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Confirm the Projected Pay Period 
 

 
1. In ADP Time & Attendance, select Setup > Global Settings > Projected Pay Cycles. 

 

 
 
2.    Confirm the Number of Days to Project. 
Note: Include the day you process payroll when calculating, since employees have not yet clocked out. 
 
Example: If the current pay cycle is from 8/15 to 8/28 and you process payroll on 8/25, then the Number 
of Days to Project is 3 days. 
 
Important: If the Number of Days to Project is incorrect, in the Pay Cycle column, click the Calendar 
icon and then click the date from which to begin projecting. Wait five minutes before you proceed. 
 

 
 
3. Click Submit.   
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Process Payroll with RUN Powered by ADP® 
 

 
1. On the Payroll Home page, click the Run Payroll icon. 
 

 
 
2. On the Run Payroll page, in the Timecards section, click Resolve Exceptions. 
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3. Resolve the timecard exceptions as needed and then click Save. 
 

 
 
4. Click the right arrow to move to the next employee with timecard exceptions. 
 

 
 



 

 Copyright © 2020 ADP, Inc. ALL RIGHTS RESERVED. ADP, the ADP logo and Always Designing for People are trademarks of ADP, Inc. ADP Confidential. 

Time Management – General  
Processing Projected Payroll in ADP 

Time & Attendance and RUN Powered 
by ADP 

5. When the Exception Summary displays “All caught up!”, click Close to return to the Run Payroll 
page. 
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Complete Payroll with RUN Powered by ADP® 
 

1.     In RUN, on the Run Payroll page, click Start Payroll. 
 

 
 
2. Edit entries as needed and click Preview Payroll. 

Note: If there are any inaccuracies in the hours, you can click the Cancel button to unlock the 
timecards and make any needed edits. 
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3. If the totals are accurate, then click Approve. 
 

 
 
4. Click Yes. A “Success! Your payroll is done” message displays when complete. 

Note: The pay period Is automatically moved forward. The correct date range is displayed as the 
Current Pay Period. 
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Review the Timecards 
 

 
1. On the Payroll Home page, next to the message, click Review Timecards. 

Note: Review the timecard data as needed. 
 

 
 
2. Click Close. 
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3. To bring your timecards up to date, click Yes. 
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Confirm Next Projected Pay Cycle Dates 
 
 

1. In ADP Time & Attendance, select Setup > Global Settings > Projected Pay Cycles. 
 

 
 
2. Confirm the Number of Days to Project. 

Note: Include the day you process payroll when calculating, since employees have not yet clocked 
out. 
 
Example: If the current pay cycle is from 8/15 to 8/28 and you process payroll on 8/25, then the 
Number of Days to Project is 3 days. 
 
Important: If the Number of Days to Project is incorrect, in the Pay Cycle column, click the Calendar 
icon and then click the date from which to begin projecting. Wait five minutes before you proceed. 

 

 
 
3. Click Submit. 
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Process Payroll Reconciliations 
 

1. Click the Home tab. 
 

 
 

2. Select People and Process > Payroll > Reconcile Projections. 
Note: Reconciliations can take several minutes to appear. 

 

 
 

3. Click the number in the Incomplete column. 
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4. Click the Details tab. 

 

 
 

5. Click Accept or Reject. 
Note: Click Accept to alter the employee’s timecard for the new pay cycle by the amount in the 
Hours column. Click Reject to ignore the adjustment. 
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6. Click Submit. 
Note: If Payroll Reconciliations remain, return to Step 5. 

 

 


