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Adding a New Supervisor or Manager
to an Employee
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

https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx


2

2 Click "Employee Management"

3 Click "Employee Maintenance"
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4 Click "Jobs"

5 Choose the Employee that needs to be updated.
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6 Click on the Pencil icon to Edit.

7 Choose either the Supervisor or Manager drop down.



5

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!)

9 Click "Go Back to List"
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10 Copy or Make note of the Job Number, in this example it's 5000.

11 Click "Client Management"
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12 Click "Job"

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

15 Click on the Pencil icon on the appropriate Job
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16 Click the "Supervises/Manages Others" field. If both are needed, click both
options.

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

18 Now the new Supervisor/Manager should be in the dropdown list. Navigate back
to Employee Management.
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19 Click "Jobs"

20 Click the hamburger lines to see the full list of Active employees.
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21 Choose the employee needed.

22 Click on the Pencil icon.
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23 Choose the Supervisor or Manager drop down.

24 Choose the Supervisor or Manager to be assigned.
You can also start typing the name you're looking for.
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25 Click "Save"


