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Add or Edit Users in ATS (Applicant
Tracking/iHire)
This guide provides step-by-step instructions for navigating the Thread HCM
applicant tracking dashboard to manage user roles.

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

https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx
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2 To get to Applicant Tracking, click on the four squares in the top right

3 Click "Applicant Tracking"
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4 Choose the company you need to update.

5 If there are multiple Sites you can see them here. From the drop down, you can go
to one of the options, or straight to Users.
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6 To find the rest of the settings and updating users, click on the 3 dots in the top
right.
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7 Click "Users"

8 Select "Edit" from "Action" dropdown for specific user to update their access.
You'll also see different user types up top. This is only utilized for Administrators
and Managers.
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9 If you need to add a new Admin user altogether, Click "New Administrator"
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10 Click "Access Level"

11 Click "Add & Send Invite"


