
How to Add a Phone Number Directions 

1. On a computer, login to your ADP Workforce Now account. You will see the ADP Welcome notice. Click on the arrow next to the “Myself” tab. 

 
 
 
 
2. After you click on the “Myself” tab, on the top far left, under My Information, click on Profile. 



3. Under Personal Info, click “Add your Mobile number”. 



4. Under “Contact”, click the arrow next to Personal Mobile and select the type of phone number you are adding (Personal Mobile or Home Phone). Once phone type choice is selected, click 
in the box that states “phone number” to add your preferred contact phone number to your ADP profile. 



5. After adding your preferred contact phone number, click save if you added a home phone. If you added a personal mobile number, follow these instructions: 
a. Prompt for Alerts: A message will pop up asking if it is okay to send alerts to that phone. Selecting "Yes" is strongly preferred, as it allows ADP to send two-factor authentication codes and verify 

security changes (such as updates to your direct deposit). 
b. Verification: While you can select "no" if you prefer not to receive texts or if the system cannot verify your number, choosing "yes" is the recommended option to ensure full security features are 

enabled. Clicking "yes" will trigger a verification code to be sent to your phone. 
c. Saving: Once you have finished entering your information and successfully verified your mobile number, click save. 



6. After clicking save, you will be able to see your phone number listed under personal information. 
 

 
 

Thank you for taking the time to enter your preferred contact phone number into ADP! 


