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Annual Benefits Enrollment 
1. Open an internet browser and type in the following address to access the portal: www.yale.edu/portal. 
2. Click Login to the portal, and log in using your NetID and password. 
3. Click My Benefits on the upper right side of the screen. 
4. On the My Benefits homepage, click the Click here to get started button on the upper left side of the page. 
5. Click Enroll or Update Now! in the upper middle part of the page. 
6. If you’d like to stop receiving paper mailings, click in the check box in the Go Paperless section.   
7. To view or make changes to the personal data (if editable) of any listed dependents, click on their name.  
8. Click Delete to remove a dependent, and Add Dependent/Beneficiary to add one. 
9. Click Continue to begin Enrollment. 
 

This document takes you through a guided enrollment for an M&P employee.  If you see benefits on your guided 
enrollment that are different than what is shown here, make your selections, and continue with the enrollment. 

 

10. Click Start Selecting Your Benefits. 
11. Choose your Medical Coverage Level, or select I do not want to enroll in Medical… to waive medical insurance 

coverage for the 2012 plan year, update your covered dependents if necessary, then click Continue. 
12. Choose your Dental Coverage Level, or select I do not want to enroll in Dental… to waive dental insurance 

coverage for the 2012 plan year, update your covered dependents if necessary, then click Continue. 
13. You may see an important message about providing documentation.  Please read it, then click Continue. 
14. Choose your Vision Coverage Level, or select I do not want to enroll in Vision… to waive vision insurance 

coverage for the 2012 plan year, then click Continue. 
15. Enter the pre-tax dollar amount you want to contribute to the Healthcare Reimbursement Account, or select I do 

not want to enroll in FSA… to waive the FSA-Healthcare option for 2012, then click Continue. 
16. If you have enrolled in a Healthcare FSA, you can enroll in auto-reimbursement, then click Continue.  
17. Enter the pre-tax dollar amount you’ll contribute to the Child/Dependent Care Reimbursement Account, or select I 

do not want to enroll in FSA… to waive the FSA-Child/Dependent Care option for 2012, then click Continue. 
18. If you enrolled in a Child/Dependent Care Reimbursement Account, read the message, then click Continue. 
19. Review your Basic Life Insurance beneficiary designations, then click Continue. 
20. Read the message about Life Insurance, then click Continue. 
21. Choose your Supplemental Life Coverage by selecting an item in the Supplemental Life drop-down list, or select  
22. I do not want to enroll in Supplemental Life… to waive this coverage for 2012, then click Continue. 
23. Review your Supplemental Life Insurance beneficiary designations, then click Continue. 
24. Choose your YURAP Core vendor, then click Continue. 
25. Choose your 403B vendor, or select I do not want to enroll in Step 2… to waive this for 2012, then click Continue. 
26. Review the 403b message, then click Continue. 
27. Indicate your YURAP contribution percentage.  ALERT: To contribute the maximum, change your percentage to 76 

or 77, then click Continue.  More information can be found at the top of the page. 
28. Review the 403b/457b message, then click Continue. 
29. You will see the summary page when your guided enrollment is complete.  If you did not follow the guided enrollment 

to its conclusion, click Return to Benefits Summary on any page to be brought to the summary page. 
30. Click Complete Enrollment. 
31. Here is your Enrollment Confirmation, which you can print.  
32. Click Exit Enrollment. 
33. If a warning appears about closing the window, click Yes. 
     

ILLUSTRATED INSTRUCTIONS BEGIN ON THE NEXT PAGE 
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Open an internet browser 
and type in the following 
address to access the portal:  

www.yale.edu/portal  
 

 
On the portal homepage 
click Login to the portal, 
then log in with your NetID 
and password. 

 
Click the My Benefits link 
on the upper right hand 
corner of the Portal. 
 
Faculty will see a different 
menu pane. 
 

 
 

 

 
On the My Benefits 
homepage, click the Click 
here to get started button 
on the upper left side of the 
page. 
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Click  
Enroll or Update Now! 
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Refer to Your Enrollment 
Checklist on the left side of 
the page to monitor your 
progress throughout the 
enrollment process. 
 
If you’d like to stop receiving 
paper mailings, click in the 
check box in the Go 
Paperless section.   
 
Verify the accuracy of the list 
of dependents displayed in 
the Dependent/Beneficiary 
Information. To view or 
make changes to their 
personal data (if editable), 
click on their name.  
 
Dependent eligibility 
information can be found in the 
Annual Enrollment guide at 
www.yale.edu/annualenrollment. 
 
Click Delete to remove a 
dependent, and Add 
Dependent/Beneficiary to 
add one. 
 
If adding a new dependent 
you will need to enter their 
personal information, 
including date of birth, social 
security number, and address 
if they do not currently live in 
your residence. 
 
