Adding a Life Event 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.

Search for an Existing User or Add a New User

Search

v Advanced Search

Search | Reset Fields © Add a New User

¢  Employee ID

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




4. From the employee's record, click the Life Events option on the left side of the screen.
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5. Select the type of Lif
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@ Tom Test (Employee ID: 98745) (Import User ID: 321-99-1234)

@© Demographic Information

First Name  Tom

Middle Initial

LastName Test
Social Security Number ~ 321-99-1234
Date of Birth  1/1/1980
Age 45

Gender Male

Marital Status

e Event you wish to enter. In this example, we will add a new child.

Life Events

@ Tom Test (Employee ID: 98745) (Import User ID: 321-99-1234)

If you had a recent life event such as a birth of a child, or a marriage, you may be eligible to change your benefit elections. Please fill out ¢
in coverage.

STEP 1 Please select your life event

> Marriage
> Birth/Adoption/Legal Guardianship

’

Other life events...

6. Enterthe date the Life Event occurred.
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(2) Tom Test (Employee ID: 98745) (import User ID: 321-99-1234)

If you had a recent life event such as a birth of a child, or a marriage, you may be eligible to change your benefit elections. Please f
in coverage.

STEP 2 Enter your life event information

Birth/Adoption/Legal Guardianship
When did your life event take place?

Enter adéte




7. Ifyou select a life event that is adding a spouse or dependent, you must enter those details at
this time. Click +Add Dependents to proceed.
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Life Events

Notes Birth/Adoption/Legal Guardianship Change life
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Personalized Forms
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8. Enter new Dependent Demographic Information.

Add Family Member

@ > Edit Demographic Information

Dependent Demographic

* Fields are required

* First Name |

Middle Initial |

* Last Name |

Last Name Effective Date | wvddryyyy

*Date of Birth |\

Yvyy

* Social Security Number | ..

*Gender (@) Male () Female

Disabled () Yes (.\' No




9. Continue scrolling to complete Dependent Demographic Information.
*Import User ID is social security number. In the case of a newborn, if SSN isn’t available, use
employee’s SSN and add “-1”.
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10. Confirm Address information. Click Save to move to the next step.

= AOOTESST 1123 Main Street \
& Impersonate User
View/Edit Address2 ‘ ‘
Life Events City ‘ indianapolis
Notes

State ‘ IN - Indiana v |
Employee File

Zip ‘ ‘

Personalized Forms 46235
Family Information Home Phone ‘ XXX-XXX-XXXX ‘
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11. Confirm Life Event details are correct. If you need to add more dependents as part of this life
event, click +Add Dependent again and follow the steps. If not, click Continue.

@ Tom Test (Employee ID: 98745) (Import User ID: 321-99-1234)

If you had a recent life event such as a birth of a child, or a marriage, you may be eligible to change your benefit elections. Please fill out all information requested to compy
in coverage.

STEP 2 Enter your life event information

Birth/Adoption/Legal Guardianship of
When did your life event take place?

Enter adate | 08/10/2025

Enter your new dependent’s information:
Name Relationship Date of Birth Age Gender

® Baby Test child 8/10/2025 0 M
© Add Dependent
{ Contin , ‘ Cancel




12. Tick the box to confirm all details are correct.
13. Click Save and Start Life Event Enrollment.

@ Tom Test (Employee ID: 98745) (import User ID: 321-99-1234)

If you had a recent life event such as a birth of a child, or a marriage, you may be eligible to change your benefit elections. |
in coverage

STEP 3 Confirm your information

Birth/Adoption/Legal Guardianship

Life Event: Birth/Adoption/Legal Guardianship
Date of Event: 08/10/2025
Added to Family: Baby Test

€2 | verify that all of the above Life Event information is correct

\; Hide Event from Employee

fe Event Enrollment ezl Io]

14. You may now make changes to the employee’s benefits. Follow the prompts for each line of

coverage. Click Continue when finished.
15. If you prefer the employee completes the benefit changes themselves, click Save and Finish
Later. The employee can now login and complete their own benefit updates.
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