Adding a New Supervisor or Manager

to an Employee

a thread

This guide walks through a process for adding a new supervisor or manager to an

employee in the HCM system.

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

VIVEU thread

& Jen Verhoff~ X

Search the menu

Z2 Employee Admin Tools
'939- Employee Management
| = Client Management
Executive Dashboard

Client Landing Page
Client Summary

Client Maintenance >
Expense Management >

Client Utilities >
Payroll >
Taxes »

Work Location >

Tables >

Labor&GL >

Job >

Benefits  »

HR Management >
Attendance Management >
Time Management >
Workflow Setup >

Mass Email Utility

Client: 2 Jen Demo - Jen/Verhoff University Training Company Legal: Jen/Verhoff University Training Inc

Welcome Jen

—
MY PROFILE

Jen Verhoff

jverhoff@threadhcm.com

MY REMINDERS

CALENDAR
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NEXT SCHEDULED PAYROLL
Pay Group Frequency Due In Date
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M Pay Date
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https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx

2  Click "Employee Management"

& Jen Verhoff~ X Client: 2 Jen Demo - Jen/Verhoff University Training Company Legal: Jen/Verhoff University Training Inc

Search the menu welcome Jen

22 Employee Admin Tools

MY REMINDERS MY ACCOUNT REPS
208 Employee Management

I f= Client Management
Executive Dashboard
Client Landing Page
Client Summary
Client Maintenance >

Expense Management >

Client Utilities > MY PROFILE

el Jen Verhoff CALENDAR

Taxes > jverhoff@threadhcm.com = MAY 2025 > W Payrol Due
Work Location > Su Mo Tu We Th Fr Sa

: Pay Date
Tables > T I G I Pay Da
5 7 10
Labor &GL > = 2 3 [ s BEE v Il Run Date - Off Cycle Run

Job > B 19 20 21 2 2
Benefits > 2% 26 27 2 IEN »

HR Management >

3 Click "Employee Maintenance"

1solved e

= Jen Verhoff~ K Client: 2 Jen Demo - Jen/Verhoff University Training Company Legal: Jen/Verhoff University Training Inc
Search the menu welcome Jen
Z2 Employee Admin Tools
s MY REMINDERS MY ACCOUNT REPS
I ~2~ Employee Management
Employee Summary
Quick Hire
Employee Maintenance >
Employee Pay >
Employee Benefits >
Human Resources >
MY PROFILE
CALENDAR
Jen Verhoff
jverhoff@threadhcm.com < MAY 2025 il M Payroll Due
Su Mo Tu Ne Th Fr Sa
1 n 3 Il Pay Date
4 5 6 7 B g 10 5
2 1 B s Bl v Il Run Date - Off Cycle Run



