
New Hire Enrollment
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Benefits Website

What is the URL to log in? 

https://dioceseofcleveland.bswift.com

For many users your username will be: 

first initial + last name (all one word)

Password: last 4 of  SSN

If  your name is a close match to another user, it 
may vary slightly. Your local Business Manager, 
HBO Office, and HR will be able to assist with 
logging in.
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https://dioceseofcleveland.bswift.com/


Logging in to Benefits 
through Paycor

• Employees who have a Paycor log in can use SSO to enter 
the benefits system.

• Log into: Paycor Login
• Then click on the three lines next to the logo on the 

top left of the screen.
• Then select, People, Benefits, Benefits Advisor
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https://hcm.paycor.com/authentication/signin


Once logged in 
from either 

option you will 
land on the 
home page



Click the 
“Start Your 
Enrollment” 
to begin open 
enrollment
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Demographics
• Please review the demographics.

• This information is shared with the medical plans 
you enroll in. They will send communications. 
Please be sure your information is is to date.

• Is this you?
• Is this your address?

• Have you moved?
• Is your email and phone number accurate?

Please reach out to HBO if this information 
needs updated.
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• Mark radio button for email 
preference

• Scroll to the bottom. 

• Mark the box to “Agree”

• Click “Continue”
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• Click the plus to add beneficiary or 
dependents

• Click Edit to make a correction to an 
existing dependent or beneficiary

• Scroll to the bottom
• Mark the “Agree”

Click continue
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Enrollment Options
• Each plan you are eligible for will have an option to “elect” coverage 

or “waive”.
• If you do not want the coverage mark:
• To see all plan options (example medical has several options) select 

view plan options: 
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Who will be 
covered?
• Each plan will ask who will 

be covered
• Employee is always selected 

(muted in color as you 
cannot cover a dependent if 
you are not on the plan.

• Add missing dependents
• Mark the box for all covered
• Then click 
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Plan details
• Each plan has a link to the plan 

brochure
• Plan details
• Cost of plan
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Click Select  
to elect the 

coverage 
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• Review each plan
• Select dependents

• Waive or elect coverage

• When finished click 
continue
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Review and 
Confirm
• Review all plan selections

• Scroll down

• Click the button to acknowledge 
and agree

• Click complete enrollment

• Click complete enrollment



Congratulations
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