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Flexible Spending 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 the yellow Enroll or Update Now! button in the upper middle part of the page. 
6. Click the green Continue button to begin Enrollment. 
7. Click the green Start Selecting Your Benefits button. 
8. 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. 
9. If you have enrolled in a Healthcare FSA, you can enroll in auto-reimbursement, then click Continue.  
10. 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. 
11. If you enrolled in a Child/Dependent Care Reimbursement Account, read the message, then click Continue. 
12. Click Return to Benefits Summary on any page to be brought to the summary page. 
13. Click Complete Enrollment. 
14. Here is your Enrollment Confirmation, which you can print.  
15. Click Exit Enrollment. 
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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. 
 
 
 
 
 
 
 
 
 

 

 

   
 
Click  
Enroll or Update Now! 
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If you’d like to stop receiving 
paper mailings, click in the 
check box in the Go 
Paperless section. 
 
Click Continue to begin 
Enrollment. 
 
 
 
 
 

 

 
 

 
Click Start Selecting Your 
Benefits. 

 

  

 
 

 
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 a 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. 
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Enter the pre-tax dollar 
amount you will 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. 
 
Click Continue. 

 

 

 
If you chose to enroll in a 
Child/Dependent Care 
Reimbursement Account, 
read this message, then 
click Continue. 

  

 
Click Return to Benefits 
Summary. 
 

 

 
 

 
Review your elections, and 
make any necessary 
changes by clicking links in 
the Your Enrollment 
Checklist box. 
 
Click Complete Enrollment. 
 
 

 

 
 

 
Here is your Enrollment 
Confirmation, which you can 
print.  
 
Click Exit Enrollment. 
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