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Manage and Export Employee List

This guide walks you through how to update the employee list, change columns and
run it as a report.
These changes are only temporary and only for your user.

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 Maintenance"

3 Click "General" or any screen that takes you to the Employee List.
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4 Click the column chooser icon

5 Click the column you want to add.
You can also remove a column by clicking and dragging a column header back to
this list.
Reminder: these changes aren't permanent.
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6 Click the headers if you want to sort column

7 Or click the little filter icon if you want to filter the column.
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8 If you want to run this as a report, click on the xlsx button to export to Excel.


