
Terminating 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 the Employment tab. 

 

 
5. Scroll to Termination Information and click Edit. 

 

 
6. Select Termination Reason from the dropdown menu. 
7. Enter Last Day Worked and Termaination Date. Click Save. 
 

 
8. Review employee’s benefits and term dates for each. 
9. Click Save. Employment termination is now complete. 
 

 