4  Click "Jobs"

Search tt

Welcome Jen

/22 Employee Admin Tools

e MY REMINDERS MY ACCOUNT REPS
I 2> Employee Management

Employee Summary

Quick Hire

Employee Maintenance -
General

Override Address

Clock Settings

Employment MY PROFILE

Emplayment Status History ; CALENDAR
e Jen Verhoff
obs

e jverhoff@threadhem.com < MAY 2025 > I Payroll Due

Location Distribution M Fay Date

Percent Distribution e 3 W Run Date - Off Cycle Run
Organizations

Organization Supervisor/Manager
Misc Fields

Misc Data Sets

Employee Pay >

NEXT SCHEDULED PAYROLL
Employee Benefits >

Human Resources > Pay Group Frequency Due In Date Check Date Period Begi

05/14/2

05/16/2025 04/28/2025

A& Jen Verhoff~ X Client: 2 Jen Demo - Jen/Verhoff University Training Company

menu Employee List
ﬁ Employee Admin Tools

Expand All Groups Collapse All Groups 'O Clear Grouping/Filters
I 2&5 Employee Management
Employee Summary - . o p
5 Legal Name ¥ Pay Group Employee ID First Name Preferred Name Middle Name Last Name Status ¥ Division
Quick Hire
Employee Maintenance Q Q Q Q 2 Q Q Q Q
General Jen/Verhoff Univer. Biweekly 1024 Antonio August Active 30-30
Override Address
8 Jen/Verhoff Unive Biweekly 1003 Moeesha A Barry Active
Clock Settings
Employment Jen/Verhoff Univer. Biweekly 1030 Carla Brown Active 90-90
Employment Status History
Jen/Verhoff Univer..  Biweekly 1012 Ember; F Cheng Active 70-70
Jobs
Labor Jen/Verhoff Univer Biweekly 1004 Marchelio Conway Active 60 - 60
Locafion Distiution Jen/Verhoff Univer..  Biweekly 1016 Dakota David Active
Percent Distribution
Organizations Jen/Verhoff Univer..  Biweekly 1028 Dewey December Active 90- 90
Organization Supervisor/Manager Jen/Verhoff Unive Biweekly 1029 Lucia Extra Active 70-70
Misc Fields
Jen/Verhoff Univer. weekly 1018 Fatima February Activ 30-30
Misc Data Verhoff Univ Biwe: 01 t ebru ctive 30 - 31
Employee Pay > Jen/Verhoff Univer,.  Biweekly 1007 Rose Rosie A Green Active 50 - 50
Employee Benefits >
Jen/Verhoff Unive Biweekly 101 Sauvoy Gu Active 70-70
Human Resources >
Jen/Verhoff Univer. Biweekly 1010 Deeter A Hasan Active 60 - 60
Jen/Verhoff Univer..  Biweekly 1002 Isabela Hemandez Active 10-10
JenfVernoff Univer.  Biweekly 100 Migue Herandez Active 10-10

Jen/Verhoff Univer..  Biweekly 1000 Santiago J Hemandez Active 10-10



6 Click on the Pencil icon to Edit.

{ 40f32 > Q Ember F Cheng ?ay Group: Biweekly Hourly: 25.5000 Work Lo San Francisco, Lot Client: 2 Jen Demo - Jen/Verhoff Universit
o
Employee # 1012 Status: Active Hire Date: 6/2/2016 Division: 70 - 70 Depariment. 30 - Payroll Company: Jen/Verhoff University Training
Jobs [isolved University | | ® Help~
ols
+ Add New v Expand All Groups A Collapse All Groups "D Clear Grouping/Filters
1ent @
Effective Date Job Job Group Job Level Salary Grade Workers' Comp Co.. EEO Category FLSA Exempt Actions
v 6212016 8000 - Customer Service £
Job Details
MANAGERIAL AND EXPERIENCE
iy
OTHER DETAILS
Manager
WORKERS' COMPENSATION
N/A N/A
JOB ORGANIZATION INFORMATION < >
70-70 30 - Payro

7 Choose either the Supervisor or Manager drop down.

mpic

BE AUTTIN TOUIS = GoBack fn List

mployee Management

Job 2
oLy Job Classification
Hire Job Pt
Job Group
yee Maintenance * Effective Date:| 6/2/2016 = Job Level
[ EEO Category
Change Reason: - FLSA Exempt No
srride Address ORUPEONS
Default Manager
ck Settings Experience Default Supervisor
ployment Occupation Start Job Summary
ployment Status History -
Industry Start: MM ! Y Job Description

I
- 8000
»or Organization Fields
:ation Distribution e
cent Distribution

* Department; b
janizations
janization Supervisor/Manager 2 .

Managerial Options

ic Fields
lor s Supervisor: -
weePay > Manager: -
yeeBenefits Manager's Manager:

in Resources >
Workers' Compensation
Detault Workers' Comp Code:
Workers’ Comp Code: =
Workers’ Comp Exempt

Default Classification

Classification -
Hlient Management Wage Limit Maximum: N/A
Wage Limit Frequenc
ayroll 9 quency: N/A
‘eports Other Options

mployee Self-Service SOC Code Search -

red & 2025



8 If the name of the new Supervisor or Manager is not part of the list given, proceed
to Step 9. This will walk through how to add a Supervisor or Manager option to
this list.

