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Set up a Recurring Transit Ticket Purchase

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 using your NetID and password.

Click My Benefits on the upper right side of the screen.

In the “My Spending Accounts” box on the left side of the screen, click Commuter.

Click the Commuter tab on the top of the screen.

Click Sign Up Now on the left side of the screen.

Read the Disclaimer and then select Continue.

If you have an email address, enter it in the text box provided. Click Add Email and continue to step 9.

If you do not have an email address, click Skip. Click OK in the message that appears.

If the delivery information displayed is correct, continue to step 12.

If the delivery information is not correct, click on [Edit Profile] to update your Personal Account Info.

To change your address, click [Click here to change your delivery address].

Update your address information. After you have read the Important Information, click in the box next to |
have read and understand the above instructions. Then click Update.

Click Transit Order on the left side of the screen.

Choose your Greater Metropolitan Area and Provider from the drop-down lists provided.

Click one of the radio buttons to choose your Product Name.

Choose your Start Station and End Station from the drop-down lists.

Read the Important Information and Order Information. Click in the box located under Order Information.
Click Continue.

Click No if you would like to make a one-time purchase, then click Purchase and continue to step 20.

Click Yes to have your order automatically re-created every month, then click Purchase.

Click in the box next to each month that you would like to have a transit pass issued for your selected start
and end stations, then click Purchase.

Click Return Home to return to the Transportation Benefits Online Ordering Platform.

Click Close Window to exit.

ILLUSTRATED INSTRUCTIONS BEGIN ON THE NEXT PAGE

Revision 10/2011 1


http://www.yale.edu/portal

Yale

n Open an internet
browser and type

in the following
address to access
the portal:

www.yale.edu/portal

'I £ | www.yale.edu/porial

n Click Login to the
portal, and log in
using your NetID
and password.

lcome
Please enter your Yale NetlD and

password to see customized and
personalized content:

Click My Benefits
on the upper right

# My Benefits
—=

Employee Service Center

o My Benefits

.
= S resources ® Human Resources * Employee Service Center
hand corner Of the * My Pay and Info ® Learning Center & Iy Benefits resources s Human Resources
POrtaI & My Payand Info * Managing at Yale * My Pay and Info * Recreation-Gym Membership
. FEFatOES ® Recreation-Gym Membership & My Pav and Info e Yale HEALTH
i & TARS - aha alal resources « Yale HEALTH Online
® My Time resources ® TMS-Training & Certification o More
n Faculty will see a  Vele HEALTH
. ® Yale HEALTH Online
different menu L . Hore..
pane.
B In the My My Spending Accounts View

Spending
Accounts box,
click Commuter.

Health Care Currently not enrolled

Child/ Dependent Care £5,000
Submit/Review Spending Account Claims
Commuter

Tuition Reimbursement

Click the
Commuter tab.

rrarmn thar

Educatio

== Recent Activity
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Select Sign Up
Now.

Commuter

@ Commuter Account

Save money on your everyday commuter eXpenses.

You can reduce your taxable income by up to $230 a month when a How does the Commuter Account
paying for public transportation or vanpool expenses with before-tax work?

money, and have reductions of up to $230 a month by paying for

your parking expenses with before-tax money.

| —g)

n Read the

Disclaimer and
then select
Continue. You will
be logged into
your account on
the Wired
Commute website.

You're Now Leaving the Your Spending Account™ Web site

To further assist you, this site connects to sites maintained by other companies. Meither Hewitt nor your employer
endorses or takes any responsibiity for other companies' sites, or makes any representations or warranties concerning the
content, accuracy, completeness or timeliness of such sites.

Hewitt Associates does not give any warranty or other assurance as to the operation, quality or functionality of the site.
Access to the site may be interrupted, restricted or delayed for any reason.

| —&3

n If you have an

email address,
enter it in the
email address text
box provided.
Click Add Email.

Continue to step
11.

If you do not have
an email address,

click Skip. You will
see this message.

You can return at
a later time to add
or update your
email address.

YOUR spending ACCOUNT™ . ’
Missing Email Address
Commuter Benefits

If you have an email addrezs, pleaze enter it hers. We uze email to communicate the status of yeur monthly orders,
including rate increaze notifications, recurring crder reminders, and fulfilment emailz. If veu do not provide an email
home address, you will be not be notified of these events.

transit order

Email Address: | james.monroe@yale.edu

parking order

my account

Windows Internet Explorer

:\?{) This system uses email to communicate changes in your order, Are you sure you don't want o enter an email address?

