
Trustmark Selerix Self-Enrollment Guide                                              
 for City of Lee’s Summit 

2025 
 

1. Go to www.cityoflsbenefits.com.  Hover over the “Enrollment” tab, then choose “Open Enrollment” from the 
dropdown.  Then click on “Enroll in 2025 Benefits.” 

 
a. Enter your Employee ID or full SSN (no dashes). 

 
b. PIN = Password and that will be the last four of your SSN + the last 2-digits of your birth year 

(EX:  SSN with last four of 1234 and birth year of 1972 would result in a PIN of 123472) 
 

c. If you have any issues or questions about the process, you may feel free to call the Enrollment Center at      
1-844-350-4040.  

• Call Center Hours: 8:30 am–5:00 pm Monday-Friday, October 21 – November 8.  
• The Call Center will also be open until 6:00 pm on Tuesdays and Thursdays during the open 

enrollment period.   
 

d. If you get interrupted in the middle of your enrollment process, your work to that point will be saved.  Just 
log in again later and pick up where you left off. 
 

 

 
 
 
 
 
 
 
 

http://www.cityoflsbenefits.com/


 
2. You should now be at the “Welcome” screen.  Here you will click on “Next” in the upper right or bottom right 

corner to review your personal info, review your dependents, add dependents if needed, and begin your 
enrollment.   

 

 
 
 
 
 
 

 
 
 

  



 
 

3. If all your personal info is correct, click “Next” in the upper or lower right-hand corners of the screen. Please 
note that optional fields are in italics while required fields are in a regular font.  
**Please note that you are unable to make changes to your name on this page. If you have a name change, 
please contact Christina Garside at 816-969-1042.  

 

  



 
4. On the Dependents screen you will want to verify that the dependents you wish to cover for any coverages are 

listed. If you need to add a dependent, you will need to have the dependent’s DOB and SSN.  
 
To add a dependent click the “+” sign on the right side of the page in the blue bar or click the blue “Add 
Dependent” button.  If a dependent has already been added and you need to edit their information, select the 
pencil icon. Once completed click Next.  

 

 
 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 



5. Input dependent information and click “Save” when complete. Once you are finished adding any dependent 
information it will take you back to the Dependent page and you will click Next. 

 

   
 

6. On the Health page you will answer the question regarding whether your spouse is also an employee of the City 
of Lee’s Summit and click Next.  
 

 
 
 



7. As this is an active enrollment you will be taken through all the benefits screens starting with Health for you to 
review/change your elections if you choose. Once you have made any necessary changes or if you are good to 
continue with your current coverage, click Next at either the top or bottom of the screen. 
 

 

 
 

 

  



 
8. The next screen is going to verify who will be covered for your health benefit and you can make changes by 

selecting the check box next to the name of the dependent. Once complete, click Next at either the top or 
bottom of the screen.  
 

 
9. If you choose the HDHP health plan you are entitled to enroll in a Health Savings Account (HSA). You can enter in 

the amount you wish to contribute per paycheck and the calculator will show you the total amount of your 
contribution. If you go over the Maximum Allowable Contribution amount the system will automatically default 
to the max amount you can contribute. Once complete, click Next at the bottom of the screen.  
 

 



 
 

10. In addition, on the right-hand side of the screen, you will see a box entitled My Benefits. When you have 
completed the enrollment for a benefit it will be marked with a green checkmark. Benefits that have a red x are 
unable to be modified. Any benefit with an empty circle still needs attention. You will also be able to monitor 
the total payroll costs as you are completing your enrollment process.  

 

 
 

 



11. In each benefit section, you will have the option to enroll in your preferred plan and select your coverage tier or 
decline the coverage.  Once complete, click Next at the bottom of the screen. 

 

 

 

 

To add the coverage select I wish to 
apply for this coverage.  

To decline coverage select I wish to 
DECLINE this coverage 



12. If on any of the plans you are trying to choose a tier for which you don’t have dependents entered, you will see a 
yield sign indicating you need to first add your dependents before you can enroll.  

