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Employee Summary Screen - Time Card
Verifications
This guide highlights the Employee Summary screen within My Dashboard screen.
Here you can see employee totals for the date range or pay period you chose, verify
time cards in bult

1 Login tohttps://connect.threadhcm.com/default.aspx

https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx
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2 Click on your name in the top left to switch to Manager or Supervisor View. If
you're logged in as an Admin, you can skip this step.

3 Click "Manager View" or "Supervisor View"

My Dashboard will be the default view once you switch to these views. You may
not have both options
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4 On the Dashboard, you may not have all options listed. It all depends on the
settings that are built within your company.

In this guide we're going directly to Earning Summary of Hours. There is also a full
guide for all of the items in My Dashboard.
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5 Earnings Summary of Hours
This will show you employee total hours, a bar graph of earnings paid for the date
range and you can also view Time Card Verifications for all employee.

This is great for viewing total hours by Earning or even specifically selecting an
earning i.e. "How much OT did we have last pay period"
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6 If you filter and click Apply, you'll be able to see hours totals.

However if you use Verification Filters on the far right, you can also see the
Verification check boxes for all employees.
Select your pay group, and either Current Pay Period, or Prior Pay Period.

Check the box for Include Employees with no Earnings to see all employees
including those with blank timecards.
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7 Click "Apply"

8 You can verify time cards from the check boxes on the right side of the screen
either individually, select all or just view which ones have already been signed off
by the employees, managers, supervisors.

Reminder that verifications are technically only a communication feature and do
not lock or submit time cards
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9 You can also filter by specific earnings for a date range to view things such as how
much PTO or Overtime is being paid.