™

ok, ] [ Cancel
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YOUR Spending ACCOUNT™

If the delivery r Transportation Benefits Online Ordering Platform AMoRT v
information St il ‘Your Spending Account
For incorrect pasaes or pasaes not received by the 31st of the prior month, pleaze click on help
: :
displayed is _
. Transit Home
correct, continue Commuter Benefits Information

to step 14. order history

Welcome, JAMES MONROE Delivery Address:
221 RIDGE ROAD

. Instructions: MILFORD, CT 06460
If the delive ry help Please use the menu bar on the left side. Edt Frefil
. . . close window k\
information is not

correct, click Edit T | /P \ |
Profile.

3
o
o
8
2

“You have ne orders at this time!

. . YouR spending ACCOUNT =
Click on the Click : Personal Account Info
here to change Commuter Benefits

your delivery [ none] First Name: JAMES
address I|nk m Last Name: MONROE

parking order

|

Coentact us, or update the informatien below

Email Address: james.monroe@yale.edu  [Update Email
MILFORD, CT

I [Click here to change yeur delivery address] I£

order history PPT Address on File: 221 RIDGE RO

U d t YOUR spending accounT~ R
13 padate your Update Your Delivery Address
delive ry address Commuter Benefs Please update your address information. The address you provide here will be used as the delivery address for all future orders

information. After homs Kome Asarsss: | 26 SHELA LANE

;
reading the ——
City: ‘.\.HLFCIR[!

parking order
Important order history =

|

State:

Information, click Zip Code
in the box next to |

have read and
understand the
above
instructions. Then
click Update.

Important Information: Your Commuter Benzfitz ordeflwill be mailed to the above addresa or the addreas of record in our ayatem as of the
13th of the month preceding the benefit month. Note thatfrou also need to inform your Employer of any address changes. Modifying your delivery
address here wil not update your Employers records

close window

I have read and understand the above instructions

[E]le—

The updated
address will be
used for future
orders.
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Click Transit
Order.

Transportation Benefits Online Ordering Platform

YoUR spending ACCOUNT~
Commuter Benefits

Benefit Month: March
Order By: 02/10/2010

“Your Spending Account
For incorrect pagses or passes not received by the 31st of the prior menth, please click on help

transit order Transit Home

Commuter Benefits Information

parking order

order history

Welcome JANES MONROE Delivery Address:

my account

56 SHEILA
MILFORD
[Edit Profile)

Instructions:
Please use the menu bar on the left side.

“f'ou have ne orders at this time!

Choose your
Greater

Metropolitan
Area and Provider
from the drop-
down lists
provided.

¥OUR spending AcCOUNT~

Order Your Transit Product

Commuter Benefits

Benefit Month: Larch
Order By: 02/10/2010

home

transit order Find Your Product

Select Your Product
parking order

order history

Confirm Order

Done

Select your Greater Metropolitan Area:

my account

help Select your Provider:

If you cannot find your Provider, click here.

close window

Click one of the
radio buttons to
choose your
Product Name.

Benefit Month:
Order By: 02110/2010

March

YoUR spending AccounT~ )
Order Your Transit Product
Commuter Benefits

=
Find Your Product Select Y our Product Confirm Order Done
parking order
order history
Transit Authority Information
= Greater Metro Area: News Haven
Elp
Transit Authority: Sho e East
close window slinesast.com

Product Hame

[O] Monthiy

¢ ]

Monthly Plus Bus

() Ten Trip
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Confirm Your Product Choice Oenert Mot jMarch

Choose your Start o Order By: 02/10/2010

Station and End =
Station from the -

X transit order Find Your Product Select Your Product Confirm Order Done
drop-down lists. parking order

order history

Read the

=
I

my account Order Selection
Important Greater Metro Area: ; Haven
. close windows Transit Authority: Shoreline East
Informatlon and : : Product Selected: Maonthty
Order Information Product Retail Price: £71.00

sections. Then

click in the box

|Ocated under Start Statiom: End Station:

ord | Guiford | ven Union Station | % |
raer

Information Verify Your Delivery Address

Home Address:

Quantity: 1 (You are only allowed 1 item of this type, per beneft menth order)

Click Continue. ciy:

State:

Zip Code:

Important Information: Y'our Commuter Benefits order wil be mailed to the above add§ess or the address of recerd in our system as of the
13th of the month preceding the benefit month. Note that you also need to inform te yourfemployer of any address changes, modifying your
delivery address here will not update your Employer's recerds.

