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How To: Rehiring an Employee

1. To Rehire an employee, hover over the “My Employees” widget on your home screen
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2. Remove the “terminated” employee status (#1) and click refresh (#2)
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3. Check the checkbox in the row for the employee (#3) and click the Rehire button (#4) on the page.

a. Enter the date that the employee will be officially rehired and proceed.

b. After you select Rehire, a success message appears. Their Account Status will automatically
change from Terminated to Active. Check for any other settings in their account that should
be changed.

c. Inthe Dates widget, the Terminated date will be cleared, and the rehire date will populate in
the Re-Hired field.

d. Save all new settings when you are done making edits to a rehired employee.

**Once an employee is rehired, it is recommended that you review all data on the employee record to be
sure it is all up to date. **
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