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Switching an Employee from Full Time
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

https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx
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2 Click "Employee Management"

3 Select employee going from Full Time to Part Time
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4 Click "Employment"

5 Click "Add New" to add a new record.
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6 Select the Employment Period via the drop down

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

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

11 Click the Pencil icon to make updates to the benefit you need to update.
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12 Add the stop date for when benefits will be ended.

13 Click "Save" and repeat for any additional benefits the employee may have.


