Switching an Employee from Full Time a thread
to Part Time & Updating their Benefits
Moving Employees from Full Time to Part Time requires manually ending benefits so

they don't continue to be deducted from the employee. This process will walk through
making that change.

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

e Q. Employee List

imer Service v Expand All Groups ~ ~ Collapse All Grou

ayee Admin Tools

yee Management

Legal Mama T Pay Group Employee ID First Nama Preferred Name Middle Name Last Name status T Location Deparmme
Summa A
Summe [} Q Q Q a, Q Q Q Q Q
_Time Only Bond Jsmes Bond . Advanced Time 0006 Chiistopher Bailey Active GA - Georgia 100- Bone
Maintenance Bond James Bond . Advanced Time 0030 Warren Buffer Active GA - Georgia 200- Adm
A Bond James Bond . Advanced Time 0025 Benjamin Button IV Active G4 - Georgia 300- Bour
fteings Bond Jemes Bond . Advanced Time 520 Gearge Clooney Agtive AL- Alabama 100- Bone
nent
, Bond James Bond . Advanced Time 0036 Judy Margaret Doo Active G4 - Georgla 100 - Bonc
nant Status History
Bond James Band Advanced Time 0013 David Dooly IV Active GA - Georgia 200 - Adm
Bond James Bond . Advanced Time 0024 Samuel Doore Active GA - Georgia 300- Bour
| Distribution
Distribation Bond James Bond . Advanced Time 516 Mel Employee Active P4 - Pennsylvania 300- Bour
iticns m N " A "
Bond James Bond Advanced Time 2354 Penn Employee Active P4 - Penneylvania 100- Bone
ition Supervisor/Manager
Ids Bond James Band Advanced Time 0003 Guy R Fier Active CA - California 200- Adm
< Bond Jemes Bond . Advanced Time 2365 Rickie Fowler Active GA - Georgia 100 - Bonc
ual Plan b
Management Bond James Bond - Advanced Time 2381 David Grohl Active G4 - Georgia 200- Adm
I Bond James Bond —  Advancad Time 2378 Dustin Hoffman Active GA - Georgia 300- Bour
s Bond James Bond _  Advanced Time 0018 John Jack Active G4 - Georgia 100- Bonc
iction Utilities Bond James Band _ Advanced Time 28 Michae Jacksan Active GA - Geargia 200- Adm
Iy Bond James Bond _  Advanced Time 0026 Nathan Johnson Active G4 - Georgia 300- Bour
2rsion Management
Bond Jsmes Bond . Advanced Time 2363 Bridget Kelly Active GA - Georgia 100- Bonc
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2  Click "Employee Management"
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2 Brimany... % Client: 007 - Bond James Bond Bond Co

2 Employee List

) Customer Service Expand All Groups ~  Collspse All Groups ") Clear Groupi

Z% Empldyee Admin Tools

0,8
&> Employee Management

Legal Name T Pay Group Employee ID First Name Preferred Name Middle Name Last Name status Y Location
Employee Summary a -
Quick Hire
Quick Hire - Time Only Bond James Bond . Advanced Time 0006 Christapher Bailey Active GA- Geargla
Employes Maintenance Bond James Band Time arren Active GA- Georgia
General
Ovarride Address Band J Bond Advanced Time 025 Benya
Clock Settings Sond me
Employmant
: Bond James Bond . Advanced Time Judy Active
Employment Status History
Jobs Bond Jamea Bond . Advanced Time David Dooly IV Active GA- Georgia
Labar "
Bond James Bond ma Act GA - Georgia
Location Distribusion
Percent Distribution Bond James Bond Advanced Time 516 Me: Employee Active PA - Pennsylvania
zat 7 i
) Bond James Bond Pann Employee Active PA - Penneylvania
Organization Supervisor/Manager
Misc Fiekls and James Band 0003 R Fier Active CA- California
Misc Data Sets Bond Jarmes Bomd R Active GA- Georgia
FTQ Accrual Plan ¥
Client Management ond James Bond 238 Active G4 - Georgia
Payrall Bond James Bond . Hoffman Active GA- Georgia
Reports Band James Bond 0018 n Jack Active GA- Georgia

