Manage and Export Employee List

thread

This guide walks you through how to update the employee list, change columns and
run it as a report.
These changes are only temporary and only for your user.

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

() Customer Service
JZEmployee Admin Tools
’a,gQ'Empluyee Management
Employee Summary
Quick Hire
Quick Hire - Time Only
Employee Maintenance >
Employee Pay >
Employee Benefits >
Human Resources >
Applicant Tracking

TimeWorksPlus

£=3client Management
Payroll

@ Reports

EAaProduction Utilities

E) Security

Econversion Management
£63System Management
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Client: CYN22 - CynTech Legal: Cynkar Technologies

Client Summary \ Client Total Active EE's: 82 (As of last payroll process)

Status: Active

Q, Client Search

.
5] Contacts Name Phone Email Types
( % Processing Information Pay Group Frequency ActiveEEs  InputMethod  Output Method  Last PR Processed
Bi-Weekly Bi-Weekly 82 Online ZDNU - FedEx Run 31-5/1/2026
=) Semi-Monthly ~ Semi-Monthly - Online Print Back -
COMPANY
Affiliate -
Cynkar Technologies
Account Representatives Account Rep Type Name Phone Number
i Payroll Processor Ryan Cynkar
Address 2604 Washington Rd
Augusta, GA 30904 Other Services Name Name Name
1099 Electronic Filing Employee Direct Deposit Notify Alerts
1099 Print/ESS Display ESS Pay Detail with Stub Occurrence Tracking
ACA Electronic File E-Verify Perfect Payroll
ACA Forms Print Expense Management Performance Manag
Adaptive Full Service Package Pre-Note All
Advanced Accruals HRIS Package Self Service
Always-On HR isolved Attendance Share & Perform
Always-On HR - Al Features isolved Offboarding Standard Date Rang
Base Payroll Package isolved Onboarding T&a Package
Base Reports - Conv Runs isolved PPA SSO Thread Basic Packar
Benefits Package isolved Time Virtual Clocks
Calendar Subscription isolved Time Geofencing ‘W2 Electronic Filing
Compensation Management isolved University W2 Print/ESS Displa
Conversion Tax Filing Labor Allocation Summ Rpt ‘Year End Reports
Delivery New Hire Comb. - GA ZayZoon 850
Direct Debit Billing New Hire Filing
Reports Report Name View Report Name View
Client Profile Report  PDF Excel Labor & GL Field List PDF Excel
Client Contact List PDF Excel Pay Group List PDF Excel
Leave Accrual List PDF Excel Tax List PDF Excel -
< == >
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2  Click "Employee Maintenance"
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search the menu

() Customer Service
ﬁEmp\oyee Admin Tools
E,ggEmpluyee Management
Employee Summary
Quick Hire
Quig. Hire - Time Only
Emj loyee Maintenance. >
Empliyee Pay >
Employee Berelils >
Human Resources >
Applicant Tracking

TimeworksPlus

E5Client Management
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Client: CYN22 - CynTech Legal: Cynkar Technologies

Client Summary \ Client Total Active EE's: 82 (As of last payroll process)

COMPANY

Cynkar Technologies

FEIN

2604 Washington Rd
Augusta, GA 30904

Address
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Status: Active

Contacts

Processing Information

Affiliate

Account Representatives

Other Services

Reports

Name Phone
Pay Group Frequency

Bi-wWeekly Bi-Weekly 82
Semi-Monthly  Semi-Monthly -

Account Rep Type

Payroll Processor

Name

1099 Electronic Filing
1099 Print/ESS Display
ACA Electronic File

ACA Forms Print

Adaptive

Advanced Accruals
Always-On HR

Always-On HR - Al Features
Base Payroll Package
Base Reports - Conv Runs
Benefits Package
Calendar Subscription
Compensation Management
Conversion Tax Filing
Delivery

Direct Debit Billing

Report Name View
Client Profile Report  PDF  Excel
Alinnt CAmtane s BAC Cumnl

Email

Input Method Output Method

Online ZDNU - FedEx
Online Print Back
Name
Ryan Cynkar
Name

Employee Direct Deposit
ESS Pay Detail with Stub
E-Verify

Expense Management

Full Service Package

HRIS Package

isolved Attendance

isolved Offboarding

isolved Onboarding

isolved PPA SSO

isolved Time

isolved Time Geofencing
isolved University

Labor Allocation Summ Rpt
b.-GA

Report Name

Labor & GL Field List PDF Excel

3 Click "General" or any screen that takes you to the Employee List.

thread

Last PR Processed
Run 31-5/1/2026

Phone Number

Name

Notify Alerts
Occurrence Tracking
Perfect Payroll
Performance Manag
Pre-Note All

Self Service

Share & Perform
Standard Date Rang:
T&A Package
Thread Basic Packar
virtual Clocks

