
Online Enrollment 
User Guide
Step-by-Step Instructions
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Welcome

Welcome to San Luis Coastal Unified’s
Online Benefits Enrollment Portal

This user guide will help you:

✓ Access the enrollment website

✓ Log in successfully

✓ Navigate your benefits portal

✓ Complete your enrollment

✓ Find support if you need assistance

IMPORTANT: Before You Begin

Please review your Benefit Guide to better 
understand your coverage options before
completing your online enrollment.
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Portal Information
Enrollment Website
https://metlife.benselect.com/SLCUSD

Enrollment Period
✓ Annually during Open Enrollment May-June
✓ Within 30 days of Hire Date
✓ Within 30 days of a Qualifying Life Event

Enrollment Support
Enrollment Support
Ward Enrollment Services
(844) 533-2022

Benefit Guides
Classified
Certificated

https://metlife.benselect.com/SLCUSD
https://www.flipsnack.com/burnham/san-luis-coastal-usd_2026-employee-benefit-guide_classified
https://www.flipsnack.com/burnham/san-luis-coastal-usd_2026-employee-benefit-guide_certificate
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NEED 
ASSISTANCE?

Support is available 
in both English & 
Spanish

Need Help With Enrollment?
If you experience any issues while completing your 
enrollment, Ward Enrollment Services is available to 
assist you.

Options for Support

1. Contact Customer Service at (800) 673-6472

2. Schedule an appointment by calling (844) 533-2022

3. Or scan the QR code to book an appointment online
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Step 1: 
Login Screen
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1. Go To

https://metlife.benselect.com/SLCUSD

2. Enter your User ID

This is your Social Security 
Number (SSN) or Employee ID

3. Enter Password

Last 4 digits of SSN plus the last 
2 digits of birth year

4. Click Log In button

You may be prompted to set up a 
Two-Factor Authentication before 
proceeding to the enrollment screens

Login Screen

Go to: https://metlife.benselect.com/SLCUSD
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Step 2: 
Current Elections
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1. Enrollment Summary 
Screen

After successfully logging in, 
you will be taken to the 
Enrollment Summary 
screen. This page displays a 
summary of their current 
benefit elections before 
beginning the enrollment 
process.

2. To Continue

Select the orange Next 
button to proceed to the 
following screen.

Your Current Elections
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Step 3: 
Personal Information
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1. Review your Personal 
Information

2. Verify your address and 
contact information

3. Fields marked with an 
asterisk (*) are required

4. If any information is 
incorrect, please update

5. Select Next when complete

Personal Information Screen
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Step 4: 
Spouse & Dependents

7

1. Review all currently listed 
dependents

2. To add a dependent, select 
the blue + Add Dependent 
button

3. Complete all required 
information for the 
dependent

4. Use the edit icons next to 
each dependent if updates 
are needed

5. Select Next to continue

If you add dependents:

You must upload dependent 
documentation, as described in 
the appendix of this manual.

Spouse & Dependents Screen
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Step 5: 
Coverage Set-up
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1. Answer whether you want 
Medical, Dental, and Vision 
deductions taken pre-tax. 

2. Select Yes or No.

3. Additional questions: Use 
the dropdown menu to 
indicate whether you want to 
enroll in either:

✓ One of the Health Benefits 
Packages (1-10) that include 
Medical/Dental/Vision 
coverage for you and your 
family.

✓ 2-Tier Bronze/WABE or 

4.  Select Next after answering all 
questions.

Coverage & Deduction Set-up Screens
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Step 6: 
Dental Plans
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1. Review the available Dental 
plan options displayed in the 
table

2. Select the radio button 
under the coverage tier you 
want.

3. Coverage tiers include 
Employee Only, Employee 
+1, and Employee + Family

4. Select Next after making 
your elections

Note: 

Please keep making elections to 
see your total cost.  

The My Benefits box will update 
with your total payroll 
deductions once you complete 
the Bundled Medical Plans 
screen.

Dental Plans Screen
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Step 7: 
Vision Plan
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1. Select the desired coverage 
tier

2. Select Next to continue

Note: 

Please keep making elections to 
see your total cost.  

The My Benefits box will update 
with your total payroll 
deductions once you complete 
the Bundled Medical Plans 
screen.

Vision Plan Screen
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Step 8: 
Bundled Medical Plans
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1. Review all available medical 
plan packages

✓ These include: 
Medical/Dental/Vision

2. Compare payroll deductions 
shown in each row

3. Select the radio button for 
your preferred package

4. The My Benefits panel on 
the right summarizes your 
costs and employer 
contributions

5. Select Next after completing 
your election

Bundled Medical Plans Screen
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Step 9: 
Voluntary Benefits
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1. Optional benefits Whole Life, 
Accident and Critical Illness 
are offered

2. Apply for coverage or 
decline coverage using the 
buttons displayed

3. If applicable, select a 
coverage amount using the 
slider or dropdown

4. Select Next to continue

Voluntary Benefits Screens Whole Life, Accident, Critical Illness
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Step 10: 
Sign & Submit

13

1. Review the full summary of 
your benefit elections

2. Open and review all 
required forms listed under 
Signatures Required

3. Enter your PIN when 
prompted

4. Select Sign Form for each 
required document

5. After all forms are signed, 
select Next to finalize 
enrollment

Sign & Submit Elections Screen
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Step 11: 
Benefit Confirmation
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1. Review the final Benefit 
Confirmation / Deduction 
Authorization form

2. Verify all elected plans and 
payroll deductions

3. Enter your PIN and select 
Sign Form to complete 
enrollment

PIN = Last 4 digits of SSN 
plus the last 2 digits of 
birth year

4. Save or print a copy of your 
confirmation for your 
records

Benefit Confirmation / Deduction Authorization Screen
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My Benefits

✓ As you build your benefits bundle, there is a My 

Benefits summary that will calculate your total 

costs for your benefits bundle.

✓ On your paycheck, benefits are bundled into one 

total, which is reflected within the platform under 

Bundled Medical Plans cost.

✓ Deductions reflected are based on FTE/Hours 

worked at time of enrollment, should your FTE or 

Hours change, your rates will be adjusted in payroll 

accordingly.

✓ New voluntary coverages through MetLife, such 

as Whole Life, Group Accident, and Group 

Critical Illness are available to you and will be 

deducted via bank draft NOT payroll 

deductions. Deductions would occur the 1st of the 

month starting in October. 
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1. To add a dependent, select 
the blue + Add Dependent 
button

2. Complete all required 
information for the 
dependent

3. Select Next to continue

If you add dependents:

You must upload dependent 
documentation.

Uploading 
Dependent 
Documents
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Uploading 
Dependent 
Documents
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If you add dependents:

You must upload dependent 
documentation.

1. Navigate to the Personal 
Information tab

2. Scroll to the bottom and click 
the blue box with the arrow

3. Follow the instructions to 
upload the required 
dependent documents
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Uploading 
Dependent 
Documents
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If you add dependents:

You must upload dependent 
documentation.

Required Enrollment Documentation

To enroll your spouse, domestic partner or dependents, you will need to 
upload completed the following supporting documents:

To Add Spouse:
✓ 1040 Tax Form (most recent year), showing joint filing with spouse. 

Otherwise, an Affidavit of Marriage is required
✓ Marriage Certificate (only for new marriages within one year when tax 

return isn’t available)

To Add Child:
✓ Birth Certificate (for children)

To Add Domestic Partner:
✓ Declaration of Domestic Partnership issued by the State of California
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Thank You!
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