Scheduler Basics

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

6 threa

& Ryan Cyn... £ 3 Client: CYN22 - CynTech Legal: Cynkar Technologies  Status: Active
Search the menu Q
Scheduler  History
() Customer Service Please use filters to set criteria or just click apply to load defauit results.
ﬁ Employee Admin Tools Filtered: Status (Active)
Employee Administration Policy Group: Home Labor Field: Status’ Active w Manager aNy v EE Group] ANY
ANY ANY v
Compensation Management >
Pay Group, ANY v Home Labor Value:  EE Type] ANY v |Supervisor, aNY v Team] ANY
Employee Scheduling ANY w
Default Schedule
Scheduler
Scheduler Import

Enrollment Management
1-9 Management >
Pending Employees
Pending Terminations
Pending Workflow
Self-Service Management
Employee Analytics >
Employee Utilities >

-°g?~ Employee Management
@ Client Management
Payroll

Ea Reports

£ Production Utilities

@ Security

E Conversion Management

E@) System Management

0

v HR Gategory

ANY

v HR Value: ANy

-

v

Search:

Shift Status:(ANY)

Q Client Search

¥ Filter

Apply  Reset


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

2  Click "Scheduler"

= jsolved

Delivered by
thread

2 RyanCyn..

(> Customer Service
&2 Employee Admin Tools
Employee Administration
Compensation Management >
Employee Scheduling
Default Schedule
Scheduler
Scheduler Import
Enroliment Management
19 Management >
Pending Employees
Pending Terminations
Pending Workflow
Self-Service Management
Employee Analytics >
Employee Utilities >

E,@.?\ Employee Management
£=) Client Management

& Payroll

[@ Reports

£49 Production Utilities

& Security

E3 conversion Management

3 Choose any fields you'd like to filter by and Click "Apply"
If you want to see all employees you have access to, just click "Apply

1solved

Client: CYN22 - CynTech Legal Cynkar Technologies  Status: Active

Scheduler  History
Please use filters to set criteria or just click apply to load default results

Filtered: Status (Active)

Palicy Group: Home Labor Field: Status: active v | Manager: ANY ~ | EEGroup: ANY
ANY v ANY v
Pay Group] ANY Home Labor Value: EE Type: ANy  w Supervisor, ANY w Team: ANY

ed by

Q Client Seare

¥ Filte
v HR Category.  Search
ANY v
v| HRValue: any v Shift Statusi aoply| [Russt

LRyanCyn... #

) Customer Service
% Employee Admin Tools
mployee Administration
Compensation Management >
Employee Scheduling
Default Schedule
Scheduler
Scheduler Import
Enrollment Management
1-9 Management
Pending Employees
Pending Terminations
Pending Workflow
Self-Service Management
mployee Analytics >
mployee Utilities >

f"\ Employee Management
3 Client Management

ﬂ Payroll

) Reports

4 Production Utilities

Y Security

3 Conversion Management

Client: CYN22 - CynTech  Legal: Cynkar Technologies  Status: Active

Scheduler  History

Please use filters to set criteria or just click apply to load default results.

Filtered: Status (Active)

Home Labor Field:
ANY v

Home Labor Value:

Policy Group:
ANY v

Status! active w| Manager ANY

Pay Group] ANY v EE Type: ANY + Supervisor ANY

v EEGroup] ANY v

Team! ANY v

Q, Client Search
W Filter
HR Category:  Search:
ANY v
HRValue ANy ~  Shift Status:(any) Apply | Reset



4  Click on the time card where you are looking to add a shift.

& RyanCyn..

Search the menu

{2 Customer Service
I &B Employee Admin Tools
Employee Administration
Compensation Management >
Employee Scheduling ~
Default Schedule
Scheduler
Scheduler Import
Enrcliment Management
-9 Management >
Pending Employees
Pending Terminations
Pending Workflow
Self-Service Management
Employee Analytics >
Employee Utilities >
"’,gb\ Employee Management
@ Client Management
Payroll
B Reports
£4 Production Utilities
& Ssecurity

