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Run Reports in Time and Attendance

1. From Time and Attendance Common Tasks, select View Reports.

Time & Attendance Common Tasks

3 A | B

Individual Timecard Timecard Exceptions Schedules ‘View Reports

2. Choose the View icon for the Payroll Detail Report with Dept. to open your report.

| .‘@ é@ Payrall Detail Report by Worked Dept

3. Save or Print report to use in RUN Powered by ADP

Process Payroll without Timecards in RUN Powered by ADP®

1. Onthe Payroll Home Page, click on the Payroll without Timecards icon.

Upcoming payroll

BiWEEkly Due: in 3 days (2 < % Payroll actions

Check date Pay period Off-cycle payroll |

10/07/2022 09/26 > 10/09

Payroll without timesheets ‘

Run payroll [ Calculate paycheck |

2. Select OK, to confirm that payroll will use the scheduled pay period in your payroll
calendar to process the upcoming payroll without timecards.

Something you should be aware of

We'll use the scheduled pay period from your payroll calendar,
without employee timecard info. Want to continue?

OK Cancel
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3. Select the Correct payroll frequency and select Enter Payroll.
e Note: This option will be present if your company has more than one
frequency.

Start payroll

Select the pay frequency for the employees you need to pay in this payroll.

Biweekly - I

Cancel Enter payroll
|

4. Onthe Payroll spreadsheet, enter the number of hours necessary for each employee,
select Next to continue.

Biweekly B @ nesaten

Pay perioo Check date
Sep 26,2022 7 Oct9,2022  0ct7,2022

View | All employees * | sortby | Lastname bd o
Name Depertment Available Rates Rate Regular Hours SelayAmount  OvertmeHours  CASPSL2ZHouy o PTOHours Vacation Hours Sick Hours
UserEMP, Support H 000-A1  w  SIBB000/h Y

Atexander, lnsor 00 - Backst ¥ 0000 /i ¥

20.00 $230770
Taukino, Usog 156000/ 1 v
Tartaglia, Racheal i 4500 - Admini = $30.0000/hr ¥
Baker, Tamamy 00000 11
Loper, Jasmine v 1000 §2.923.08
Woods, Ben T | soooiegie w | 8500000 7h v —
Totals. 136.00 $5,230.78 0.00 0.00 0.00 .00 0.00 0.00

Charge Override: -

5. If you have 1099 employees, the next screen allows you to update their hours. Once
done select Preview Payroll.

Biweekly =] @ Need Heip

Pay period Check gate
Sep26,2022 + 0et9,2022 07,2022

Heame Department Rate  10Z9Comp Ho. 1099Cemp Am.. 1099 £xp Reimb

De Lioncort, Lestat : 1000 - All " $10.0000 / br

Totals .00 $0.00 $0.00
e - sh o v kT

Copyright © 2022 ADP, Inc. ALL RIGHTS RESERVED. ADP, the ADP logo and Always Designing for People are trademarks of ADP, Inc. ADP Confidential.




ﬂ? Payroll Guide: Processing Payroll
Always Designing. without Timecards with RUN

for People”

6. Verify employees’ hours and cash required, select Approve to continue payroll.

Cash required Payroll dates People

$10,969.11 5

Biweekly Employees

Sep 26,2022 -» Oct9,2022 Check date Fri, Oct 7, 2022 4 Unpaid =
Employee name Type Total hours Gross pay Taxes Deductions Net pay Employer taxes
Tsukino, Usagi Regular 76.00 $1140.00 318334 $0.00 $956.66 $133.38

4500 - Administrative

Baker, Tammy Regular 16.00 $800.00 $14701 $000 $652.99 $93.60

8000 - Engineering

Lopez, Jasmine Regular 40.00 $2.923.08 $433.04 $0.00 5248404 $32007

Totals 356.00 $10,090.78 $1184.42 $0.00 $8,906.36 $878.33

Payrun totat $10.969.11  Cash required: $10,9691

| Pay stub message || Reports ~ ‘ Previous H Finish later |

7. Click Approve on the final pop-up window to confirm and finalize your payroll.

A Approve payroll of $10,969.11

O

$10,9691

=
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