Changing FT/PT Status in Bswift

1. From the Bswift manager dashboard, select User Admin from the Admin dropdown.
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2. Enter the employee’s first name, last name, or social security number and click Search to
access the employee’s record.
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* Your ability to search by SSN will be impacted by SSN masking &/or your assigned permissions.
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3. Select the employee you want to edit.
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¢  Employee ID

Tom 1/1/1980 321-99-1234 98745




From the employee's record, c

lick the Employment tab.
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@ Tom Test (Employee ID: 98745) (import User ID: 321-99-1234)
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FirstName Tom
Middle Initial

LastName  Test
urity Number  321-99-1234
Date of Birth  1/1/1980
Age 45

Gender Male

Marital Status

In the Employment tab, scroll to Time Status Information. Click Edit.
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7. Select the new Time Status from the dropdown menu.
*Changing an employee’s status to Full Time will open a benefits enrollment window.
*Changing an employees status to Part Time will remove any existing benefits.
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8. Click Save to finalize the status change.

#A  Admin ¥ Reports v  Library v  Billing v Connections ~ Role

THERMO KING MIDWEST

MANAGER Demographics Iﬂml Compensation Benefits HR

@ search for User

(®)Tom Test > Edit Time Status Information
© Add User

* Fields are required

a Impersonate User

View/Edit *Effective Date | gg/12/2025 |

Life Events -
* Time Status Part Time Hourly v

Notes

Employee File K
m Cancel ‘
Personalized Forms

Familv Information




