Timekeeping Basics a thread

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

ZRyanRey.- # ©- Ryan Reynolds Pay Group: Bi-Weeky Hire Date: 4/3/2025 Team Looatior: P ——
Employee - 1 Hourly: ###2.88 Work Location: Augusta, GA Department: Company: Cynkar Technologies (Active)
seatch the menu Q  Welcome back Ryan

‘% Employee Self-Service

NOTIFICATIONS MY HUMAN RESOURCE CONTACTS
Employee Welcome

Pay History
W2/ACA/1099 Forms
Employee Profile
Employee Messages
Direct Deposits

Human Resources >
Update Information > MY PROFILE

MY PAY MY BENEFITS
EEE & Ryan Reynolds
ZayZoon On-Demand Pay ® = 7 3

Time > Length of Service: 2 Months Chbek Morbe

G P
LT Anniversary: 4/9/2025 i

Finance Manager

Net Pay

Direct Deposit


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

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

1solved

Ryan Reynolds Pay Group: Bi-Weekly

Employee #:1 Hourly: #2828

& Ryan Rey...~

Q. Welcome back Ryan

8 Employee Self-Service
NOTIFICATIONS
Employee Welcome

Pay History
W2/ACA/1099 Forms
employee Profile
Employee Messages
Direct Deposits

Human Resources >

Update Information > MYPROFILE

MY PAY
EE Benefits > Ryan Reynolds
ZayZoon On-Demand Pay ®

Finance Manager
WIEE 2 Length of Service: 2 Months Check Nubeg

Tt T Anniversary: 4/9/2025

3  Click "Manager View"

1solved

Location Client: CYN22 - CynTech
Company. Cynkar Technologies (Acth

isolved University

MY HUMAN RESOURCE CONTACTS

MY BENEFITS

Ryan Reynolds Pay Group: Bi-Weekly
Employee £ 1 Hourly: ###8. 28

& RyanRey..~

RRec View @ Welcome back Ryan
Manager View
Supervisor View E NOTIFICATIONS
Etpyes e
Pay History
W2/ACA/1099 Forms
Employee Profile
Employee Messages
Direct Deposits
Human Resources >

Update Information > MY PROFILE
MY PAY
=D Ryan Reynolds

ZayZoon On-Demand Pay Finance Manager ®

Jhme Length of Service: 2 Months Check Nuber
it e Anniversary: 4/9/2025 Frossbay
Net Pay

Direct Deposit

Location: Client. CYN22 - CynTech
Company: Cynkar Technologies (Activ

isolved Universi

MY HUMAN RESOURCE CONTACTS

MY BENEFITS



4 Your default view as a Manager or Supervisor will be My Dashboard. From here
there are a few quick views.
Under the Pending Transactions screen there are a few items you can view.
Pending Time Off Requests will show if you have any Time Off Requests to review.
Pending Transactions would be if you have employees updating info, that need
approval
Pending Punches would be if employees are submitting missed punches.

= 1solved i

282 Ryan Rey...~ % Client: CYN22 - CynTech  Legal: Cynkar Technologies

Q My Dashboard isclved University
fﬁ Employee Admin Tools )
s Options You have No Pending Time Off Requests
2% Employee Management
f= Client Management
[@ Reports

2 Employee Self-Service

Employee Welcome

My Dashboard

Pay History
W2/ACA/1099 Forms
Employee Profile
Employee Messages
Company Information
Direct Deposits
Human Resources >
Update Information >
EE Benefits >

Time >
Occurrences
Corrective Actions

Turbo Tax

5 Click "Pending Punches" if you have any to review

= isolved v

42 Ryan Rey...~ Client: CYN22 - CynTech  Legal: Cynkar Technalogies

@ My Dashboard Tectva Voivareit

22 Employee Admin Tools

o0 Options
~25 Employee Management
@ Client Management Pen, ranShctions
You have b ding Punches between 5/18/2025 - 9/16/2025 @
[ Reports P F 9

2 Employee Self-Service
Employee Welcome

My Dashboard

Pay History
W2/ACA/1099 Forms
Employee Profile
Employee Messages
Company Information
Direct Deposits
Human Resources >
Update Information >
EE Benefits >

Time >
Occurrences
Corrective Actions

Turbo Tax



Apply on any of these screens will turn on the filters and by default show you all
employees.

