My Dashboard Quick Guide

ﬁ thread

This guide highlights the My Dashboard screen, which is a great place for quick
reports for managers, supervisors and admins.

This screen may have the following Options based on the functionality set up in your

system:

- Pending Transactions
- Pending Punches

- Alert Monitoring

- Employee Punch Status

- Punch Note Response

- Scheduled Vs Worked Hours
- Earnings Summary of Hours

- Corrective Actions

*This Dashboard will only allow you to see the employees that you have access to.

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

MY PROFILE

Ryan Reynolds

Finance Manager

Length of Service: 8 Months
Anniversary: 4/9/2025

NOTIFICATIONS

& Documents requiring your review

MY PAY
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Check Number 18 29
Gross Pay
Net Pay
Direct Deposit

MY HUMAN RESOURCE CONTACTS

MY BENEFITS
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Search the menu

S Employee Self-Service

Employee Welcome

Pay History

Employee Profile
Employee Messages
Direct Deposits

Human Resources >

EE Performance Reviews >
Update Information >
EE Benefits >

ZayZoon On-Demand Pay
Time >
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Ryan Reynolds Pay Group: Bi-Weekly

Employee #:1 Hourly: ###£.##

s Welcome back Ryan

Q

MY PROFILE

Ryan Reynolds

Finance Manager

Length of Service: 8 Months
Anniversary: 4/9/2025

Click on your name in the top left to switch to Manager or Supervisor View

Hire Date: 4/9/2025 Team: Location:
Work Location: Augusta, GA Department:

NOTIFICATIONS MY HUMAN RESO!

& Documents r evie

MY PAY MY BENEFITS

@ 10/10/2025 771872025 >

Check Number 18 29

Gross Pay

Net Pay

Direct Deposit

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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Pay History

Employee Profile

Employee Messages

Direct Deposits

Human Resources >

EE Performance Reviews >
Update Information >

EE Benefits >

ZayZoon On-Demand Pay
Time >
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Employee #:1 Hourly: ###8.##

Welcome back Ryan
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Finance Manager ©
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Hire Date: 4/9/2025
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MY BENEFITS
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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.

The first option is Pending Transactions and it will show you any Employee
Updates that needs to be reviewed (Changes to Direct Deposit, Name,

Time Off Requests - Will take you to view and approve these requests

Pending Transactions: Salary updates, Address updates, Direct Deposit Updates
Pending Shift Requests: If you have scheduling this will show any requested
shifts

Pending Punches: this will take you to the Pending Punch Dashboard for Missed
Punch Requests
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e Q Options 9 q
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% Employee Admin Tools Pending Transactions
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5 Click "You have Pending Punches Click here to view." or click Pending Punches on
the left side.
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P ——— My Dashboard

Q Options
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2.9
202 Employee Management

F= Client Management

2 Employee Self-Service

Employee Welcome
My Dashboard

Pay History
Employee Profile

Employee Messages
Company Information
Humnan Resources >

EE Performance Reviews >
Update Information 3

EE Benefits >

Time >

Occurrences

Corrective Actions

6 From here you can view the missed punches submitted by employees. If you click
View on the far right it will take you to the time card. You can also approved
Pending Punches from there.

You can check the box for any you would like to approve or reject. Select your
option from the drop down and Click Process.
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Client: CYN22 - CynTech  Legal: Cynkar Technologies

& My Dashboard isolved Univer:

Filtered: Status (Activef, Punch Status (ifending), Start Date (12/21/2025), End Date (1/11/2026)

’ YE
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7 These screens will have the Filters up top. These filters will vary slightly depending
on the screen. If you click Apply without a filter it will show all employees.
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Search the menu

ﬁ Employee Admin Tools
ggf' Employee Management
@ Client Management

B Payroll

@ Reports

8 Employee Self-Service

employee Welcome

My Dashboard

Pay History

WOTC Questionnaire
W2/ACA/1099 Forms
Employee Profile
Employee Profile Picture
Employee Messages
Company Information
Direct Deposits
Employee Contacts
Human Resources >
EE Performance Reviews >
Update Information >
EE Benefits >

Time >

Client: CYN22 - CynTech

Legal: Cynkar Technologies

My Dashboard

Filtered: Statug(Active), Punch Stetus (Pending), Start Date (09/19/2025), End Date (09/25/2025)

Options
Policy Grbup: Worked Labor:

ANY v ANY v
Pending Transactions R e,
Pending Punches ANY v ANY S
T Punch Status: Start Date:

- " Pending v 9/19/2025 3
Employee Punch Status =
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EE Status:
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EE Type:
ANY v
End Date:
9/25/2025 i
% Type + Mode

Manager:
ANY v
Supervisor:
ANY v

¢ Depart.. ¢ Notes ¢ Status..