Production Unilities

Band James Bond - Jackson Active - Geargia

3  Select employee going from Full Time to Part Time

olved

y.. Client: 007 - Bond James Bond Bond Co Q_ Clien

Q  Employee List
mer Service Expand All Groups # Collapse All Groups "0 Clear Grouping/Filters
yee Admin Tools

yee Management

Legal Mame Pay Group Employee ID First Name Preferred Name Middle Name Last Name Status T Location Departmen
Q Q .4 Q Q 2, Q Q Q, 2,
Time Only Bond James Bond - Advanced Time 0006 Christapher Bailey Active GA - Geargiz 100- Bondi
Azintenance Bond James Bond _  Advanced Time 0030 Warren Buffes Active BA- Georgia 200- Admis
bddress Bond James Bond . Advanced Time o025 Benjamin Button IV Active - Georgia 200- Bount
Tings Bond James Bond . Advanced Time 520 Georae Cloansy Active AL - Alzhama 100- Bondi
et
B Bond James Bond . Advanced Time 0036 Judy Margaret Doc Active GA - Geargia 100- Bandi
Bond James Bond _  Advanced Time 0013 David Daoly IV Active GA - Beorgia 200 - Admit
Bond James Bond . Advanced Time o024 Samul Docre Active GA - Georgia 300- Boum
Distribution
istribution Bond James Bond _  Advanced Time 516 Mel Employee Active PA-Pennsylvania  300- Bount
tions g - M .
Bond James Bond - Advanced Time Penn Employee Active P4 - Pennsylvania 100- Bondi
tion Supervisos/Manager
ds Bond James Bond . Advanced Time 0003 Guy R Fier Active CA- 200- Admit
s Bond James Bond .~ Advanced Time 2365 Rickia Fowler Activa GA - Georgia 100- Bondi
ual Flzn X
Management Bond James Bond - Advanced Time 2381 David Grohl Active - Georgis 200 - Admit
I Bond James Bond . Advanced Ti 2378 Dustin Hoffman Active GA - Beorgia 300- Bount
ts Bond James Bond . Advanced Time 0018 John Jack Active GA - Geargia 100- Bondi
ction Utilities Bond Jemes Bond . Advanced Time ag Jacksan Active G4 - Georgiz 200- Admit




4  Click "Employment"

" Warren Buffet Pa
& Brivtany...  # < 2of61 O e woue
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Searc

Employee Summary
() Customer Service

J" Employee Admin Tools = PERSONAL INFORMATION

Employee Management

»

Employee Summary
Quick Hire
Quick Hirs - Time Only EMPLOYMENT INFORMATION
Employes Maintenance
General
Override Address
Clock Settings

Warren Buffet

Plant Manager
@ Georgia

Employmant
Employment Status History |
Jobs

Labar JOB INFORMATION
Leeation Distribution
Percent Distribution
Organizations
Organization Suparvisor/Manager
R PAY INFORMATION
Misc Dat Sets
PTO Accrual Plan b
Client Management

Payroll
Reports

Production Utilities

>0 ® @@

Security

5 Click "Add New" to add a new record.
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2 Brittany... <

Warren Buffet e
Empioyee £ 0030

- Advanced Time
= Active

20of61
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2 Employment

{=) Customer Service 4 Add New Expand ) Clear Grouping/Fihers

J" Employee Admin Tools

n_o Employee Management

Employment Category Effective Date l

»

Employee Summary

Salary. 6250.00

Hire Date 1/6119%9 Lot

ACA Status

Bond James Bond Bond Co

300

Active

3M - Plant Manager

Acvanced Time

Werk Locstion: Georgia
Location: 6A - Georgia

Werk Location: Georgia
tion: GA - Georgia

ACA Hours Met

Deparment: 200 - Admin

Department: 200 - Admin Client 007 - Bond James E

Company: Band James Bo

isolve

0030

ACA Full Time

26 years, 6 months

Salary

#4448 44 annually
##24.#4 per pay

## 2854 per hour
@

Client 007 - Bond James E
Company: Band James Bo

isolv

Change Reason

Quick Hire I Period: 01/06/"
Quick Hira - Time Only

Employee Maintenance

' Full Time

Ganeral
Override Address
Clock Settings tatut

Employment Details

Employment

Employment Status History

Jobs

Labar

Location Distribution

Parcant Distribution

Organizations

Organization Superviscr/Manager

Misc Fielda

Misc Datz Sets

FTO Accrual Plan b
= Client Management

B Payroll
[2) Reports

B4 Production Utilities

1
¥
C



6

Select the Employment Period via the drop down

Work Lozation: Georgia

Department: 200 - Admin Client 007 - Bond James

1solved @i~

2 Brimany... %

Seal

£ Customer Service

£% Employee Admin Tools
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Employee Management
Employee Summary s
Quick Hire
Quick Hire - Time Only
Employee Maintenance
General
Qvarride Address
Clock Settings
Employment
Employment Status History
Jobs
Labar
Location Distribusion
Percent Distribution
Organizations
Organization Superviscr/Manager
Misc Fielda
Misc Datz Sets
FTQ Accrual Plan
= Client Management

