View Documents in Classic View -

Manager or Supervisor

a thread

This guide walks through viewing your employee's documents in their profile as a
Manager or Supervisor

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

& Ryan Rey... ™

Search the menu

8 Employee Self-Service

Employee Welcome

Pay History

Employee Profile
Employee Messages
Direct Deposits

Human Resources >
EE Performance Reviews >
Update Information >
EE Benefits >
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Time >
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MY PROFILE

Ryan Reynolds
Finance Manager
Length of Service: 8
Months
Anniversary:
4/9/2025

NOTIFICATIONS

A Documents requiring your review

MY PAY
® | < 10/10/2025 7/18/2025
Check Number 18 29
Gross Pay
Net Pay

Direct Deposit

>
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MY HUMAN RESOURCE CONTACTS

MY BENEFITS


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

2 Click your name in the top Left and choose Manager or Supervisor View
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Rya n Reynolds Pay Group: Bi-Weekly Hire Date: 4/9/2025 Team: Location: Client: CYN22 - CynTech
Employee #: 1 Hourly: #i#i##.3## Work Location: August..  Department: Company: Cynkar Technelogies (Active)
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NOTIFICATIONS MY HUMAN RESOURCE CONTACTS
Search the menu Q
A& Documents requiring your review
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2~ Employee Self-Service
Employee Welcome

Pay History

Employee Profile

Employee Messages

Direct Deposits

MYPROFILE
Human Resources > MY PAY T
EE Performance Reviews > Ryan Reynolds
i ® § < 10/10/2025 7/18/2025 >
Update Information > Finance Manager
. Check Number 18 29

EE Benefits > Length of Service: 8

Months Gross Pay
ZayZoon On-Demand Pay Net Pay
Time > Anniversary: il

4/9/2025 irect Deposit

3  Click "Employee Self-Service"
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@n Client: CYN22 - CynTech  Legal: Cynkar Technologies
/)
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Options You have Pending Time Off Requests! Click here to view.
Search the menu Q
You have No Pending Transactions
ﬂ Employee Admin Tools Pending Transactions
5 You have No Pending Shift Requests between 10/11/2025 - 4/2/2026 o
202 Employee Management Pending Punches

Alert Monitoring You have Pending Punches between 12/22/2025 - 1/12/2026! Click here to view. Q
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8 Employee Se f-Service

Employee Punch Status

Punch Note Response
Empleyee Welcore Scheduled Vs Worked Hou...
My Dashboard Earnings Summary of Hou..
Pay History

Employee Profile

Employee Messages

Company Information

Human Resources >

EE Performance Reviews >

Update Information >

EE Benefits >

Time >

Occurrences

Corrective Actions
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Employee Self-Service

Employee Welcome
My Dashboard

Pay History

Employee Profile

Employee Messages

Update Informa >

EE Benefits >
Time >
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Employee Admin Tools
Employee Management
Client Management

Employee Self-Service

Employee Welcome
My Dashboard

Pay

History

Employee Profile

Employee Messages

nformation

EE Performance Reviews >

Update Information >

EE Benefits >
Time >

Occurrences

Corrective Actions
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Click "Human Resources"

vpuons

Pending Transactions
Pending Punches

Alert Monitoring
Employee Punch Status

Punch Note Response

Scheduled Vs Worked Hou...

Earnings Summary of Hou...

Click "Documents"

Pending Transactions
Pending Punches

Alert Monitoring

Employee Punch Status
Punch Note Response
Scheduled Vs Worked Hou...

Earnings Summary of Hou...

