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My Dashboard Quick Guide

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

https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx
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2 Click on your name in the top left to switch to Manager or Supervisor View

3 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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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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5 Click "You have Pending Punches Click here to view." or click Pending Punches on
the left side.

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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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.

8 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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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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10 Employee Punch Status
Here you can see all employees who are currently clocked in or out and the latest
record on employees time card.

11 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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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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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"

15 To verify here without having to go to each individual time card. Check the box
and click Save.
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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.


