
Rehiring an Employee 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 Employment tab. 

 

 
5. In the Employment Information section, click Edit. 

 

 
6. Enter the employee’s Re-Hire Date. Click Save. 

 

 
7. Click the Employment tab again. 

 



 
8. In the Employment tab, scroll down to Employment Status Information. Click Edit.  

 

 
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. 

 

 
10. Click the Demographics tab. 

 

 



11. In the Login Infomration section, click Edit. 

  
12. 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. 

 

 


