
Adding a New Employee in Bswift 

 

You will need the following demographic information to add a new employee: 

→ Full Name 
→ Social Security Number 
→ Date of Birth 
→ Gender 
→ Mailing address 
→ Cell phone number 

→ Email address 
→ Employee ID (TKM Employee Number) 
→ Hire Date 
→ Pay Rate/Salary  
→ Location 
→ Job Title 

 

1. From the Bswift manager dashboard, select User Admin from the Admin dropdown. 

 

 
2. Click +Add a New User. 

 



 

3. Enter employee’s demographic information. All fields marked with * are required. 

*Import User ID is the employee’s social security number. 

  

4. Continue entering employee’s contact information. 
*If only work email address is available, enter it in both Home and Work email fields. 

 
 



5. Enter Bswift Login Information. Effective Date is date of hire; do not enter an End Date. 
*Username is employee’s first initial + last name. Example: Tom Test’s username is ttest. 

  
6. Enter Employee ID. This is the TK Midwest employee number. Enter Hire Date. 
7. Enter Status Effective Date. This is the Hire Date. Ensure status is set to Active. 

  
8. Select Time Status from the dropdown menu. Effective Date is the Hire Date. 
9. Select Pay Frequency from the dropdown menu. Effective Date is the Hire Date. 

 
 



10. Select Location from the dropdown menu. Effective Date is the Hire Date. 
11. Select Job Title from the dropdown menu. Effective Date is the Hire Date. 
12. Select FEIN from the dropdown menu. Effective Date is the Hire Date. 

  
13. Enter Salary or Hourly Rate (based on Time Status.) Effective Date is the Hire Date. 
14. Enter Hours per Week. 
15. Select Benefit Class from the dropdown menu. Effective Date is the Hire Date. 

  
16. Scroll down and click Save to add the employee to Bswift. 

*A benefits enrollment window will open for eligible employees. 

 



 

17. You may enter dependent information at this time, but it is not required. Generally, 
employees enter these details during enrollment. Click Next. 

  
18. The employee is now active in Bswift and may elect benefits, if eligible. 

  