E3 conversion Management

Q, Client Seare

Client: CYN22 - CynTech Legal: Cynkar Technologies  Status: Active

Scheduler  History

Filtered: Status (Active) W Filter

Schedule By Employee

Showing results 1 - 50 of 62 il 2 Next >

Scheduler < Sun06/15/2025-Sat 06/21/2025 > Hows~  Days™  Month

Sun 6/15 Tue 617 Wed 6/18 Thu 6/19 Fri 6/20 Sat&/21 -

Total
Bailey, Christopher

Button IV, Ben
Clooney, George
Dooly IV, David
Doore, Samuel
Employee, Mel
Employee, Penn
EMPLOYEE, TEST

Fieri, Guy R

Fowler. Rickie
Tatal

5  Choose the shift from the dropdown

Schedule Comments
Employee Name: Bailey, Chri:
shift Name: | First Shift
Override Shi
Open Shift
On Call Shift

*Start Time: | 6/16/2025

*End Time: | 6/16/2025
*Duration:| 8.00
Required: |

Maximum: |
* Attendance Rule: | test
Meal/Break Rule:

Labor

Department: v

@ Draft (& Post XaitT]



6  Click "Override Shift" if you need to change any details for the existing shift.

Schedule Comments

Employee Name:ﬁchnswpher
Shift Nami

0n Call Shift

*StartTime: 6/16/2025 | [g00am |
*End Time:| 6/16/2025 | | 2:00FM
*Duation:|go0 |

Required: |
Maximun:

* Attendance Rule:| test
Meal/Break Rule:

Labor

Department: o

L] Scancel |

7  Ifallis correct, Click "Post"

Schedule
Employee Name: Bailey, Christopher
Shift Name: | First Shift
(] Open shift
[ on call Shift

*Start Time: | 6/16/2025 8:00 AM
*End Time: | 6/16/2025 400 PM
*Duration: | 8.00
Required: |

Maximum: |
. Rule: | test
Meal/Break Rule:

Labor
Department: |




8 Ifyou click and drag on the time card, you can add multiple days of shifts.

= J1solved

ARyanCyn.. Q Client Searel

Search the menu Q
Scheduler  History
{2 Customer Service
Filtered: Status (Active) —
| &% Employee Admin Tools e

Employee Administration

Schedule By Employee

Compensation Management >

Employee Scheduling Showing results 1 - 50 of 62 12 Next >
T Scheduler < Sun06/15/2025-Sat06/21/2025 > Hows~  Daysv  Month
Scheduler Sun6/15 Man6/16 6117 Wed6/18 Thu6/19 Frii6/20 saté6/21 [ a
Scheduler Import Bailey, Christopher H o$e First Shift | 8.00

Enroliment Management 8:00 AM - 4:00 PM

1-9 Management >

Pending Employees.

Pending Terminations Button IV, Ban H

Pending Workflow

Self-Service Management Clooney, George H

Employee Analytics >
Employee Utilities > Dooly IV, David :
22 Employee Management Doore, Samuel H
E Client Management 3
Employee, Mel H
@ Payroll
[ Reports Employee, Penn H
£3 Production Utilities .
EMPLOYEE, TEST H
& Security
E Conversion 1t Fieri_Guv R H
Teval T Tann

9  Then Post.

Schedule Comments
Employee Name: Bailey, Christopher

Shift Name: | First Shift v

@ Create a Schedule for Each Day
() Create a Single Schedule

Selected Dates: 6/17/2025
6/20/2025

Override Shift
Open Shift
on Call shift

Maximum:

* Attendance Rule: | test
Meal/Break Rule:

Labor

Department: v
@ praft [ Post XUtT]
~—




10 If you need to copy schedules to future weeks, Click "Copy Schedules"

= jsolved i<

2 RyanCyn.. Client: CYN22 - CynTech  Legal: Cynkar Technologies

Q, Client Seare

Search the menu Q
Scheduler  History
{2 Customer Service

Filtered: Status (Active)

