

Send me an email

((

% Cancel

Copyright © 2025 ADP, Inc. Proprietary and Confidential.




Forgot Your ADP Lyric HCM Username/Password?

Enter Verification Code

We sent a code by text message to

* Enter the verification code that was This code is valid for 10 minutes.
emailed or texted to you

e Click: Submit

Verification Code

Didn't receive the code? Request a new code

% Cancel
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Forgot Your ADP Lyric HCM Username/Password?

* Create a new Password based on the following Create New Password
requirements:
e At least one uppercase letter New Password (case sensitive)
e At least one lowercase letter [ ------------- ] ©
* At least one special character
* At least one number Stongest 8 T e
Your password has been reset.
* At least eight characters in length Confirm New p

e C(Click: Submit

* A new window will open letting you know
your password has been successfully reset.
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ADP Mobile App

* ADP Lyric HCM is also accessible through the ADP Mobile
App for on-the-go access to your information. You can
download the app for free from either the Apple or Google -

Play app stores. 2 Download on the
& App Store

* As an Associate (Employee), use the Mobile App to:

o View pay statements P> Google Play

o Access tax statements
o View your timecard
o Track time and time off balances

o Request time off
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Logging In

Enter your User ID and your Password that you set up when you completed self-registration.

1)

2)

3)

4)

Log in with the
same User ID
you use for
MyADP Web
version

Click here to
Reset Password

Click here to get
User ID

Click here to set
up Face ID

LR

Welcome

Sign in with Face 1D

Sign in

AR

Hello.

User ID

(

| Remember user ID

Forgot user ID?

A2

Hello.

User 1D

test_example

Remember user ID

Password

[

Forgot password?

(3]

(2]

Get a Passcode

Select an option to verify your identity,

© Send me an email
t-t@.com

" x
(_) Send me an email

t-t@adp.com

Enter Passcode

We sent an email with your code to t-t@1.com.
This code is valid for 10 minutes.

Passcode

[
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Using the Mobile Search

Enhanced Search feature returns robust search results.

1) Use the People icon
to Access the People
screen

2) Use My Team to view
Contact information
for your teammates

People

My Team Directory

[ Q_ Search people in my company o ]

Employees (32) Filter Sortby

Amelia Spencer
Relationship Manager Il

Carolien Bloeme
Specialist Il

Christian Russell
Web Developer

Débora Barbosa
Vice President of Marketing

Ella Riley

Promotion Superviser

Emily Watkins
Sales Director

@) an

- ® Q0 & © 9 €

People

3)

4)

Use Directory
to view Contact
information for
people in your
company

Access to
Search for
people in your
company
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Managing Your Profile - Professional

The Professional tab of the Profile page ,accessed through your picture icon on the home page, allows you to
view/update work information, skills (memberships, licenses,, certifications), work contact details, and profile

image, and org chart.

& Profile -

1) Current Profile
Information
Fancy Rest
2) Access your work LRBT

information on the Employee ID: 100003115
. Time with Company: O Years 1 Month
professional tab

© Add status message o

e Professional Personal Compe>

Work Information >

(@ Pending Approval
Changes are waiting for approval.

Access to upload

photo and
background
image

Access to add a
status message

Changes to Work
Information may
have to go to HR
for approval.

Scroll down to
Access the Org
Chart

< Profile -
Report chain

£ HR BMangr Test Test

! Center Supervisor

L carissa.crain.1@adp.com

HR Fanciful Carissa Test
LRBT

Licenses & Certifications

View Licenses & Certifications

@

7)

8)

<

Scroll down to
Access Licenses
& Certifications
link

Access to Add or
Edit Licenses or
Certifications

Licenses &
Certifications

CPR Certification

Issued By: Test org

Date Issued  Expiration Date
27/08/2023 28/08/2026

Add

(8]

Edit

Pending
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Managing Your “To Do” List

The To Do screen allows you to access current tasks and notifications.

L 4:35 PM (]
TC To Do -
1) Access to the To e Tasks Notifications
Do screen
Employee Tasks (4
2) Access your ploy ( )
current Tasks
that need Policies
action 4 Pending, 4 Overdue

@ < 2,

People

3) Access to view
notifications

» 7T 4:35PM —

TC To Do -
(3]

Notifications

You have no
notifications.

@ < 2,

Home To Do People More
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