
Q. What is Homebase? Why would I use it? 

A.   Homebase is the leading provider of employee management 
software to local businesses, helping over 100,000 businesses 
with time tracking, employee scheduling, and team 
communication. By using our software, you’ll save time, money, 
and headaches every single week. On average, our customers 
save 5-10 hours every week on scheduling and payroll.*

 *Homebase Customer Survey 2017 

Q. What makes Homebase different from competitors? 

A.  Homebase is specifi cally designed for main street businesses, 
and can be used by technophiles and technophobes alike.  
We differ from the competition through:

 1.  Simple product – our product is designed for merchants 
coming off pen and paper or spreadsheets, and is easy 
to set up and to use each week. We also offer US-based 
customer support 7 days a week to ensure you get the 
help you need, when you need it.

 2.   Simple pricing – we price by location NOT by employee, 
meaning you can expect the same price every month, 
even when you have part-time or seasonal employees.

 3.   Employee friendly – we NEVER charge employees, and 
offer a free mobile app for employees to stay on top 
of their schedule from wherever they are. We also send 
employees a reminder an hour before their shift starts to 
get them off the couch, and into work.

Q. How do I sign up with Homebase?

A.  You can fi nd Homebase in the ADP Marketplace at 
https://marketplace.adp.com/homebase or by searching 
for Homebase in the ADP Marketplace search box. After you 
subscribe to Homebase via ADP Marketplace and accept 
two Terms and Conditions, click on “My Apps” and click the 
Homebase icon. If you are new to Homebase, you’ll create a 
Homebase password. 

Q. How do I access Homebase?  

A.  Homebase is a true software platform, where managers and their 
employees can access us wherever they are, in whichever way is 
easiest for them. We have three main ways to access Homebase:

 1.   Web – Customers can sign in through 
https://app.joinhomebase.com. This is where managers 
will build their schedule, add team members, and view 
time cards and reports. Employees can use the web to 
update their availability and to view their schedule.  

  2.   Mobile Phone – We have a FREE set of mobile apps for 
both managers and employees. This is available on both 
Android and iPhone, and you can fi nd us in the Google 
Play store and App Store respectively. For managers, they 
can view their labor and employee clock in data, edit time 
cards, and send messages to their team. For employees, 
they can view their schedule, request shift trades or 
covers, and read messages from the team.

 3.   Tablet – Homebase turns an iPad or Android tablet into 
a sophisticated timeclock. This is where employees can 
clock in and out of their shifts and breaks, and can also 
log their cash tips. All of this data gets populated into 
online timesheets (accessible via the web) to send out to 
RUN Powered by ADP®.  

Q.  Do you have customer support? 

A.  Homebase has US-based customer support out of Houston, Texas.  
Our customer support team is staffed with former restaurant, retail, 
and business managers who have been in your customer’s shoes, 
and understand the challenges that come with running a team.  

 1.   Phone – 415-951-3830.  Available Monday through Friday, 
9AM to 7PM CST.

 2.  Email – help@joinhomebase.com.  Available 7 days a week.

 3.  Web chat – joinhomebase.com. Available 7 days a week.

 4.   Training – www.homebasesetup.com.  Available 8 times per 
week, and FREE!  Great for both managers and owners.

Q. Are there any limitations to the integration?

A.  In order to sync timesheets, you will need to disable the 
following RUN functions:

 •  eTimecards
 •  ADP Run and Done®

 •  ADP ezLaborManager®

 •  ADP Time & Attendance®
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Q.  Are there any customers who should not use this 
integration?  

A.  This integration is not recommended for customers who:

 •  Have multiple locations. 

 •   Have multiple wage rates (the resolution for this is expected in 
Fall 2018).

 •   Have primarily contractors as employees- contractor hours 
can be tracked in Homebase but they will not sync to RUN 
Powered by ADP. Customer will need to manually add 
these hours into RUN.

Pricing Plans 
Q.  What is the Basic + Connector for RUN plan 

($20.00/month)?

A.  Time tracking, employee scheduling, and team 
communication are all available in the Homebase free version. 
The Basic version also includes customer support, training, 
and our free set of mobile apps. We suggest the Basic version 
customers who are just launching and have a million things on 
their plate, or customers simply trying to get off paperwork. 
You also get the Connector for Run to sync your Homebase 
timesheets to RUN with just a few clicks.

Q.  What is the Plus + Connector for RUN plan  
($29.95/month)? 

A.  You get the all the Basic features, along with features ideal for 
a little more control and insight. You can get a greater handle 
on your labor costs and operate more efficiently with additional 
reporting like labor by type, department and hour. We also offer 
additional controls around availability and time off requests, as 
well as cost-saving tools like preventing early clock ins, which can 
save $200/month/location. Plus also has our department-level 
scheduling and publishing, as well as our Manager Log tools. 
This helps managers better schedule their teams and improve 
communication among the managers of different departments. 
You also get the Connector for RUN to sync your Homebase 
timesheets to RUN with just a few clicks.

