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Employee Electronic Benefits Enrollment User Guide 

EMPLOYEE: 
You may login to the Employee Self Service (ESS) Portal at any time during the enrollment period and 
make your benefit elections. 
 
The web address for the ESS is: https://vns-ep.prismhr.com. 
If you have not previously logged in, you will need to register first, then sign in with the newly created 
user name and password. 

 

Once logged in, click the “Benefits” tab in the Navigation Panel located on the left-hand side of the 
screen. Then click “Benefits Enrollment”. 

 

 

 

https://vns-ep.prismhr.com/
https://vns-ep.prismhr.com/
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The Benefit Enrollment Welcome screen will appear. To get started, click the “Next” button in the lower 
left corner of the screen.  

 
Next is the Current Benefits tab. If currently enrolled in benefits, your current benefits will display here. 
Otherwise, this screen will be blank. Click “Next” in the lower left corner, to navigate to the next tab. 
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The Dependents tab lists all dependents currently in the system. Dependents include spouses, 
partners, children or disabled relatives who may be eligible for coverage in a benefit plan. You can add 
to or modify dependent records as needed. 

To add a dependent, click “Add Dependent”. The following screen will appear. Insert all necessary 
information and click “Save”. The dependent will now show in the Dependent List. Click “Next” to 
navigate to the next tab. 
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ENROLLING IN BENEFITS 

 
In the middle of the screen, your plan options will appear. The cost per pay period that is displayed is 
your (employee) cost per pay period. This will automatically adjust depending on which type of 
coverage is selected.   

 

Click “View” to view plan information such as deductible, copay, etc.  Click the SBC icon to download 
a PDF of the Summary of Benefits and Coverage.   
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You may compare up to three plans at a time. To do so, select the plans and then click “Compare”.  

 

Select the plan you would like to enroll in or select “Waive Benefits” to waive coverage. 

If a medical plan requires a Primary Care Physician (PCP), the following screen will appear. Enter your 
PCP’s name and PCP ID# and click save.  
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As you navigate through each benefit tab and make your benefit elections, the running total (your cost 
per pay period) will automatically update in the upper right-hand corner.  

 
The Benefit Summary tab outlines all your benefit elections. Please review your selected benefits and 
click “submit”.  

 

Complete the acknowledgement and click “Complete Enrollment”. Once complete, the Benefit 
Confirmation Statement will appear. Please print or save a copy for your records. 
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You will also receive a confirmation email from noreply@vensure.com upon submission.  

 

 

The Benefits Team will review the information submitted and will either approve or request additional 
information if needed.  
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