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Self Service Access - How to Enable,
Update and Reset

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

https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx
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2 Go to Employee Management > Employee Maintenance > General

3 Choose the employee you need to edit
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4 On the right side, you'll see the Self-Service Information section. If the employee
already has an account set up and Self-Service Enabled, the email field will be
grayed out. The next steps will show how to update the email address.

5 Click the "Enable Self-Service Access" checkbox
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6 Click "Save" and the email field will be editable

7 Update the email
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8 Click the "Enable Self-Service Access" field.

9 Click "Save"



6

10 If you need to reset the Employee's login, Click "Reset ESS Login"
It will ask if you're sure before it resets the account.


