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Approve Missed Punch Requests in
Manage Tab
This guide walks through the process for approving missed punch requests in isolved
via the Manage Tab in Adaptive.

1 Navigate to https://aee.myisolved.com/home

https://www.threadhcm.com
https://aee.myisolved.com/home
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2 Click "Manage"

3 Click "Tasks"
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4 Here you will see employees punched in and out

5 In the middle section, you'll see any current Alerts
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6 On the right side you'll see all Pending Transactions including:
Punches
Time Cards to Approve
Time Off Requests
Other employee Updates

7 Click "Review" next to Punches to review the Submitted Missed Punches
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8 Click the arrow to view more details

9 Click the dots on the right side and choose Approve or Reject
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10 Or below Click "Approve 1" to approve

11 To view this time on the time card, up top Click "Time Cards"
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12 Click the "Search Employees" field.

13 Choose or search for the Employee
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14 Click "GO"

15 You'll now see the punch listed in the employee Time Card


