Adding An Additional Check to post as
Manual

This guide provides a straightforward method for adding an additional check
manually in the payroll system.

1 Navigate to https://connect.threadhcm.com/default.aspx
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Legal Name T Pay Group Employee ID First Name | | Preferred Name Middle Name Last Name status Y Class Department
[ Client Management
| B Payroll
Vies) 24 01 - Hourly 4- CASHIER
Enter Payroll
Preview Payroll 01-Hou 00D BAR
Process Payroll B Weakly 333 01 - Hourly 09 - KITCHEN
Payroll Entry Detall >
Clent Run Schedule BiWeekly 240 Active 01 - Hourly 04 - CASHIER
Pay Period Modifications Bi-Weakly 305 Active 01-Hourly 01-ADMIN
Payroll Run History
Bi-Weekly 198 Active 01 - Hourly 09 - KITCHEN
Payroll Entry Setup > ’ '
Bi-Weekly 368 Active 01 -Ho TCHEN
BiWeekly 2 01 - Hour
Bi-Weekly E 01-Ho
Bi-Week 3 01 - Hox
Bi-Weekly Active 01 - Hourly
Bi-Weekly 82 Active 02-Salary 01-ADMIN
Bi-Weekly 475 Act 01 - Hox 09 - KITCHEN
Bi-Weekly 20 Active 01-Ho 10- MEAT
[ Reports Bi-Weekly ) Active 01 - Hourly 10- MEAT
&9 Production Utilities y 23 Active 01 - Hourly KITCHEN
o "
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£ conversion Management
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2  Click "Payroll"
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£ Customer Service v Expand All Groups se AllGroups ' Clear Grouping/Fitter
é'!’ Employee Admin Tools S
Employee Management =
Legal Name Pay Group Employee ID First Name 7 | Preferred Name Middle Name Last Name Status Class Department
Clientyanagement
Payroll
01 - Hourly
Enter Payroll
Preview Payroll 01 - Hourly
Process Payroll 11 - Hourly
Payroll Entry Detall >
Client Run Schedule 07 - Houry
Pay Period Modifications 01 - Hourly
Payroll Run History
01 - Hourty
Payroll Entry Setup >
Active 01- Hourly
01 - Hourly
Active 01 - Hourly 10 - MEAT
01 - Hourly
Bi-Weakiy Active 01 - Hourty
Bi-Weekly 82 02-Salary 01-ADMIN
01 - Hourly
Active 01 - Hourly
[ Rer y
&3 Production Utilities Active 01 - Hourly
& security
(&) Security Active 01 - Hourly 05-FOOD BAR
=) conversion Management
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3 Click "Payroll Entry Detail"
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& Christin... Client. Q client Search

Q  Employee List

£ Customer Service v Expand All Groups se AllGroups ' Clear Grouping/Fitter
/# Employee Admin Tools o
Employee Management . = -
Legal Name Pay Group Employee ID First Name Preferred Name Middle Name Last Name Status Class Department
=5 Client Management
| B Payroll
Bi-Weskly 3 Active 01 - Hourly
Enter Payroll
Preview Payroll 01 - Hourly
Process Payroll 01 - Hourly
Payroll Entry Delall >
Cllent Run Scheduie 02 Houtr
Pay Period Modifications 01 - Hourly
Payroll Run History
Payroll Entry Setup > B Nekdy i 01 - Houry 03
BiW 01 - Hourly
Bi-Week 01 - Hourly
01 - Hourly
01 - Hourly
01 - Hourly
82 02-Salary 01- ADMIN
01 - Hourly
320 01 - Hourly 10- MEAT
[ Report Bi-Weekly 01-Hourly
£ Production Utilities Bi-Weakly 01 - Hourly
& security
(&) Security Bi-Wesl Active 01 -Hourly
Conversion Management
Bi-Weakly 215 01 - Hourly
3 System Management
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4  Click "Individual Time Entry"

1solved .