E Payroll
[ Reports

B4 Production Utilities

Warren Buffet
Q 0030

< z2of61 > =
Emp

Employment

ation: GA - Georgia

Company: Band James Bo

isolv

4 Go Back to List

Employ Category
* Employment periad | [

» Effective date

* Employmant categery
Change reasan

Create Change in Employment Categary

ACA Information

ACA hours met

Other Details

fo wvern

mership percent

time equivalent

Stannary employee
Qualified pension plan
Highly compensated
Corporate officer

Replacerment employee @

Click the Employment Category drop down and Click "Part Time"
You can also choose a change reason if applicable.

Client 007 - Bond James E
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2 Brittany...

Q
{2 Customer Service
j" Employee Admin Tools
Employee Management
s

Employee Summary
Quick Hire
Quick Hire - Time Only
Employee Maintenance
General
Override Address
Clock Settings
Employment
Employmaent Status History
Jobs
Labor
Location Distribution
Parcant Distribution
Organizations
Organization Superviscr/Manager
Misc Fielda
Misc Datz Sets
PTO Acerual Plan
F=) Client Management

& Payroll
[2) Reports
£ Production Utilities

< 2ef61 > = Q Xq\f?f_renuggffet

Employment
Backto List
Employ Category Infi

* Employment period &

» Effective date

* Employment categery

Change reason

ACA Information

ACA hours met

Other Details

Ouwmrship percent

Full time equivalent

Werk Location: Georgia
Location: A - Georgia

Department: 200 - Admin
Company: Band James Bo

isolv

Staturory employee
Qualified pension plan
Highly compensated
Corporate officer

Replacement employes @



8 Click "save"
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) Customer Service
.;"" Employee Admin Tools
°L'°“ Employee Management
Emplayes Summary
Quick Hire
Guick Hire - Time Only
Employee Maintenance
General
Ovarride Address
Clock Settings

Employment
Employment Status History
Jobs
Labar
Location Distribusion
Percent Distribution
Organizations
Organization Superviscr/Manager
Misc Fielda
Misc Datz Sets
FTQ Accrual Plan

= Client Management

E Payroll
[ Reports

B4 Production Utilities

= Warren Buffet
P S PR bl

< 20fs61

Employment

Client 007 - Bond James £
Company: Band James Bo

isolv

Department: 200 - Admin

[MSave < GoBacktolist

Employ Category Other Details
* Employment period | Employed 01/06/1993- -
* Effective date =
*Empleymam caregary -
Change reasan | | i

Mo data to display
Ounership percent

ACA Information me equivalent

ACA employment status  ACA Variable

ACA hours met

9 Now we will navigate to update the Benefits
Click "Employee Benefits" on the left side

£ Customer Service

Z% Employee Admin Tools
Employee Management
Employment

Employment Status History
Jobs

Labar

Loeation Distribusion

Percent Distribution

QOrganizations

Organization Supervisor/Manager

Misc Fields

Misc Data Sets

PTO Accrual Plan

FTO Updates

EE Doouments
Employes Pay >
Employes Banefits

v o

Hurnan Resources
Applicant Tracking

TimeWorksPlua

Izl Client Management

': Payr

@ Reports

=2 Production Utilities

e Security

—] Conversion Management
’-\‘5—"" System Management
2, Employee Self-Service

4solved ©2025

AddNew v Expand Collapse Al Groups ') Clear Group

Employment Category Effective Date 1 ACA Status

Statutory employee
Qualified pension plan
Highly compengated
Corperste officer

Replacerent employee @

ACA Hours Met Change Reason

I Period: 01/06/"

™ PartTime

Employment Details

7 Full Time 1/6/1999




10 Click "Benefits"

{-J Customer Service Add New roups  ~~ Collapse All Groups "D Clear Grouping/Filter

u/f’ Employee Admin Tools

Pol

Employee Management

Employment = Employment Categary Effective Date | ACA Status ACA Hours Met Change Reason
Employment Status History Period: 01/06/

Jobs

L ahar ¥ PantTime 7 ACA

Location Distribusion

Percent Disuibution Employment Details

Organizations
Organization Supervisor/Manager
Misc Fields
Misc Data Sets > Full Time 1/61
FTO Accrual Plan
PTQ Updates
EE Decuments
EmployesPay >
Emiployes Banefits -