1solved

2a% Ryan Rey...~ M Client: CYN22 - CynTech  Legal: Cynkar Technologies

arch the ment @ My Dashboard (noes eiversity
&2 Employee Admin Tools i Filtered: Status (Active), Punch Status (Pending), Start Date (06/11/2025), End Date (06/17/2025) Yrite
2% Employee Management Options Policy Group: Worked Labor: EE Status: Manager EE Group

ANY v ANY v Active v ANY v ANY v

£23 Client Management Pay Group: Labor Value: EE Type: Supervisor:

B Reports ANY v ANY v ANy v ANy v

= Punch Status: Start Date: End Date:

2 Employee Self-Service Pending v = 6/17/2025 i

Employee Welcome Search: m Reset

My Dashboard

Pay History o

W2/ACA/1099 Forms:

Employee Profile s All $Staus & TCID % EEID ¢ Employee ¢ Date/Ti-- & Type $Mode % Depart- ©MNotes & Status- & Status. &

Employee Messages
Company Information
Direct Deposits
Human Resources >
Update Information >
EE Benefits >

Time >
Occurrences
Corrective Actions

Turbo Tax

Alert Monitoring will allow you to view any Missed Punches for each employee and
allow you to navigate to their time card.

1solved

482 Ryan Rey...~ W Client: CYN22 - CynTech  Legal: Cynkar Technalogies

Search the menu Q My Dashboard (isolved University

&’5 Employee Admin Tools - Filtered: Status (Active), Punch Status (Pending), Start Date (06/11/2025), End Date (06/17/2025) W Filte
Options

Eg* Employee Management

5 Client Management

Al & Status % TCID ¢ EEID % Employee ¢ Date/Ti-- & Type ¢ Mode ¢ Depart-- % Notes ¢ Status - & Status .. &
[@) Reports P Punthes

L, Employee Self-Service

Employee Welcome

My Dashboard

Pay History
W2/ACA/1099 Forms
Employee Profile
Employee Messages
Company Information
Direct Deposits
Human Resources >
Update Information >
EE Benefits >

Time >
Occurrences
Corrective Actions

Turbo Tax



8

= isolved

Delivered by

thread

"Employee Punch Status" will show you who is currently punched in and out.

ﬁ Employee Admin Tools

r“,g? Employee Management

&= Client Management

@ Reports

Q

& Employee Self-Service

Employee Welcome
My Dashboard

Pay History
W2/ACA/1099 Forms
Employee Profile
Employee Messages
Company Information
Direct Deposits
Human Resources >
Update Information >
EE Benefits >

Time >
Occurrences
Corrective Actions
Turbo Tax

9

Client: CYN22 - CynTech Legal: Cynkar Technologies

My Dashboard

- Filtered: Status (Active)
Options

+ Employee Name
Pending Transactions Bailay, Christophier

PendingPunches Button IV, Benjamin
Aleft Monitoring Clooney, George

Dooly IV, David

Doore, Samuel

Punch Note Response

Earnings Summary of Hou Employee, Mel
Employee, Penn
EMPLOYEE, TEST
Fleri, Guy R
Fowler, Rickie
Grohl, David
Hoffman, Dustin
Jack, John
Jackson, Michael
Johnszon, Nathan
Kelly, Bridget
Manual, Christian
Martinez, Juan
McCoy, Noah

McCramer, Logan

Mickelson, Phil

date range you select.

1solved

Deliver
thread

% Date/Time

06/06/2025 05:00 PM
05/26/2025 08:00 AM
05/26/2025 08:00 AM
05/26/2025 08:00 AM
05/26/2025 08:00 AM
05/26/2025 08:00 AM

05/26/2025 08:00 AM

05/26/2025 08:00 AM
05/26/2025 08:00 AM
05/26/2025 08:00 AM
05/26/2025 08:00 AM
05/26/2025 08:00 AM
05/26/2025 08:00 AM
05/26/2025 08:00 AM
05/26/2025 08:00 AM
05/26/2025 08-00 AM
05/26/2025 08:00 AM
05/26/2025 08:00 AM
05/26/2025 08:00 AM

05/26/2025 08:00 AM

< Type
Normal
Holiday
Holiday
Holiday
Holiday
Holiday
Holiday
Absent
Holiday
Holiday
Holiday
Haliday
Holiday
Holiday
Holiday
Holiday
Holiday
Holiday
Heliday
Holiday

