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Approve Time Cards in Desktop (Classic)
View
This guide walks through verifying time card hours in isolved in the Classic Desktop
View. This does not lock the time cards, and should be done at the end of the pay
period once all entries are in the in the time card.
This will also show how to use My Dashboard to approve multiple time cards from
that screen.

1 Navigate to https://connect.threadhcm.com/default.aspx

https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx
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2 To switch to Manager view, Click on your name in the top left.

3 Click "Manager View" or "Supervisor View"
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4 Click "Time"

5 Click "Time Card"
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6 Click the employee's Time Card you want to view.

7 Once you're on the time card, click the back arrow to go back to the past pay
period to approve.
It defaults to the current pay period.
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8 Click "Verification: Unverified"

9 If everything is correct in the time card and the pay period is complete,
Click this checkbox next to Approve next to your user; Employee, Manager or
Supervisor.
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10 You'll see "Verification Successful"

11 Once you verify you can see the status of the timecard verification here.
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12 Then you'll be able to navigate to the next employee to review the next time card

13 There is another way to approve time cards without looking at each time card. It is
recommended to review all timecards before reviewing here.
Click "My Dashboard"
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14 Click "Earnings Summary of Hours"

15 Over on the right side you can choose the Verification Filters.
Select the Pay Group.
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16 Select the "Current Pay Period" option.

17 Click "Apply"
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18 Here you will be able to check individual time cards

19 Or up top you can Select All
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20 Then Click "Save"


