
Bensalem Township School District 

Self-Enrollment Instructions 
 
 
 

The online site is open 24/7 to make your elections! 
 

Just follow these steps to enroll in the benefits that best suit you and your family: 
 

 

1. Click to visit Symetra.benselect.com/BTSD or scan the QR code:                                                                

User ID: Your Social Security Number (no dashes) 
Password (PIN): Last 4 digits of your Social Security Number 
followed by the last 2 digits of your birth year 

 

 

   

 

  

  

  

  

 

 

 

 

 

 
 
 

https://symetra.benselect.com/enroll/Login.aspx?Path=BTSD
https://symetra.benselect.com/enroll/Login.aspx?Path=BTSD


All benefit plans and 

documents here! 

2. Click under NEXT to go to the next screen for you to 

review/update your personal information. 

 

 

 
  
 
 
 
 
  
  
 
 

 
 
 
 
 
 
 
 
 
Helpful Tips to self-enroll through Symetra-Benselect: 

  

• You can navigate through the enrollment system by using the tabs (Home, You & Your Family, My Benefits, 

and/or Sign & Submit) at the top or by clicking on the “Next” tab.  

• Verify all your information under You & Your Family > select Personal Information, Dependent, and/or 
Employment sections.  

• All benefit plans and documents are located under “Form Library” or scan the QR code to visit BTSD.mybenefitsinfo.com!   

• To access your benefit confirmation, click on Sign & Submit > scroll down the page and click under Benefit 
Confirmation Form to review or print!  

 
 
 
 
 
 

https://btsd.mybenefitsinfo.com/
https://btsd.mybenefitsinfo.com/


3. Review your Personal Information, then click NEXT. (If you need to update your address, 

date of birth, or have a name change, contact Jocelyn Torres at jtorres@bensalemsd.org.)   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

 
  

4. (If applicable) Add the dependents' information, including the SSN 

and date of Birth. Then, click NEXT. 
 
 
 
 
 
 
 
 
  
 
 
 
 
 

00 
All benefit plans and 

documents here! 

mailto:jtorres@bensalemsd.org?subject=2026-27%20(UPDATE%20INFO)%20(Employee%20name%20and%20last%20name)


5. Click under Review or the Plan's name to see your benefit options for 

enrolling or declining. Click Next after electing/waiving each benefit 

election.  
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 



6. If you wish to make a change, click on the UNLOCK button and review 

your existing coverage; if you’re NOT making changes, click NEXT. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

7. If you are making benefit changes, View Existing Coverage, then make 
a new benefit election. (If you’re waiving, choose the appropriate option: Waive 

medical WITH OR WITHOUT district-employed spouse) and/or click NEXT to 

review the next benefit.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 



8. Below is a recap of your elections, including information on your deduction 

amount per pay period. Then click NEXT to sign the benefit verification form 

utilizing your PIN –– The last 4 digits of your Social Security Number followed by the last 2 digits of your birth year. 
  
 
 
 
 
 
  
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 
 



9. Click and enter your PIN under Sign Form to complete your benefit enrollment 

elections and receive/download the final benefit verification form. 
 

*PIN: Last 4 digits of your Social Security Number, followed by the last 2 digits of your birth year. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
  
 
 
 
 
 

 
 

 

 



10. After entering your PIN, save the benefit confirmation as a PDF or print it 

for your records! The final benefit confirmation will be available after Open 
Enrollment ends. 

*PIN: Last 4 digits of your Social Security Number, followed by the last 2 digits of your birth year. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
  
 
 
 
 
 
 

 

   

 



 

 
 

Important Items to Note for Your Mandatory Enrollment: 
 

 

 

✓ You can modify your benefit elections only during Open Enrollment unless you experience a 

Qualifying Life Event. 
 

✓ For NEW dependents, you must provide their Social Security Numbers and dates of birth during 

your enrollment call. 

 
✓ Documentation, such as a copy of a birth certificate, social security cards, and/or marriage 

certificate, must be emailed to Jocelyn Torres at jtorres@bensalemsd.org after completing 
your enrollment elections.  

Deadlines: 
o Open Enrollment: submit proof documentation by Friday, June 5th. 

o New Hires: You have 30 days from your new hire or Qualified Life Event (QLE) enrollment 
to submit documentation. 

✓  During your enrollment, review and update your current beneficiary information.  

 
✓  Medical FSA & Dependent Care FSA DO NOT roll over and must be re-elected every year 

individually.  

 

✓ Evidence of Insurability (EOI): If you choose to enroll in coverage requiring an EOI form for 

Voluntary Life Insurance for the first time, you must submit it directly to the carrier; otherwise, 
coverage will not be issued. Visit your benefits portal at BTSD.mybenefitsinfo.com to find 
additional instructions! Submit the form (medical questionnaire) within 30 days of enrollment.  

✓ Madison National Life – Evidence of Insurability Form 
✓ SunLife Financial – Evidence of Insurability Form 

 
 
 
 
 
 

 

If you have any questions or issues with self-enrolling, please contact the benefits enrollment line 

at 215-799-1212, Monday–Friday, 9 AM – 8 PM (EST). 
 

mailto:jtorres@bensalemsd.org?subject=2026-27:%20Proof%20od%20documentation:%20(employee%20first%20and%20last%20name)
https://btsd.mybenefitsinfo.com/benefits/btsd-employee-forms-library/
https://btsd.mybenefitsinfo.com/benefits/btsd-employee-forms-library/
https://btsd.mybenefitsinfo.com/wp-content/uploads/sites/255/2025/04/Evidence-of-Insurability-Form-MNL-PA-RCVD-1.31.24.pdf
https://btsd.mybenefitsinfo.com/wp-content/uploads/sites/255/2025/04/EOI-Application.pdf
https://btsd.mybenefitsinfo.com/