Holiday

% Mode
Hour
Memorial Day
Memorial Day
Memorial Day
Memorial Day
Memorial Day
Memorial Day
Unscheduled
Memorial Day
Memorial Day
Memorial Day
Memorial Day
Memorial Day
Memorial Day
Memorial Day
Memorial Day
Memorial Day
Memorial Day
Memorial Day
Memorial Day

Memorial Day

 Department

# Manager

Reynolds, Ryan

McCoy, Noah

(isolved University

¥ Filte

# Supervisor

View
View
View
View
View
View
View
View
View
View
View
View
View
View
View
View
View
View
View
View

View

"Earnings Summary of Hours" will show you employee hours by earning for the

L.

ia* Ryan Rey...~
earch the menu

& Employee Admin Tools
Df~ Employee Management
3 Client Management

3 Reports

% Employee Self-Service

Employee Welcome
My Dashboard

say History
WN2/ACA/1099 Forms
Employee Profile
Employee Messages
Sompany Information
Direct Deposits
Human Resources >
Jpdate Information >
£E Benefits >

Time >

Occurrences
Corrective Actions
Turbo Tax

Client: CYN22 - CynTech  Legal: Cynkar Technologies

My Dashboard

Filtered: Status (Active), Earning Type (ANY), Start Date (5/26/2025), End Date (6/13/2025)

Options
Policy Group:
ANY i
Pending Transactions Labor Value:
Pending Punches L 2
E 3
Alert Monitoring ANY ammgwp:
Employee Punch Status Search:

Punch Note Response

Earnings Summar

Hou-

+ Employee Name

Bailey, Christopher

Clooney, George
Doore, Samuel

Employee, Penn

Worked Labor:

ANY

ANY

Start Datet 5/26/2025

520

0024

2354

v

EE Type:

Active

ANY

EE Status:
~

Supervisor.

[E%nd Dater| 6/13/2025

 Earnings

Holiday
Holiday

Holiday

% Hours

4100 -

8.00
8.00

B

Manager:
ANY ~
EE Group: | ANY v

Include Employees with no
Earnings:[ |

# Hour Notes

@

olved University

¥ Filter *

Verification Filters

Pay Group
ANY v
Payroll Run:

View

View
View

View



10 To Navigate to the Time Card, Click "Time"

search the menu Q My Dashboard

ﬂ Employee Admin Tools R Filtered: Status (Active), Earning Type (ANY), Start Date (5/26/2025), End Date (6/13/2025) W Filte
Options 200 -

«?g? Employee Management P M taming

@ Client Management Pending Transactions

@ Reports Pending Punches 150 7

. Alert Manifs
I g Employee Self-Service ST Hammnng
Employee Punch Status
Employee Welcome 100 -
Punch Note Response

iﬁ Earnings Summary of Hou
W2/ACA/1099 Forms. )
Employee Profile
Employee Messages 0-
Company Information Holiday Hourly Regular
Direct Deposits = Employee Name 21D < Eamings % Hours  Hour Notes
Human Resources > Bailey, Christopher 0006 - Y & View
e \ Imom;aﬂon ’ Clooney, George 520 Holiday 8.00 View
Time Doore, Samuel 0024 Holiday 8.00 View
es Employee, Penn 2354 Holiday 8.00 View
Corrective Actions Hoffman, Dustin 2378 Holiday 8.00 View
Turbo Tax Jack, John ooe Holiday 2.00 View
Jacksen, Michael 38 Holiday 8.00 View
Johnson, Nathan 0o0zé Holiday 800 View
Manual, Christian 0023 Holiday 8.00 View
McCoy, Noah oo28 Holiday 8.00 View
Mickelson, Phil 2362 Holiday 8.00 View
11 Click "Time Card"
Search the menu Q My Dashboard
£® Employee Admin Tools ) Filtered: Status (Active), Earning Type (ANY), Start Date (5/26/2025), End Date (6/13/2025)  Filte
% Employee Management Qptions ki M Eaming
@ Client Management Pending Transactions
B Reports Pending Punches 130

: Alert Menitorin
I g Employee Self-Service '
Employee Punch Status
Employee Welcome 100
Punch Note Response

