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REGISTRATION – PAGE 1 OF 2 
To use the ADP web portal, you must self-register. The ADP web portal  

allows you to view and print your monthly VCERA pay statements issued through ADP. 

Step 1 Step 2 
Navigate to https://my.adp.com and click on “Get 
Started,” or download the free ADP Mobile app. 

Click on “I have a registration code.”  
 

 

 

Step 3 Step 4 
Enter registration code VCERA1-ONLINE 

and click on “Continue.” 
Enter your First Name, Last Name, Social Security 
Number and Date of Birth and click on “Continue.” 

 

 

For assistance, call VCERA at (805) 677-8700 or e-mail memberportal@vcera.org 
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REGISTRATION – PAGE 2 OF 2 
 

Step 5 Step 6 
Click on “Verify me using my mobile number.” 

Enter your Mobile Phone Number and click on “Verify 
mobile number.” 

Enter the Verification Code sent via text message 
to your mobile phone, then enter your E-mail 

Address and click on “Continue.” 

 
 

 

 

 

Step 7 Step 8 
ADP will generate a unique User ID for you.   

Create a password, read and accept the Terms and 
Conditions and click on “Create your account.” 

You can now sign into https://my.adp.com.  
Activate your email address within 24 hours by 

responding to the email message from ADP. 

  

 

For assistance, call VCERA at (805) 677-8700 or e-mail memberportal@vcera.org 

NAME@VCERA1 

NAME@VCERA1 

https://my.adp.com/
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ADP Quick-Reference Guide – Home Page 

  
     Home Page 
My Pay: Displays a summary of your recent pay statements for the current year.  
Year: Use the dropdown to view past statements. Statements are available from April 2016 forward. 
View Statement: Click on this to view, download and print your monthly pay statements. 
Go Paperless:  Opt to receive email notifications when electronic pay statements become available. You must 
contact VCERA directly if you wish to receive paper statements. 
Tax Statements: Log in to the VCERA Member Portal at https://members.vcera.org to view and print copies of 
your 1099-R tax documents. 

https://members.vcera.org/
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ADP Quick-Reference Guide – Account Settings 

 
 
 
 

 

      Account Settings 
User Initials: Click on your initials on the top-right corner of the screen to access and update account settings. 
Go Paperless: Opt to receive email notifications when electronic pay statements become available. You must 
contact VCERA directly if you wish to receive paper statements. 
Contact Preferences:  Edit your email address and phone number to receive communications from ADP. 
Security: 
Password: You can update your password. 
User ID: You can change the User ID that was automatically assigned to you during registration. 
Security Questions: You can create and update your security questions and answers. 

For assistance, call VCERA at (805) 677-8700 or e-mail memberportal@vcera.org 

 


