Update Salary Information for Approval a thread
by Manager or Supervisor

This guide provides a step by step guide for updating employee salary information.
Once submitted, it will go to the admin for approval.

Navigate to https://connect.threadhcm.com/default.asp
and Log In

& pvanRes. ¥ iy O Ryan Reynolds Pay Group: Bi-weeky Hire Date: 4/3/2025 Team Department Client: CYN22 - CynTech
- L Employee # 1 Hourly. ####.48 Work Location: Augusta, GA Company. Cynkar Technologies (Active)
Searidigmey @ Welcome back Ryan

g Employee Self-Service

NOTIFICATIONS MY HUMAN RESOURCE CONTACTS
Employee Welcome

Pay History
W2/ACA/1099 Forms
Employee Profile
Employee Messages
Direct Deposits

Human Resources >
Update Information > MY PROFILE

MY PAY MY BENEFITS
EE Benefits > Ryan Reynolds
Finance ager

Length of Service: 2 Months

Gross P:
Lo Anniversary: 4/9/2025 kel

ZayZoon On-Demand Pay

Time >


https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx

By Default, you are logged into your Employee View and will need to navigate to
your Manager or Supervisor View. Click on your name in the top left to do this.
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= RyanRey.~ M O~

Ryan Reynolds Pay Group: Bi-Weekly Hire Date: 4/9/2025 Team: Department: Client: CYN22 - CynTech
Employee 7.1 Hourly: ###8.28 Work Location: Augusta, GA Company. Cynkar Technologies (Acth

Search the me Q Welcome back Ryan |isolved University

8 Employee Self-Service
NOTIFICATIONS MY HUMAN RESOURCE CONTACTS

Employee Welcome

Pay History

W2/ACA/1099 Forms

employee Profile

Employee Messages

Direct Deposits

Human Resources >

Update Information > MY PROFILE

EE Benefits > MY BENEFITS

Ryan Reynolds
ZayZoon On-Demand Pay

Time >

Finance Manager
Length of Service: 2 Months

st Anniversary: 4/9/2025

Direct Deposit

3  Click "Manager View"
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Ryan Reynolds Pay Grous. Bi-Weeky Hire Date: 4/9/2025 Team: Department: Client: CYN22 - CynTech
Emplayee # 1 Hourly: ##88.88 Work Location: Augusta, GA Company: Cynkar Technologies (Actiy
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4  Navigate down and Click "Update Information"

ﬁ Employee Admin Tools

,
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2~ Employee Management

2 Employee Self-Service

Employee Welcome
My Dashboard

Pay History
W2/ACA/1099 Forms
Employee Profile
Employee Messages
Direct Deposits
Update Information >
EE Benefits »

Time >

Turbo Tax
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5  Click "Salary Updates"
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Once you click Salary Updates, it will ask you to choose an employee, select the
employee you would like to update.
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A | Client: CYN22 - CynTech

@ Employee List

22 Employee Admin Tools

v Expand All Groups  ~~ Collapsa All Groups Clear Grouping)/
202 Employee Management aln
£ Employee Self-Service = : : :
Legal Name Pay Group Employee ID First Name Preferred Na Middle Name Last Name Status Team Department
Employee Welcome
X C Q Q 2, Q O Q
My Dashboard
Pay History Cynkar Technolo Bailey Active 01-01 01-01
W2/ACA/1099 Forms Cynkar Technolo... 0025 Benjamin Ben Button IV Active 100- 100 A1312-A1312
Employee Profile
Cynkar Technolo George Clooney Active 02-02 A1312-A1312
Employee Messages
Direct Deposits Cynkar Technolo 0013 Dooly IV Active 01-01 01-01
Onate o Amintion B Cynkar Technolo..  Bi-Weekly Samuel Doore 600 - 600
Salary Updates
EE Benefits > Cynkar Technolo. 516 Mel Employee Active
Time > Cynkar Technolo 2354 Penn Employee 400 - 400 F1014-F1014
Turbo Tax
Cynkar Technolo. 0003 R Fieri Active A1312-Aa1312
kar Technolo 2365 Rickie Fowle Active F1014-F1014
Bi-Weekly 238 Grohl 600 - 600 E10
nkar Technolo..  Bi-Weekly 2378 Dustin Hoffmar Active 00-100 03
Cynkar Technolo o018 John Jack 01-01 01-01
kar Technolo. 38 Jacksor Active 02-02 A1312-A1312

Cynkar Technolo..  Bi-Weekly

Nathan Johnson

Alpharetta - Alph.