If the name needed is in the dropdown, select it and click save.
You can also start typing the name you're looking for.
(No need to proceed further with this help document!)

NPIOYEE ATITIN 10UIS =60 Backctn List

nployee Management

Job e
sy Job Classification
4ire 25 - Billing Clerd -
Job: 6025 - Billing Clark Job Group

fee Maintenance *Effective Date: | 9/15/2020 ] Job Level:
= EEO Category.
i Change Reason: - FLSA Exempt: No
ride Address Job Options:

;i Default Manager
k Settings Experience Default Supervisor:
loyment Occupation Start Job Summary

loyment Status History .
Industry Start VN / Y Job Description

F 6025
r Organization Fields
ition Distribution oK
: - 6 -
ent Distribution
* Department: -
inizations

inization Supervisor/Manager :
’ o Managerial Options

Fields

: Data Sets Supervisor: m
feePay > Manager:| } =
fee Benefits > Manager's Manager. 1031 TEST MANAGERIAL - Jen/Verhoff University Tra

VResources >
Workers' Compensation
Defautt Workers' Comp Code
Workers' Comp Code: -
| Workers' Comp Exempt

Default Classification:

Classification -
ient Management Wage Limit Maximum: N/A
Wage Limit Frequency: N/A
tyroll
:ports Other Options

nployee Self-Service SOC Code Search -

ad ©2025

9  C(lick "Go Back to List"

}SOIVed tEhread

2 Jen Verhoff~ X { 50f32

> il Q Marche”o Conway Pay Group: Biweekly Hourly: 35.2500 Wi
—— Employee £ 1004 Status: Active Hire Date: 6/1/2024 Din

n the

Jobs

9 Employee Admin Tools
25

o
I -2 Employee Management

Employee Summary Job
Quick Hire Job o
Employee Maintenance * Effective Date
General Change Reason i
Override Address
Clock Settings Experience
Employment Occupation Start

Employment Status History T
ndustry Star

Jobs
Labor Organization Fields

Location Distribution * Divisi

Percent Distribution
Lt * Department: =

Organizations

Organization Supervisor/Manager

Misc Fields

Mlinn Matn Ondn

Managerial Options

Supervisor: -



10 Copy or Make note of the Job Number, in this example it's 5000.

}SO'Ved tEhread

-— i Pay Group: Biweekl Salary: 1363.00 Work Ls
& Jen Verhoff~ X ¢ B8of32 > = o\ Lucia Extra PayGroup : iweekly .E ary .o.r : oc
Employee £ 1029 Status: Active Hire Date: 1/10/2024 Division:

S Jobis

¢’ Employee Admin Tool +AddNew ' Expand AllGroups - Collapse All Groups *) Clear Grouping/Filters

I 933 Employee Management
Employee Summary
Quick Hire
Employee Maintenance v 1/10/2024
General

Effective Date Job Job Group Job Level Salary Grade

o
=1
c

Finance Mgr

Override Address Job Details

Clock Settings

Employment MANAGERIAL AND EXPERIENCE

Employment Status History

Jobs

Labor

Location Distribution

Percent Distribution - 1
OTHER DETAILS Change Reason

Organizations

COrganization Supervisor/Manager

Misc Fields

Mlinn Matn Ondn

11  Click "Client Management"

EIMPIOyImernL Sails miswny
Jobs
Labor
Location Distribution
Percent Distribution OTIER DETAILS
Organizations
Organization Supervisor/Manager
Misc Fields
Misc Data Sets
Employee Pay >
Employee Benefits > WORKERS' COMPENSATION

