
Prepared especially 
for South San ISD



A message from our president, Mr. Dan Barrett:

We at Barrett Insurance Services have always taken pride in 
our customer service and our ability to provide individualized, 
one-on-one, concierge enrollment support to every single one of 
our clients.  We know that choosing the right medical benefits for 
you and your family is extremely important and no two employees 
are in the same situation.  You need to know and understand all 
the benefits available to you and which ones are right for you and 
your loved ones.   It is because of this, that even in these 
unprecedented times, we remain committed to continue to 
provide one-on-one attention to you and your family!  We have 
done so for over 60 years and we pledge to continue to do so, 
regardless of the current situation.  

We have created the following guide; designed as a tutorial 
for signing up for an appointment, virtually or on-site; so that we 
may be able to provide you with a licensed agent who will walk 
you through your enrollment, answer all questions you may have, 
and ensure that you have the coverage that is RIGHT for YOU!

Please take a moment to read through this guide or use it as 
you navigate through the calendar sign-up program.  If you have 
any questions, please don’t hesitate to reach out to us anytime, at 
(866) 902-8239 

I ask that you stay safe and I want to thank you for entrusting 
our team with your medical benefits enrollment.

Respectfully,

Dan Barrett



This tutorial is designed to help you navigate to our 
online calendar sign up pages for an online or on-site 
appointment; or for the opportunity to sign-up and 
attend an online information session, where we will 
discuss all of the medical benefits options available for 
you and your loved ones.  We have incorporated screen 
shots of each step in the process to assist you every 
step of the way, but are available to you, by phone or 
email to answer any questions you may have.  We may 
be reached at (866) 902-8239 or send us a message at: 
info@barrettinsurance-services.com

To begin, click on one of the calendar sign-up links found 
on our website: www.barrettinsurance-services.com

http://www.barrettinsurance-services.com/


Choose the type of session you are looking to book an 
appointment for:

1. Online Information Session
This is a 60 minute, presentation over a Zoom 
video conference where one of our
licensed agents will explain every medical 
benefit available to you and your loved ones 
so you may make informed decisions when 
you choose which medical benefits are right 
for you.

2. Virtual Enrollment Session 
This is a 30 minute, one-on-one session over
a Zoom video conference where one of our
licensed agents will help you enroll in medical 
benefits; step-by-step, to make sure all your 
questions are answered.

3. On-site Enrollment Session 
This is a one-on-one session at one of your 
facilities, where one of our licensed agents 
will physically sit down with you and help you 
enroll in medical benefits; step-by-step, to 
make sure all your questions are answered.

Once you have navigated to www.barrettinsurance-
services.com click on the Southside ISD link and choose 
the calendar link for the type of session you are looking 
to sign up for.  
Choose the sign-up option you prefer by clicking on the 
link.  You will be taken to a calendar page that looks like 
this:

http://www.barrettinsurance-services.com/


There is quite a bit of information on this screen, so 
let’s go over the different components and briefly 
discuss each, so you become better familiar with the 
calendar.  The screenshot below has numbered arrows, 
each corresponding to the numbered description 
underneath the picture.

1. The first arrow points to the name of the calendar and gives us 
the opportunity to verify we have chosen the correct sign-up 
page.  Please take a moment to ensure you have chosen the 
type of session you were looking to sign up for; Online 
Information Session, Virtual Enrollment via Zoom, or On-Site 
Enrollment session.

2. Here, we see a calendar in “month” view.  Clicking on a date 
lets us quickly jump to a specific day that may be most
convenient for you to schedule your session. The arrows that
are on either side of the words “May 2020” allow us to quickly 
jump to the next month. Selecting a day will take you to that
date’s appointment list and allow you to sign up for an
available appointment slot. If none are available, you may
need to choose a different day.

3. This arrow points to the “Week” view and the arrows on either
side of the words “week 19” allow us to see appointment
dates and times available in the weeks to come. The tabs to 
the right of “week 19” allow us to change the calendar view 
accordingly.

1.

2.

3.

4.



4. This arrow points to a specific 30-minute block and is 
where we can sign up for an appointment time.  Let’s 
look at an individual date to better understand what 
information is shown here.

In this example, we can see the 
time slots available, in 30-minute 
increments.  Underneath the time 
slots, we see a (0/4). So for the 
purposes of this tutorial, there are 
4 appointment slots available for 
each 30-minute session time.  If 
the time slot shows (3/4) that 
means there are 4 licensed agents 
assigned to that time and date; 
and there is only one 
appointment slot left for that 
particular time.  If it reads (4/4), 
then we know that there are no 
appointment slots left for that 
particular time and date, and we 
will need to choose another one.

Let’s choose a time so we can sign up for an 
appointment slot.  Pick a time and date that fits into 
your schedule and click on that 30-minute appointment 
slot so we can sign up.  For this example, we have 
chosen Wednesday, May 6 at 9:30 a.m.  We can see 
here that 1 of the 4 spots has been taken, but there are 
still 3 left.  Click on “New Appointment” to sign up for 
this time slot.



Fill in your name, email address, and phone number.  
This will allow our agents to send you email 
confirmation, reminders, Zoom links, further 
instructions, etc…. Our agents have a back-up means of 
communication with you, if there is ever any problem 
with email.
Once complete, click on “Create Appointment”

Clicking on “New Appointment” will bring up the 
following form to fill out for the appointment slot:

After clicking “Create Appointment” you will see the
confirmation “Appointment successfully created” and will 
receive an email confirmation, as well.  
Once you receive this confirmation message, your
appointment has been created.  You will receive further 
instructions via email, to include Zoom link if you have 
chosen an Online Information Session or Virtual 
Enrollment Session.  If you are not familiar with Zoom, 
please feel free to download our step-by-step tutorial 
here: www.barrettinsurance-services.com/Zoomtutorial

http://www.barrettinsurance-services.com/Zoomtutorial


In the event, life happens, and you need to edit or 
cancel your appointment, just navigate back to the 
sign-up calendar, choose your appointment time, press 
the  “pencil and paper” icon and edit your submission.

After you make any necessary changes, click on 
“Update Appointment” to save them, or if you need to 
cancel your appointment, click on the “trash can” icon 
to delete your submission and cancel your 
appointment.



If you need find you need further assistance, please call 
Barrett Insurance Services at (866) 902-8239 or email us at 
info@barrettinsurance-services.com and we can answer any 
questions you may have.  Or, if you prefer, we can schedule 
a session appointment for you, over the phone.

Some questions you have may already be answered on our 
website, found at: www.barrettinsurance-services.com
we invite you to visit our site and learn more about our 
company and the medical benefits you have chosen for you 
and your loved ones.

All of the licensed agents we employ are highly experienced 
and knowledgeable in medical benefits; all are Texas 
residents and have passed rigorous screening before being 
chosen to join the Barrett Insurance Services Team.  

We are proud to be family owned and Texas based for over 
60 years; and we love to be able to serve the people in the 
communities we call home.  We thank you for the 
opportunity to serve you and look forward to continuing to 
do the same in the years to come.

mailto:info@barrettinsurance-services.com
http://www.barrettinsurance-services.com/

