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Adding a New Employee to ADP® Time & Attendance

Note: Complete the employee setup in RUN Powered by ADP® before proceeding.

1. In RUN, from the Employees tab, select Directory.

2. In the Find field, type the first or last name of the employee.

3. Click the employee’s Name.
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4. From the Payroll tab, select Payroll Info.

5. From the Send to ADP Time & Attendance list, select Yes.

6. Click Save.

7. From the Payroll tab, click ADP Time & Attendance.
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8. Complete the Pay Class, Badge, TimeZone, and Supervisor fields.
Note: Complete any other fields as needed.

9. Click Submit. This employee appears in ADP Time & Attendance lookups when complete.