2

Human Resources >

/A N/A

JOB ORGANIZATION INFORMATION <

] Client Management
Payroll

Reports

Do & ED [{b

Employee Self-Service

4solved ©2025



12  Click "Job"

I =} Client Management .
Effective Date

Job

Job Group

Job Level Salary Grade

Executive Dashboard
Client Landing Page v 1/10/2024
Client Summary

Client Maintenance > Job Details
Expense Management >
Client Utilities >

Payroll >

Taxes >

Work Location >

Tables >

Labor &GL >

Job >

Benefits >

HR Management >
Attendance Management >
Time Management >
Workflow Setup >

Mass Email Utility

OTHER DETAILS

MANAGERIAL AND EXPERIENCE

WORKERS' COMPENSATION

5000 - Finance Mar

Assigned Supervisor

Industry Start

Change Reason

Notes

'orkers' Comp Code

Wage Limit Maximum
N/A

JOB ORGANIZATION INFORMATION <

13  Click "Jobs"

| = Client Management

Effective Date Job

Job Group

Job Level

Assigned Manager

S0C Code

Workers' Comp Code
Wage Limit Frequency

N/A

Division
70-70

Department

Salary Grade

Mana

Comg

Defal

Workers' Comp Co...

Executive Dashboard
Client Landing Page
Client Summary
Client Maintenance >
Expense Management >
Client Utilities >
Payroll >
Taxes »
Work Location >
Tables >
Labor&GL >
Job

Jobs

Salary Grades
Benefits >
HR Management >

v 1/10/2024

Job Details

MANAGERIAL AND EXPERIENCE

OTHER DETAILS

WORKERS' COMPENSATION
Attendance Management >

Time Management >
Workflow Setup >
Mass Email Utility

5000 - Finance Mar

Assigned Supervisor

Industry Start

Change Reason

Notes

Defauit Workers’ Comp Code

Wage Limit Maximum

N/A

JOB ORGANIZATION INFORMATION <

Payroll

N/&

Division
70-70

Assigned Manager

Workers’ Comp Code

Manager's Manager

Compensation Policy

Default Classification

Wage Limit Frequency

Department



14 Click into the Search field and paste or type the Job Number, in this example it's
5000

xplore isolved Pecple Cloud

Client: 2 Jen Demo - Jen/Verhoff University Training Company

Jobs solved University || © Help~
ols S
Jobs JobGroups  Job Levels
ent
' B G
Job Code Job Title Job Group Job Level Salary Grade Default Wor... Default Ma... Default Sup... FLSA Exempt Manager Supervisor Actions
Status  Active (15)
A Assistant 0 il & X
6025 Billing Cler 4
&
Z X
5000 Financ Z
5025 Financial Repre £
7100 HR Coord & X
7200 I Z
3 81111 Manager v s
6000 Office Mgr &£ X
8200 Outside Sales z
9000 Payrol Z
2 X
3000 &
15 Click on the Pencil icon on the appropriate Job
Explore isolved People Cloud
Client: 2 Jen Demo - Jen/Verhoff University Training Company
Jobs solved University | | ® Help~
ols SE——]
Jobs JobGroups  Job Levels
ent

+AddMew v Expand All Groups Collapse All Groups ' Clear Grouping/Filters

2 m |2 sod |
Job Code Job Title Job Group Job Level Salary Grade Default Wor... " Default Ma... Default Sup... FLSA Exempt Manager Supervisor  Actions
Status  Active (1)
5000} Finance Mgr 74



Click the "Supervises/Manages Others" field. If both are needed, click both
options.

16

This won't automatically assign any Managers or Supervisors, but will allow them
to be chosen on the list.

ent: 2 Jen Demo - Jen/Verhoff University Training Company

>bs

Save 4 Go Backto List

Job Job Options
*Job Code: | 5000 [CJManages Others
Job Title:| Finance Mgr [] Supervises Others
Job Group: - [ Seasonal Employee
| Tipped Employee

Job Level: - O

[ ] Union Employee

Regulatory Options

EEQ Category ¥

FLSA Exempt Status. Mon-Exempt -

Certified Job Type ot
Waorkers' Comp -0

Workers' Comp Classification



17

Click "Save"

oyee Admin Tools

oyee Management

Client: 2 Jen Demo - Jen/Verhoff University Training Company

Jobs

< Go Back to List

t Management Job Job Options

Dashboard * Job Code: | 5000 [[] Manages Others
ding Page Job Title:| Finance Mgr Supervises Others
mary Job Group: - |:| Seasonal Employes
ntenance > Job Level: Searc i ] Tipped Employee

danagement > |:| Union Employee

ties >
Regulatory Options
EEOQ Category: = act T -
ition >
FLSA Exempt Status: Mon-Exempt -
L > Certified Job Type: = -
Workers' Comp: Ses : -0
Workers' Comp Classification:
irades

Now the new Supervisor/Manager should be in the dropdown list. Navigate back
to Employee Management.

