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How To Add an Employee via Quick Hire

This guide provides a walkthrough for the quick hire process within the Thread HCM
portal. Many of these options are pre populated, or built by us on implementation. If
you aren't sure about any of these fields, reach out to your main contact at Thread.

If you are looking to save any employee New Hire paperwork, you can go to Employee
Management > Human Resources > Employee Documents

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

https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx
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2 Select "Employee Management" from the sidebar menu.

3 Click "Quick Hire" to begin creating a new employee record.
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4 Fill out all of the info from the Employment Information Section including the\

  • Hire Date\

  • Employee Number (which defaults to the next available number)\

  • Employement Category\

  • Timeclock ID, if the employee is using a timeclock to clock in/out
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5 Choose the ID Type, and fill out the SSN/ID and Name info.
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6 In the Self-Service Email field, you'll enter the employee's email if they're going to
be logging into isolved. If you check the Enable Self Service Access, once you hit
save, they will be sent an email to setup their account.

This allows them as much or as little access as we have set up including:\

  • Viewing paystub\

  • Clocking in/out\

  • Requesting time off\

  • Reviewing or updating their information\

  • More
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7 Enter the address information and the matching city and county result for the
entered zip code if there are multiple possibilities

8 Enter the Pay Info
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9 Enter the pay info.
Pay Group will have your Pay Group Name, which often also matches the Pay
Frequency.

10 Then choose the Pay Type. This could be Hourly, Salary, 1099, Commission as well
as a few other options.
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11 Enter the Salary, Per Pay Salary or the Hourly Rate and the other 2 will populate. If
you change any of these, they will all update.

12 If an employee has an alternate rate you can enter it here.
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13 At the bottom you can enter their Direct Deposit information.

14 Select the Account Type
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15 Choose Remaining Net if it is the only or last account you're adding. If you'd like to
add multiple, you can select the 1 from this dropdown.

16 Then you can add the Frequency, Routing Number, Account Number and
Description.
(Amount and Percent are only available if you selected a 1 instead of 'Remaining
Net'
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17 If we have set these items set up, you can select all of the employee's
Organization, Labor and Job fields, as well as their Manager or Supervisor.

18 Fill out all of the employees tax information from their W4. Some will
automatically populate based on the locations they filled out for their Address.
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19 On the right, there are a few more fields that you may or may not use for your
employees such as EEO and Veteran Reporting.

20 Here you can enter the I-9 Information to confirm the employees Citizenship.
Check the box, Enter the Date, and the Employee's Citizenship.
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21

22 Click "Save"
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23 Click "Save Complete"


