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Bswift New Hire Benefits Enrollment Guide 
 

Access to Online Enrollment 
 
Benefits elections are made online on the Bswift Benefits Administration portal.  
The benefits enrollment website can be accessed directly at: www.dopbenefits.bswift.com. The site 
supports the following browsers:  Microsoft Internet Explorer, version 8.0 and up, Mozilla Firefox 
version 2.0.0.4 and up, Google Chrome version 19.0.1084.52 and up, and Safari version 4.0.1 and up.  
We encourage you to keep your browser updated.  

 

Employees will have 30 days from the date of hire or gain of full-time eligibility to enroll in 

their benefits. Decisions made during New Hire Enrollment are generally binding for the entire 

year and cannot be changed until next year's Open Enrollment, unless employee experiences 

a qualifying event that allows for benefit changes during the year. 

 

Usernames and Passwords 
 
All usernames and passwords have been set to the following:  

Username: The first initial of your first name plus your last name (e.g. John Smith = JSmith) 

Password: The last four digits of your Social Security Number 

 

http://www.dopbenefits.bswift.com/
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Once you have successfully logged into the website, you will be prompted to create a new password.  

 

Please use your newly created password each time you login. 

If you wish to leave the site click the “Log Out” icon in the upper right-hand corner of the enrollment 
site to log off. For security purposes, the system will automatically log you out if you leave your system 
idle for more than 30 minutes. For successful navigation of the site, do NOT use the “back” button in 
your internet browser, as this will automatically log you out of the site.  
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New Hire Enrollment 
 
Before you start your enrollment, please watch “New Hire Benefits Enrollment” presentation.  

This short video provides you with information that you need to successfully navigate your benefits 

choices as a new hire.  

 

Please review all summary plan descriptions, benefit information, special enrollment language, as well 

as benefits required notices before you start your enrollment. These resources are listed in the Featured 

Documents and the Library.  

 

 

 

 

 

 

 

 

 

https://vimeo.com/442156294
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To begin your enrollment from the Home Page, click on the “Start Your Enrollment” button. 

 

Your enrollment is broken down into the following 4 sections. You must complete all sections in order to 
successfully enroll in benefits.    

1. Your Information (Personal and Family Information)  
2. Your Benefits  
3. Confirm 
4. Enroll 
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Verify your Personal Information 

Before you begin enrolling in benefits, you will need to ensure that all of your personal and family 

demographic information is complete and accurate. The personal information that you see is provided 

from your payroll system. Please review the fields below to make sure all of your personal information is 

accurate. If something is incorrect, please contact your employer’s human resources department to 

request an update to this information. 

It is critical that your contact information, including your mailing address and your email address is 

accurate to ensure you receive benefits related communication in a timely matter. Keeping this 

information up to date also helps to ensure accuracy of the Affordable Care Act reporting to the IRS.  

 

In the family information section, you will need to enter information about your spouse and / or 

dependent children, if applicable. 

 
 
Please verify your name, date of birth and social security numbers for yourself and your dependents 
and ensure this data matches the IRS records.  
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When you are finished, please click “I agree” and “Continue” at the bottom on the screen. 
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Verify your Family Information 
 
Please be sure to add all dependents that may be missing from the Family Information section before 
proceeding to the next section. To do this, click on the “Add Dependents” link. 
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If you wish to add dependents, please note that all fields with an asterisk (*) are required.  
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When all of your family information is accurate, read through the Dependent Information Notice 
section, check “I agree” and click “Continue.” 
 

 
 
After verifying your personal and family information, the system will guide you through your enrollment.  
 

Before we get started… 
 
While enrolling, you will have access to tools that provide cost estimates and make suggestions. But only 

you can elect benefits that best suit your needs. By using these tools, you agree to the Terms and 

Conditions. 

 
 
 
 
 
 
 
 

https://secure.bswift.com/security/decision_support_terms.aspx
https://secure.bswift.com/security/decision_support_terms.aspx
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Select Your Benefits 
 
All available benefits will be displayed on the left-hand side of the screen. When a benefit selection is 
complete, a yellow check mark will be displayed within the plan type text box. Throughout your 
enrollment, you can track your per pay period cost on the upper right hand side of your screen.  
 
For medical and dental enrollments first choose the dependents you wish to cover. Once you choose 
your covered dependents, your costs will automatically update for each plan. If you would like to add 
another dependent, click on the “Add Dependents” link. If you wish to waive the entire benefit, you do 
not have to select any dependents; only select the “Waive” option after all available plans.  
 

 
 
 
To find out more details regarding the offered plans, please watch the “Summary of Medical Benefits” 
presentation.  
 

 
 
 
 

https://www.brainshark.com/azblue/vu?pi=zHAzU24YyzdDpNz0&re=1&r=c3RlZmFuaWUuaGlsbEBhemJsdWUuY29t&intk=249480404
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In addition, click on the “View All Plans Side-by-Side” button or the “Which Plan Is Best for Me?”. 
 

 

 
 
To access additional information on the plans provided to you, click on the “View Plan Details” button.  
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Once you decide which plan is best for you and your dependents, click the “Select” button to the right of 
the plan name. If you wish to waive the plan, click the “Waive” button at the bottom of the screen.   