18

ISOlved tEhread

= Jen Verhoff~ K Client: 2 Jen Demo - Jen/Verhoff University Training Company

«” Save Complete

Jobs
Z2 Employee Admin Tools ——
Jobs JobGroups Job Levels
Ac% Employee Management
+ Add New >~ Expand All Groups -~ Collapse All Groups O Clear Grouping/Filters
I f=) Client Management
Executive Dashboard
Client Landing Page Job Code Job Title Job Group Job Level Salary Grade Default Wor... Default Ma
Client Summary z -
tatus  Active (1)
Client Maintenance >
Expense Management > 5000} Fin
Client Utilities >
Payroll >
Taxes >

Work Location >
Tables >
Labor&GL >
Job ~~

Jobs

Salary Grades

10



19 Click "Jobs"

f‘-» Employee Admin Tools
I A% Employee Management

Employee Summary

Quick Hire

Employee Maintenance -~
General
Override Address
Clock Settings
Employment
Employment Status History
Jobs
Labor
Location Distribution
Percent Distribution

Organizations

Organization Supervisor/Manager

Misc Fields

Misc Data Sets
Employee Pay >
Employee Benefits >

Human Resources >

20

ISOIVEd tlhread

Jops
| e —
Jobs JobGroups  Job Levels
+ Add New v~ Expand All Groups ~~ Collapse All Groups 'O Clear Grouping/Filters
Job Code Job Title Job Group Job Level Salary Grade Default Wor... Default Ma
Status  Active (1)
5000 Finance Mgr

Click the hamburger lines to see the full list of Active employees.

- Jen Verhoff~ X

Search the menu

(/'5 Employee Admin Tools

“o% Employee Management

Employee Summary

Quick Hire

Employee Maintenance -
General
Override Address
Clock Settings
Employment
Employment Status History
Jobs
Labor
Location Distribution

Percent Distribution

e e e

Pay Group: Biweekly Salary: 1363.00

Hire Date: 1/10/2024

Lucia Extra

< RELL2 X = O‘ Employee £ 1029

Status: Active

Jobs
+ Add New v Expand All Groups ™ Collapse All Groups 'O Clear Grouping/Filters
Effective Date Job Job Group Job Level S

Job Details

MANAGERIAL AND EXPERIENCE

OTHER DETAILS Change R

11



21 Choose the employee needed.

Employee List

Is ~ Expand All Groups -~ Collapse All Groups < Clear Grouping/Filters

nt
Legal Name Pay Group Employee ID First Name Preferred Name Middle Name Last Name H
Jen/Verhoff Univer..  Biweekly 1024 Antonio August 4
Jen/Verhoff Univer..  Biweekly 1003 Moeesha A Barry 4
Jen/Verhoff Univer..  Biweekly 1030 Carla Brown 4

i Jen/Verhoff Univer..  Biweekly 1012 Ember F Cheng )
Jen/Verhoff Univer..  Biweekly 1004 Marchello Conway F)
Jen/Verhoff Univer Biweekly 1016 Dakota David 4
Jen/Verhoff Univer..  Biweekly 1028 Dewey December 4

HHEHEY Jen/Verhoff Univer..  Biweekly 1029 Lucia Extra }
Jen/Verhoff Univer..  Biweekly 1018 Fatima February ¥
Jen/Verhoff Univer..  Biweekly 1007 Rose Rosie A Green 4
Jen/Verhoff Univer..  Biweekly 1011 Sauvoy Gu 4
Jen/Verhoff Univer..  Biweekly 1010 Deeter A Hasan )