. W Filter
&B Employee Admin Tools
Employee Administration Schedule by Empityse -
Compensation Management > sults @ copy Schedules + Approvals ~ = Weekly Schedule Report
Employee Scheduling ~ Showing results 1 - 50 of 62 ~— il 2 Next >
Default Schedule Scheduler ¢ Sun06/15/2025-Sat 06/21/2025 > Houwsv  Daysv  Month
Scheduler Sun 6715 Mon6/16 Tue 617 Wed 618 Thu 6/19 Fri 6/20 sate/21 erer a
R Bailey, Christopher o Firstshift o First shift 3 First shift o First shift 3 First shift 40.00
Enrollment Management B:00AM-400PM  B.00AM-4:00PM | B00AM-400PM = BO0AM-400PM  B:00 AM-400PM
19 Management >
Pending Employees
Pending Terminations Button IV, Ben H
Pending Workflow
Self-Service Management Clooney, George
Employee Analytics >
Employee Utilities > Dooly IV, David H
202 Employee Management Doore, Samuel
@ Client Management 5
Employee, Mel H
Payroll
[ Reports Employee, Penn i

£4 Production Utilities
& Ssecurity

E Conversion Management Fieri Guy R H
Tatal

EMPLOYEE, TEST

| anan

11 You can choose the employees you want to copy, and the date range you'd like to
copy to and from.

Copy Employee Schedules Forward

Employee, Mel
Employee, Penn
EMPLOYEE, TEST
Fieri, Guy R
Fowler, Rickie
Grohl, Dave
Hn#fman Nuctin

Source:
(@ Use Curent View Range
() Use Specified Range
Date Range:| 6/15/2025 6/21/2025
Destination:
Date Range:| 6/22/2025 | | 6/28/2025
Overlap Options

Overlap Type: Overlap Action:
@ ByDay @ Replace
O By shift O skip

5 cancel




12 Then click "Save"

Copy Employee Schedules Forward

Copy Employees:

Unselected Selected
Bailey, Christopher Clooney, George
Button IV, Ben Dooly IV, David
Employee, Mel Doore, Samuel
Employee, Penn
EMPLOYEE, TEST >
Fieri, Guy R
Fowler, Rickie <
Grohl, Dave
Hoffman, Dustin
Jack, John
Jackson, Michael
iahnenn Mathan

Source:
(@ Use Current View Range
() use specified Range
Date Range:| 6/15/2025 | | 6/21/2025
Destination:
Date Range:| 6/22/2025 6/28/2025
Overlap Options
Overlap Type: Overlap Action:
@ ByDay (@ Replace
O ey shift O Skip

D cancel

13 There is also the option of Default Scheduler. If you create Schedule Rules, you can
then apply those schedules to employees using Default Schedules and these can
be set up indefinitely into the future so you don't have to manually assign shifts.

Click "Default Scheduler"

= Jsolved

ARyanCyn.. Client: CYN22 - CynTech St sc
Search the menu Q Employee List
() Customer Service » Expand All

I JB Employee Admin Tools

Drag a column header here to group by that column 8 o
Employee Administration
" = 5 Legal Name T Pay Group Employee ID First Name Preferred Na... Middle Name Last Name status T Team Department
Employee Sched Q Q Q Q Q Q Q Q Q Q
Cynkar Technolo..  Bi-Weekly 0006 Christopher Bailey Active
Cynkar Technolo..  Bi-Weekly 0025 Benjamin Ben Button IV Active
Scheduler Import
Enroliment Management Cynkar Technolo..  Bi-Weekly 520 George Clooney Active
19 Management > Cynkar Technolo..  Bi-Weekly 0013 David Dacly IV Active
Pending Employees
) e Cynkar Technolo..  Bi-Weekly 0024 Samuel Doore Active
Pending Terminations
Pending Warkflow Cynkar Technolo..  Bi-Weekly 516 Mel Employes Active
Self-Service Management Cynkar Technolo..  Bi-Weekly 2354 Penn Employee Active
Employee Analytics >
- Cynkar Technolo..  Bi-Weekly 2384 TEST EMPLOYEE Active 01-01
Employee Utilities >
Cynkar Technolo..  Bi-Weekly 0003 Guy R Fieri Active
#2% Employee Management
Cynkar Technolo..  Bi-Weekly 2365 Rickie Fowler Active
@ Client Management
= Cynkar Technolo..  Bi-Weekly 2381 David Dave Grohl Active
Payroll
B & Cynkar Technolo..  Bi-Weekly 2378 Dustin Hoffman Active
eporis
£4 Production Utilities b b g Solin Jack Active
& security Cynkar Technolo..  Bi-Weekly 38 Michael Jackson Active