Click Continue to begin 
Enrollment. 
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Please Note: You can…  
 
(1) click on Start Selecting Your 
Benefits on the upper right side of 
the page for a guided enrollment 
that walks you through all of the 
benefits listed in the Your 
Enrollment Checklist section, or 
 
(2) click on specific benefits in the 
Your Enrollment Checklist box 
and enroll in any order. 
 
At any point, you can end guided 
enrollment by clicking any link in 
the Your Enrollment Checklist 
box to enroll in that benefit. 
 
This document takes you through 
the process of a guided enrollment 
for an M&P employee.   
 
If you see benefits on your guided 
enrollment that are different than 
what is shown here, make your 
selections, and continue moving 
through the enrollment. 

 
 
Click Start Selecting Your 
Benefits. 
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Choose your Medical 
Coverage Level, or select  
I do not want to enroll in 
Medical… to waive medical 
insurance coverage for the 
2012 plan year. 
 
If necessary, you can update 
which of your dependents 
are included in your Medical 
coverage in the Choose 
Who’s Covered section.  
 
Faculty, Postdoctoral 
Associates and Managerial and 
Professional Staff can click on 
Benefits Contribution 
Calculator at the bottom of the 
screen to see their monthly cost. 
 
Click Continue. 
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Choose your Dental 
Coverage Level, or select  
I do not want to enroll in 
Dental… to waive dental 
insurance coverage for the 
2012 plan year. 
 
If necessary, you can update 
which of your dependents 
are included in your Medical 
coverage in the Choose 
Who’s Covered section.  
 
Faculty, Postdoctoral 
Associates and Managerial and 
Professional Staff can click on 
Benefits Contribution 
Calculator at the bottom of the 
screen to see their monthly cost. 
 
Click Continue. 

 

  

 

 
 
You may see this 
important message.   
 
Click Continue. 

 

 

 
 

 
Choose your Vision 
Coverage Level, or select  
I do not want to enroll in 
Dental… to waive vision 
insurance coverage for the 
2012 plan year. 
 
Click Continue. 
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Enter the pre-tax dollar 
amount you want to 
contribute to the Healthcare 
Reimbursement Account, 
or select I do not want to 
enroll in FSA… to waive the 
FSA-Healthcare option for 
the 2012 plan year. 
 
Click Continue. 

 

 
If you have enrolled in an 
FSA-Healthcare 
Reimbursement Account, 
you will have the option to 
enroll here in auto-
reimbursement.  
(There is no option shown in this 
example because this individual 
did not enroll in an FSA-
Healthcare Reimbursement 
Account.) 
 
Click Continue. 
 

 

 
 
FSA Auto-Reimbursement automatically reimburses you for your medical expenses upon 
receipt of an eligible claim from your healthcare provider. 

 

 
Enter the pre-tax dollar 
amount you want to 
contribute to the 
Child/Dependent Care 
Reimbursement Account, 
or select I do not want to 
enroll in FSA… to waive the 
FSA-Child/Dependent Care 
option for the 2012 plan 
year. 
 
Click Continue. 

 

 
If you chose to enroll in a 
Child/Dependent Care 
Reimbursement Account, 
read this message, then 
click Continue. 
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Review your Basic Life 
Insurance beneficiary 
designations, then click 
Continue. 
 
You can click Edit 
Designations to make 
changes. 

 

 
Read this information about 
Life Insurance, then click 
Continue. 
 

 

 
 
Choose your Supplemental 
Life Coverage by selecting 
an item in the 
Supplemental Life drop-
down list, or select  
I do not want to enroll in 
Supplemental Life… to 
waive this coverage for the 
2012 plan year. 
 
Click Continue. 
 

 

 

 
Review your Supplemental 
Life Insurance beneficiary 
designations, then click 
Continue. 
 
You can click Edit 
Designations to make 
changes. 
 

 

 
Choose your YURAP Core 
vendor. 
 
Click Continue. 
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Choose your 403B vendor, 
or select  
I do not want to enroll in 
Step 2… to waive this 
coverage for the 2012 plan 
year. 

 
Click Continue. 
 

 

 
 
Review this 403b message, 
then click Continue. 
 

 

 
 
Indicate your YURAP 
contribution percentage. 
 
             If you’d like to 

 contribute the 
maximum (or continue 
contributing the maximum), 
be sure to change your 
percentage to 76 or 77.  
Read the text at the top of 
the page for more 
information. 

 
Click Continue. 
 
 

 

 

 
Review this 403b/457b 
message, then click 
Continue. 
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Once your guided 
enrollment is complete, you 
will be brought back to the 
summary page.   
 
If you did not follow the 
guided enrollment to its 
conclusion, click Return to 
Benefits Summary on any 
page to be brought to this 
page. 
 
Review your elections, and 
make any necessary 
changes by clicking links in 
the Your Enrollment 
Checklist box. 
 
Click Complete Enrollment. 
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Here is your Enrollment 
Confirmation, which you can 
print.  
 
Click Exit Enrollment. 

 

 
 
If this window appears,  
click Yes. 
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