My, Dashboard —_—
Earnings Summary of Hou
Pay History il
W2/ACA/1099 Forms
Employee Profile
Employee Messages o -
Company information Holiday Hourly Regular
Direct Deposits + Employee Name #1D # Eamings # Hours. # Hour Notes
Human Resources > Bailey, Christopher 0006 - a00 - ® View
Update Information >
Clooney, George 520 Holiday 8.00 View
Doore, Samuel 0024 Holiday 8.00 View
Employee, Penn 2354 Holiday 8.00 View
Hoffman, Dustin 2378 Holiday 8.00 View
Time Off Balances Jack, John [LE Holiday 200 View
Enpr e A Jackson, Michael Y Holiday 8.00 View
Admin Calendar
Johnson, Nathan 0026 Holiday 8.00 View
Occurrences
Manual, Christian 0023 Holiday 8.00 View
Corrective Actions
Turbo Tax McCay, Noah 0028 Holiday 8.00 View

Mickelson, Phil 2362 Holiday 8.00 View




12 Choose the employee you are wanting to view

= isolved v

Ryan Rey...~ #% Client: CYN22 - CynTech

@ Employee List

£2 Employee Admin Tools v Expand All Groups ~ ~ Collapse All Groups

i‘,g% Employee Management

&= Client Management

Legal Name T Pay Group Employee ID First Name Preferred Na.. Middle Name Last Name status T Team Department
B Repo -
Q S a Q L Q s Q Q
2 Employee Self-Service
Cynkar Technolo..  Bi-Weekly 0006 Christopher Bailey Active
Employee Welcome
My Dashboard nkar Technolo.. 005 Benjamin Ben Button IV Active
Pay History Cynkar Technolo 520 George Clooney Active
W2/ACA/1099 Forms
Cynkar Technolo. 0013 David Daooly IV Active

employee Profile

Employee Messages mkar Technolo.. Samuel Doore Active
Company Infermation cynkar Technolo. 516 Mel Employee Active
Direct Deposits
nkar Technolo..  Bi-Weekly 2354 Penn Employee Active
Human Resources >
Update Information > Cynkar Technolo. 2384 TEST EMPLOYEE Active 01-01
EE Benefits > _ B
Cynkar Technolo. 0003 R Fieri Active
Time
. Cynkar Technolo... 2365 Ricki wiler Active
T ynkar Technolo. 365 ickie Fowl tive
Employes Absences Cynkar Technolo, 2381 David Dave Grohl Active
Time Off Balances =
Cynkar Technolo 2378 Dustin Hoffman Active
Employee Calendar
Adimin Calandar Cynkar Technolo, 0018 Johr ack Active
Occurrences kar Technolo kL Michael Jackson Active
Corrective Actions
Cynkar Technolo... Nathan Johnsen Active

Turbo Tax



13 Once on the time card, you will see blocks of time for each day indicating hours
worked. There will be a few different colors for hours on the time card including
Worked Hours, Alerts, Time Off and Holidays.

Below, we can see below a bright pink block, and this indicates that there is a
missed punch. If you hover over a block of time, you will get more detail including
the alerts, if you click you can add or edit time.

In this case we are clicking here to add a punch to this day.

& 5 i i i Pay Group: Bi-Weekly Hourly: ###%.8% Work Location: DECATU..  Depariment: Client: CYN22 - CynTech
4f Ryan Rey..w & ( 1ofe1 > = Q Christopher Bailey 8 : "
Employee #0006 Status: Active Hire Date: 1/30/2023 Team: Location: Company. Cynkar Technologies (Activ
Q O Verification: Unverified * (9 Request Time Off (3 Time Card Repart

&”5 Employee Admin Tools calendar Spreadsheet < of' Sun 06/15/2025 - Sat 06/28/2025 @ > Day Week Pay Period
Eg* Employee Management Q Q
= Client Management
[ Reports
£ Employee Self-Service
Employee Welcome
My Dashboard

Pay History +7:00 AM A-700 AM-
11:00 AM-

W2/ACA/1099 Forms 400hrs

Employee Profile

Employee Messages

Company Information
Direct Deposits

Human Resources >
Update Information >

EE Benefits >

Time

Time Card

Employee Absences
Time Off Balances
Employee Calendar v
Admin Calendar

Oceurrences

Corrective Actions

Turbo Tax




14  Once you click, this box will pop up to edit. Click "Punch"

™ Kyan Key... ™ % 1orel H— o X
&= ny ¥- o & X Employee # 0006 Status: Active Hire Date: 1/30/2023 Team Location Company: Cynkar Technologies (Actiy