Order Information:

| agree that the abowe transit product ordered 02/02/2010 is correct, and | certify thigt all orders of transit preductz will be used by me only
for the purposes of commuting to and from work at the Employer. If applicable, | authorizZg my employer to deduct the ameunt of my erder noted
above from my paycheck on a pre-tax basis up to the monthly IRS limit, and the remaindgf on a pest-tax basis.

. YOUR spending ACCOUNT~ . i
Click Yes to have Recurring Options BEREH Marlie e

Order By: 02/
Commuter Benefits

your order &
automatically re- E |
Find Your Product Select ¥ our Product Confirm Order Done
created every
month. Then click
Purchase ——
: my account

@ves OMo

The recurring feature allows for orders to be automatically re-created on a menthly ba
Select "r'es” to have your order automatically re-created every menth.

Select "No” if you want to come back to the system every menth to order.

“¥ou will not be able to set recurring for one of your passes and non-recurring for the

Click No if you
would like to
make a one-time
purchase . Then
click Purchase and
continue to step
20.

or no for the complete order.
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TOUR spending ACCOUNT =

S L Recurring Options o e
9 ClICk in the bOX e g Vp Order By: 0210/2010

next to each = '
month that you Find Your Product Select ¥ our Product Confirm Order Done
would like to have

cransit
atransi paSS Monthly Order Recurting Settings:
issued for your | Monthly Recurring: YES

help
selected start and :
©ve O
end stations The recurring feature allows for orders to be automatically re-created on a monthly basis
. o™ if you want to come back to the eystem every menth to order,
YOUF Ol’der' Wl” be ('ou wil not be able to set recurring for one of your passes and non-recurring for the other. It has to be either yes or no for the complete order.
a utomatica | Iy An order wil be created for every checked box.
Uncheck a box if you de not want to receive an order for that menth

created for every [ 1ar 2010 [#] pr 2010 [ ay z010 [#un 2010 Oauizo10 [#] aug 2010

ep 2010 #loct 2010 [ Hov 2010 [l pec 2010 [ san 2011 Feb 2011
& @ twelve month revolving calendar feature. Your erder wil re-create for every checked menth, and for every subseguent month
following the listed twelve months above. Don't forget to re-enter later to manage the upcoming twelve months.

checked month.

Then click

Purchase.
YOUR spending accounT™ g
EX) Click Return Home | pummmrmmgy” ~ Order Update Complete sy 12026t
to return to the i
Transportation I Find Your Product Select Your Product Confirm Order Done
Benefits Online
Ordering .
Thank you for your order. Please Return Home to medify the crder below. You can

Platform. maodify this order until the last allowed date to order by your company.

close window

Current Transii Order

ShoreLine East
- st § [
Monthly Qty: 1 Cost: 571.00 571.00

otal Estimated Cost: §71.00

Estimated Pre-Tax Amount Applied Te Payrol: $71.00
Monthly Recurring: YES
Mo Orders will be processed for the following months:

* July 2010
YOUR spending ACCOUNT~ . - s o S
enefi onth: arc
Click Close Transportation Benefits Online Ordering Platform o i

‘Commuter Benefits

“v'our Spending Account
For incorrect passes or passes not received by the 31st of the prior month, please click on help

Window to exit.

transit erder

Transit Home
Commuter Benefits Information

parking order

arder history

o
a
3
@

Welcome, JAMES MONROE Delivery Address.
my account 58 SHEILA LANE
Instructions: MILFORD,

Plzaze use the menu bar on the left side. [Edit Profile]

clo: ow

ShorelLine East

Monthly Qty: 1 §71.00 edit remove
Total Estimated Cost: $71.00
Estimated Pre-Tax Amount Applied To Payroll: $71.00
Monthly Recurring: YES
Ho Orders will be processed for the following months:
s July 2010
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