& Christin... Client il Q client Search

- Q  Employee List

{2 Customer Service

~ Expand All Groups se All Groups ‘D Clear Grouping/Fitt

% Employee Admin Tools

[

% Employee Management

Legal Name T Pay Group Employee ID First Name | Preferred Name Middle Name Last Name Status Y Class Department

=) Client Management

| B Payroll - —

Active 01 - Hourly
Enter Payrol

Preview Payroll Active 01-Hourly

2 Pay
Process Payroll 01 - Hourly 09 - KITCHEN

Pgyroll Entry Detail ~

Active 01-

04 - CASHIER

Individual Time Entry

‘Time Entry Grid
Void Third Party Checks
‘Adaitional Checks

Manual & Void Checks Bi-Weekly 368 Active 01 - Hourly 09 - KITCHEN
Time Entry Totals

Active 01 - Hourly [}

Bi-Weekly 198 Active 01

09 - KITCHEN

dan 01 - Hourly HIER
‘Additional Check Entry Grid
Tiacariknpcel a1 Active 01 - Hourly 10- MEAT
Undo Timecard import = T P
Labor Entry Grid
Remone Pending Checks Bi-Weekly 34 Active 01 - Hourly 04 CASHIER
Client Run Schedule Bi-Weskly 52 Active 02-Salary 01- ADMIN
Pay Period Modifications
Weekly Active 01 - Hourty KITCHEN
Payroll Run History Bi-wee! ti 01 - Hox ITCHI
Payroll Entry Setup > 320 Active 0 ly MEAT
[ Reports 86 Active 01 - Hourly T
£9 Production Utilities Bi-Weakly Active 01 - Hourly 09 - KITCHEN
pay "
) B 338 Active 01 - Hourly 05- FOOD BAR
= conversion Management
g Bi-wWeekly 215 Active 01 - Hourly CASHIER
3 System Management
= 25 50 100 | 500 1
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5  Select Employee
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& Christin... Client; Q client Search

w Q  Employee List

oOc servi
{7 Customer Service O Clear Grouping,

/% Employee Admin Tools

2% Employee Management

LegalName T Pay Group Employee ID First Name | Preferred Name Middle Name Last Name Status T Class Department
F=3 Client Management -
Q Q Q Q Q Q Q Q Q Q
| B Payroll
244 Ada Active 01- Hourly 04 - CASHIER
Enter Payroll
Preview Payroll Allison Active 01 - Hourly 05 - FOOD BAR
R P Bi-Weekly 333 Amber 01 - Hourly 09 - KITCHEN
Payroll Entry Detall ~
Individual Time Entry Bi-weekly 340 Amy Active 01 - Hourly 04 - CASHIER
Time Entry Grid 305 Andrea Active 01 - Hourly 01-ADMIN
Void Third Party Checks
198 Andres Active 01- 09 - KITCHEN
Additional Checks
Manual & Void Checks 368 Brandon Active 01 - Hourly 09 - KITCHEN
Time Entry Totals
o Bi-Weekly 2 Brittany Active 01 - Hourly 04 CASHIER
Additional Check Entry Grid
Timecard Import 81 Brycson Active 01 - Hourly 10 - MEAT
Undo Timecard Import 213 Caleb Active 01 - Hourly 10- MEAT
Labor Entry Grid
Remove Pending Checks Carey Active 01- 04 - CASHIER
Client Run Schedule Bi-Weekly 82 Caroiifie Active 02-Salary 01-ADMIN
Pay Period Modifications
Payroll Run History Charles Charlie Active 01 - Hourly 09 - KITCHEN
Payroll Entry Setup > 320 Charles Active 01-F 10 - MEAT
[ Reports 86 Charles 01-Hourly 10- MEAT
B3 Froduction Utiities Bi-Weekly 323 Chase Active 01-+ 09 - KITCHEN
& security
o Y Ky 338 Chioe Active 01 - Hourly 05-FOOD BAR
3 conversion Management
215 Active 01 - Hourly 04 - CASHIER
83 System Management
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6 Click "Add New"
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= I - T
& christin... % { 120087 > = Q ] Q
ey Q. Individual Time Entry | PayDate: 7/3/2025 Payroll Period: 6/15/2025 - 6/28/2025 isolved University | | @ Help =
oc
{2 Customer Service % Check Type # Pay Frequency + Total Hours / Units # Total Earnings ¢ Total Deductions ¢ Total Taxes
¢ Employee Admin Tools X Regular Check 0.00 0.00 0.00 0.00 Options