Search the menu Q uest Time OFf

JB Employee Admin Tools calendar  Spreadsheet < of Sun06/15/2025- Sat06/28/2025 8@ > Day Week  pay Period

Sun 6/22 Mon6/23  Total &

e | swens Mon 6/16 e Wed 6/18 Thu 6/19 Fii 6/20

fngg\ Employee Management

f= Client Management
[& Reports

I 8 Employee Self-Service

Employee Welcome
My Dashboard 6:00 AM

Pay Histary N 1100 AM
W2/ACA/1099 Forms B 400hrs
Employee Profile
Employee Messages
Company Information
Direct Deposits

Human Resources > 5.00hrs

Update Information >
EE Benefits >
Time
Time Card
Employee Absences

Time Off Balances
Employee Calendar
Admin Calendar

Occurrences

Corrective Actions.
Turbo Tax

15 Then you can modify the date, time or any other details for the punch if
applicable.

Punch: | 06/16/2025
Type: | Normal
Mode: | Auto

Labor Group

Departmenty

Labor Default Override

Department:

[ Do Not Round

O Cancel




16 Once completed, Click "Save"

06/16/2025 10:30 AM
Normal

Auto

Labor Group

Department: ot

Labor Default Override
Department:

[ Do Not Round

D cancel

17 This punch is successfully saved, however if you want to see the results of your
edit right away, Click "Show Results" and it will turn that block of time blue.

1solved

— i i Pay Group: Bi-Weekl) Hourly. ##%&%.88 Work Location. DECATU..  Depariment. Client: CYN22 - Tech
B RyanRey.- A < _aets1 > = Q Christopher Bailey pa ‘ ¥ i : oy -
Employee # 0006 Status: Active Hire Date: 1/30/2023 Team: Location: Company: Cynkar Technologies (Activ

Search the menu Q prer—

£ Employee Admin Tools Calendar ~ Spreadsheet < of Sun 06/15/2025-8a106/28/2025 8@ > Day Week Pay Period

r“g% Employee Management Ned 6/18 u 6 i 6/20

£ Client Management

@ Reports

,g Employee Self-Service
Employee Welcome

My Dashboard 6:00 AN
W2/ACA/1099 Forms 8:00 AN W-Z;Unr’:

Employee Profile
Employee Messages
Company Information
Direct Deposits

5.00 hrs

050hrs

Human Resources >
Update Information >
EE Benefits >

Time

Time Card il

Employee Absences
Time Off Balances
Employee Calendar
Admin Calendar

Occurrences
Corrective Actions
Turbo Tax

10



18 Down at the bottom of the screen, you will see the Earning Summary and Labor
Summary which will show how many hours are on each day, how they're getting
paid, and which labor items they're going to, such as departments or locations.

Q O verification: Unverified ~  (® RequestTime OFf [ Time Card Report

fa‘ Employee Admin Tools Cale Spreadsheet < ol Sun 06/

8/2025 @ > Day Week  Pay Period

2% Employee Management Q Q 2

= 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 >
Update Information >
EE Benefits >
Time
Time card

Employee Absences

Time Off Balances
Employee Calendar
Admin Calendar

Occurrences

Corrective Actions

Turbo Tax

4solved & 2025

19 If you want to edit an existing block of time, just click on it.

thread
B RyanRey.- ¢ 1ofel B = Q Christopher Bailey Pay Group: 8i-weeky Hourly: ##%%.9% Work Location: DECATU..  Department Client: CYN22 - CynTech
s Employee £ 0006 Status: Active Hire Date: 1/30/2023 Team: Location Company: Cynkar Technologies (Acti
il Q O Verification: Unverified ~ (9 Request Time Off (3 Time Card Report
£2 Employee Admin Tools calendar  Spreadsheet <  of Sun06/15/2025- Sat06 > Day Week Pay Period
#0% Employee Management a a =
£ Client Management
@ Reports

% Employee Self-Service
Employee Welcome
My Dashboard

Pay History

‘W2/ACA/1099 Forms

Employee Profile

Employee Messages

Company information

Direct Deposits Lakioe

Human Resources > Policy Group__

Update Information >
EE Benefits >

Time

Time Card

Employee Absences

Time Off Balances

Employee Calendar

Admin Calendar
Oceurrences
Corrective Actions

Turbo Tax

11



20 Then you can choose to edit the In, or Out punch

Search the menu Q

& show Results v Time Off me Card Report

£2 Employee Admin Tools Calendar  Spreadsheet ¢ of Sun06/15/2025-5at06/28/2025 @ > Day Week payPeriod

