Rehiring an Employee 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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@ search for User Enter part or all of a user's First Name, Last Name, Employee ID, Import ID or SSN* in the search field below. The system will search all record:
© Add user Use Advanced Search if you want to filter your search results.

* 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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Search
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¢  Employee ID

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




4. From the employee's record, click Employment tab.
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View/Edit
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5. Inthe Employment Information section, click Edit.
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(%) Tom Test (Employee ID: 98745) (Import User I0: 321-09-1234)
(@ Demographic Information
First Name Tom
Middle Initial
Last Name Test
Social Security Number ~ 321-99-1234
fntnof Dich 30 f1008
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6. Enterthe employee’s Re-Hire Date. Click Save.
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7. Clickthe Employment tab again.
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(® Tom Test > Edit Employment Information
View/Edit

Life Events * Fields are required

Notes
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8. Inthe Employment tab, scroll down to Employment Status Information. Click Edit.
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9. Change the Effective Date to the employee’s rehire date. Change Employment Status to

Active. Click Save.

* The employee is now rehired, but cannot elect benefits. Proceed to next steps.
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O Leave of Absence Information

Leave of Absence
Reason

Start Date
st Day Worked Date

End Date

Return from Leave Date

nticipated End Date
Pay Status

Certification  No

Effective Date  8/11/2025
Employment Status  Not Active
@© Time Status Information
Effective Date  8/1/2025

Time Status  Full Time Hourly

10. Click the Demographics tab.
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(®)Tom Test > Edit Employment Status Information
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11.

12.

In the Login Infomration section, click Edit.
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(®) Tom Test (Employee ID: 98745) (import User ID; 321-99-1234)

® Demographic Information m

First Name

Middle Initial

Last Name

Social Security Number
Date of Birth

Age

Gender

Tom

Test
321-99-1234
111980
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Login Enabled
Effective Date
€nd Date
Username
Entry Point

Tier Access

No
8/1/2025
8/10/2025
ttester
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In Edit Login Information, complete the following steps.

— Click Enable Login - Yes
— Change Effective Date to reflect rehire date

— Remove End Date (end date must be removed to allow login)

— Enter employee’s username (first initial + last name)

— Click Reset the Employee’s Password...

When finished, click Save. Employee can now login and elect benefits.
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(®) Tom Test > Edit Login Information

* Fields are required

*LoginEnabled @) ves () No
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(@) Reset the user's password to the last 4 digits of their SSN. (For
example, a user with Social Security Number of 123-45-6789
will get 6789 for the new password)

_/ Reset Password via email to employee ‘ ttest@tester.comw




