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Welcome to Infinisolved! 
 
As an Employee of Burcham Hills Retirement Community you now have access to the 
Infinisolved Employee Self-Serve website to update your personal information, such 
as address and dependent information.  You will also be able to use this website for 
enrollment purposes, communicating Life Events and as an informational tool.   
 
To login to the site, go to www.burchamhills.bswift.com.  You will see the following 
screen: 
 

  
To login, use the following: 
 

 
Username: 

 
The First Initial of Your First Name + Your Last Name 
(for example: jdoe) 

 
Password: 

 
The Last Four Digits of your Social Security Number 
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**Please follow these steps before proceeding. ** 

 
Once you have successfully logged in, the following screen will appear.  Click on the 
My Profile tab.  It’s extremely import to follow this step prior to doing anything else 
within this site. 
 
The Personal Information screen will display.  Please verify and/or update your 
personal information.  You will have the option to verify and/or add your work, home 
and alternate e-mail address.  Keep in mind that you must have an e-mail address listed 
in order to request an e-mail confirmation when you are enrolling in plans.  Once your 
Personal Information is accurate, click Save and proceed by clicking on Family 
Information in the side-navigation bar.   
 

  
Please verify the family information, if any is listed.  To verify and/or update family 
information, click on the name of the dependent.  Review the information and update if 
needed.  Once you are finished, click Save.  If you wish to add family information, click 
on Add Family Member and complete all the information and click Save or Save & 
Add Another (depending on how many dependents you wish to add).  *Dependents 
must be entered in the system prior to enrollment if you wish to have any Family-
level of coverage.* 

 
 
 
 
 

Click here 
once your 
personal 

information 
has been 
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**You are now ready to proceed to your Enrollment** 

 
To complete your enrollment, you will need to click on the Home tab and then click 
Enroll Now (which will remain on your home page as long as your enrollment period is 
open) under My Benefits.   
 

   
 
After you click “Enroll Now”, the system will display what type of enrollment period 
you are experiencing (New-Hire, Company Wide, Life Event or Special).  To begin your 
enrollment, you will need to click on the here in the “Click here to begin or complete 
your enrollment”.  Once you click here, the system will guide you step by step through 
your enrollment.  Please note that you are automatically enrolled (“Auto Enrolled”) in 
certain employer-paid benefits.  Also, some benefits may be “Information Only”.  For 
“Auto Enrolled” and “Information Only” benefits, you will not enroll using this 
system.  You will be able to view plan documents and information. 
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***While continuing through your enrollment process and following these steps, please 
make sure to read each screen carefully for additional plan information and specific 
information regarding enrollment.  You may be directed to a Provider’s website to 
complete a form or enrollment for a specific benefit*** 
 
A screen similar to the below will appear after you click here.  Please note that the 
system will show up to four benefits within a plan type, side-by-side, depending on 
how many benefits your employer offers.  If you wish to enroll in one of the benefits 
listed, you will need to click on Choose this Plan>>.  If you do not want the coverage 
listed, you will need to click on Waive Coverage>>. 
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If you choose to enroll in the benefit, you will be directed to the family information 
screen.  This is where you will decide which dependents, if any, you would like to 
cover.  Once you have selected the dependents you wish to cover, click Continue. 
 

  
After you have completed your elections for a particular benefit, you will be directed to 
the “Verification” page.  Please review and verify the information listed.  If you agree, 
click on I Agree and Enroll Now.   Please note that if you choose to waive coverage, 
you must still finish the enrollment and waive each plan that is open for enrollment by 
clicking on I Agree and Waive Now. 
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When you get to the Health FSA enrollment page, click on “Participate in Plan” if you 
want to enroll in the plan and enter your Annual Contribution Amount or “Decline” if 
you wish to not participate in the plan.  
  

  
Once you have completed your enrollment, you have the option to have a Confirmation 
Statement emailed to you.  In order for the system to email you the statement, you must 
have entered your work, home or alternate email address in Infinisolved under My 
Profile.  If you need to add your email information, click on My Profile and enter the 
information.   If you prefer a printed statement, click on Printer Friendly and then the 
printer icon. 
 



 8 

   
 
 
Even if you have completed your enrollment, you can go back and make changes as 
long as your enrollment period is still open (Once you’ve completed the enrollment, 
Enroll Now will change to Enrollment Complete and will continue to show on your 
Home page as long as your enrollment period is open).  Once the enrollment period is 
closed, the plans you have selected at that time will be your enrollment.  If you wish to 
make changes to your selections and your enrollment period is still open, click on 
Enroll Now or Enrollment Complete on the home page under My Benefits.  Select the 
benefit(s) you wish to change by clicking on the benefit type(s) in the left-navigational 
bar. 
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A screen similar to the below (depending on what benefit you are changing) will appear 
and you will have the option to View/Change Plan or Cover/Waive Family Member(s). 
 

