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Approve Time Off Requests in Classic
View
This guide provides a process for managers, supervisors and administrators to
approve time off requests in the Classic View of the system.

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

https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx
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2 If you are logging in as a Manager or Supervisor, you can click your name in the
top left and switch to that user. If you are an Administrator (Client User) you can
skip this step.

3 Click "Manager View" or 'Supervisor View"
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4 The default screen will be My Dashboard. We have another document that
discusses every item on this screen. For Time Off Requests click
"You have Pending Time Off Requests! Click here to view."

You can also get there by Navigating to Employee Self Service > Time > Admin
Calendar and the Pending Requests Tab

5 It will take you to the Admin Calendar where you can view all employees time offs.
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6 Click "Pending Requests"

7 Click the request you'd like to review
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8 Review the details and add comments if you'd like

9 Click "Approves - Send to Complete - Transaction Approved" or Reject
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10 Click "Process"