WP YOU 11AVE FENUNNY TITIE UL REYUESLS! UHCK TIETE W VIEW.
@ You have No Pending Transactions
@ You have No Pending Shift Requests between 10/11/2025 - 4/2/2026 Q

© You have Pending Punches between 12/22/2025 - 1/12/2026! Click here to view. ﬂ

@ You have No Pending Transactions
@ You have No Pending Shift Requests between 10/11/2025 - 4/2/2026 (i ]

© You have Pending Punches between 12/22/2025 - 1/12/2026! Click here to view. e



6  Click the employee you'd like to view
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Client: CYN22 - CynTech

O Employee List

v Expand All  Collapse All Groups D Clear Grouping/Filters
Search the menu Q
B m
Employee Admin Tools
; pioy Legal N... Pay Gro... Employ... First Na... Preferre... Middle ... Last Na... Status T Team Depart...
050
~9> Employee Management
&' Employ g Q Q Q Q Q Q Q Q Q
Client Management . ) ) ’ :
@ 9 Cynkar Tec..  Bi-Weekly 0006 Christopher Chris Bailey Active
I 8 Employee Self-Service i
Cynkar Tec.. Bi-Weekly 0025 Benigfnin Ben Button IV Active
Employee Welcome
My Dashboard Cynkar Tec.. Bi-Weekly 520 George Clooney Active
Pay History Cynkar Tec..  Bi-Weekly 0013 David Dooly IV Active
Employee Profile
Cynkar Tec...  Bi-Weekly 0024 Samuel Doore Active
Employee Messages
Company Information Cynkar Tec..  Bi-Weekly 516 Mel Employee Active
Human Resources Cynkar Tec. Bi-Weekly 2354 Penn Employee Active
Documents
2 Cynkar Tec.. Bi-Weekly 2391 Test Employee Active
ESS Misc Data Sets
ESS Misc Fields Cynkar Tec. Bi-Weekly 2395 TestOnboar... Employee Active
EE Perfi Revi
SAEREEIATS. %) Cynkar Tec.. Bi-Weekly 0003 Guy R Fieri Active
Update Information >
EE Benefits > Cynkar Tec.. Bi-Weekly 2365 Rickie Fowler Active

7 Click the Tab you'd like to view or All Documents and
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; 10f76 > Q Chris Ba”ey Pay Group: B..  Hourly: ####.. Work Locatio.. Department: Client: CYN22 - CynTech
% Employee # 0006 Status: Active  Hire Date: 1/...  Team: Location: Company: Cynkar Technologies (Active)
- Documents [isolved University]
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Personnel Payroll -9 Confidential PHI  Confidential - Other  Signed Acknowledgements  Other  EE Uploads  All Documents
Search the menu Q
22 Employee Admin Tools
3&‘"\ Employee Management
Actions Document Type Document Name Document Description Document Upload Date

5 Client Management

o ) Q Q Q Q
&5 Employee Self-Service

Subcategory: (1
Employee Welcome gory: (1)

My Dashboard Electronic Consent ElectronicSignatureConsent.pdf  Accepted 8/15/2025
Pay History
Employee Profile
Employee Messages
Company Information
Human Resources
Documents
ESS Misc Data Sets
ESS Misc Fields
EE Performance Reviews >
Update Information >

EE Benefits >



8 Click the document you'd like to view and it will download.

1solved

e menu
% Employee Admin Tools
5 Employee Management

3 Client Management

» Employee Self-Service
mployee Welcome:
Iy Dashboard
‘ay History
mployee Profile
mployee Messages
ompany Information
luman Resources
Occurrences
Documents
ESS Misc Data Sets
ESS Misc Fields
E Performance Reviews >
pdate Information >
E Benefits >
ime >
lccurrences

orrective Actions

Delivered by
thread
1of72 > Q Chris Bailey
Documents
Personnel Payroll -9 Confidential PHI

v Expand All Groups A Collapse All

Actions Document Type

Pay Group: Bi-Weekly

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

Hourly: #5#% 4% Work Locatien: DECATUR, Department Client CYN22 - CynTech

Location: 2 - Hawthome Company: Cynkar Technologies (Active)
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Signed Acknowledgements ~ Other  EE Uploads  All Documents

ters

Document Name Document Description Document Upload Date

Subcategory: (1)

Electronic Consent

Q Q (

ElectronicS gnatureConsent

Accepted 8/15/2025



