ezLaborManager.

Employee' sFirst Timeentering ezL abor M anager

This document will help you with your first time logging into ezL abor Manager. There
are two stepsthis document will walk you through and they are as follows:

> How to Log into ezL abor Manager and meke a favorite for the ezl abor
Manager Web site.
> How to change your password.

The only step that you will have to repeat every 60 days is the changing of the password.

Employee's First Time entering ezl abor Manager 08032005 Page 1



Creating a shortcut and logging into the ezL abor Manager system

From your Microsoft Windows desktop, launch Microsoft Internet Explorer and
connect to the Internet.

In the Addressfield, type _http://ezlm.adp.com

—

Address Iﬂ:] https/fezlm, adp.com

eZ La bo rManager. Bookmark ezl M
e—

=

ADPs erLaborManager®
aliminates up to 48 minutas of

every hour you spend on payroll.

In the upper-right corner, click the Bookmark ezLM link.

The following Add Favorites window appears:

Add Favorite ed A
% Internet Explarer will add this page to vour Favarites list,
[T Make available offline [Customize... | Zancel |

Mame: I.-'i‘-.DF' ezl aborM anaged Create in <<

Create in; Fawvorites Mews Folder. .

-] ADP Sites

i

Click OK and the ADP ezL aborManager link is added to the list of favorites.
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Creating a shortcut and logging into the ezl abor Manager system
(continued)

On the Internet Explorer menu bar select Favorites and Right Click on ADP

ezl aborManager > Select Send To> Desktop. (If you do not have the option for
SEND TO >DESKTOP then select COPY and go back to your Windows desktop and
on any empty space Right click and PASTE).

/3 ADP ezl aborManager - Microsoft Internet Explorer provided by Distributed Systems Engineering
File Edit View | Favorites Tools  Help
{mBack » = - Add to Favorites, .. Favorites @Media @ | %v = - 2

address Iej http:/e Crganize Favarites. ..
1 alL v

3 ADP ezlaborManager

Open
Print

Make available offline

"
ezLaborN ez . ..
Send Ta d =5 3% Floppy ()
&% AIM Buddy
| Copy 3 AIM Share
X Create Shortcut €# Deskiop (create shortout)
Delete B4 Mail Recipient
g MUSICMATCH Burner Plus

@ My Documents

Rename

Sart by Mame
Properties

ADP's ezlabarManager®
eliminates up to 48 minutes of

very haur you spend on payroll.

Click on the Workforce Portal LoginIcon now created on your desktop

Enter the Company Name as provided by your ezl abor Manager Implementation
Specidist in the Client Name or ID field. The Company Name is case sensitive.

£3R

ezlaborManager.

Language Client Name or ID

Enaglish (United States I‘
English {Canada -
frangais (Canadal . Submit

Click on the Submit button when Company Name or ID has been entered
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Creating a shortcut and logging into the ezl abor Manager system
(continued)

Key in your User Name —first initia of first name with last name al in lower case.

Y our password is the same. For example, Anthony Albright is aalbright for the User
Name and the Password. Asterisks display on screen to hide the actual password from
public view.

m ADPMASEMA
Fo)
oxl_sborfianager
Lol Messapes
L Client Pamme or 100 Changs clend
anguaga AP AREMA oo B romessages
Ermlish (Urited Statas]
1. 1a] User ID
iE(Le=] )
Passwaord
T
B Louin

Y ou will be prompted to change your password at this time.
Key inyour original password. (for example aalbright)

Press the tab key and key in your new password. Press tab to the Confirm Password
field and key your new password again. Select Submit when fields are compl eted.
Note: The password must be a minimum of six characters and a maximum of 30
characters.

Reset Password

Your passwiord has been reset, Flease erter
a new password below.

Enter Old Passviord:
4|

Enter Mew Password:
'

Confirm Password:

d|
' Submit | ' Reset |
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