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ADP Self Service Registration 
 
During registration, you will be assigned a user ID and you will create a unique password.  Then you will be ready to log on and start using ADP 
services. 
 
 
Before you register, read the important information below: 

 Registration Pass Code: Sodexo-Sodexo 

 The web site address (URL) to use for Self Service Registration: https://portal.adp.com 

 
  
 

 
 
 
 

Click First Time Users 

Register Here. 
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Click Register now. 
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Enter your name, Social 
Security Number.  Then 
click Next. 

Enter your Registration Pass Code: 
Sodexo-Sodexo  
Then click Next. 
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Managers - Enter your Sodexo 
e-mail address (Do Not enter a 
client email address or 
personal address) and click 
Next.  
 
Employees - Enter your e-mail 
address and click Next.  
 
 
Your phone number is optional. 

 

John 

Doe 
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Enter your place of birth. 

Select your security questions, enter 
your answers, and then click Next. 
 
Important: The security questions 
and answers are used if you forget 
your logon credentials so be sure to 
choose information that you can 
remember. 
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Create your password and 
click Submit. 
 
Your password must be at 
least 8 characters long and 
must contain at least 1 letter 
and either 1 number or 1 
special character. Your 
password is case sensitive. 
 
Important: Take note of 
your User ID and 
Password. You will need 
them to log on to ADP 

services.  

Your user ID is displayed.   



 

               Page 7 

 

 
 
 
 
 
 
 
 

Click Log On to access Self 
Service immediately or Close to 
access later. 
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 Managers will login into Manager Self Service 

through the User Login 

 Employees will log into Employee Self Service 
through the User Login 

 


