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Create New Job Listings in Applicant
Tracking (iHire/ATS)
Learn how to efficiently manage your recruitment process by creating new job
templates and publishing listings in Thread HCM. This guide walks you through the
steps to configure position details, notification settings, and job postings to
streamline your hiring workflow.

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

https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx
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2 Click "App Launcher"

3 Click "Applicant Tracking"
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4 Click "Jobs"

Job Listing Setup

5 Click "Jobs"
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6 Click "Job Listings"

7 Click "New Job Listing"
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8 Here you can choose the Template if you've already created one, or Click to add a
new job title.
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9 Click "Start New Draft"

Listing Configuration

10 On Job Ad you can enter all the job details
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11 Under Position Details you will add additional details such as pay and location

12 Settings & Notifications will let you update who will receive the job or applicant
notifications. Here you can also attach a Hiring Workflow if you've built one. We
have an additional guide that walks through this build.
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13 Here you can Preview the job posting as the candidates will see it.

14 Once all is completed Click "Publish Listing & Continue" if you're ready to publish.
You can also Save Draft & Exit if you're not ready to post the job.