2% Employee Management

= Client Management

+ AddNew [ Preview Check ' Refresh
| B payroll

Enter Payroll Template: | Requiar ~
Preview Payroll [Cshaw Accrual Balances () Show State/Local Override () Block Direct Deposit | Shaw Shorteut Keys
Process Payroll
iy pual __- _____
Individual Time Eniry Hourly Regular Rate: 36.0577 O |
Time Entry Grid Overtime []
Void Third Party Checks Weekend Bonus ]

iR Choss Expense Reimbur (m]

Holiday Rate: 36,0577 O
S Digital Hrs Rate: 36.0577 O
Time Entry Totals Sunday Pay (m]
Additional Check Entry Grid Salary Salary. 2884.62 O
Timecard Import FTO Rate: 36,0577 0
Vacation Rate; 36.0577 m|

Undo Timecard Import

Total 0.00 0.00
Labor Entry Grid

Remove Pending Checks
Client Run Schedule

Pay Period Modifications
Payroll Run History

Payroll Entry Setup >

[ Reports

&3 Production Utilities

& security

‘; Conversion Management
83 System Management
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7  Select the "Additional Check" option.

& Christin... { 120f87 > Q
the men Q. Individual Time Entry | PayDate: 7/3/2025 Payroll Period: 6/15/2025 - 6/28/2025 isolved University | | ® Help~
() Customer Service
/2 Employee Admin Tools
8,0 Check Information
2% Employee Management
*Check Type: | Adgitional Check v

[

Client Management

| B Payroll

Enter Payroll

Preview Payroll

Process Payroll

Payroll Entry Detall
Individual Time Entry
Time Entry Grid
Void Third Party Checks
Additional Checks
Manual & Void Checks
Time Entry Totals
Additional Check Entry Grid
Timecard Import
Undo Timecard Import
Labor Entry Grid
Remove Pending Checks

Client Run Schedule

Pay Period Modifications

Payroll Run History

Payroll Entry Setup >

[ Reports
£ Production Utilities

& Security

Conversion Management

System Management

& e
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8 Click "save"

= jsolved

=
2 christin... @ ¢ 120187 > Q Q
menu Q  Jndividual Time Entry | PayDate 7/3/2025 Payroll Period: 6/15/2025 - 6/28/2025 isolved University | | ® Help~

(> Customer Service 8 Save Cancel

/¥ Employee Admin Tools

Check Informati
258 Employee Management e

*Check Type: | Additional Check v
f=3 Client Management INOTE: Direct Deposit records, with
| 5 Payrol
unless overridden balow
Enter Payroll Pay Frequency v
Preview Payroll Override Res Geocode
Process Payroll Override School District
Payroll Entry Detall Reciprocity Rule: v @
Individual Time Entry Override Wark Location v
Time Entry Grid Override Pay Group. v

Void Third Party Checks

Aggitional Checks

Manual & Void Checks. Check Stub Message
Time Entry Totals

‘Additional Check Entry Grid

Timecard Import

[[) Force Supplemental

Undo Timecard Import Direct Deposit Options

Labor Entry Grid Use Default Direct Deposit Accounts v

Remove Pending Checks *Applies to accounts, in Prenote status, if automatically updated to Active status in current payroll run.
Client Run Schedule *Status Sequence Account Type Routing Account Number Frequency Will Be Used This Check Amount
Pay Period Modifications Active Remaining Net Checking Every Pay Yes

Payroll Run History
Payroll Entry Setup >

[ Reports

£ Production Utilities

& Security

3 conversion Management
£33 System Management
g Employee Self-Service
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9  Select the "ALL" option.
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& christin... 4 ¢ 120f87 > = Q Q
menu Q Individual Time Entry | PayDate 7/3/2025 Payroll Period: 6/15/2025 - 6/28/2025 isolved University || @ Help~

oc

1) Elh s 4 Check Type * Pay Frequency * Total Hours / Units + Total Eamings * Total Deductions * Total Taxes &