Cynkar Technolo

Bridget Kelly Active 700 - 700 01-01

7 On this screen, click Add New to add a new record. You will ONLY want to click Edit
if the current record needs to be changed.
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42 RyanRey..~ % < 20f60 >

Q Ben Button IV Fay Group: Bi-Weekly Salary: ###8.88 Work Location. MILWAUK. Department. A1312 - A13. Client. CYN22 - CynTech
Employee # 0025 Status: Active Hire Date: 1/26/1999 Team: 100 - 100 Company: Cynkar Technologies (Activ

S salary Updates T
fﬁ Employee Admin Tools

¢ Effective Date ¢ Workflow ¢ Change Reason ¢ %Increase ¢ Annual Salary ¢ PerPay Salary ¢ Hourly Rate ¢ Normal Hours ¢ Frequency % PayGroup ¢ PayType
% Employee Management 3/18/2024

Yo

= 78003.12 325013 37.5000 86.67 Semi-Monthly Bi-Weekly Salary
& Employee Self-Service

Employee Welcome

My Dashboard

Pay History

W2/ACA/1099 Forms

Employee Profile

employee Messages lew (£ Edit * Refresh

Direct Deposits

Update Information Salary
Salary Updates *Effective Date:| 3/18/2024
EE Benefits > Change Reason -
Time » *Pay Type:| Salary v
Turbo Tax * Pay Group: | E v
* Frequency: v

Normal Hours:| 86.67
Percent Increase:
Annual Salary:| 78003.12
Per Pay Salary:| 3250.13
Hourly Rate:| 37.5000
Notes:



8 On the Record Type drop down, you have a few choices:\

« Historical Change, to add old history\
* Current Change that will update as of today\

* Future Change to enter a future salary update

Q Ben Button |V Fay Group: i-weekly Salary: ###8.88 Work Location: MILWAUK. Department: A1312 - A13. Client: CYN22 - CynTech
Employee # 0025 Status: Active Hire Date: 1/26/1999 Team: 100 - 100

Ryan Rey..~ & { 20of60 >

Company: Cynkar Technologies (Acti

Q  salary Updates
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&2 Employee Admin Tools

¢ EffectiveDate ¢ Workflow ¢ Change Reason ¢ %Increase ¢ Annual Salary ¢ PerPaySalary ¢ HourlyRate ¢ NormalHours & Frequency  © PayGroup & PayType
28 .
& Employee Management 3/18/2024 78003.12 3250.13 37.5000 86.67 Semi-Monthly Bi-Weekly Salary
Qo

2 Employee Self-Service
Employee Welcome

My Dashboard

Pay History

W2/ACA/1099 Forms
Employee Profile

Direct Deposits

Update Information Salary
Salary Updates *Record Type:| Future Change v
EE Benefits > * Effective Date: i
Time > EHSI’\QE Reason: v
Turbo Tax *Pay Type:| Salary v
* Pay Group: | Bi-Weekly v
* Frequency:| Semi-Monthly v

Normal Hours:

Annual Salary

Percent Increase:
Annual Salary:
Per Pay Salary:
Hourly Rate:

Notes:

86.67
§78,003.12



9  You can choose the date from the calendar here, or type the date

Ryan Rey..~ @

¢~ Employee Admin Tools

fg Employee Management

% Employee Self-Service

employee Welcome

My Dashboard

Pay History

W2/ACA/1099 Forms

Employee Profile

Employee Messages

Direct Deposits

Update Information
Salary Updates

EE Benefits >

Time >

Turbo Tax

10

£® Employee Admin Tools

ng* Employee Management

& Employee Self-Service
Employee Welcome
My Dashboard
Pay History
W2/ACA/1099 Forms
Employee Profile
Employee Messages
Direct Deposits
Update Information

Salary Updates
EE Benefits >
Time >

Turbo Tax

4solved ©2025
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= 2 L Enpioyes = 0025 Status: Active Hire Date: 1/26/1999 Team: 100 - 100 Company. Cynkar Technologies (Acth
Salary Updates isolved University
¢ EffectiveDate ¢ Workflow & Change Reason ¢ %Increase ¢ Annual Salary ¢ PerPaySalary ¢ HourlyRate ¢ Normal Hours #Frequency & PayGroup ¢ PayType
3/18/2024 78003.12 325013 37.5000 86.67 Semi-Monthly ~Bi-Weekly Salary

*Record Type:

* Effective Date:
Change Reason:
*Pay Type:

* Pay Group:

* Frequency:
Normal Hours:

Annual Salary

Percent Increase:
annual Salary
Per Pay Salary

Hourly Rate:

Notes:

Q. salary Updates

¢ Effective Date & Workfl,

3/18/2024

* Record Type:

* Effective Date:
Change Reason:
*Pay Type:

* Pay Group:

* Frequency:
Normal Hours:

Annual Salary

Percent Increase:
Annual Salary:
Per Pay Salary;

Hourly Rate:

Notes:

Future Change v

=
Salary v
Bi-Weekly ¥
Semi-Monthly v
86.67

§78,003.12

To submit for approval, Select the "Approved Request by Supervisor" option.

isolved University

ow ¢ Change Reason ¢%increase ¢ Annual Salary ¢ PerPaySalary ¢ HourlyRate ¢ NormalHours #Frequency & PayGroup ¢ PayType

78003.12 325013 37.5000 B6.67 Semi-Monthly Bi-Weekly Salary

Future Change v
6/2/2025 =
Approved Request by Supervisc v
Salary v
Bi-Weekly v
Semi-Monthly v
86.67

§78,003.12

0.00



11 To enter the update, you can enter the information for any of the below fields and
they will update the others.

Percent Increase, Annual Salary, Per Pay Salary and Hourly Rate are all connected.

e Q Sa|a|—y Updates isolved University
&'-’f Employee Admin Tools R " " s . 3 s R s R e e
¢ EffectiveDate = Workflow ¢ Change Reason ¢%Increase ¢ AnnualSalary ¢ PerPaySalary ¢ HourlyRate ¢ NormalHours ¢ Frequency ¢ PayGroup ¢ PayType
-} . "
‘2" Employee Management 3/18/2024 78003.12 325013 37.5000 86.67 Semi-Monthly Bi-Weekly Salary

_.% Employee Self-Service
Employee Welcome

My Dashboard

Pay History

W2/ACA/1099 Forms
Employee Profile

Direct Deposits

Update Information Salary
Salary Updates *Record Type:| Future Change v
EE Benefits > * Effective Date:| 6/2/2025 iz |
Time > Change Reason:| Approved Request by Supervisc v
Turbo Tax *Pay Type:| Salary ™
* Pay Group: | Bi-Weekly v
* Frequency:| Semi-Monthly v
Normal Hours:| 86.67
Annual Salary  §78,003.12
Percent Increase:
Annual Salary: | 0.00
Per Pay Salary:
Hourly Rate:
Notes:
4solved © 2025

12 Add any additional notes to explain the update

. Q  salary Updates Teotved Universty
< Employee Admin Tools ¢ EffectiveDate ¢ Workflow ¢ Change Reason ¢ %increase ¢ AnnualSalary ¢ PerPaySalary ¢ HourlyRate ¢ Normal Hours ¢ Frequency  © PayGroup ¢ PayType
0.0
2> Employee Management 3/18/2024 78003.12 325013 37.5000 86.67 Semi-Monthly Bi-Weekly Salary

&
2 Employee Self-Service
Employee Welcome

My Dashboard

Pay History

W2/ACA/1099 Forms
Employee Profile

Employee Messages

Direct Deposits

Update Information Salary
Salary Updates *Record Type:| Future Change v
EE Benefits > * Effective Date:| 6/2/2025 =
Time > Change Reason:| Approved Request by Supervisc
Turbo Tax *Pay Type:| salary v
* Pay Group:| Bi-Weekly v
* Frequency:| Semi-Monthly v

Normal Hours:| 86.67
Annual Salary  §78,003.12
Percent Increase:| 5.00
Annual Salary:| 81902.94
Per Pay Salary:| 3412.62
Hourly Rate:| 39.3749
Notes:

4solved e 2025
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Click "Save"

Delivered by
thread

= jsolved

L { 20f60 >

2" Ryan Rey... -

Q. salary Updates

&” Employee Admin Tools  Effective Date

Eg* Employee Management 3/18/2024
£ Employee Self-Service
Employee Welcome

My Dashboard

Pay History

W2/ACA/1099 Forms
Employee Profile

Employee Messages

Direct Deposits

Update Information

Salary Updates *Record Type:

EE Benefits > * Effective Date:
Time > Change Reason:
Turbo Tax *Pay Type:
* Pay Group:
* Frequency:

Normal Hours:

Aannual salary

Percent Increase:
Annual Salary:
Per Pay Salary:

Hourly Rate:

Notes:

14

Admin Tools"