W2 Electronic Filing
W2 Print/ESS Displa
‘Year End Reports
ZayZoon 550

View

&RyanCyn.. M

Search the menu

{2 Customer Service
ZYEmployee Admin Tools
E,g?EmpIcyee Management
Employee Summary
Quick Hire
QuiCK Hire *Fime Only
Employee Maint nance
General

Override Add;2ss

Clugivaeltings

Employment
Employment Status History
Jobs
Labor
Location Distribution
@C\Eem Management
Payroll
@ Reports
fProduction Utilities
@ Security
Ebcnvels\cm Management

@Syslem Management

Client: CYN22 - CynTech  Legal: Cynkar Technologies

Client Summary ‘ Client Total Active EE's: 82 (As of last payroll process)

MPANY
Cynkar Technologies
FEIN
Address 2604 V‘lashmglan Rd

Augusta, GA 30904
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Status: Active

Contacts

Processing Information

Affiliate

Account Representatives

Other Services

Reports

Name Phone Emai

Pay Group Frequency Active EES  Input M Output Method
Bi-Weekly Bi-Weekly 82 Online ZDNU - FedEx
Semi-Monthly ~ Semi-Monthly - Online Print Back
Account Rep Type Name

Payroll Processor Ryan Cynkar

Name Name

1099 Electronic Filing
1099 Print/ESS Display
ACA Electronic File

ACA Forms Print

Adaptive

Advanced Accruals
Always-On HR

Always-On HR - Al Features
Base Payroll Package
Base Reports - Conv Runs
Benefits Package
Calendar Subseription
Compensation Management
Conversion Tax Filing
Delivery

Direct Debit Billing

Report Name w

Client Profile Report DF Excel
Client Contact List DE Excel
1 eava Accrual |ist PDF  Fxcal

Employee Direct Deposit
ESS Pay Detail with Stub
E-Verify

Expense Management
Full Service Package
HRIS Package

isolved Attendance
isolved Offboarding
isolved Onboarding
isolved PPA SSO

isolved Time

isolved Time Geofencing
isolved University

Labor Allocation Summ Rpt
New Comb. - GA
New Hire Filing

Report Name

Labor & GL Field List PDF

Pay Group List
Tax | ist

Q, client Search

olved University

Types

Last PR Processed
Run 31-5/1/2026

Phone Number

Name

Netify Alerts
Occurrence Tracking
Perfect Payroll
Performance Manac
Pre-Note All

Self Service

Share & Perform
Standard Date Rang:
T&A Package
Thread Basic Packay
Virtual Clocks

W2 Electronic Filing
W2 Print/ESS Displa
Vear End Reports
zayZoon SSO

View

Excel
PDF Excel
PDF Fxeel



4 Click the column chooser icon

1solved

Client: CYN22 - CynTech Q, Client Search
O 3
aRyanCyn.. & Employee List
v Expand All Groups  ~ Collapse All Groups 'O Glear GroupingFilters -
B O
-)Customer Service
2 Legal Name ¥ Pay Group Employee ID First Name Preferred Na... Middle Name Last Name Status Team Departriiqnt
BEmployee Admin Tools Q a Q a a a Q Q Q Q
o2
o2
B R Cynkar Technolo..  Bi-Weekly 0006 Christopher Chris Bailey Active
Employee Summary A
Cynkar Technolo..  Bi-Weekly 0025 Benjamin Ben Button IV Active
Quick Hire
Quick Hire - Time Only Cynkar Technolo..  Bi-Weekly 2430 Cynkar Active
El T EE e nkar Technolo..  Bi-Weekly 0013 David Dooly IV Active
General
e nkar Technolo..  Bi-Weekly 0024 Samuel Doore Active
verride Address
Clock Settings Cynkar Technolo..  Bi-Weekly 2354 Penn Employee Active
Emoloyment Cynkar Technolo..  Bi-Weekly 0003 Guy R Fieri Active
Employment Status History
e Cynkar Technolo..  Bi-Weekly 2365 Rickie Fowler Active
Labor Cynkar Technolo..  Bi-Weekly 2381 David Dave Grohl Active
Location Distribution v
) Cynkar Technolo..  Bi-Weekly 2378 Dustin Hoffman Active
;]Chem Management
3 Payroll Cynkar Technolo..  Bi-Weekly 0018 John Jack Active
) Reports Cynkar Technolo..  Bi-Weekly 38 Michael Jackson Active
AProduction Utilities Cynkar Technolo..  Bi-Weekly 0026 Nathan Johnson Active
) Security nkar Technolo..  Bi-Weekly 2363 Bridget Kelly Active
QCO”VE(S'BH Management Cynkar Technolo..  Bi-Weekly 0023 Christian Manual Active

