
 

1 
 

HSA MID-YEAR CHANGE 

Change your HSA election at anytime by following 
the steps below: 

1. Login to your Paylocity Account – access.paylocity.com/ (Our company code is 115578) 
2. Click the gray menu at the top left labeled HR & Payroll 

o  
3. Navigate to Bswift Benefits (last item in the drop-down) 

o  
4. Click HSA Mid-Year Changes 

https://access.paylocity.com/
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o  
5. Enter today’s date, click the checkbox, and then Save and Start Life Event Enrollment 

o  
6. Click View Plan Options 
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o  
7. Enter the desired per pay period amount and click Continue 
8. Click Continue to review the election changes. 
9. Complete the enrollment by clicking the check box, indicating that you agree with the 

changes. 