Tue 6, Total &

%gg‘ Employee Management

= Client Management
a Reports

| g Employee Self-Service

Employee Welcome
My Dashboard

Pay History
W2/ACA/1099 Forms
Employee Profile
Employee Messages
Company Information
Direct Deposits
Human Resources >
Update Information >
EE Benefits >

Time
Time card
Employee Absences
Time Off Balances
Employee Calendar
Admin Calendar

Occurrences.
Corrective Actions
Turbo Tax

21  Once again you can edit any details for the punch.

Punch: | 06/17/2025
Type: | Normal
Mode: | Auto

Labor Group

Departgient: Not Assigned

Labor Default Override
Department:

[ Do Not Round

[ pelete ) [ addtl. Notes  cancel




22 Click "Save"

Punch: | 06/17/2025 11:40 AM
Type: | Normal

Mode: | Auto

Labor Group

Department: | Not Assigne ]

Labor Default Override 1 - Accounting

Oepartment. 2-Warehouse

3-Sales
(] Do Notroung

[ Addtl. Notes | BaEEIEN | O cancel

23 Click "Show Results"

1solved v o Punch Saved : 6/17/2025 11:40
AM

Work Location: DECATU..  Department: Client: CYN22 - CynTech

22 -
2 Ryan Rey... L < 1efe1 > Team: Location: Company: Cynkar Technologies (Acti

" Save Complete

Haneim . Q & Show Results tequest Time Off
£ Employee Admin Tools Calendar~ Spreadsheet ¢ o SUn06/15/2025-5a106/28/2025 @ > Day Week PayPeriod
2% Employee Management Q a Mon 6/1€ 7 Thu6/19 Fri 6/20 Sat 6/2 Man 6/2: Tue 6/2 -

@ Client Management

B Reports

8 Employee Self-Service

Employee Welcome
My Dashboard

Pay History
W2/ACA/1099 Forms

350 hrs

Employee Profile
Employee Messages
Company Information
Direct Deposits

Human Resources >
Update Information >
EE Benefits >

Time

Time Card
Employee Absences
Time Off Balances
Employee Calendar
Admin Calendar

Occurrences
Corrective Actions
Turbo Tax

13



24 Up top you have a few options to navigate through employees. Arrows to go
forward or backward through the employee list.

1solved v

S RyanRey.~- A 160 E Q Christopher Bai|ey Pay Group: Bi-Weekly Hourly: ####.#% Work Location: DECATU_  Department: Client: CYN22 - CynTech
= ; y— Employee # 0006 Status: Active Hire Date: 1/30/2023 Team Location Company: Cynkar Technologies (Actiy
FEREOW e IS8 Q ) cation: Unverified + (D Request Time OFf (2 Time Card Report

£2 Employee Admin Tools = L R ek
Egs Employee Management Q a 2
&= Client Management
[ Reports

& Employee Self-Service
Employee Welcome

My Dashboard

et
W2/ACA/1099 Forms
Employee Profile

Employee Messages
Company Information

Diract Deposits

Human Resources >

Update Information >

EE Benefits >

Time

Time Card

Employee Absences

Time Off Balances
Employee Calendar
Admin Calendar -
Oceurrences
Corrective Actions

Turbo Tax

5 Click the Menu Button to go back to the full list, or use the magnifying glass to
search by last name or employee number.

— [ Delivered by . o S

= isolved Time zone information is

unavailable. The time card will

e . - Ben Button| use the server time zone Work Location: MILWAUK_.  Department Client: CYN22 - CynTech

F =

AAyanifey. . f K 2ousy Q Employee # 0025 (Eastern Standard Time). Team Location: Company: Cynkar Technologies (Acti

S the meny Q ® Request Time Off me Card Re;

Z2 Employee Admin Tools Calendar  Spreadsheet <

> Day Week Pay Period
2% Employee Management a a i
= Client Management

[@ Reports

2 Employee Self-Service

Employee Welcome
My Dashboard
Pay History
W2/ACA/1099 Forms
Employee Profile
Employee Messages
Company Information
Direct Depasits
Human Resources >
Update Information >
EE Benefits >
Time
Time Card
Employee Absences
Time Off Balances
Employee Calendar
Admin Calendar
Occurrences v
Corrective Actions

