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How to Enter and Edit Hours in isolved -
Employee Workspace View (Adaptive)
This guide walks through how to change your timecard in Employee Workspace, if
you have access to do so. Your company may not allow this function as an employee.

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

https://www.threadhcm.com
https://aee.myisolved.com/home
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2 Click "Time and Attendance"

3 Click "My Time Card"
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4 To add a new record, click "Add Entry"
To update an existing block of time, you can click on it. This is shown later in the
guide.
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5 From here you can:
Request Time Off
Enter a Missed Punch
Enter a Punch (individual punch)
Enter Hours (start and end time/block of hours)

Here we'll click "Hours"

6 Here you can change the Type to Meal or Break if you need to. Typically you'll
leave this as Normal for a regular block of time.
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7 Select the Start and End Dates from the calendar drop downs
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8 Enter Start Time, End Time and Duration
You can choose your labor under Labor Group if need be. This could be
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9 You can also enter any Notes, then click Save

10 If you need to edit existing time, click on the block of time.
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11 Click the Edit icon.

12 Change any details that need to be updated.



9

13 Click "Save"


