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Enrolling in Retirement Benefits (401k)
Step-by-step online enrollment in the SEN 401k plan with LT Trust — from first login to confirmation.

LT TRUST ONLINE ENROLLMENT GUIDE ·  SEN EDITION,  JULY 2026

SEN matches one dollar for every dollar you contribute, up to 6% of your regular earnings. Enrolling takes about 15
minutes.

1 Log on to the LT Trust website.

Visit 401k.LTRetire.com and enter your username and password.

First time logging in? Your default user ID is your Social Security number, and your default password is the last
four digits of your Social Security number.

Ensure that Participant has been selected from the drop-down box.

Click “Login.”

The LT Trust login screen

If this is your first time logging in to the website from your computer, you will be directed to a screen asking for
verification questions/answers.

• 

• 

School Empowerment Network — Human Resources Page 1 of 7

https://401k.LTRetire.com


Security setup: alternate verification questions

2 Start your online enrollment.

If this is your first time logging in, you will be automatically directed to enroll in the plan. Required information
is indicated with a * next to the field. To proceed to the next step, click Next at the bottom of the page. Your
information is automatically saved, but it will not be submitted until you confirm your enrollment in the last
step.

3 Personal information.

The initial enrollment step is broken down into four sections. Use the caret symbol “>” to expand each section
before going to the next step.

Section 1 — Your personal information

Name, address, and phone

Section 2 — Email. Enter your email addresses and select which one you’d like your transaction confirmations
to go to. To ensure proper delivery, add noreply@ltretire.com or the domain @ltretire.com to your safe-
sender list.
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Email addresses and confirmation preferences

Section 3 — Username and password. Establish your own username and password (6 alphanumeric
characters minimum, case-sensitive). Remember them — you will need them to access your account in the
future.

Set your username and password

Section 4 — Security questions. This should already be pre-filled with the selections used when you first
logged into the website.

Security questions

When you’re ready to complete all sections of this step, click “Next.”

4 Contributions.

Enter a contribution percentage or dollar amount that SEN will deduct from your compensation each payroll
period for deposit to your account. First decide what Action to take for each contribution type; then select 
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Percent or Dollar; finally, enter how much should be taken. Check “I agree to the contribution elections
listed above” and click Next.

Confirmation email and current contribution amounts

Change contribution amounts — action, type, percent/dollar, and rate

Agree to your elections, then click Next

Important: if you have already selected a deferral amount via paper form, your contribution percentage will be
pre-populated. You will still have the option to change this amount if desired.

5 Investment elections.

The investment elections you enter will be applied to all sources of contributions (including any employer
contributions). You can always change your investment elections after you complete the enrollment process.
Use the caret symbol “>” to expand Rules and Criteria and All Sources; expand the asset classes to see the
underlying investment choices, and enter your election percentages (they must total 100%). Then click Next.
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The Select Investments screen

Expand asset classes and enter your investment percentages

If you do not provide investment directions, contributions are defaulted to the plan’s default fund until you
provide other instructions. Once amounts are defaulted, it is your responsibility to realign them to your
investment elections.

6 Confirm & submit.

Review your information. Click Edit if you need to go back to a step. If your enrollment information is correct,
click SUBMIT to finalize your enrollment request.
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Review your personal information

Review elections, then click SUBMIT

7 Look for the confirmation screen.

You are not enrolled in the plan until you receive a confirmation page similar to the notice below.
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100% complete — your enrollment is confirmed

Beneficiary designation (after enrollment is complete)

To designate a new beneficiary on your account, complete a beneficiary form and return it to SEN’s Human
Resources. The form can be found at goo.gl/W0qvAZ.
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