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Update Salary Information for Approval
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.

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

https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx
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2 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.

3 Click "Manager View"
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4 Navigate down and Click "Update Information"

5 Click "Salary Updates"
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6 Once you click Salary Updates, it will ask you to choose an employee, select the
employee you would like to update.

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

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

12 Add any additional notes to explain the update
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13 Click "Save"

14 To see that this change was submitted, you can navigate to and Click "Employee
Admin Tools"
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15 Click "Pending Workflow"

16 Then you can see any pending changes you have access to, and Click "View" to
view the details.
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17 That concludes the guide to submit an Employee's Salary for approval