5 Click the column you want to add.
You can also remove a column by clicking and dragging a column header back to
this list.
Reminder: these changes aren't permanent.

RyancCyn.. Employee List

~ Expand All Groups ~ ~ Collapse All Groups 'O Clear Grouping/F

e menu Q

B
= Legal Name Pay Grou Employee ID First Name Preferred Na.. Middle Name Last Name Status Team Department
JCustomer Service egal y : ploy — ddl 5
DEmployee Admin Tools = 5
ROV Q Q Q Q Q Q Q Q Q Q
o
2>Employee Management
5 miy = Cynkar Technolo..  Bi-Weekly 0006 Christopher Chris Bailey Active
Employee Summary &
bin Cynkar Technolo..  Bi-Weekly 0025 Benjamin Ben Button IV Active
uick Hire
Quick Hire - Time Onl Cynkar Technolo..  Bi-Weekly 43 yan Cynkar ctive
y Cynkar Tech Bi-Weekl 2430 R ¢ Acti
EUT TS Cynkar Technolo..  Bi-Weekly 0013 David Dooly IV Active
General
E—— Cynkar Technolo..  Bi-Weekly 0024 samuel Doore Active
verride Address
Clock Settings Cynkar Technolo..  Bi-Weekly 2354 Penn Employee Active
Empl it
b bl Cynkar Technolo..  Bi-Weekly 0003 Guy R Fier Active
Employment Status History
Cynkar Technolo..  Bi-Weekl 2365 Rickie Fowler Active
Jobs : i . Column Chooser x
Labor Cynkar Technolo..  Bi-Weekly 2381 David Dave Grohl Active
Location Distribution v
Solen i Cynkar Technolo..  Bi-Weekly 2378 Dustin Hoffman Active
ient Management
3 Payrall Cynkar Technolo..  Bi-Weekly 0018 John Jack Active
W Reposis Cynkar Technolo..  Bi-Weekly 38 Michael Jackson Active
Cynkar Technolo..  Bi-Weekl X athan Johnson ctive
Production Utilities Cynkar Tech Bi-Weekly 0026 Nath hi Actl
3 Security Cynkar Technolo...  Bi-Weekly 2363 Bridget Kelly Active
QCOVWE(SW" Management Cynkar Technolo..  Bi-Weekly 0023 Christian Manual Active

23 System Management
sy g 25 50 100 | 500 age 1 of 1(7

% Employee Self-Service

solved i;% 2026 Demo



6 Click the headers if you want to sort column
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Client: CYN22 - CynTech Q, Client Search

