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Colleague Self-Service Quick Guide
Before You Begin

Verify your address in MySWC > Employee Self-Service > Address & Phone Numbers.
For UHC plans, have provider names and provider IDs available.

If adding a dependent for the first time, gather dependent name, date of birth, and Social
Security number.

Be prepared to upload eligibility documents through the Document Dropbox for Human
Resources.

Important Information

Dependents may include spouses, registered domestic partners, eligible children under
age 26, disabled dependents, QMCSO dependents, and legal guardianship dependents.
Required supporting documents may include birth certificates, marriage certificates, tax
forms, or other eligibility documentation. Full list of eligibility documents.

Voluntary benefits are NOT processed in Self-Service and require separate enrollment.
Voluntary Benefits. (need to link it)
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https://swccd.service-now.com/sp
https://swccd.service-now.com/sp
https://www.swccd.edu/administration/human-resources/benefits/_files/dependent_verificationv2.pdf

Step 1: Access Benefits Enroliment

e Signin to MySWC (myswccd.edu).

e Select Employee Self-Service > Current Benefits.
e (lick on Benefits tab.

e C(Click Start Here to begin Open Enrollment.

Chula Vista Student Services in Buildings 67 & 68

Closing Early Friday 9/25 -
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Open 8am to 11am
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* Benefits

Here you can enroll in benefits
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Employment - Employes

Benefits

Open Enrollment
Southwestern Community College District's 2024 Open Enrollment period is October 23, 2023, through November 08, 2023.

All changes will be effective January 1, 2024.

Open Enrollment | Open enroliment begins 9/19/2024. You have until 3/30/2024 to make your elections.

‘ Start Here )

Current Benefits

Pending Elections | nasures Dependents/Beneficiaries

Manage Dependents/Bene:

View Benefits,

Start Here
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https://my.swccd.edu/

Step 2: Manage Dependents and Beneficiaries

e Select Manage Dependents/Beneficiaries.

e Add or update dependent and beneficiary information.

e A person may be both a dependent and a beneficiary.

e Upload required eligibility documents through ServiceNow only if adding new
dependents.

Open Enroliment Benefits

Step 3: Review Current Elections

e Review Life Insurance, Dental, Medical, Vision, FSA, dependents, and beneficiaries.

o I[f making no changes, verify all elections are correct before continuing.

o Employees waiving medical or vision must actively select their waiver election again.

o FSA elections require annual action: re-enroll or waive.

o Note: All benefit sections must display a green checkmark before you can select Review
and Submit.

© |roliment Benefits

Benefits Summan, y

2. Review and Submit |
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Step 4: Make Changes (If Needed)

e Select Update Plan for any benefit you want to change.

e Assign eligible dependents to applicable coverage.

e Review plan summaries, premiums, and coverage information before saving.
e NOTE: For medical UHC plans, have provider name and provider ID available.
e Click Save for Later.

Open Enroliment Benefits =D

Manage Dependents/Benericiaries

Life | Js -
ife Insurance L Benefits Summary

Dental Plans  updste pien

Your P
Delta D

ental PPO Family
ependents Review and Submit

( cancel

Step 5: Review and Submit

e Select Review and Submit.

o Carefully review all elections.

e Check the Terms and Conditions box.
e (Click Submit to complete enrollment.

Benefits Summary

Hartford Basic Life $50,000
Delta Dental PPO Family

Kaiser HMO Employee + Spouse
Eyemed Vision Family

Flex 5pending Flans (Waived)

o Review and Submit
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Review and Submit Open Enroliment Benefits

5. You may make changes
Benefit Benefit Plan Dependents/Beneficiaries Health Care Provider Information Coverage/participation

Waived

Hartford Basic Life $50,000

Dental Plans Delta Dental PO Famiy
Medical Plans Kaiser HMO Employee = Spouse. Employee & Spouse
Vision Plans Eyemea Vision Family Family

El

Step 6: Confirm Completion

e Download and save your confirmation PDF.

e Confirm the enrollment status displays Completed by clicking on Return to Benefits.

e Ifthe status shows In Progress, return using Resume Enrollment and finish all required
steps.

Employment - Employee © Benefits

Review and Submit
< Benefis

Review and Submit Open Enroliment Benefits

5. You may make changes until the < period ends on 9/30/2026.

Benefic Benefit Plan Dependents/Beneficiaries Health Care Provider Information Coveragesparticipation

Delta Denal PPO Family

Family

Medical Plans Kaiser HMO Employ

Employee & Spouse

Vision Plans Eyemed Vision Famiy Family

Thank you for completing your open enroliment elections!

elections . the Benefits Department processing.

——
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Voluntary Benefits

e Voluntary benefit election and/or changes are made outside of Self-Service.

e Visit the SWC Benefits webpage to review voluntary benefit options.

e Submit enrollment forms through the Document Dropbox for Human Resources or work
directly with Aflac or American Fidelity representatives to enroll.

e Voluntary coverages are not finalized until Benefits Department approval is received.
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https://www.swccd.edu/administration/human-resources/benefits/benefits-forms.aspx

Need Help?

e Email the Benefits Department: swcbenefits@swccd.edu
e Review the Open Enrollment Event Flyer for workshops and information sessions.
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