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Employee Guide – Create and Add 
Employees to a Timeclock or Timeclock 

Group 

Objective:   
 How to create a timeclock group for multiple clock accounts 
 How to add employees to a specific timeclock or timeclock group 

 
Access ezLaborManager 
 

 Have payroll?  Log into TotalSource at mytotalsource.com or Resource at 
myadpresource.com, navigate to the Payroll Tab, and from Quick Links select Access 
Time and Attendance.   

 EzLaborManager Only?  Log into ezLaborManager at ezLM.adp.com 
 
Creating a Timeclock Group 

 This is best used for accounts that have one or more hosted timeclocks 
 
1. From the ezLaborManager Home Page navigate to the Setup tab 
 

 
 
2. Navigate to Timeclock Groups  
 

 
 
3. From the Timeclock Groups page select Add New 
 
4. Enter a Name and description for your timeclock group 
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5. Select Assign Additional Timeclocks 
 

 
 
6. Add a check in the box to the left of each clock, and select Submit  
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7. Click Submit from the Timeclock Group page to save your selection 
 

 
 
Adding Employees through Timeclock Groups 

 This is best if adding multiple employees at one time. 
 
1. From the ezLaborManager Home Page navigate to the Setup tab 
 

 
 
2. Navigate to Timeclock Groups  
 

 
 
3. Select the name of the timeclock group you wish to add employees to 
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4. Click on the Employees assigned to Timeclock Group tab 
 

 
 
5. Click on Assign Additional Employees 

 

 
 
6. Employees can be selected individually or All, once selected click Submit 

 Add a check to individual employee rows 
 Add a check in top left box to choose all employees 
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7. Click Submit to finalize 

 

 
 
 
Adding Employees through employee profile 
 
1. From the ezLaborManager Home Page navigate to the Setup tab 

 

 
 
2. Click on Employees 
 

 
 
3. Search for the employee and navigate to timeclocks under the employee section 
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4. Employees can be added to an individual clock or to a timeclock group 
 Under the Timeclocks Assigned, click the plus sign to find the individual clock the 

employee can use.  
 

 
 

 Under Timeclock Groups Assigned, click the plus sign to locate the group the 
employee can use. 
 

 
 
5. Click Submit on the Employees page to save. 
 
Note:  The employee data activity should begin automatically once employees are assigned.  
This download can take from 30-45 minutes, depending on the number of employees in 
ezLaborManager 
 
 
 
 
 
 
 
 
 

 