& RyanCyn.. # Employee List

 Expand All Groups  collapse All Groups ) clear Grouping/Filters

B m
D Customer Service : .
LegalName ¥ Pay Group Employee ID First Name Preferred ... Middle Na... Pay Type Last Name Status Team Department
DEmployee Admin Tools : =
POy, Q Q Q Q Q Q Q Q Q Q
o2
o2
B R Cynkar Techno...  Bi-Weekly 0006 Christopher chris Hourly Bailey Active
Employee Summary A
Cynkar Techno..  Bi-Weekly 0025 Benjamin Ben Button IV Active
Quick Hire
Quick Hire - Time Only Cynkar Techno...  Bi-Weekly 2430 Ryan Cynkar Active
El T EE e nkar Techno..  Bi-Weekly 0013 David Salary Dooly IV Active
General
e nkar Techno..  Bi-Weekly 0024 Samuel Hourly Doore Active
verride Address
Clock Settings Cynkar Techno...  Bi-Weekly 2354 Penn Hourly Employee Active
Emoloyment Cynkar Techno..  Bi-Weekly 0003 Guy R salary Fieri Active
Employment Status History
Cynkar Techno...  Bi-Weekly 2365 Rickie 1099 Fowler Active
Jobs G Column Chooser X
Labor Cynkar Techno..  Bi-Weekly 2381 David Dave Salary Grohl Active
Location Distribution v
) Cynkar Techno..  Bi-Weekly 2378 Dustin Hourly Hoffman Active
;]Chem Management
3 Payroll Cynkar Techno..  Bi-Weekly 0018 John Hourly Jack Active
) Reports Cynkar Techno..  Bi-Weekly 38 Michael Hourly Jackson Active
AProduction Utilities Cynkar Techno..  Bi-Weekly 0026 Nathan Hourly Johnson Active
) Security nkar Techno..  Bi-Weekly 2363 Bridget Salary Kelly Active
BCO”VE(S'UH Management Cynkar Techno..  BiWeekly 0023 Christian Hourly Manual Active

7 Or click the little filter icon if you want to filter the column.
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Client: CYN22 - CynTech

Employee

 Expand All Groups

List

~ Collapse All Groups

) Clear Grouping/ Filters

Q, Client Search

Sea menu =~
s |m
Customer Service = .
= Legal Name Paj Group Efnployee ID First Name Preferred Na... Middle Name Last Name Status Team Department
JYEmployee Admin Tools = 7 4 = = ) = o = o=
Q Q 2 Q Q a Q Q Q Q
28
28
EENE es Manspeintt Cynkar Technolo..  Bi-Weekly 0006 Christopher Chris Bailey Active
Employee Summary
Cynkar Technolo..  Bi-Weekly 0025 Benjamin Ben Button IV Active
Quick Hire
Quick Hire - Time Only Cynkar Technolo..  Bi-Weekly 2430 Ryan Cynkar Active
D Cynkar Technolo..  Bi-Weekly 0013 David Doaly IV Active
General
Cynkar Technolo..  BiWeekly 0024 Samuel Doore Active
Override Address
Clock Settings Cynkar Technolo..  Bi-Weekly 2354 Penn Employee Active
Employment
Apoye Cynkar Technolo..  Bi-Weekly 0003 Guy R Fier Active
Employment Status History
Cynkar Technolo..  Bi-Weekl 2365 Rickie Fowler Active
Jobs i i Column Chooser X
Labor Cynkar Technolo..  BiWeekly 2381 David Dave Grohl Active
Location Distribution
i Cynkar Technolo..  Bi-Weekly 2378 Dustin Hoffman Active
@Chsm Management
Cynkar Technolo..  BiWeekly 0018 John Jack Active
& Payroll
@ Reports Cynkar Technolo..  Bi-Weekly 38 Michael Jackson Active
EAProduction Utilies Cynkar Technolo..  BiWeekly 0026 Nathan Johnson Active
& Security Cynkar Technolo..  Bi-Weekly 2363 Bridget Kelly Active
ECD”VE'S‘GH Management Cynkar Technolo. Bi-Weekly 0023 Christian Manual Active



8 If you want to run this as a report, click on the xIsx button to export to Excel.

2nt: CYN22 - CynTech Q, Client Search

nployee List

Expand All Groups  Collapse All Groups ) Clear Grouping/Filters

:gal Name Pay Group Employee ID First Name Preferred Na... Middle Name Last Name Status Team Depastment,
Q Q Q Q Q a Q Q
nkar Technolo Bi-Weekly 0006 Christopher Chris Bailey Active
mkar Technolo..  Bi-Weekly 0025 Benjamin Ben Button IV Active
kar Technolo..  Bi-Weekly 2430 Cynkar Active
nkar Technolo Bi-Weekly 0013 David Dooly IV Active
mkar Technelo..  Bi-Weekly 0024 Samuel Doore Active
kar Technolo..  Bi-Weekly 2354 Penn Employee Active
mkar Technolo..  Bi-Weekly 0003 Guy R Fier Active
/nkar Technolo..  Bi-Weekly 2365 Rickie Fowler Active
kar Technelo..  Bi-Weekly 2381 David Dave Grohl Active
kar Technolo..  Bi-Weekly 2378 Dustin Hoffman Active

/mkar Technolo..  Bi-Weekly 0018 John Jack Active



