
SWBC Employee Self-Service Instructions 

This user guide is intended to help you better understand how to navigate and complete your Benefits  
Enrollment elections. You can access the portal at https://swb-ep.prismhr.com .

How to Register 

If this is your first time logging in to the portal, you will need to click on “Register”. This is located next to 

the button labeled “Log In”.  This will open the “New User Registration” window. Fill in the required 

information an d click on “Register”. 

How to Sign In 

If you have already registered and have a user name, you can access your portal by entering your user 

name and password, then click “Log In” to be taken to the main dashboard. 



Menu Overview (Navigating the Dashboard) 

Below is what your dashboard homepage will look like. On the left side, below the company logo, is a list 

of all the various menu options available. 



Benefits Enrollment 

You can process your benefit  enrollment by clicking on the “Benefits” menu item. Submenu 
items will open.  Click on the "Benefits Enrollment" link.  This will take you directly to the 

benefits enrollment section where you can select your benefits. 



Benefits  Enrollment  

Once you have selected the “Benefit Enrollment" link a new page will open.  You will see the different 
menu items to the left of the page indicating what step of the enrollment process you are in.    

You will want to begin with the Dependents section to add any eligible dependents/beneficiaries you 
may want enroll or assign.    



Be sure to select each Benefit Plan and make your elections before continuing to the next Benefit.  
A few items to note:  

* A green check mark next to the benefit indicates you have made a selection to that plan.
* You will see a "Running Total" of the benefits elected on the top right hand corner.
* To enroll yourself and/or dependents, simply select a plan option and select the

dependents you wish to cover.
* To view plan information, select "View".
* If more than one plan option is available, you can "Compare" multiple plans.
* You can continue to the next benefit  by selecting "Next" on the bottom of the screen.

Making Your Selections 



Submitting Your Selections

Once you have made all your selections, you will have the option to review your 
"Benefit Summary" and "Submit" your selections.  If any sections are missing a green 
check mark, you will not be allowed to submit.  



Completing Your Enrollment 

Once you have submitted, you will want to check the acknowledgment box, enter your full 
name as it appears in payroll, and select "Complete Enrollment".  You will then be able to 
print and/or download a copy of your summary page. 

***For login issues please contact the HRIS department at peo-hris@swbc.com. 

***For benefits related questions please contact the Benefits Department at peo-benefits@swbc.com 