 

 
Once you make your plan selection and click Continue you will be brought back to the enrollment page 
and can continue on to the next plan type to make your next plan selection.  
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Basic and Accidental Employee Life Insurance 

 
You and your dependents are automatically enrolled in these plans which are provided at no cost to you.  
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Supplemental Employee Life Insurance 
 

This enrollment differs from the Medical and Dental plans. When choosing these benefits, you will not 
need to select dependents to be covered, but you will need to choose whether you would like to enroll 
in the plan and choose a coverage amount from the radio buttons under coverage amount. You can also 
click the “ Calculate Costs” link to view your per pay period cost for each coverage amount. When you 
are satisfied with your election, click “Continue”. 
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If your coverage amount exceeds the guaranteed issue amount, you will see a notification on your 
summary page. This will require you to complete an Evidence of Insurability application with the 
Hartford via a Single-Sign-On. This application will ‘pop up’ in a new tab on your browser when you 
complete your enrollment. 
 

 
 

Supplemental Life Coverage is reduced to 65% of the original amount at age 70; 45% at age 75; 30% at 

age 80 and 15% at age 90. Benefit amount (including Guaranteed Coverage Amount) may vary from the 

amount shown in bswift based on the provisions specified in the summary plan description or booklet. 

 

Important Note: Dependent coverage is available only when you elect and are approved for coverage 

for yourself. 

 

You cannot be covered as an employee and a dependent at the same time on the Diocesan plans. 
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Disability Plans 
 
The Diocese provides eligible employees with short term disability coverage through The Hartford at no 
cost to the employee. You also have the option to purchase voluntary Long Term Disability coverage. 
 

 
 
Click “Continue” to proceed. 
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Health Care FSA & FSA Dependent Care  
 
To enroll in these plans, please enter a flat dollar amount in the Employee Contribution Amount box. 
You can click the “Calculate Costs” button to see what your per pay period amount will be. Be sure to 
update your banking information for direct deposit. You can do this by clicking the “Click here” link on 
the site and completing the information under the “Banking & Taxes” tab. This plan offers you a way to 
convert taxable salary dollars into tax-free dollars.  
 

 
 
Be sure to update your banking information for direct deposit.  
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Employee Assistance Program 
 
Now more than ever, the overall wellbeing of our employees is our top priority.  

Aetna Resources for Living Employee Assistance Program is accessible to all employees and their eligible 

family members at no cost. 

 

The program gives you access to a wide variety of supportive services in areas such as emotional well-

being support, legal and financial services, daily life assistance and other services. You can use the 

resources by calling 1-888-238-6232 24 hours a day, seven days a week.  You can also 

visit www.resourcesforliving.com/, and then enter Username DPHX and Password EAP. 
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Charity Contributions 
 
The Diocese offers Catholic Charities Foster Care Charitable Giving to come out via payroll deduction to 
make your giving easier and maximize your impact on throusands of people. Catholic Charities Foster 
Care charitable giving helps foster children and families, veterans, victims of domestic violence, refugees 
and others in your community.  
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The Diocese offers Catholic Education Arizona Charity plans that exists to help provide tuition 
scholarships to underserved families and students who desire an education at one of the Catholic 
schools. There is no limit to what you are able to contribute, although there is a limit of the tax credit. 
 
The Diocese of Phoenix allows your contribution to come out via payroll deduction to make your giving 
easier and maximize your impact on Catholic education.  
 

 
 

Once you elect and contribute an amount you will be asked to select the school(s) you would like to 

apply your state tax deferral charity contribution to. 
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The Charity and Development Appeal supports more than 70 educational, charitable and spiritual 

organizations which counsel, feed clothe, house, educate and comfort those in need throughout the 

four counties in the Diocese of Phoenix.  

The Diocese of Phoenix allows your contribution to come out via payroll deduction to make your giving 
easier and maximize your impact on throusands of people.  
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Designating Beneficiaries 
 
For all life insurance plans, you must designate beneficiaries for your benefit. Each percentage, primary 
or secondary must equal 100%. The Primary designation is required before completing your enrollment. 
The second tab labeled “Secondary Beneficiaries” is optional. Each dependent will appear as a 
beneficiary option. If you would like to add an additional beneficiary, click on the “Add Beneficiary” link. 
 

 
 
Please make sure beneficiaries are designated, as the system will automatically default to “My Estate”. 

Once you have designated your beneficiaries, click the “Continue” button. 
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Coordination of Benefits 
 
If you or your dependents are covered by insurance in addition to coverage through The Roman Catholic 
Diocese of Phoenix, please provide the other insurance information, in the Other Coverages section. 
 

 
 
Once you have stepped through your enrollment and made your selection on the final plans and 
selected your beneficiaries, click the “Continue” button. 
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Please Review All Your Selections 
 
You will now be directed to the final review page. Carefully review all of your benefit elections and 
covered dependents. Note that you may change your elections by clicking the “Edit Selection” button 
for any of your plan selections. The dependents you wish to have included in your coverage will be 
listed. You may notice that some of your elections are pended due to approval by the insurance carrier.  
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Completing your Enrollment 
 
Once you’ve completed your review, read through the Participation agreement, click the “I agree, and 
I’m finished with my enrollment” and then ”Complete Enrollment”  in the right side panel. 
 

✓ Please Note: Your enrollment selections are not considered complete until you click the “I agree 
and I am finished with my enrollment” followed by the ”Complete Enrollment” button at the 
end of the enrollment and confirmation process. 
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Confirmation Statement 
 
It is highly recommended that you e-mail yourself a confirmation of your elections.  To do so, 
click on the “Email” link on the New Elections page after making your election. If you don’t have 
an e-mail address in the system, please print out the confirmation page before you leave the 
site by clicking on “Print” link.  
 

 
 
 

Logging Out 
 
When you have completed any actions taken on the Diocese of Phoenix, please be sure to log out by 
clicking the “Log Out” button on the upper right hand corner of your browser.  
 

 
 

 
 
 
 
 


