
Creating a Schedule in ADP 

 

Go to My Team > Time & Attendance  > Schedules 

 

 
 
Once you click on Schedules, you should see all your employees: 

 



 
To add your schedule for each employee, click on the day and the + (add) button. Once 
you click this, you will have the option to add the schedule for that day: 

 
 
Click Save to save the schedule for that day.  You will repeat this for each day and 
continue to the next employee.  
 
 

 


