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Adding a New Employee in ADP® Time & Attendance

1. Select People and Process > Employee > Add New Employee.

2. In the Employee Information section, click Change.

3. From the Unique National Identifier list, select ADP Generated Identifier.

4. Click Done.
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5. Complete all fields as necessary.
Important: To allow an employee to log in to ADP Time & Attendance, complete the E-mail field. A registration

email will be sent to them.

6. Click Submit. An “Operation Successful” message displays when complete.


