
Paylocity Enterprise Benefits (BSwift) 
Billing Report Instructions 

Updated 9/23/2021 

1. Log into Paylocity using your Administrator log in credentials at https://
access.paylocity.com/ 

 

2. Click on the grey hamburger menu next to HR & Payroll in top left hand corner of the 
screen. 
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3. This screen of menu items will open up.  Select Bswift Benefits at the bottom of the list  
to access the Bswift site. 
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4. This bSwift screen will open up.  Click on the arrow next to Billing. 

 

5. Select Billing Suite. 
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6. Select the AKC – Welfare Benefit Billing Report 

 

7. Choose the automatically generated report for the month that you need by reviewing the 
“Run Date” column and selecting the run date for the 12th of that month.  This report will 
agree with the report used to create your welfare benefit billing invoices from the 
Chancery.  Then select the  
“Save as Excel” next to the report. 
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8. The report will then be available to download, review and save. 

 

9. Once the report is open, select the “List Bill” tab to review the premiums by employee. 
Review the Period Start and Period End dates to ensure you are working with the correct 
billing report.  The premiums on this report are for the month.  The Chancery invoices 
you for these premiums twice a month, so the monthly premium is divided by two to 
create your invoiced amounts.   
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10. The following columns on this report are NOT included in your welfare benefit invoices: 
a. Health Savings Account Columns 
b. 401K Columns 
c. TIAA 403b Columns 
d. FSA Columns 
e. Retirement Period Columns 
f. FICA Allowance Columns 
g. Salary Period Columns 
h. Car Allowance Columns
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