22 Click on the Pencil icon.

Explore isolved People Cloud

{ 4of32 > Q Ember F Cheng Py Group: Biweekly Hourly: 25.5000 Work Location: San Francisco, . Location: Client: 2 Jen Demo - Jen/Verhoff Universit..
Employee # 1012 Status: Active Hire Date: 6/2/2016 Division: 70- 70 Department Company: Jen/Verhoff University Training

Jobs [isolved University | | ® Help~

ols REE=
+ Add New ~ Expand All Groups ~ ~ Collapse All Groups "D Clear Grouping/Filters
1ent &
Effective Date Job Job Group Job Level Salary Grade Workers' Comp Co. EEO Category FLSA Exempt Actions
v 6/2/2016 8000 - Customer Service il

Job Details

MANAGERIAL AND EXPERIENCE

OTHER DETAILS

Manager

WORKERS' COMPENSATION

JOB ORGANIZATION INFORMATION < 0 ep >



23 Choose the Supervisor or Manager drop down.

Change Reason: S

: = FLSA Exempt:
Job Options:
Default Manager:
Experience Default Supervisor:
Occupation Start MM / YYYY Job Summary
History g
Industry Start: MM 7k YYYY Job Description
8000
Organization Fields
i * Division: a -
*Department; -
isor/Manager g .
g Managerial Options
Supervisor: -
Manager: e
Manager's Manager:
Workers' Compensation
Default Workers' Comp Code:
Workers' Comp Code: Search or ¢ v
[] Workers' Comp Exempt
Default Classification:
Classification: S om list -
nent Wage Limit Maximum: N/A
Wage Limit Frequency. N/A
24 Choose the Supervisor or Manager to be assigned.
q 0 q
You can also start typing the name you're looking for.
L SLELUS HISWNY "
Industry Start: MM / YYYY Job Descrif
2000
Organization Fields
stributi
S *Division: 70 - 70 e -
tribution
*Department; S -
ns

n Supervisor/Manager : :
L . g Managerial Options

S | B st -
- upervisor [ g t
> Manager: 1003 - Moeesha A Barry - Jen/Verhoff University Training Inc
efits > Manager's Manager 1010 - Deeter A Hasan- Jen/Verhoff University Training Inc
1022 - Jack June - Jen/Verhoff University Training Inc
rces >

1027 - Nick Movemben- Jen/Verhoff University Training Inc

Workers' Compensation 1029 - Lucia Extra - Jen/Verhoff University Training Inc

Default Workers' Comp Code:
Workers' Comp Code:

Default Classification:

Classification: S

anagement Wage Limit Maximum:
Wage Limit Frequency:

Other Options

e Self-Service SOC Code Search: ¢

1025

13



25 Click "Save"

ISOIVed thread

Pay Group: Biweekl Hourly: 25.5000 ork Location: San Francisco, Location: Client 2 Jen |

& JenVerhoff- X ¢ 4of32 > Q_ Ember F Cheng pesou: seeky urly i 1 San Francisco, } o
Employe: 12 Status: Active Hire Date: 6/2/2016 Division: 70 - 70 Department: Company: Je

G e Jobs (s

% T T
Z? Employee Admin Tools ® he CoBack o List

I »fgi Employee Management

Fuilis 2ty st Job Classification
Quick Hire Job: 8000 - omer Service ~ Job Group
Employee Maintenance * Effective Date: | 6/2/2016 Job Level:
EEO Category
General Change Reason N FLSA Exempt No
Override Address SO0
) Default Manager
Clock Settings Experience Default Supervisor
Employment Occupation Start MM f Yy Job Summary
Employment Status History P — : Job Descriglon
Jobs :
8000
Labor Organization Fields
Location Distribution e
Percent Distribution
* Department| 30 - Payroll -

Organizations

Organization Supervisor/Manager
Misc Fields

Misc Data Sets

Managerial Options

Supervisor: ferhoff Univ

Employee Pay > Manager. 3

Emplayee Benefits > Manager's Manager:
Human Resources >
Workers' Compensation
Default Workers' Comp Code:
Waorkers' Comp Code -
Workers' Comp Exempt
Default Classification:
Classification -

14



