Enabling and Editing Closed Time Cards a thread

This functionality is called Prior Pay Period Modifications in isolved and allows you to
reopen an old time card to update the timekeeping records. This will not change any

pay history.

1 Navigate to https://connect.threadhcm.com/default.aspx
First you will need to ensure that this the ability to edit the time cards is turn on.
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1solved i

& Ryan Cynkar- X%

menu

Searc

{2 Customer Service

£ Employee Admin Tools
fc[g? Efployee Management

| @ Client Management

[Executive Dashboard

ACA Executive Dashboard

HR Suppart Center 2

Client Landing Page

Client Summary

Client Maintenance >
Expense Management >
Client Utilities >

Billing >

Payroll >

Taxes >

Work Location >

Tables >

Labor&GL >

Job >

Payroll
[@ Reports
&3 Production Utilities

& Security

Q Conversion Management

»

Client: CYN22 - CynTech Legal: Cynkar Technologies

Welcome Ryan

MY PROFILE

Ryan Cynkar
HCM Solutions Trainer

reynkar@threadhcm.com

Learn more

Status: Active

MY REMINDERS

CALENDAR
< MAY 2025 >
SU Mo Tu We Th sa
2 3
4 5 10
noaz 17
1819 24
25 26 N
NEXT SCHEDULED PAYROLL
PayGroup  Frequency  Due InDate
Bi-Weekly Bi-Weekly 05/21/2025

MY ACCOUNT REPS

W Fayroll Due
W Fay Date

Il Run Date - OFf Cycle Run

Check Date Period Begin Period End

05/23/2025 05/04/2025 05/17/2025

>

Period
0z

Q Client Searc
(isolved University

QUICK LINKS

As part of our agreement with our bank we are &
to remind our clients of their
responsibilities regarding electronic funds

transfers on an annual basis. The following
attachment is a summary of the most common
NACHA “Rules’

HR Consulting

1.0 - Emnlrumant Elinihilit arifiratinn

ANNOUNCEMENTS

Run Type Processing Schedule

Regular Payroll


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

2 Click "Client Maintenance"
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4 Click "Edit"
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6  Click "Save"
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Then you'll navigate to the Pay Period Modifications screen.
Click "Payroll" in the Menu.
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8  Click "Pay Period Modifications"
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9 Click on the three dots of the pay period you want to edit and choose 'Unlock’
This will allow you to open the time cards to edit.
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10 Then you can navigate to the Time Cards to make the changes you'd like.

Click "Employee Self Service"
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12  Click "Time Card"
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13  Make the changes to that pay period that you need to.
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Ryan Reynolds Py Group: Bi-Weekly Hourly: Work Location: Augusta.. Department Client CYN22 - CynTech
Employee # 1 Status: Active Hire Date: 4/9/2025 Team Company: Cynkar Technologies (Active)
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14 Click "Save"

Start Time: | 04/21/2025 7:00 AM
End Time: | 04/21/2025 11:00 AM

Type: | Normal

Duration: | 11

Labor DefaultOverride

Notes

B save 'J Cancel

15 Click "Show Results" once you're done editing that time card.
Make the changes for all employees that need to be edited in this pay period.
Next we will navigate back to close this pay period once edits are complete.
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16  Click "Pay Period Modifications"
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17  Click the small drop down arrow

ISO|Ved hread

& Ryan Cynkar- X

() Customer Service

£2 Employee Admin

292 Employee Management
@ Client Management
j Payroll

Enter Payroll

Preview Payroll

Pracess Payroll

Payroll Entry Detail >
Client Run Schedule

Pay Period Modifications
Payroll Run History

Payroll Entry Setup >

[ Reports

£ Production Utilities

& Security

B3 conversion Management

Client: CYN22 - CynTech Legal: Cynkar Technologies  Pay Group: Bi-Weekly  Status: Active Q Client Searc

Pay Period Modifications isolved University
Actions Pay Period Status
04/20/2025 - 05/03/2025 Locked




18  Click on the Edit button for the open pay period.

1solved

& Ryan Cynkar - x Client: CYN22 - CynTech Legal: Cynkar Technologies  Pay Group: Bi-Weekly  Status: Active Q, Client Searc
St the e Pay Period Modifications isolved University
@ Customer Service Astiona Pay Period Status

JB Employee Admin Tools aQ a

AR

& e iveeh apagen g = 04/20/2025 - 05/03/2025 Unlocked

£ Client Management

Payroll Version  Status Comments
Enter Payroll >

Preview Payroll

Pracess Payroll =

Payroll Entry Detail

Client Run Schedule z

Pay Period Modifications ”

Payroll Run History
Payroll Entry Setup >

@ Reports
&3 Production Utilities
& Security

E3 conversion Management

19 Add any comments so you know what was edited

Version Actions (04/20/2025 - 05/03/2025)

Version: 4
Status: Unlocked
Pay Run: (#2) 5/14/2025, 4:29:25 PM
Lock Time Cards: Comments;
Timecards unlocked by demo.ryan

Requested 5/16/2025, 12:28:14 PM
Completed 5/16/2025, 12:28:15 PM

Close Time Cards
Ignore Warnings Time Card Review Reports

Alert Occurrence Count Report v

Save Comments

10



20  Click "Lock" so that no more changes can be made.

Version Actions (04/20/2025 - 05/03/2025)

Version: 4
Status: Unlocked

Pay Run: (#2) 5/14/2025, 4:29:25 PM

Lock Time Cards Comments:
Timecards unlocked by demo.ryan updzted Ryan's Time Card
Requested 5/16/2025, 12:28:14 PM

Completed 5/16/2025, 12:28:15 PM

Close Time Cards
Ignore Wamings Time Card Review Reports

Alert Occurrence Count Report v

save comments | ciose |

Click "Close" to Close the period. This cannot be undone. You would have to do
21 . e .
this process all over again if you have more changes to make to Time Cards

Version Actions (04/20/2025 - 05/03/2025)

Version: 4
Status: Locked
Pay Run: (#2) 5/14/2025, 4:29:25 PM
Unlock Time Cards Comments:
Timecards locked by demo.ryan updated Ryan's Time Card

Requested 5/16/2025, 1:22:45 PM
Completed 5/16/2025, 1:22:45 PM

) Ignore Warnings Time Card Review Reports

Alert Qccurrence Count Report v




22 Click "Close"

Version Actions (04/20/2025 - 05/03/2025)

Version: 4
Status: Locked

Pay Run: (#2) 5/14/2025, 4:29:25 PM
Unlock Time Cards Unlock Comments:
Timecards locked by demo.ryan updated Ryan's Time Card
Requested 5/16/2025, 1:22:45 PM
Completed 5/16/2025, 1:22:45 PM

Close Time Cards
Closing...£}*
Ignore Wamnings

23 If you go back to the Time Card, you will now have a Time Card Version button in

the top right and you can view the different versions that have been edited for
that Pay Period.
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24

That completes the steps for editing a closed time card.

Audit Reports for this will be available on the Pay Period Modifications Screen by
clicking the small arrow and "Compare"
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