
Changing FT/PT Status in Bswift 

 

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

 

 
2. Enter the employee’s first name, last name, or social security number and click Search to 

access the employee’s record. 

 

 
3. Select the employee you want to edit. 

 

 



4. From the employee's record, click the Employment tab. 

 

 
5. In the Employment tab, scroll to Time Status Information. Click Edit. 

 

 
6. Enter the Effective Date of the status change. Date can be current, in the past, or in the 

future. 

 

 



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. 

 

 
8. Click Save to finalize the status change. 

 

 


