Creating a Schedule in ADP

Go to My Team > Time & Attendance > Schedules
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Once you click on Schedules, you should see all your employees:

Home Resources ~ Myself ~ People ~ Process ~ Reports & Analytics - Setup ~
[Store 201 - Active v] Manage My Lists Search Options

No Schedule ﬁlterselenv] Y [ This Week V] [€] [ 9/8/2024 I 9/14/2024 ] (5] FIND TEMPLATE MORE g Search By Name Q,

|Emplwvee (20) |2©@ SUN 09/08 ‘ MON 09/09 ‘ TUE 09/10 ‘ WED 09/ ‘ THU 09/12 ‘ FRI 09/13 ‘ SAT 09/14

——

Ackley, Amelia Eleanor
Hours: 0.00

Anderson, Joshus Ja...
Hours: 0.00

Bauer, Sierra R
Hours: 0.00

Collison, Linda R
Hours: 0.00

Douglas, Kathleen A
Hours: 0.00

Hakes, Sharlene L
Hours: 0.00

Hakes, Tiffany Jean
Hours: 0.00
Holland-Seczko, Jea...
Hours: 0.00

Honaker, Emily R
Hours: 0.00

\Johns, Carla A
Hours: 0.00
Lampman, Kyle J
Hours: 0.00




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.
continue to the next employee.
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You will repeat this for each day and
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Sweatman, Vivian L 06:00 AM - 03:00 FM 06:00 AM - 03:00 FM 06:00 AM - 0T:00 FM 06:00 AM - 04:00 FM 06:00 AM - 0T:00 FM
Hours: 46.00
+Total Hours  46.00 0.00 9.00 9.00 9.00 10.00 2.00 0.00
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