
Viewing Benefits and Confirmation 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 Benefit Coverages on the left side of the screen. 

 

 
5. From here, you can scroll to view the employee’s benefits, including who is covered, who is 

not covered, and the cost for each benefit. 

 



 
6. View the employee’s prior benefits, or benefits effective in the future, by changing the date in 

the upper right hand corner. 

  
7. To access the benefits confirmation, click Print. 

  
8. You can print a hard copy of the confirmation or select Save as PDF to download a .pdf file.  

 
 