/% Employee Admin Tools % Regular Check 0.00 0.00 000 0.00 Optiens

2% Employee Management X Additional Check 0.00 0.00 0.00 0.00 Options

&5 Client Management

+ AddNew @ Preview Check /i Refredh,
| 8 payrol

Enter Payroll Template: | ALL ~
Preview Payroll [Clshaw Accrual Balances () Show State/Local Override () Block Direct Deposit | Shaw Shorteut Keys |
Process Payroll

Individual Time Eniry Hourly Regular Rate: 36.0577 O

Time Entry Grid Overtime []

Void Third Party Checks it 8]

R :loﬁr:;e e Rate: 36.0577 ::"

SR Digital Hrs Rate: 36 0577 (]

Time Entry Totals |Sunday Pay 0

Additional Check Entry Grid Salary Salary. 2884.62 0

i T n FT0 Rate: 36,0577 a

e Vacation Rate; 36,0577 m|

Total 0.00 0.00

Labor Entry Grid
Remove Pending Checks
Client Run Schedule
Pay Period Modifications
Payroll Run History
Payroll Entry Setup >

[ Reports

&3 Production Utilities

& Security

&3 conversion Management
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10 Enter payroll data

thread

Search the menu

(> Customer Service

Z& Employee Admin Tools
2% Employee Management

=3 Client Management

T T E—— T — C— = —

{ 120f87 > Q Q

Individual Time Entry | PayDate 7/3/2025 Payroll Period: 6/15/2025 - 6/28/2025 @Help~
 Check Type * Pay Frequency + Total Hours / Units & Total Earnings + Total Deductions: & Total Taxes A

% Regular Check 0.00 0.00 0,00 0.00 Options |

X Additional Check 000 000 0.00 0.00 Options w

+ AddNew @ Pre

Payroll s
Enter Payroll Template: | ALL v
Preview Payroll [ show Acerual Balances [ Show State/Local Override [ Block Direct Deposit | Show Shorteut Keys
Process Payroll
sl ol _--.--___
Individual Time Entry
Time Entry Grid Hourly Regular Rate: 36,0577 [_,
Void Third Party Checks Overtime. ]
Additional Checks e g
| ~ Expense Reimbur (m}
B Holday Rate: 36,0577 ]
Time Entry Totals Vacation Rate: 36.0577 m]
Additional Check Entry Grid Salary Salary. 2884.62 0
TR sick Rate: 36,0577 ]
e Digital Hrs Rate: 36,0577 0
e PTO Rate: 36,0577 ]
il Bereavement Rate. 36.0577 0
Remove Pending Checks 'Sunday Pay 0
Client Run Schedule Salary Memo 0
Pay Period Modifications (CommEon (]
Payroll Run History
st __-_ __-_
[ Reports ZayZoon 0 401k Match
3 Production Utilities Medical PreTax §:102.52 ]
Dental PreTax. $:3.08 (]
(& Security Vision PreTax ]
Advance (m)
3 conversion Management = o S0C SEC EE
3 System Management 401K Roth 0O MED EE
o
a

Employee Self-Service
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11 Click "Preview Check"

Search the menu Q Individual Time Entry | Pay Date: 7/3/2025 Payroll Period: 6/15/2025 - 6/28/2025

(> Customer Service

2 Christin.. F. ] { 120f87 »

+ Check Type + Pay Frequency < Total Hours / Units ¢ Total Eamings # Total Deductions # Total Taxes &
/% Employee Admin Tools X Regular Check 000 000 000 000 Opticns
2% Employee Management X Additional Chesk: 0.00 0.00 0.00 0.00 Options

=5 Client Management

| 8 payrol
Enter Payrol Template: | ALL -
Preview Payroll

+ Add New | [ Preview Check ' Ref

O show Accrual Balances ] Show State/Local Override () Block Direct Deposit | Show Shorteut Ksys

