
Pottstown School District,  

Self-Enrollment Instructions 

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

  

 

 

 

 
 

1. Click to visit https://chubb.benselect.com/PTOWNSD 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  

 
 

  

 

 

 

 

 

   

 

 

 

 

 

 

Helpful Tips to navigate the system and self-enroll: 

• 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”. 

• To access your benefit confirmation, click on Sign & Submit > scroll down the page and click under Benefit 
Confirmation Form to review or print! 
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Note: Follow steps A, B, and C if you need to update information in the system: 

A. Verify your address is correct in the system to receive your ID Cards by mail, and click NEXT 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



B. Add/change the Dependents’ information and click NEXT. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



C. Add/change Beneficiaries information: For Life Insurance benefit, the system will not let you 

continue unless you add beneficiary information if there was previously none listed. If you wish to 

make changes, press the Unlock button, add/edit a beneficiary, and click NEXT. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: If your selected amount shows in red, you MUST submit Evidence of Insurability (EOI) to the carrier 

directly or contact HR within 30 days after you complete your enrollment, then click NEXT.  (Click Here to 

download the One America EOI form) / (Click Here to download the CHUBB EOI form) 
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NOTE: The following benefits DO NOT roll over, and it is essential to remember that both the 

Flexible Spending Account and the Dependent Care Account require annual re-election, and 

each must be elected individually. FSA & DCA are available ONLY during Open Enrollment. 
  

2. IF ALL YOUR INFORMATION IS UP TO DATE, click NEXT or any Benefit Options to start the 

enrollment process. If you’re not making any changes, just click Next until the end of the benefit options 

and click on waive all pending elections before signing the benefit confirmation 

 

 

 

  

 

  

 

 

 

 

 

 

 

 

3. The system will start showing the benefit options, select the coverage you wish to participate in, and click 

Enroll or Decline. After your election, the system will take you to the next plan. 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 



Note: Follow step A if you need to find a primary care provider in the system: 
 

A. If you need to add a Primary Care Physician (PCP) to the plan, click under Find to get the PCP number. 

After you receive your ID card, if you wish, you may contact the carrier to update this information and 

click NEXT to make elections in the next plan. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Continue making elections, either Enroll or Decline, and the next plan will populate. 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 



Test Child 1 

Existing Benefits: If you currently have the Voluntary benefits through CHUBB, Trustmark, or One America-

LIFE/LTD & Lincoln LTD, DO NOT unlock or re-elect them unless you want to make a change or cancel. However, 

your current Voluntary Benefits will carry over to the new plan year. 
 

5. Continue making elections, select coverage for Employee Only or Employee + Spouse, etc.; either Apply or 

Decline the plan, and the next plan will populate. The highlighted options will provide you with further 

information and specific details about the plan and click NEXT. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Update beneficiaries for the Accident plan as well, click on the pen            to edit existing 

information or click on the +  icon to add a new one and click NEXT.  
 

 

 

 

 

 

 

  

 

 

 

 

 

 

 



6. Sign and submit, and recap all the benefits you wish to enroll, if no plan shows PENDING under 

Description, click NEXT to complete your enrollment elections.  

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Enrollment Confirmation to print a copy of your benefit confirmation right away! 

 

 

 

 

 

 



7. The last step should be the Benefit Confirmation. For you to have coverage, you MUST use your Password 

(PIN) and click Sign Form to finalize the enrollment process so that the carriers can receive your elections. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

Click on the Download Form to print a copy of your benefit confirmation right away! 

 

 

 



For your Information: 
 

If you need a form, please click on the          library forms icon and select. A new window should open, 

displaying the desired document. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

• If you missed downloading a copy of your benefit confirmation once you finished making your 

elections, please go back into the portal, click under Sign & Submit, scroll down to Completed 

Forms, and select Enrollment Confirmation. A new window should open displaying the document. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Important Items to Note for Your Enrollment: 
 

 

Be mindful when making elections! Please review your benefit confirmations to ensure you have made 

your intended benefit elections or waivers for the upcoming year, since you can modify your benefit 

elections only during Open Enrollment or if you experience a Life Event within 30 days of the event. 

 

❑ You can view/print the Benefits Confirmation sheet, visit your source of benefits at 

Pottstown.mybenefitsinfo.com for instructions, and email Sue Davis, Benefits Coordinator at 

sdavis@pottstownk12.org with any changes, questions, or discrepancies you see. Click here to review the 

instructions! 

 

❑ If you add NEW dependents, proof must be sent to HR at sdavis@pottstownk12.org to keep the elected 

coverage: Marriage Certificate or Divorce Decree, Court orders requiring coverage, Birth certificate for 

child(ren), and Social Security cards for all new dependents. (Domestic partners are ineligible.) 

 
❑ Both the Flexible Spending Account and the Dependent Care Account require annual re-election, and each 

must be elected individually, ONLY during the Open Enrollment Period.  
 

❑ Name changes must be sent to HR at jarndt@pottstownk12.org with your updated Social Security Card. 
 

❑ If you need to update your Beneficiary information, complete and provide the Change of Beneficiary Form at 

sdavis@pottstownk12.org. Click here to download the form! 
 

❑ If you opt out of medical, a copy of your insurance card must be submitted annually to HR at 

sdavis@pottstownk12.org. 
 

❑ You can request the Carriers’ contact information from the Benefits Coordinator. Visit the Benefits Portal, 

Pottstown.mybenefitsinfo.com, or scan the QR CODE to find the list and contact them directly if you have 

additional questions about ID Cards or if the member ID # is needed to start making doctor appointments. 

 

❑ The Evidence of Insurability Forms (EOI) must be submitted to the carrier directly within 30 days of 

enrollment; otherwise, coverage will not be issued.  
Click here to download the One America EOI form  

Click here to download the CHUBB EOI form  

Click here to download the Lincoln EOI form  

If you need further assistance self-enrolling, please contact the benefits team at:  

484.750.2052 / 9 AM –  8 PM EST / M-F. 
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