[bookmark: _GoBack]

From a Google Chrome or IE Edge Browser type WWW.Workforcenow.adp.com
Designated PCs have IE Edge on the desktop – click the [image: ]IE Edge icon on the desktop to access the browser

[image: ]Enter Your user id and Password
User ID – first initial last name @brattretrt
ex. mmouse@brattretrt
Password – user created password


Forgot User ID or password or locked out?
Click Forgot your user ID/password

Follow instructions below to reset your password

Type Your First Name
Type Your Last Name
Type your Brattleboro Retreat email
Click Next

[image: ]
[image: ]For additional protection, you may be asked to identify 
Month and Day of Birth
or
Last 4 digits of your Social Security Number
Click Next

[image: ]The system finds you
Click I DON’T KNOW MY PASSWORD

[image: ]ADP will send you a security verification code to enter before you can proceed
Click on the email address or phone number you would like the code sent to

[image: ]DO NOT CLOSE THIS SCREEN

Enter the code sent to you by ADP into this screen 

Click Submit

[image: ]You will receive this message that verification is complete
Click CREATE A NEW PASSWORD






Create a new password
You cannot use the same one you have used in the past

Type your new password
Type your new password again to confirm

Click SUBMIT

[image: ]
[image: ]You will receive a message that you were successful
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We found you, Minnie!

Enter the personal information that you shared with your
employer.

Birth month and Month v | Day v
day

NEXT

< BACK




image5.png
We found you

Name. Minnie Mouse
Organization Brattleboro Retreat
& Userld MMouse@Brattretrt (7]

1DONT KNOW MY PASSWORD
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Security verification

Select an option to verify your identity and continue

Send me an email

m

e@brattiebororetreat org

Send me a text message

eens0749

X CANCEL
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Enter verification code

We sent a code to mese@brattiebororetreat org. Enter it within
10 minutes.

susMIT

<BACK

Didn't receive the code?REQUEST A NEW CODE

X CANCEL
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V)

Verification complete,
Minnie.

N IN NOW,

CREATE A NEW PASSWORD

X CANCEL
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Create new password

New Password (case sensitive)

Very Strong (Add more characters to
strengthen)

Confirm New Password (case sensitive)

X CANCEL
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© Password successfully reset

Your password has been reset.
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Welcome to ADP
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Forgot user ID

First name * @

Last name *

And one of these * ©
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