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Quick Reference Card

Registering for the DSM Benefits Enrollment System

DSM provides a platform within which you have the ability to view your benefits
enrollment, or update your elections such as you do during Annual Enrollment or
after a qualified life event. It is also the place where you may make updates to
your beneficiaries anytime throughout the year. The DSM Benefits Center is
available to assist you with registration. You may reach them at (866) 353-9740.

Self-Registration for First Time Users

If this is your first time using ADP services, follow the self-registration process
below. Otherwise, use your existing credentials to sign in.
1. Go to https://my.adp.com/dsm

2. Click REGISTER NOW

USERID *

PASSWORD *

Remember User ID

Log in to ADP

FORGOT YOUR IDPASSWORD?

First Time User?

REGISTER NOW

3. Enter the following registration code: mydsm-benefits and click on NEXT

/

Create your account

Rogrtiaton code
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4. You will be asked if you want to set up an account. Click YES

5. Enter your First Name, Last Name. Select from a choice of registering
either using your DSM assigned Employee ID or the Last Four Digits of your
SSN and then enter whichever is selected. Enter your Birth Month and Day,
check the I’m not a robot box, and then click CONFIRM.
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Identify yourselfe
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6.

If there are none, click skip
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7. If you choose to enter your partial Social Security Number on step 5, you
will be asked for a personal registration code. To receive your code, click
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on GET CODE and you’ll be asked to confirm that your code will be sent to
your DSM email address. As an alternative, if you do not have access to DSM
email, you can select the check box next to: I want to answer identity
questions instead. By selecting this option, you will be asked to answer
several identity questions based on public records.

Enter your personal registration code

Parsonal registration code

o QD

I want to arswer identity questions instead

8. On the Enter Your Contact Information page, enter your primary email
address and at least one phone number. If you wish to receive text
messages, please click on the box at the bottom of the page. Click on

NEXT

9. Create a password, select and answer security questions, check the Accept

Terms and Conditions box, then click NEXT.
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View your user ID and create a password

Momorize your user ID and password now, S0 You remember them lator.

Show password

Passwords must bo 8 - 64 characters long and contain ot loast 1 letter and 1 number, Passwords are case sensitive.
Show password

Select security questions and answers e

Use answers 10 your security questions that you can oastly remember tater.

Accept Terms and Conditions

I have read and agree to the EMPLOYEE ACCESS TERMS AND CONDITIONS.
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10. Registration is complete. Click on Benefits System to login to the
Benefits site.

Y/ P

Your account Activate your phone°
‘ Your user ID: _ A Activate your mobile phone within 24 hours by responding to
(W Your available ADP services: Ui lissso0ss sentioo

0

BENEFITS SYSTEM
BENEFIT ENROLLMENT

ADP*Mobile Solutions I Mobilead
All of the conveniences
of your office.

Anytime. Anywhere.

Call For More Information:
1-800-CALL-ADP (225-5237)

SEE ADP MOBILE SOLUTIONS ELIGIBILITY REQUIREMENTS AND SUPPORTED DEVICES.

11. An email will be sent to the email address you entered to confirm your
registration, your assigned User ID, and the ADP Benefits site URL.




Accessing the Benefits System
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If this is your first time using ADP services, follow the self-registration process
above. Otherwise, use your existing credentials to sign in.

Log in to ADP

USERID *
PASSWORD *

Remember User ID

FORGOT YOUR ID/PASSWORD?

First Time User? REGISTER NOW

Signing In

Go to https://my.adp.com/dsm
Enter your User Name.

Your user name is the user ID
you received when you
completed self-registration.

Enter your Password.
Your password is the one you

created during self-registration.

Click Sign In.
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Managing Your Benefits
The Benefits landing page provides quick access to all your benefits information.
See descriptions of the options below:

¥

R Benefits 0 —

Current Benefits Report a Qualifying Change Manage Information

Review your current benefits, your Add/remove a dependent or report any Edit or add dependents or beneficiaries,
previous year's benefits, or any changes event that allows you to make changes View your personal info

due to a life event. outside of the yearly enroliment period.
MANAGE o
VIEW BENEFITS DECLARE AN EVENT

Forms & Plan Documents
Additional Benefits
Find benefit forms and plan documents

you need here.
Home-Auto-Umbrella Insurance

VIEW ALL @
Veterinary Pet Insurance e
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This tile allows you to:

(1) If applicable, access an open event (New Hire, Annual Enrollment,
incomplete Life Events, etc.) at the top of the page or the corresponding event
tile below to begin or continue the enrollment process.

(2) View the benefits you are currently enrolled in and applicable deductions.
Access benefits confirmation statements.

(3) Declare a Life Event, such as marriage, divorce, adoption, birth, and so
forth.

(4) View or update dependent and beneficiary information, allocations, or
coverage (with a qualifying event).

(5) Access Additional benefits which you are eligible to enroll in outside of the
benefits system.

(6) Access forms and documents related to your benefits.