  
 
Click on the link that pertains to what you want to change.  Make your changes; click 
Continue and then I Agree and Enroll Now.  Complete this step for each benefit that 
you wish to change.  Once you have made your changes, you will need to either have 
your updated Confirmation Statement emailed to you or print one by clicking on 
Printer Friendly. 
 

Congratulations!  You have now completed your enrollment process. 
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“Ongoing Maintenance of your Infinisolved Information” 
 
Provided you have Internet access, you can access Infinisolved 24 hours a day, 7 days a 
week.  At anytime, you can update your personal information (address, phone number, 
email, etc.) or communicate a Life Event.  To update your personal information, you 
will need to login into Infinisolved.  If you have previously logged in, but you cannot 
remember your password, click “Forget Password?” at the bottom of the login screen.  
If you have a valid email address entered in your profile, the system will send you an 
email containing your username and password.  Once you’ve logged in, click on My 
Profile in the top navigation bar and update your personal information.   
 
If you experience a Life Event, and are eligible for a Life Event enrollment period, click 
on the appropriate link under Life Events on the home page.   
 

   
The life event you chose will be displayed.  If you clicked on the wrong type of Life 
Event, you can click on the arrow and you see a list of Life Events.  Once you have 
confirmed your event, enter the date of the event in the date field and click Save. 
 

 

Click arrow for list of 
Life Events. 
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If the event you are experiencing is a Life Event in which you will be adding a family 
member, you will see the “Add Family Member” screen.  Enter the required data for 
your family member and click Save.  Once you add the family member due to a Life 
Event, the system will automatically open a Life Event enrollment period.  Follow the 
steps beginning on page 4 of this guide to add the family member to your plans. 
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If the Life Event you are experiencing causes the removal of a family member, follow 
the same steps above.  Once you choose your Life Event, the system will display the 
names of your family members.  There will be check box beside the family member’s 
name that could be affected by the Life Event chosen. 
 

  
Once the box has been checked, you will be prompted to verify that your Life Event 
information is correct and the system will open a Life Event enrollment for you to 
remove the family member off of your plans.  The plans that are highlighted in the left-
navigation bar are the plans that will need to be updated.  Follow the steps on page 4 of 
this guide to remove the family member from the plans he/she was enrolled in.  
He/She will default to “waive coverage” on each.  When finished, click I Agree and 
Enroll Now. 
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“Infinisolved Tools” 
 
 
Benefit Calculator 
 
The Benefit Calculator is available at all times.  To access this tool, click on My Benefits 
in the top navigation bar and then click on Benefit Calculator. 
 

  
During an Enrollment period, the Benefit Calculator allows you to view what your total 
monthly contributions will be for each plan elected. By selecting a plan and a coverage 
tier, the system will calculate your costs for each. It also totals the costs at the bottom of 
the page. Once you view this information, you can go back and make changes to any of 
your elections if desired. When you are not in an Enrollment period, The Benefit 
Calculator serves as an informational tool.  
 
Total Compensation Statement 
 
You will have the ability to view your Total Compensation Statement page including a 
pie chart highlighting the employer’s contributions above and beyond salary.  At the 
Home page, click on Total Compensation under My Compensation. 
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The 
Compensation 
Statement will 
display.  Click 
on Printer 

Friendly and 
you will be 
able to print 
the entire 
page. 
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News & Library 
 
Your HR Manager may use this section to post company news and documents for 
employees. To access news or library items click on the News Tab or Library Tab 
located in the top navigation bar to display a list of all the items posted.  You may also 
click on the links under News & Library on the Home page.   
 
Library Categories 
 

Content: Here you will find documents and benefits information uploaded by 
your HR Manager for your use. 
 
Glossary: The glossary is a tool that contains definitions of benefit related terms. 
 
Directory: The directory contains employee data, such as department, job title 
and email address. 

 
My Tools 
 
My Tools is an area that allows you to access a link to the Benefit Calculator.  Your HR 
Manager may also add additional links to this area.   
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Logging Out of the System 
 
When you are ready to log out, click on Log Out at the top of the screen. 
 

 
 
When you click Log Out the next screen will appear.  Click Log Out again to completely 
log out of the site. 

  