Q.  What is the Homebase Connector for RUN Powered 
by ADP and how does it work?

A.  Homebase syncs seamlessly to RUN, which makes set up 
easier AND helps you to more efficiently run your business.  
With the Connector, timecard data will flow from Homebase 
to RUN and employee data will flow from RUN to Homebase. 
If you are already a Homebase customer, purchase just the 
Connector fo RUN for $20/month. 

Q.  Do you offer a free trial?

A.  Yes!  ADP customers new to Homebase get a 14 day FREE trial 
of our Plus product so they can kick around the tires, get to know 
our product, and make sure it works for them and their business.

Q.  How does Homebase work with my POS?

A.  Homebase pulls in employee data and sales numbers real time 
from many popular POS systems. Homebase will use this data 
to forecast sales so you can start scheduling towards a budget.  
We integrate with Clover, Square, Poynt, Talech, Breadcrumb, 
Lightspeed Restaurant, Lightspeed Retail, Carbon, and Revel, 
with more integrations being added. You can connect your POS 
by going to “Settings” on the top menu, clicking on “Point-of-
Sale Systems” and selecting your POS system. 

Syncing Employee Data 
from RUN to Homebase 
Q.  How do I first sync up my employee data from RUN 

to Homebase?

A.  When you first log into Homebase after purchasing it in the ADP 
Marketplace, you’ll land on the Team page. If you are new to 
Homebase, you’ll import employees from RUN to Homebase. 
If you already have a Homebase account, you’ll match and sync 
your employees from RUN to your employees in Homebase.

Q.  What do I do as employees join and leave my team?

A.  As new employees join your team, add them first into RUN. Log 
into Homebase and sync the new employee by going to “Team” 
in the top menu, clicking on the “Add” button and selecting 
“Import from RUN”. This will take you to the team matching 
screen. As employees leave your team, you will need to remove 
them from both RUN and Homebase. To terminate an employee 
in Homebase, go to “Team”, click on the employee name and 
click the “Terminate” button at the bottom of the page. 

Exporting timesheets from 
Homebase to RUN   

Q.  How do I sync my timesheets from Homebase to RUN?

A.  Log into Homebase and go to “Timesheets” on the top menu. 
Resolve any timesheet errors, such as missed clock outs and 
missed breaks. When you are ready to run payroll, click the 
“Export” button in the upper right and select “ADP”. You will 
be prompted to choose how your business pays out credit tips 
(learn more about this in the next FAQ question). After you 
select an option, Homebase will export the data into RUN. Log 
into RUN and click the “Time Sheet Import” icon. Below your 
timesheet data, click the “Combine Payroll and Import” button. 
The “Approve” button will change from grey to green and now 
you can click “Approve.” Note that this button is approving the 
timesheet import, not approving payroll. You’ll be able to make 
edits to the timesheet data on the next page.



Q.  What happens to tips?

A.  Cash tips and Credit Card tips work slightly different. 

 •   If your employees declare cash tips to Homebase when they 
clock out, Homebase considers this as already paid out and 
will send cash tip data over to RUN for tax purposes. 

 •   If your employees declare cash tips to Homebase when they 
clock out, you can select how Homebase handles them when 
you go to export. You can choose to: “Include in payroll”,  
“In cash”, or “I do not collect tips in Homebase.” 

Q.  What if I made a mistake and need to remove the 
timesheet sync from RUN?

A.  Not a problem. If you have not clicked the green “Accept” 
button, you can remove the timesheet by clicking the “Delete 
This Pay Data File” in RUN. 

Q.  What happens if I have salaried employees?

A.  Salaried employees should be set up in RUN and RUN will 
allocate the payroll amount for salaried employees for the given 
payroll period. Homebase will export any hours that salaried 
employees have worked (if they are using the time clock), but 
this will not have any effects on their salary. Note that salaried 
employees is a feature in the Homebase Plus plan.

Q.  What if my check date is incorrect in RUN?

A.  You can change this through the Pay Frequency page in RUN. 
Get there by logging into RUN, hovering over “Company”, 
clicking “Pay Frequency”, and clicking edit on the far right for the 
pay frequency you want to change. You can correct the the check 
date by clicking the Calendar icon and adjusting the check date. 
If the Payroll status column says “In Progress”, you will need to 
delete the payroll before completing these steps. 

Q.  What if my pay period is incorrect in RUN?

A.  You can change this through the Pay Frequency page in RUN. 
Get there by logging into RUN, hovering over “Company”, 
clicking “Pay Frequency”, and clicking edit on the far right for the 
pay frequency you want to change. Click the “Period Start Date” 
to change the date. Note “Period End Date” will automatically 
change based on your start date. If the Payroll status column 
says “In Progress”, you will need to delete the payroll before 
completing these steps. 
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