
 

 

 

 

This Guide will provide step by step instructions on how to switch to Paperless Pay Statements 

 

Step 1: Navigate to ADP: https://workforcenow.adp.com/workforcenow/login.html 

Step 2: Enter your credentials (set up during open enrollment) 

Step 3: Click under Myself   

 

 

 

 

Step 4: Click on Pay Statements which is under the Pay category 

 

Step 5: Click on Go Paperless 

 

 

Step 6: This opens a new page where you’ll go through the 4 step process to confirm going paperless will work for you. If 

at any time you do NOT want to proceed, simply log out and you will continue to receive paper statements at the address 

on your employee record.   

How to: Get Electronic Pay Statements 
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Step 7: Carefully review the consent information click “I Agree” then Next 

 

 

Step 8: Next, review the instructions which confirms the ability to see a pdf on the computer being used. Copy the 

confirmation # as seen below 

 

Step 8b: Then scroll down and enter the confirmation # and then click Next. 

 



 

Step 9: Confirm the email address ADP has on file is the one you want the electronic statements sent to and then click 

Done. 

 

Lastly, you’ll get a confirmation that the changes have been saved and as the instructions previously  noted it may take a 

few statements for the changes to take affect 

 

 

You’ll also receive a confirmation email to the email referenced above from adpfeedback@adp.com saying Thank You for 

consenting to electronic delivery.  

 

Please remember to logout of ADP at the top right of the screen when you are finished. 
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