Edit Time Cards as Supervisor/Manager 6 thread

This guide walks through viewing, editing and changing time cards. Specifically we
will fix missed punches and update Labor on an Employee's Time Card.

1 Navigate to https:/connect.threadhcm.com and log in.

rcynkar@threadhcm.com
Select a different username

Password
|

Forgot my password

Continue

[ P PassKey Log In ]
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https://www.threadhcm.com
https://identity.myisolved.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Disolved-chcpy%26response_type%3Dcode%26scope%3Dopenid%2520offline_access%2520core-api%2520notifications-api%2520sbrw-api%2520transmissions-api%26code_challenge%3D0M0kv4dwV6-1XwHaqLR7JIns60SnGYeST0VZ6jjN_SU%26code_challenge_method%3DS256%26state%3Dq0_B4NSXB83arxh6HU16kjc6M8yZiLV35dLh9WJ-Gp4CGMLhGctF8Oy_QhIWMOsmF_S0ezAKgO68SDAWOMlAy_iOPlxld5jMXKHau6QMGd1BAGHVh5M6FuS7OvFiobpHSzKioak4LPtu7kze25R18c2Y1Uo4DurkpdNUJRY6olc%26nonce%3D638846577408500411.NmFmZTVkZTUtZjEwOS00YzQwLWE4YWEtYjRhMDI3N2Y4MDM2NTM0NzZiMjEtNWEzOS00OWE1LWIzMDgtZDdkZWNmMWUxNDlj%26redirect_uri%3Dhttps%253A%252F%252Fconnect.threadhcm.com%252Fsignin-oidc
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Once you are logged in, click the person icon in the top left to navigate to
Manager or Supervisor View
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x Ryan Reynolds Fay Group: Bi-weekly Hire Date: 4/9/2025 Team Department Client: CYN22 - CynTech

Employee 71 Hourly: #¥48.8% Work Location: Augusta, GA Company: Cynkar Technologies (Acti

Welcome back Ryan isolved University

£ Employee Self-Service
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NOTIFICATIONS MY HUMAN RESOURCE CONTACTS

W2/ACA/1099 Forms

Employee Profile
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Direct Deposits
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Time >
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+~ Employee View

Manager View
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jon > MY PROFILE

PAY B
Ryan Reynolds MY PA MY BENEFITS

Finance Manager
Length of Service: 1 Month
Anniversary: 4/9/2025

Click "Manager View or "Supervisor View"

This can vary based on your setup, and Manager and Supervisor View can have
different employees and different access. Make sure you're on the correct view for
what you're trying to accomplish.

Please verify your time card for . Explore isoived People C
@ pay period 5/18/2025 -

5/31/2025.

x Ryan Reynolds PayGroup: Bi-Weekly
. Employee 2 1 Hourly: ###8.88

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

&, Change Employee or User

€3 My Account

& User Preferences

@ Electronic C
[@ Electronic D

@ University

[@ Terms and Conditions

[ Logout

Turbo Tax

Welcome back Ryan [Try Our New Look! ) (isolved University
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MY PROFILE
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® < >
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Length of Service: 1 Month
Anniversary: 4/9/2025
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4 To go directly to the time card, Click "Time" and "Time Card' and skip to Step 9

First we will be walking through the dashboard and how to view any outstanding
tasks you may have as a manager.

4f Ryan Reynolds - X

Client: CYN22 - CynTech  Legal: Cynkar Technologies

My Dashboard isaived Universit
£2 Employee Admin Tools )
Options
[@ Reports
| i Employee Self-Service P Transact
My Dashboard Pa F el
Emg

5 Once you move to your Manager or Supervisor, your view will default to My
Dashboard. From here you will have a summary of tasks. Click "Alert Monitoring"
to view any outstanding errors we may need to correct on the time card.
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2s* Ryan Reynolds - X

Client: CYN22 - CynTech Legal: Cynkar Technologies

My Dashboard

/% Employee Admin Tools
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£ Employee Self-Service Pending Transactions
My Dashboard

Time

Time Card
Employee Absences
Employee Calendar

Admin Calendar



6 Update any filters you'd like to add to find certain employees and Click "Apply"
If you don't add any filters, it will show all alerts for all employees.
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On this screen you will see a list of all of the employees with alerts that need to be
corrected.
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Click "View" on the far right of the employee record and you will be directed
directly to the time card
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9 When we get to the time card, we can see that there is a bright pink block
indicating the missing punch. We will correct this by adding the second punch for
that day. You can do this by simply clicking where you want to add a punch on the
time card. This will open a box to edit the specific time you need.

There may also be other errors out here in other colors. If you hover your mouse
over the block of time, it will show the Alert

a8 P f— i i Pay Group: Bi-Week! Hourly: S$5%5.8% Work Location: DECATU. Department: 01 - 01 Client: CYN22 - CynTech
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10  Once this box pops up, Click "Punch
W Kyan Keynolos ~ T Lo = E’m’p’m;‘ﬂre #0006 Status Active Hire Date: 1/30/2023 Team: 01 - 01 Company: Cynkar Technologies (Activ
£ show Results ~  (DRequestTime Off [3 Time Card Report
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11 From here you can change the Date, Time, and add any Notes for the missing
punch you are trying to add

Punch: | 06/02/2025
Type: | Normal

Mode: | Auto
(] Do Not Roufid

[ES | D Cancel

12  Once Completed, Click "Save"

Punch: | 06/02/2025 11:00 AM
Type: | Normal

Mode: | Auto

(] Do Not Round

Notes

Fix missing punch

[ERN | D Cancel




13 After any changes you make to the time card, Click "Show Results". This will show
that your changes have been updated.

To just fix a missed punch, or add hours, the guide ends here. The next steps will
walk though updating Labor on a time card (Department, Location, Division etc)

. Explore isolved People Clo
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& Ryan Reynolds ~ &
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15

ﬁ Employee Admin Tools

[ Reports
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My Dashboard

Time
Time Card
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Employee Calendar
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& Employee Self-Service

To Edit any existing blocks of time, you can click directly on the block.

< 1of1 > = e
) “ Employee #. 0006

Status: Active Hire Date: 1/30/2023 Team: 01-01
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16 Choose the drop down you are wanting to update from the appropriate drop
down

Start Time: | 06/04/2025
End Time: | 06/04/2025
Type: | Normal

Duration: |

Labor Group

Department: | Npt Assigned

Labor DefaultOverride

Department:

17  Choose the option from the dropdown

Start Time: | 06/04/2025
End Time: | 06/04/2025
Type: | Normal

Duration: | §

Labor Group

Labor DefaultOverride 1/ Accounting

- Wareh
Depariment:| S
3%gales

(5T | D cancel




18 Add Notes

Start Time: | 06/04/2025
End Time: | 06/04/2025
Type: | Nomal

Duration: | &

Labor Group

Department: 2 - Warehouse

Labor Default Override

Department:

[&ESTY  'O Cancel

19 Click "Save"

Start Time: | 06/04/2025 8:00 AM
End Time: | 06/04/2025 2:00 PM
Type: | Normal
Duration: | §
Labor Group

Department: 2 - Warehouse

Labor DefaultOverride

Department:

Notes

Updated Department |

(BRI | D Cancel




20 Once your'e done editing the Time Card, Click "Show Results"
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