(lisolved University

Y Filter

EE Group:
ANY v

¢ Status . &

If you don't see the filters click the gray "Filtered" bar up top and expand that
menu again. They hide after Applying filters
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£% Employee Admin Tools
Eg;ﬁ Employee Management
@ Client Management
B Payroll
[& Reports
8 Employee Self-Service
Employee Welcome
My Dashboard
Pay History
'WOTC Questionnaire
W2/ACA/1099 Forms
Employee Profile
Employee Profile Picture
Employee Messages
Company Information
Direct Deposits
Employee Contacts
Human Resources

EE Performance Reviews

Update information >
EE Benefits >

Time >

Client: CYN22 - CynTech

Legal: Cynkar Technologies

My Dashboard

Filtered: Status| Active), Punch Stalus (Pending), Start Date (09/19/2025), End Date (09/25/2025)

Options

Pending Transactions

<Al * Status < TCID < EEID < Employ-- % Date/Ti--

Pending Punches
Alert Monitoring

Employee Punch Status
Punch Note Response
Scheduled Vs Worked Hou.
Eamings Summary of Hou.

Corrective Actions

% Type ¢ Mode

¢ Depart. % Notes ¢ Status

[ isolved university

Y Filte

¢ status - ¢



9 Alert Monitoring
This shows all alerts.
You can filter by Alert Type, or Severity.
Missed Punches on a Time Card for example are going to be Critical Alerts. Choose
your filters and hit Apply.
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Corrective Actions

Turbo Tax



Employee Punch Status
Here you can see all employees who are currently clocked in or out and the latest
record on employees time card.

4a* Ryan Rey... ~ L.

Search the menu

#’ Employee Admin Tools
gaf' Employee Management
@ Client Management
@ Reports
% Employee Self-Service
Employee Welcome
My Dashboard
Pay History
W2/ACA/1099 Forms
Employee Profile
Employee Messages
Company Information
Direct Deposits
Human Resources >
EE Performance Reviews >
Update Information >
EE Benefits >
Time >
Occurrences
Corrective Actions

Turbo Tax

Client: CYN22 - CynTech
My Dashboard

Options

Pending Transactions

Pendjpg Punches

Sthag)  Worked Hou.

Eamings Summary of Hou

Legal: Cynkar Technologies

Filtered: Status (Active), Start Date (09/18/2025), End Date (09/24/2025)

Policy Group Worked Labor:

ANY v ANY v

Pay Group: Labor Value:

ANY v ANY v

Severity Alert Type:

ANY v ANY v
Search Apply Reset

+ Employee Na-- ¢ Date/Time ¢ Alert Type

Scheduled Vs Worked Hours
If you have scheduling turned on, this allows you to compare employees hours on

the time cards to their scheduled hours.
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W Filter
EE Status: Manager: EE Group:
Active v ANY v ANY v
EE Type: Supervisor:
ANY v ANY v
Start Date: End Date:
9/18/2025 A 9/24/2025 =
+ Severity ¢ Department Manager # Supervisor
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Search the menu
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My Dashboard
Pay History
W2/ACA/1099 Forms
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Employee Messages
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Direct Deposits
Human Resources >
EE Performance Reviews >
Update Information >
EE Benefits >
Time >
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Corrective Actions

Turbo Tax
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My Dashboard
Options
Pending Transactions

Pending Punches

Alert Monitoring
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Legal: Cynkar Technologies

Filtered: Status (Active), Start Date (09/18/2025), End Date (09,/24/2025)

Policy Group Worked Labor:
ANY v| | any v | | Active

Pay Group Labor Value:

ANY v| | ANY v | ANY
Type: Mode:

ANY v| | ANY v| | ANY

Reset
¢ Employee Na.. ¢ Date/Time < Type + Mode
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W Filter
EE Status Manager: EE Group:
v| [ANY v ANY X
EE Type: Supervisor: Punch Status:
v| | ANy ~| | approved v
Timecard Note: Response: Start Date Enc
v| | ANy ~ | 9r18/2025 28 | os24/2025

< Punch Note ¢ Additional No... ¢ Note Response & User ¢ Last Update



12 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.
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My Dashboard
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13 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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14  Click "Apply"
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16 You can also filter by specific earnings for a date range to view things such as how
much PTO or Overtime is being paid.
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