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Welcome to Your New 
Employee Self Service Web Site 
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Logging On for the First Time 
Portal Website: https://portal.adp.com 

Click on “First Time Users Register Here” 

https://portal.adp.com/
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Registration 

Your registration code is BAYCITYMI-ESS 

Enter the City’s Registration Code into the prompt box. 
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Registration (Continued) 
In order to have access to the portal, the system must verify your identity by confirming your social 
security number. 
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Registration (Continued) 
Step 3 will provide you with your  User ID.  You MUST use this ID to login in the future. 

Be sure to write down your User ID! 

Here you will also create your password. Be sure to keep this in a safe place for future logins. 
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Registration (Continued) 
Enter your security-related information (the information used to verify your identity if you forget 
your user ID or password).  
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Registration (Continued) 
In Step 5, you will need to enter in an email address that the City and ADP can use to send you 
information. Make sure this is an email that you use regularly.  

You will need to access your email to complete registration. 

You may use your City-provided email address to receive information. See page ## for 
instructions on how to access your City email account. 

Every employee has access to a City email. 
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Registration (Continued) 
ADP will send an email to the address you entered in Step 5. This email will include the 
activation code you need to complete registration. 
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Registration (Continued) 
Again, take note of your User ID. Confirm the other information and hit 
“Done” to complete registration. 
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Registration (Continued) 
Once you receive this screen, you can now log in to the portal. Click on “Log in” to 
continue. 
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Logging On 

Click on “User Login” to begin! 
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Logging On (Continued) 

Enter the Username provided to you in registration, the password you just created, and 
hit “OK” 

i.e. ssample@baycitymi 

     password 
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Data Update Wizard 

When you first log in you will be asked to confirm your 
personal information, enter any dependent information and 
emergency contacts. 
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HRB Data Update Wizard (Continued) 

Note: Our Web site contents may vary. 

You must agree to the terms to continue. 
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HRB Data Update Wizard (Continued) 

Note: Our Web site contents may vary. 
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HRB Data Update Wizard (Continued) 

Note: Our Web site contents may vary. 

On this screen, you will need to update and/or confirm your personal information. If 
you have no changes, hit “Next”. 
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HRB Data Update Wizard (Continued) 

Note: Our Web site contents may vary. 

Enter contact information for an individual that you would like the City to contact in the 
event of an emergency. You must have at least one contact on file. 
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HRB Data Update Wizard (Continued) 

Note: Our Web site contents may vary. 

You will also be asked to add or update your dependent information. Your dependents must be listed 
here in order to enroll them in any benefits, such as health insurance. 
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HRB Data Update Wizard (Continued) 

Note: Our Web site contents may vary. 

Once you have completed the Data Update Wizard, you will then be able to proceed to the Self-Service 
Portal. 
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Your Self Service Menus 
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Self-Service Welcome Screen 

Note: Our Web site contents may vary. 

This welcome screen will show important information, such as job postings, announcements, and upcoming 
events. 

To access the different menus of the portal, click on the grey tabs at the top. Each tab will be explained in 
greater detail later in this document. 
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Time & Attendance Menu 

• Time Off Summary: View your accrual balances 

• Enter Time Off: Submit a request for time off 

• Cancel Time Off: Revoke a request for time off 

• Carry Time Off: Not Available 

• Time Off History: View your Accrual Usage 

• Team Calendar: Not Available 

 

NOTE: This menu will not be fully-functional until January 2013 
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Pay & Taxes Menu 

• Pay Statements: View your pay stubs  

• Direct Deposit: View or change your direct deposit accounts 

• Tax Withholding: View or change your tax withholding status 

• Annual Statements: View Annual statements, such as W-2s 

 

Note: Data will only be available from January 2013 forward. 
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Direct Deposit Menu 

Note: Our Web site contents may vary. 

If you wish to change your direct deposit setup (where your paycheck is sent each pay), 
click on “Direct Deposit”. 
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Note: Our Web site contents may vary. 

Setting Up Direct Deposit 

IMPORTANT: If you make any changes to your direct deposit setup, they will not become effective until 
the first pay in January 2013. If you wish to change your deposits immediately, contact the Payroll 
department at 989-894-8121. 

You can change any of your current direct deposits by clicking on the account. 

To add a new account, click on “Add New”. 
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Note: Our Web site contents may vary. 

Setting Up Direct Deposit (Continued) 
Enter information about your own direct deposits here. You will be required to provide your bank 
account number and bank transit number. If you don’t know these numbers, you can find them on 
one of your personal checks. The illustration shows the locations of these numbers on a check. 

 

REMEMBER: If you make any changes now, they will not become effective until January 2013. 
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Tax Withholding Menu 

Note: Our Web site contents may vary. 

