How To Add an Employee via Quick Hire 6 thread

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
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Select "Employee Management" from the sidebar menu.
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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\
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 Reviewing or updating their information\
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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
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9 Enter the pay info.
Pay Group will have your Pay Group Name, which often also matches the Pay

Frequency.
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Then choose

as a few other options.
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13  Atthe bottom you can enter their Direct Deposit information.

pag

&

LuswliiEr oelvite

Employee Admin Tools

I '939\ Employee Management

Employee Summary

Quick Hire

Quick Hire - Time Only

Employee Maintenance >

Employee Pay >

Employee Benefits >

Human Resources >

Applicant Tracking

TimeWorksPlus

Do & ] & [ & & D

Client Management
Payroll

Reports

Production Utilities
Security

Conversion Management
System Management

Employee Self-Service

1solved o 2026

14

&

202
o

wvuswilier seivice
Employee Admin Tools

Employee Management

Employee Summary

Quick Hire

Quick Hire - Time Only

Employee Maintenance >

Employee Pay >

Employee Benefits >

Human Resources >

Applicant Tracking

TimeWorksPlus

Do &l B K & & [

Client Management
Payroll

Reports

Production Utilities
Security

Conversion Management
System Management

Employee Self-Service

g
:

Select the Account Type

Birth Date: MM | / DD |/ YY Yy ©®
Gender: v
Salary
*Pay Group: Bi-Weekly v
*Pay Type:  Hourly .
¥ Frequency: | Brweekly ¥ City Income Tax (Residence)
Noviial Hotre: (80 Tax Description: No city incom:
(Other local/c
Annual Salary: 50000.08
Per Pay Salary: | 1923.08 City Income Tax (Work)
Hourly Rate: 24.0385 Tax Description: No city incom:
(Other local/c:
Alternate Pay Rate
Alternate Rate Rate Tax Exemption
& < Status Type:
Add New
Direct Deposit
Account Type Sequence Frequency Amount Percent Routing
~ ~ Every Pay hes
v
4 G L4
Demo
Birth Date:, MM | / DD |/ YYYY @
Gender: v
Salary
* Pay Group: Bi-Weekly v
*Pay Type: | Hourly v
*Frequency: B Weekly > City Income Tax (Residence)
Noniial bt T8g Tax Description: No city incom:
(other local/ci
Annual Salary:  50000.08
Per Pay Salary: | 1923.08 City Income Tax (Work)
Hourly Rate: 24.0385 Tax Description: No city incom:
(Other local/c
Alternate Pay Rate
Alternate Rate Rate Tax Exemption
o = Status Type:
Add New
Direct Deposit
Status Sequence Frequency Amount Percent Routing
W  Active v v Every Pay v
Add New
v
4 G E——— >
Demo



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.
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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.
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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.
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Disability Information
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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.

@ Save () Cancel

Search the menu

(> Customer Service
&2 Employee Admin Tools
I r"g‘% Employee Management
Employee Summary
Quick Hire
Quick Hire - Time Only
Employee Maintenance >
Employee Pay >
Employee Benefits >
Human Resources >
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Payroll
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Conversion Management
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a

(7) Recently Separated Veteran
(7) Protected Veteran
None of the above @

1-9 Chmpleted ﬂ
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bor/Job EEO Information
D Customer Service L
Team S I | - Ethnic Origin; v
&2 Employee Admin Tools
artment ( T - X
0.0 Veteran Information
2> Employee Management ot & " : .
i Active Duty Separation: =
Employee Summar L S o <
AL Y 3 Comp: () Recently Separated Veteran
Quick Hire g ‘
s — c Code: ) T i () Protected Veteran
Quick Hire - Time Only
anager: S - None of the above O
Employee Maintenance >
ervisor: T v
Employee Pay > 1-9 Information
Employee Benefits > 1-9 Completed o
Human Resources
2 rcation: -9 Completed Date:| 4/15/2026
Applicant Trackin: g : = :
A & Seation: or Se . = Citizenship: | Citijen of the United States v
TimeWorksPlus
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Click "Save"

Delivered by
thread

1solved

Client: CYN22 - CynTech Q_ Client Search

Z

Quig,:' Hire | isolved University | @ Help~

Work Phone: City Income Tax (Residence) -

& RyanCyn...

Search the menu Q

(3 Customer Service Personal Email: Tax Description: No city incom

Je:, Emnl AdminTool BirthDate:) MM | /| DD |/ | YYYY © (Other local/c:
mployee Admin Tools
Gender: v )
I Sg% Employee Management City Income Tax (Work)
— & Salary Tax Description: No city incom:
mployee Summary
Quick Hire * Pay Group: Bi-Weekly {Otherlocal/cs
Quick Hire - Time Only *PayType:| Hourly Tax Exemption
Employee Maintenance > * Frequenoy:| Bi-Weekly Status Type:

Employee Pay >

Normal Hours:| 80

Employee Benefits > Annual Salary:  50000.08
Human Resources > Per Pay Salary: 1923.08
Applicant Tracking Hourly Rate: 24.0385

TimeWorksPlus

&5 Client Management
& Payroll

Alternate Pay Rate
Alternate Rate

o v

Rate



23 Click "Save Complete"

1solved ..~

Client: CYN22 - CynTech Q Client Search

Z

QUiCk Hire isolved University | @ Help~

@ Save ) Cancel
Search the menu Q Mobile Phone: State Income Tax (Work) a

& RyanCyn...

- Work Phone: Tax Description: The state of h
() Customer Service

Personal Email:
Employee Admin Tools .
&% Employ BirthDate:) MM /| DD | /| YYyy ®

S&Q‘ Employee Management Gender: “

Employee Summary

= Salary
Quick Hire
* Pay Group:
Quick Hire - Time Only ay:roup X
* Pay Type:
Employee Maintenance > Vim = i -
*Frequency: o City Income Tax (Residence)
Employee Pay > . -
Normal Hours: Tax Description: No city incom
Employee Benefits > Biie. gl
Human Resources > Annual Salary:| 0
Applicant Tracking PerkaySalary; City Income Tax (Work)
TimeWorksPlus Hourly Rate: Tax Description: No city incom:
(other local/c:
&5 Client Management Alternate Pay Rate

& Payroll Alternate Rate Rate Tax Exemption