Deli
thread
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* Workflow

Salary: #E#H.8#F
Hire Date: 1/26/1999

Work Location: MILWAUK
Team: 100 - 100

Ben Button IV Fay Group: Bi-Weekly
Employee #0025 Status: Active

Department: A1312 - A13. Client: CYN22 - CynTech

Company: Cynkar Technologies (Actiy

Q

isolved University

% Increase

¢ Change Reason

¢ Annual Salary ¢ PerPaySalary ¢ HourlyRate ¢ NormalHours ¢ Frequency ¢ PayGroup ¢ PayType

78003.12 3250.13 37.5000 86.67 Semi-Monthly — Bi-Weekly Salary

Future Change v

=

Approved Request by Supervisc v

6/2/2025

Salary v
Bi-Weekly v
Semi-Monthly v
86.67

§78,003.12

5.00
81902.94
341262
39.3749

Promotion

To see that this change was submitted, you can navigate to and Click "Employee

L < 20f60

Ryan Rey... -

Salary Updates

&'5 Employee Admin Tools + Effective Date

0.0 .
2% Employee Management e Pending

o

& Employee Self-Service 3/18/2024

Employee Welcome
My Dashboard

Pay History
W2/ACA/1099 Forms
employee Profile
Employee Messages + Add New
Direct Deposits

Update Information Salary
Salary Updates Workflow:
EE Benefits > * Effective Date:
Time > Change Reason:
Turbo Tax *Pay Type:
* Pay Group:
* Frequency:

Normal Hours:
Percent Increase:
Annual Salary:
Per Pay Salary:
Hourly Rate:

Notes:

 Workflow

Salary: #8#E.8F
Hire Date: 1/26/1999

Work Location. MILWAUK.
Team: 100 - 100

Department A1312- A3 Client: CYN22 - CynTech
Company: Cynkar Technologies (Acth

Q Ben Button IV Pay Group: Bi-Weekly
Employee # 0025 Status: Active

isolved University

¢ Change Reason ¢ %Increase ¢ Annual Salary ¢ PerPaySalary < HourlyRale ¢ Normal Hours ¢ Frequency ¢ PayGroup ¢ PayType

Approved Request by Supervis 5.00% 81902.88 3412.62 39.3749 86,67 Semi-Monthly Bi-Weekly Salary

78003.12 325013 37.5000 86.67 SemiMonthly Bi-Weekly salary

B Edit < Refres!

Pending

6/2/2025

B6.67
5.00
81902.88
341262
39.3749

Promotion



15 Click "Pending Workflow"
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2% Ryan Rey...w & <

thread

Client: CYN22 - CynTech
Company: Cynkar Technologies (Activ

Work Location: MILWAUK Department: A1312 - A13.

Team: 100 - 100

Salary: #E#H.8#F

Hire Date: 1/26/1999

Pay Group: Bi-Weekly
Status: Active

Q Ben Button IV

Employee # 0025

20f60 )
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Q. salary Updates

£2 Employee Admin Tools ¢ EffectiveDate ¢ Workflow & Change Reason ¢ %Increase ¢ Annual Salary ¢ PerPaySalary ¢ HourlyRate ¢ Normal Hours ¢ Frequency ¢ PayGroup Pay Type
EMpioyages HUation 6/2/2025 Pending Approved Request by Supervis... 5.00% 81902.88 341262 39.3749 86.67 Semi-Monthly Bi-Weekly Salary
< D 3/18/2024 78003.12 3250.13 37.5000 86.67 Semi-Monthly Bi-Weekly salary

Pending Workflow

Self-Service Management

+Add New [ E

Salary
Workflow:  Pending

* Effective Date:| §/2/2025

Change Reason:| Apprc

*Pay Type: v
* Pay Group: v
* Frequency:| Semi-Mont v

Normal Hours:| 86.67

Percent Increase:| 5.00
Annual Salary:| 81902.88
Per Pay Salary:| 3412 62

Hourly Rate:| 39.3749

Notes:| promotion

Then you can see any pending changes you have access to, and Click "View" to
view the details.

Client: CYN22 - CynTech

[isolved niversity | | @ Help

2 pending Workflow

O cle:

rouping/Filters

£ Employee Admin Tools ~ Collapse All Groups

 Expand All Groups
Employee Administration

Enrollment Management

g Workflow Actions Employee Legal Workflow
Sel-Service Management Name D Pay Group Name Name Transaction ... Initiated By Current Step
Name Assigned User
Christopher Bailey Bi-weekly kar Technolo..  Salary Updates salary Pending Approval  Client User - Benef
@] Benjamin Button.. 0025 Bi-Weekly Cynkar Technolg..  Salary Updates Salary Pending Approval  Client User - Benef
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That concludes the guide to submit an Employee's Salary for approval
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