The Tax Withholding menu will allow you to change your exemptions that control  the amount of 
taxes withheld from your paycheck. This is the same as filling out a W-4 form. 
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Entering Tax-Withholding Information 

Note: Our Web site contents may vary. 

IMPORTANT: If you make any changes to your withholding setup, it will not become effective until the first 
pay in January 2013. If you wish to change your withholdings immediately, contact the Payroll department at 
989-894-8121. 

 

You can change your withholding status on this page. If you wish to see an estimate of how a change 
would affect your pay, click on the “W-4 Assistant” on the right side of the page. 
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Personal Information Menu 

Note: Our Web site contents may vary. 

• General: Review/change your contact information and Medicare/Medicaid/Disability status 

• Emergency Contacts: Review/change individuals you would like the City to contact in the event of 
an emergency 

• Dependent Information: Review/change information for any dependents on your benefit plans 

• Citizenship Information: Not available 

• Personal Custom Fields: Not available 
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The Benefits Menu 

Note: Our Web site contents may vary. 

• Compensation and Benefits: View your current salary and benefit elections 

• Pending Benefits Summary: View any pending benefit changes (Ex: after you complete open enrollment) 

• Review/Change Benefits: Change your benefits (Open Enrollment/New Hires) 

• Personal Accrued Time: View your accrual balances (Sick, Vacation, AOT, etc) – NOT YET AVAILABLE 

• Review/Change Beneficiaries: Add/Change beneficiaries for your benefits – NOT YET AVAILABLE 

• Compare Plans: View or estimate your plan costs by reviewing different coverage options 

• Plan Details: Shows effective dates, plan costs, and who is covered. 

• Life Events: Enter a status change event to change benefit levels (must be within 30 days of the event) 
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Enrolling in Benefits/Open Enrollment 

Note: Our Web site contents may vary. 

To access the benefits menu to review and/or change your enrollments, navigate to the “Benefits” tab 
and select “Review/Change Benefits”. 

During the annual open enrollment period, there is also a hyperlink on the right side of the home page 
that will also take you to the same area. 
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Enrolling in Benefits 

Note: Our Web site contents may vary. 

To begin the enrollment wizard, click on “Walk me through this process” and it Start You will be taken to a 
separate screen to confirm or change your enrollments for the following plans: 

• Medical (You can add/remove dependents here as well: All elections are binding for 2013) 

• Voluntary HSA Contributions (These elections can be changed mid-year if you choose) 

• Voluntary UNUM Plans (Accident, Critical Illness, Full Life, Term Life) 
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Enrolling in Benefits (Continued) 

Note: Our Web site contents may vary. 

For each benefit option, individual pages display detailed information.  

In this example, the employee has elected medical coverage for themself and their spouse. 

• To make any changes to your dependents, click on their name, or click “New Dependent” 

• Employee costs for the plan will display on the right side of the screen. These rates will be 
effective January 1, 2013. 

 

IMPORTANT: If you participate in the health insurance waiver, please select the dental only plan. 
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Enrolling in Benefits (Continued) 

Note: Our Web site contents may vary. 

After you finish making your elections, a benefits summary displays. Review the summary to make 
sure you’ve elected the benefits you want. Then select either Make Changes or Accept With No 
Changes. 
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Enrolling in Benefits (Continued) 

Note: Our Web site contents may vary. 

After submitting your changes to HR, you can view and print a summary of changes and a new benefits 
statement. 

HR must approve all changes made before they will take effect. If any additional information is needed, 
someone from Human Resources will contact you. 
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Enrolling in Benefits (Continued) 

Note: Our Web site contents may vary. 

Once you receive the confirmation screen, be sure to review the documents provided in the hyperlinks. 

This is important information that the City must provide to you each enrollment period. 
 

If you have any questions on any of these documents, please contact HR at 894-8208. 
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Career Menu 

Note: Our Web site contents may vary. 

• Work Info: View your salary, job information, department info, etc 

• Performance Review: Not yet available 

• Talent: Not yet available 

• Work Custom Fields: Not yet available 
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Accessing your City Email Account 
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Accessing City email from the web 

1. Click on the link provided on the Employee Terminal called 

“Outlook Web Access” or enter – 

“http://login.microsoftonline.com/” into your web browser. 
*note:  if you are accessing a computer from home, or outside the City’s 

network, enter – “http://login.microsoftonline.com/”  

2. You will be prompted for your login credentials 

3. Enter your City User Name and Password as shown in the 

next slide 

4. If you are unsure of your login information or experience any 

problems, please contact the IT HelpDesk at 989-894-8139. 

 

https://cobcexchange/exchange
http:///
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You will then be logged into the Outlook Web 
Access Terminal to access your City email. 