Process Payroll
oL Eny Pl _--._-___

Individual Time Entry

0
Time Entry Grid Hourly Regular Rate: 36,0577 0 80
\ioid Third Party Checks Overtime ]
‘Adaitional Checks pcexeRIEoN g
vincier Expense Reimbur m]
S Holday Rate: 36.0577 o
Time Entry Totals Vacation Rate: 36.0577 0
Additional Check Entry Grid Salary Salary: 2684.62 D
Timecard Import sick Fate: 36.0577 DO
it Fimsa bt Digital Hrs Rate: 36.0577 0
sy PTO Rate: 36.0577 0
sk Bereavement Rate: 36 0577 0
Remove Pending Checks 'Sunday Pay 0
Client Run Schedule Salary Memo O
Pay Period D
Payroll Run History Total
SRS __-_ __-_
[ Reports ZayZoon 0 401K Match
3 Production Utilities Medical PreTax $:102.52 ] 0.00
Dental PreTax $:3.08 m]
(& Security Vision PraTax 0O
Advance 0
&3 conversion Management = = S BeCIEr 0
81 System Management 401K Roth 0 MED EE O
FEDERAL WH 0
Total 0.00
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12 Click Post as Manual

= { 120087 > Q Q

menu Q  Individual Time Entry | PayDate: 7/3/2025 Payroll Period: 6/15/2025 - 6/28/2025

(> Customer Service

+ Check Type < Pay Frequency < Total Hours / Units ¢ Total Eamings # Total Deductions # Total Taxes &
/% Employee Admin Tools X Regular Check 0.00 000 000 000 Optiens
2% Employee Management X Additional Check 0.00 0.00 0.00 0.00 Options

£ Client Management

+ AddMNew € Back R
| 8 payrol

Enter Payroll Check Dates Manual Check Options
Preview Payroll o
Process Payroll ridden
Payroll Entry Detail ~ Check Date: | [FFIFIFE Check Number:
Individual Time Entry Begin Date | 6/15/2025 Bank Account: | UNITED-GOMMUNITY BANKN v
Time Entry Grid End Date: | 6/28/2025 i Paystub Options. = Use Default Settings v
Void Third Party Checks [ Post As Manual | Print Stub
ez Check Type: Addnional Check  Gross Pay: 2684.62 82 Division
Manual & Void Checks Check Date: 618/2025  Gross Wage: 2684.62 KHNGHCTSES  Depanment 0
Time Entry Totals Period End: 6/28/2025  MetPay: 191234 single  StFiling: Single
B ) Period Begin: 6/15/2025  Check Amt: 00 No  StBlack: No
Additional Check Entry Grid Payroll Run #: Oheck &: o P 3
Timecard Import Fed Mult Job/Sp Works: No  StAdditional: 50.00
Undo Timecard Import Fed Additional: Lo{ﬂEl!mpinn
Fed Dependents: Loeal Additional
Labor Entry Grid Fed Other Income:
Remove Pending Checks Fed Deductions:
Client Run Schedule
B sy Earnings & Memos* Deductions Taxes
L CurrHowrs  CurrDollars  YTDHours  YTD Dollars Curr Dollars ¥TD Dollars CurrDollars  CurWages  YTDDollors  YTDWages
Payroll Run History Hourly Regular 80.00 288462 800D 2884 62 Medical PreTax 10252 1370.43 $0C SEC EE 17230 2779.02 241626 38971.88
Payroll Entry Setup > Salary 104000 37500 06 Dental PreTax 308 4237 MED EE 4029 2779.02 565.09 38971 88
401k Mach* 000 11538 000 161532 401K 23077 3230.78 FEDERAL WH 2088 254825 420249 3574190
B Reports GEORGIA WH 1247 2548.25 157813 3574110
=3 Production Utilities Current Period Leave Accruals Direct Deposit Employer Taxes
Hows Accrued  HoursTaken  Available Balance Account Deposit Amount Cur  cur  ¥TD ¥To
& Security Vacation 200 000 000 | Checking 1912.3¢ bollars  Wages Dollars  Wages
S0C SECER 17230 277902 241626 3897188
PTO 0.00 000 000
&3 Conversion Management MEDER 4028 277902 56509 3897188
FUTAER 4200 7000.00
) BT GEORGIA SUI ER 3800 9500.00
2, Employee Self-Service GA ADMINISTRATIVE ASSESSMENT ER 570 950000 | ¥
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