3 conversion Management Cynkar Technolo..  Bi-Weekly 0026 Nathan Johnsan Active



14 Click "Add New" and add your Schedule Rule.
(Schedule Rules do need to be created first)

1solved

i i i Pay Grouj -Weekl Hourly: 37.0000 Work Location: DECA Department: Client: CYN22 - CynTech
L rpncin. ¢ 1of62 > = @ ChristopherBailey rFxc y ¥ o
Employee # 0006 Status: Active Hire Date: 1/30/2023 Team: Location Company: Cynkar Technologies (Active)
- Q Default Schedule isolved University
£ Customer Service ¢ Effective Date ¢ Schedule Rule

22 Employee Admin Tools
Employee Administration
Compensation Management >
Employee Scheduling
Default Schedule
Scheduler
Scheduler Import

Enroliment Management

'+ Add New | 2 Refresh
1-9 Management > ”
Pending Employees Default Schedules
Pending Terminations *schedule Rule:| No Schedule o
Pending Warkflow *Effective Date:| 6/19/2025 ]
Self-Service Management )

Employee Analytics >
Employee Utilities >

'Dﬁ.?\ Employee Management
=3 Client Management

& Payroll

[@ Reports

B4 Production Utilities

& Security

B3 conversion Management



15 If you navigate back to the time card, you will see blocks of time on each day that
has a schedule. This will be in the background of any worked blocks of time.

If you want to edit the schedule for that specific employee quickly, you can click
"View Scheduler"

1solved

LRyanCyn.. &

) Customer Service

E Employee Admin Tools
& Employee Management
3 Client Management

Payroll

Reports

e

Production Utilities
Security

Conversion Management

Wy

System Management

Employee Self-Service

mployee Profile
mployee Profile Picture
mployee Messages
ompany Information
irect Deposits

mployee Contacts
luman Resources >

E Performance Reviews >
pdate Information >

E Benefits >

ayZoon On-Demand Pay

ime

Q Q M M N N N N N N N =

Client. CYN22 - CynTech

Q Christopher Bailey FayGroup: Bi-Weekly  Hourly: 37.0000 Work Location: DECA.  Department
Company. Cynkar Technologies (Active)

Employee # 0006 Status: Active Hire Date: 1/30/2023 Team: Location:

eCardReport (9 Schedule Report [ Preview Check A Alert Detail

+7:00 AM -7:00 AM
10:30 AM- 11:40 AM-
3.50 hrs 467 hrs

A-700 AM-

16 If you do want a full schedule for the week, you can navigate back to the Scheduler
and Click "Weekly Schedule Report"

1solved

& RyanCyn...

() Customer Service
42 Employee Admin Tools
Employee Administration ~~
Compensation Management >
Employee Scheduling
Default Schedule
Scheduler
Scheduler import
Enrollment Management
19 Management >
Pending Employees
Pending Terminations
Pending Workflow
Self-Service Management
Employee Analytics >
Employee Utilities >

fgrﬂ.?‘ Employee Management
FE_H Client Management

& Payroll

[@ Reports

£4 Production Utilities

& Security

B3 conversion Management

Client: CYN22 - CynTech  Legal: Cynkar Technologies  Status: Active Q, Client Searc

Scheduler  History

Filtered: Status (Active) ¥ Filter

Schedule By Emplayee

+ Approvals ~ | [BWeekly Schedule Réport

Showing results 1 - 50 of 62 1l 2 Next »
Scheduler < Sun06/15/2025-Sat 06/21/2025 > Hours~  Days™  Month

Sun6/15 Mon 6/16 Tue 6117 Wed 6/18 Thu 6/19 Frie/20 Sat6/21 Total A
Bailey, Christopher First Shift First Shift First Shift First Shift First Shift 40.00

8:00AM-400PM  800AM-400FM = 800AM-400PM = B00AM-4:00PM  8:00 AM-400FPM

Button IV, Ben

Clooney, George

Dooly IV, David

Doare, Samuel

Employee, Mel

Employee, Penn

EMPLOYEE, TEST

Fieri_Guy R
annn



