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New Hire Enrollment 
**New Hires must enroll within 30 days of start date or appointment date** 

To begin the New Hire Enrollment process, you must first obtain your Net ID and password from your 
department’s Business Manager or your supervisor.  To have your password reset, call the ITS Help Desk at 
2-9000 or navigate to https://veritas.its.yale.edu/netid/ChangePassword_Login.do? 

 
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 with your NetID and password. 
3. Click My Benefits on the upper right side of the screen. 
4. Click Enroll Now on the upper left side of the screen. 
5. Read the Terms and Conditions, then click Accept on the bottom right side of the screen. 
6. Click Enroll or Update Now! on the upper middle part of the screen. 
7. Review the information on the Review My Information page. OPTIONAL: Add a Secondary Email address. 
8. If you currently have Medicare, or have applied and received a claim number, select “Yes” in the Medicare 

Eligible field.  An additional field will open up into which you will enter related information. 
9. OPTIONAL: Select Go Paperless to receive electronic notifications. 
10. Click Add Dependent/Beneficiary to add a dependent or beneficiary to your benefits.  You will need to 

enter their date of birth, social security number and, if they do not currently live with you, their address. 
11. Click Continue. 
12. Click Start Selecting Your Benefits on the upper right side of the screen.  A green checkmark appears 

next to the plans you are enrolled in, and will display next to new plans as you elect to enroll in them. 
13. Select the Coverage Level and Cost Per Pay Frequency that best suits your healthcare needs. 

OR Select No Coverage to waive medical insurance coverage for the plan year. 
14. Check the box next to each dependent in the Choose Who’s Covered box to add them to your coverage.  
15. M&P, Faculty, and PDAs can use the Benefits Contribution Calculator to see medical plan rates. 
16. Click Continue to select additional coverage for which you are eligible.   

Note: Click Return To Benefits Summary on any page to re-direct you to your updated Benefits Summary. 
  

Steps 17 through 20 result from clicking the FSA-Medical link in the Your Enrollment Checklist on the Benefits 
Summary page to be redirected to the Healthcare Reimbursement Account page. 
  

17. To participate in a Flexible Spending Account (FSA), enter the pre-tax dollar amount you’ll contribute.  
OR Select No Coverage to decline participation. 

18. Click Continue. 
19. If you elected to participate in the Healthcare FSA, you can elect to participate in FSA Auto-Reimbursement, 

which automatically reimburses you for your medical expenses upon receipt of an eligible claim from your 
healthcare provider. 
OR Select No Coverage to decline participation. 

20. Click Continue. 
 

Click on benefit titles on the Summary Page to enroll in those benefits.  Once you have completed enrollment, 
click Exit Enrollment on the Your Enrollment Checklist page, where you can review your elections. 
 

21. Print a copy of the confirmation page for your records by clicking Printer Friendly Version. 
22. Click Exit Enrollment. 

   
ILLUSTRATED INSTRUCTIONS BEGIN ON THE NEXT PAGE

https://veritas.its.yale.edu/netid/ChangePassword_Login.do?
http://www.yale.edu/portal
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Open an internet browser 
and type in the following 
address to access the 
portal: www.yale.edu/portal.  
 

 

 
 

 
Click Login to the portal, 
and log in with your NetID 
and password 

  

 
 

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

 
Click Enroll Now. 
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If you see the Terms and 
Conditions page, please 
review it.  If not, proceed to 
step 8. 
 
Click Accept. 
 

 
 
 

 
 

 
Click  
Enroll or Update Now! 
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Review Your Personal 
Information.   
 

Add a Secondary Email address.    
 
If you are Medicare eligible, click 
the “Yes” radio button in the 
Medicare Eligible field. 
 
If you currently have Medicare, or have 

applied and received a claim number, 

select “Yes.”  An additional field will 

open up into which you will enter 

related information. 

 
Select Go Paperless to receive 
electronic notifications. 
 
Click Add Dependent/ 
Beneficiary to add a dependent 
or beneficiary to your benefits. 
 

When adding a new dependent, you 

will need to enter their date of birth, 

social security number, and address  

if they do not currently live with you. 

 
Click Continue. 
 

 

 
Click Start Selecting Your 
Benefits. 
 
 
A green checkmark displays next to 

the plans you are enrolled in. As you 

review the other plans on the list and 

make your elections, a green 

checkmark will display next to those as 

well. 
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Select the plan Coverage Level 
and Cost Per Pay Frequency for 
the plan that best suits your 
healthcare needs. 
 
OR 
 
Select No Coverage to waive 
medical insurance coverage for 
the plan year. 
 
Check the box next to each 
dependent in the Choose Who’s 
Covered section to add your 
dependent to your coverage. 
 
The Cost Per Pay Frequency is the 

pre-tax dollar amount that will be 

deducted from your paycheck. 

 
Use the Search for Provider link 
to locate a doctor or medical 
institution in your area. 
 
M&P, Faculty, and Post Doctoral 
Associate employees can click the 
Benefits Contribution Calculator 
for a chart of the medical plan 
rates based on their salary. 
 

                         

 
Click Continue to advance to the 
next screen to select additional 
coverage for which you are 
eligible. 
 
Clicking Return To Benefits 
Summary on any of the election 
pages will re-direct you to your 
updated Benefits Summary. 
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For the purposes of this guide, steps 20 through 23 result from clicking the FSA-Medical link in 
the Your Enrollment Checklist on the Benefits Summary page to be redirected to the Healthcare 
Reimbursement Account page. 

 
If you would like to participate with 
a Flexible Spending Account 
(FSA) enter the pre-tax dollar 
amount you’ll contribute.  
 
OR 
 
Select No Coverage to decline 
participation. 
 
Click Continue. 

 
 

 

 

 
 
If you elected to participate in the 
Healthcare FSA, you can elect to 
participate in FSA Auto-
Reimbursement.  
 
OR 
 
Select No Coverage to decline 
participation. 
 
FSA Auto-Reimbursement 
automatically reimburses you for 
your medical expenses upon 
receipt of an eligible claim from 
your healthcare provider. 
 
Click Continue.  
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If there are other benefits listed on the Summary Page that you would like to participate in, click on the appropriate titles to 
enroll.  Once you have enrolled in all the benefits you wish to take advantage of, click the Exit Enrollment link on Your 
Enrollment Checklist to complete the enrollment process.  You will be re-directed to the confirmation page where you can 
review your elections prior to exiting enrollment. 
 
Clicking Return To Benefits Summary on any of the election pages will re-direct you to your updated 
Benefits Summary. 

 
 
Print a copy of the confirmation 
page for your records by clicking 
Printer Friendly Version. 
 
Click Exit Enrollment. 

 
You can return to the My Benefits 

website at any time during your first 30 

days of employment to make changes 

to your benefits elections. 

  

If you Exit Enrollment prior to 

completing all of the enrollment steps, 

you will receive an enrollment 

confirmation indicating that you have 

benefits that have not been reviewed. 
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