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
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2  To getto Applicant Tracking, click on the four squares in the top right
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Q_ Need help? Search the Help Content
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Choose the company you need to update.
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How to Use the Help Center
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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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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"
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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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Administrater logins are the main login to your account. They have unlimited access to all jobs, applicants and settings in your account.
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9 Ifyou need to add a new Admin user altogether, Click "New Administrator"
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he Help Content

Click "Access Level"

Send Invite to New Administrator

Email*

I x
To add multipls at once, sep: il add by a comma.

These users will have the same permissions. p ‘.WS%;\

¥
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Access Level

Job Ad Al Pro

[JCan Set Default Company Tone

‘Candidate Marketplace

[J Enable Candidate Marketplace

Requisition Permissions

[J Access to Requisition Tab

eForm Permissions

Click "Add & Send Invite"

To add multiple users at once, separate email addresses by a comma.
These users will have the same permissions.
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Select Career Sites To Grant Access* Authorize By IP Address

Ex. 1.23.45.67, 87.65.43.210
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Cancel

Common Administrators Questions

Select Career Sites To Grant Access® M ,;r’! Authorize By IP Address

v Ex. 1.23.45.67, 87.65.43.210

Add & Invite Later

o i. This does not seem fo be
address.




