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How To Process Payroll with
Timekeeping
Learn the step-by-step process to help you navigate the payroll entry and reporting
tools to ensure accurate compensation processing for your employees.

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

https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx
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2 Select Payroll from the side menu.

3 Click Process Payroll
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4 Here you'll see the steps to close payroll.
If you have timekeeping turned on, you'll see the options to Lock and Commit the
Time Cards. Once you've reviewed all Time Cards you can begin this process.

A few tools to help you verify that everything is ready for this payroll are:

  • My Dashboard Screen in Employee Self Service with many quick reports

  • You will also see Time Card Review Reports just below Process Payroll on this screen

Click Lock
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5 Click Commit

This action pulls the data from the timecards into the Time Entry Grid (also known
as the Enter Payroll screen)

If there are any timecard errors that restrict payroll, those will pop up here when
you click Commit
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7 Click Payroll Entry Detail

Then click Time Entry Grid
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8 The Template will default to Regular or if we have set up a different template for
you. If you ever need to see all pay items, change this template to All and Click
Apply on the far Right

This grid will show all your data that came over from timekeeping. It should have
more data than what we have here.

You can filter any other items up top if you'd like and make changes in the grid to
any hours*

NOTE *If you make changes in the grid and then Uncommit time cards, those
edits will stay in the grid. If you recommit, they will bring over a new record and
you may have duplicates.
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9 Select Individual Time Entry

10 In the Individual Time Entry screen you can view employee specific payroll info
and Preview Check

If you click Add New you can add an Additional Check
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11 Here is an example of the full Check Preview which includes Time Off Balances,
Taxes, Deductions and YTDs

To finish payroll, you can click back to Process Payroll

12 Click Preview and your payroll reports will show up below
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13 Click the dropdown and you'll be able to click Go and run any of these reports
such as the Payroll Summary and Payroll Register

14 If everything on this payroll looks good, you can click Process
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15 Click Process Payroll to confirm and finalize.

16 Once you've processed you will see the note here that you had processed today.


