
Open Enrollment Dates: Monday, November 6, 2023 – Wednesday, November 15, 2023 
 

1. Sign into the Self Service with your SU login and password. https://selfservice.southwestern.edu/Student/ 

 

2. Once on the home page, click on Employee. 

          
 

3. Click on Benefits. 

  

https://selfservice.southwestern.edu/Student/
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4. You will then see the Open Enrollment Page with the options to see your current elections and make your 2024 
plan year elections. 
 

5. To make elections, click on ‘Choose a Plan’ or drag the ‘Waive this benefit’ circle to waive coverage. If you 
previously waived coverage and are now electing coverage, you’ll need to drag the circle away from the ‘Waive 
this benefit’ option first, then click on ‘Update Plan’ to make elections.  
 

You must make a selection for each benefit. 
 

*If you elect the HDHP and will not be electing an employee contribution amount for the ‘Health Savings for 
HDPD’, please select ‘Waive this benefit’. Waiving this benefit applies only to the employee contribution and not 
the SU contribution.* 

 

Helpful Hints while navigating the Open Enrollment process 
• After making a Benefit selection, click on < Benefits Enrollment to return to the main screen. 
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• If you want to change your Benefit selection, you must ‘uncheck’ your original selection prior to 

making your new selection.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

• You will be prompted to Save or Save for Later during the Open Enrollment process. Click on the 
Save box to continue. 

 
 

6. Once you’ve completed making your selections, you can click on the Review and Submit button after reviewing 
your listed Benefits Summary. 
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7. The next screen includes Terms and Conditions that need to be read and accepted. After checking the box, the 
Submit button will turn blue. Select the Submit button to complete your open enrollment. 

 
 

8. The last page of the Open Enrollment process will include the following statement at the bottom of the screen 

 
 
 You also have the option to save/print a PDF confirmation. 
 
 
 
 
 
 
 
 


