Employee Self Service - How to Create a o thread
Missing Punch Request in Adaptive

This guide is essential for employees needing to submit missing punches in their
timecards. With this process, if turned on for your company, employees can submit

the missed punch requests, removing the need to reach out to employees to fix
timecards.

1 Navigate to https://connect.threadhcm.com/cloudservice

2 From the Home page, click the "Options" drop down

€

me and

@ Quick Punch 77 Recently Visited
2 Last punch OUT You can still punch if you wish
erson Time Off >}
5 @ Punched OUT e My Time Card (BETA) >

Options v

#= Detall punch

O Missing punch =y .
f# Connect With Us

ey
n

To-Dos @

Time Card Verification @ Pastdue by 1 day

TEST EMPLOYEE (TEST)'s time card for 06/15/2025 - 06/28/2025 has been unverified for J-3 Professional | S Switch User
Services LLC (3777).

& Net Pay

$¢--.o- ®

Paid on Jun 27 for 23.85 hours in the
Jun 8- 21, 2025 pay period
i - TSeeeeee
< Get Paid Early via ZayZoon L ey > View Details


https://www.threadhcm.com
https://connect.threadhcm.com/cloudservice

3  Click "Missing Punch"
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4  Enter all your info for the missed punch. Choose the Date
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5 Enter the time, any other information needed and then Click "Save"
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6  To see the pending punch, click "Time and Attendance"
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7  Click "My Time Card (BETA)"
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The pending punch will display. Click the pending punch and more detail will

display
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9 Click "Back" to go back to the time card.
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