Benafita

Group Term Life

Qualifying Life Everts v
Client Management

Payroll

Reports

Production Utilities

Security

Conversion Management

System Management Baaa 1 of

Do &l & 0 ® = [

Employee Self-5

4solved &2025

11  Click the Pencil icon to make updates to the benefit you need to update.

O\ Warreﬂ Buffet Pay Group: Advanced Time Salary: 6250.00 Work Location: Georgia Department: 200 - Admin Client 007 - Bond James Bond Bond Co q
Employse & 0030 Status: Active Hire Date: 1/6/1999 Location” GA - Georgia Company: Bond James Bond Bond Ca (Im._

© Benefits Ot

< 2of61 > =

BenefitPlans  Deferred Comp  Benefit Salary Overrides  Tobacco Use

Toaols E]

ement
+Add New v Expand All Groups  # Collapse All Groups £ Clear Grouping/Filters
A

stary
Benefit Type Benefit Plan Plan Dates Enrollment Dates Coverage Premiums HNotes Actions
Status  Active (3)
Medical UHC Medical High Start Date Eligibility Date EE OMLY EE Per Pay Amount
07/05/2025 01/01/2000 Warren Buffet 5159.85 85 £ ¥
se/Maneger Stop Date Plan Enrollment Date ER Per Pay Amount G
12/31/2099* 5230.78
Dental Dental High Start Date Eligibility Date EEOf EE Per Pay Amount
UHC 07/05/2025 017012000 Warren Buffet $6.22 8 2 %
Stop Date Plan Enrollment Date ER Per Pay Amount oo
12/31/2009* $6.24
Basic Life ADED Basic Lifz ADED Start Date Eligibility Date EE OMLY - 0.00 Actua EE Per Pay Amount
AdminAmerica 07/05/2023 01/01/2000 Warren Bufet 50.00 8 4 %
Stop Date Plan Enrollment Date ER Per Pay Amount Ry
2/31/2000* $0.00

nt



12 Add the stop date for when benefits will be ended.

< 2 of 61 » = Q Warren Buffet Pay Group: Advanced Time Salary: 6250.00 Work Location: Georgia Department: 2080 - Admin Client 007 - Bond James Bond Bond Co o
Employss & 0030 Status Active Hire Date: 1/6/1999 Location” GA - Georgia Company Bond James Bond Band Ca (Im._

< Benefits @Help~

Tools . : &
Plan Infermation Details: [ o=
ement
Plan: UMC Medical High-UHC Medical Start Date: 07/05/2025
0 High Stop Data: | 12/31/2099
stary Provider: UHC B e — =
e enefit End Reason: | Cliem benafi plan arded v
Participant I
Eligibility Des:[ 1,1/2000 B
Plan Enrollment Date: iz |
Envollment Submission Date:| 7,5/2025 =
s/Manager
Nores:
e
Coverage Information
Bl ovoeonsevioreons
- Covered Participant Name Participant Type Covered  Start Date Stop Date Benefit End Reason
= Warren Buffet Emplayee 07/05/2025 12/31/2099 Client benefit plan ended
Premium Information Deetails: [ =
EE Per Pay Amount. $159.85
s Deduction Frequency: Every Pay
D Bor Dow Ammuns 8930 70
. n " ope .
13 Click "Save" and repeat for any additional benefits the employee may have.
1solved ;.=
thread
s & ¢ 20i61 > E Q Warren Buffet Work Location: Georgia Dapartment: 200 - Admin Client: 007 - Bond James E
- DMRANY... = Empioyes £ 0030 1 GA - Georgia Company: Band James Bo
Q _Benefits isolw
j" Employee Admin Tools
i Plan Information
2 Employee Management
i Plan: UHC Medical High-UHC Medical
Employment a High =
Employment Status Histary Provider: UHC
Jobs Plan ID: 78549 o
Labar ant I
Finmiis Eligibility Date:[ 77172000 =
Percant Distribution
Plan Enrollment Dae 3
Organizaticns =
i t Enrollmaent Submisgion Date: porr |
Organization Supervisoe/Manager i
tes
Misc Fielda
Misc Data Seta
FTQ Accrual Plan
PTO Updates
EE Decuments
Employee Pay >
Employee Benefits Coverage Information
ens Coverage Description: Employee Only
Group Term Life
Qualifying Life Everta v Covered Participant Name Participant Type Covered  Start Date Stwop Date Benefit End Reason
Client Management Warren Buffet Employese 07/05/2025 07/30/2025

Premium Information

EE Per Pay Amourt: $159.85
B4 Production Utilities Deduction Frequency: Every Pay
R Par Pau Ameuime €930 78