Turbo Tax



26 Next we will touch on Time Off.
Click "Employee Absences"

ﬁEmp\uyeeAdmmTocls Day  Week  pay Pericd

5.8
72~ Employee Management Q Q I

= 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 >
Update Information >
EE Benefits >
Time v
Time Card
Employze Absences
Time Off Balances
Employee Calendar
Admin Calendar
Occurrences
Corrective Actions

Turbo Tax =

4solved e 2025

27 On this screen, you can view, add or edit time off requests for the employees you
manage.

: volel 5 Q Christopher Bailey Pay roup: Bi-weekly Hourly: ##52.8% ork Location: DECATU_  Department: Client: CYN22 - CynTech
B h Employee # 0006 Status: Active Hire Date: 1/30/2023 Team: Location: Company: Cynkar Technologies (Activ
Search the menu Q Emp[oyee Absences isolved University
n
¢~ Employee Admin Tools From:| 6/1/2025 M Absence Policy: Al T Filter
Egi Employee Management To:| 6/30/2025 i Status: v w records for absence policies for which

you are no longer eligible, use the ‘Al selection

£ Client Management 4 Date & Absence Policy # Stalus 4 Hours # Estimated Available Hours 4 Check Date

Reports

_,% Employee Self-Service

Employee Welcome
My Dashboard

Pay History
W2/ACA/1099 Forms
Employee Profile

Employee Messages

+ Add New £ Refres|
Company Information

Direct Deposits Absence Details Comments

n I
Human Resources > * phsence Date:

Update Information >

#pbsence: ¥
EE Benefits > * Hours:
Time Start Time: b ‘
Time Card

Do Not Adjust Accrual Balance @
Employee Absences Do Not Pay to Employes @
Time Off Balances
Employee Calendar
Admin Calendar
Occurrences
Corrective Actions
Turbo Tax

15



28 Click "Employee Calendar"

o @ Time Off Balances isolved University
&'-’f Employee Admin Tools

fD}:’.Q Employee Management

= Client Management

Reports

2 Employee Self-Service

Employee Welcome
My Dashboard
Pay History
W2/ACA/1099 Forms
Employee Profile
Employee Messages
Company Information
Direct Deposits
Human Resources >
Update Information >
EE Benefits >
Time v
Time Card
Employee Absences
Tifme Off Balances
Employee Calendar
Admin Calendar
Occurrences
Corrective Actions

Turbo Tax

isolved o 2025

29 Time Off Balances will show the employees balances,
Employee Calendar is where an employee can see their own time off calendar and
Request Time Off

Admin Calendar will give you the view for all of your employee's time off.
Click "Admin Calendar"

Q Employee Calendar [isolved university | | @ Help

/% Employee Admin Tools
0 My Calendar My Absences
7

2 Employee Management

(® Request Time Off
=3 Client Management
< > B3 June 2025 Month | week Day
Reports
won T S N N N NN
O Empit e seif Serce e e | e \
1 2 3 4 5 6 7
Employee Welcome
My Dashboard
Pay History
W2/ACA/1099 Forms 8 9 10 1 12 13 14
Employee Profile
Employee Messages
Company Information
Direct Deposits 15 16 17 18 19 2 2
Human Resources >
Update Information >

EE Benefits >

22 23 24 25 26 27 28
Time
Time Card
Employee Absences
Time Off Balances 29 30

Employee Caléndar
Admin Calendar

Occurrences

Corrective Actions

Turbo Tax

isolved e 2025



30 This is where you can also approve or reject any time off requests.
Click "Pending Requests" Select the request and approve or reject.

= isolved :

4 Ryan Rey...~ & Client: CYN22 - CynTech

& Admin Calendar (iocksod Htvasaity]| |

22 Employee Admin Tools
Calendar Pending Requests  History

N = June 2025 s [
&= Client Management
[ Reports

2 Employee Self-Service

fﬂgg Employee Management

Employee Welcome

My Dashboard

Pay History 8 9 10 1 12 13 14

W2/ACA/1099 Forms

Employee Profile

Employee Messages

Company Information 15 16 17 18 19 20 21

Direct Deposits

Human Resources >

Update Information >

EE Benefits > 22 23 24 25 26 27 28

Time
Time Card
Employee Absences
Time Off Balances = oL
Employee Calendar
Admin Calendar

Occurrences

Corrective Actions

Turbo Tax

17



