
How to restore or rehire 
employee profiles

FOLLOW THESE STEPS TO FIND TEAM MEMBERS IN YOUR EMPLOYEE ONBOARDING DIRECTORY



This instructional presentation covers the two 
topics below. To skip ahead, click the button.

Topics
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How to restore an employee profile

How to rehire an employee



Restoring an 
Employee Profile
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THAT HAS BEEN TERMINATED BY MISTAKE



PRIVATE & CONFIDENTIAL – DO 
NOT DISTRIBUTE

4

Restoring an employee profile
In the Admin section, select the Employees tab. 

Select Terminated in the Status filter. 
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Restoring an employee profile
Use any of the optional additional filters, including the Search or More filters, to refine your results.

Select the employee's name to 
access their profile.
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Restoring an employee profile
Scroll to the bottom of the employee’s profile and select the Restore Employee option.

Select Confirm to complete the profile restoration. 



Rehiring a 
Previously 
Terminated 
Employee
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In the Admin section, select the Employees tab. 

Rehiring a Previously Terminated Employee

Select Terminated in the Status filter. 
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Rehiring a Previously Terminated Employee
Use any of the optional additional filters, including the Search or More filters, to refine your results.

Select the employee's name to 
access their profile.
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Rehiring a Previously Terminated Employee
In the Termination details at the top of the page, select the Rehire Employee option.

In the field, Rehire Date, add the date the employee was rehired.

Select the Rehire option.
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Rehiring a Previously Terminated Employee
The date the employee was rehired will now be available in the Date of Rehire field in the Employment Information section 
of the employee’s profile.  

If needed, follow the instructions on how to complete Supplement B of the I-9 in our I-9 Management section.
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