 

                                                            
 

 
Choose the “You & Your Family” drop down menu at the top of the screen then choose “Spouse & Dependents” to go 
back and add additional family members.   

 

 



13. For the Trustmark Universal Life coverage, the Quick Enroll button can be used to waive this benefit.  The Quick 
Enroll button will be shown when viewing from the Benefit Summary.  Or, if you are at this screen and wish to 
waive this benefit, choose “I wish to CANCEL changes made in this enrollment session” and click “Next.” 

 

 
 

a. When reviewing the Trustmark Universal Life benefit to determine whether to elect coverage or to 
make a change in your current coverage, click on the name of the individual you want to review. 

  



 
b. Select the appropriate smoker/non-smoker status from the drop down to ensure the accuracy of the 

rates displayed.   
 

c. Then, click the radio button that corresponds to the benefit level of your choosing.  If you prefer an 
amount not listed, you can input a custom amount based on cost per pay period or benefit amount by 
entering these values below and clicking the calculator icon.   
 

 
 
 
 
 
 
 
 
 
 
 
 

 
  



d. Complete your election by checking the radio button to apply for or decline the coverage and clicking 
“Next”. 

 
 

 
 
 

e. At the next screen, confirm your beneficiary choices and click “Next.” 
 

 
 

 

  



 

f. Select “I do wish to CONFIRM changes” and click “Next” to complete the process and accept the changes 
made or select “I wish to CANCEL changes made in this enrollment session” to discard the changes and 
maintain your original level of coverage. 

 
g. If you are electing coverage for the first time, you will come to this screen.  Enter a phone number and 

choose “I wish to apply for this coverage.”  You will then be asked several health-related questions. 

 

h. If you have reviewed the information, but have decided to decline the coverage, choose the option “I 
wish to CANCEL changes made in this enrollment session” and then click Next to have your declination 
of the coverage saved.  

 



14. When you are reviewing your Voluntary Term Life, you will be able to use the slider bar to review different amounts        
of coverage and the cost per pay period.  Amounts that are subject to underwriting will be shown in red. 

 
i. If you are currently enrolled in Voluntary Life coverage for yourself, you can increase your coverage by 1 

or 2 increments of $10,000 up to the $150,000 Guarantee Issue amount. If you are not currently 
enrolled and would like to add coverage or you are currently enrolled with over $150,000 in Voluntary 
Life coverage and would like to increase your coverage, any enrollments or increases would be subject 
to Evidence of Insurability by The Hartford.  
 

j. If you are currently enrolled in Voluntary Spouse Life coverage, you can increase coverage by 1 or 2 
increments of $5,000 up to the $30,000 Guarantee Issue amount. If you are not currently enrolled and 
would like to add coverage for your spouse, or if your spouse is currently enrolled with over $30,000 in 
Voluntary Spouse Life coverage, any enrollments or increases would be subject to Evidence of 
Insurability by The Hartford. 

 
 

  



 
15. When you reach the end of the plans available to review, you will be asked to sign and submit to confirm your 

elections.  After reviewing what’s on the screen and the total pre-tax and post-tax costs, if everything looks 
correct, click “next” in the upper or lower right-hand corner of the screen.  

 
 
 

 
 

 



16. If you change your mind on an election, or something doesn’t look correct, the quickest way to go back is to use 
the drop-down menu under “My Benefits” to go directly to the section you want to unlock and change.  
 
 

 
 

17. When you are finished reviewing your coverages and are ready to complete your enrollment, click next and go 
to the review/sign forms page. Fill in the PIN and click “Sign Form.” Your PIN will be the same that you used to 
log in – last 4 digits of your SSN plus the last 2 digits of your birth year.  You will receive an email confirmation of 
your enrollment. 
 

 
 



18. Once you have submitted your enrollment and see the “Sign & Submit” screen, you will see “Congratulations!  
Your enrollment is now complete.” 
 

 
 

 
19. You may download the form to your computer or print by scrolling to the bottom of this page and clicking the 

hyperlink “City of LS Benefit Confirmation” and then downloading the form that opens. 
 

 
 

 
  
 


