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What We'll Cover

Getting Started 
(Registration & 

Dashboard)

Managing a Claim 
(Event Details – Parts 

1–4)

My Leave Calendar Key Takeaways

Online Claim Form

1.  Submitting a first claim
      via an online form

2. Manage your claims   
      in the portal



Getting Started – Using the online 

form to start your first claim
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Step 1 – Claim Info
Your Logo Here

Step 1

Enter your 
claim 
information



4Proprietary and confidential. All rights reserved.

Step 2 – Finalize and Send my Request
Your Logo Here

Step 2

Click here 
once 
complete



Portal Registration, Once Claim is 

Initiated
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Registration – Activation/Login

Once a claim is set-up, 
claimants will receive a 
link to the portal with 
their claim 
acknowledgement.

Employees will then 
input their company 
email to authenticate 
into the portal



7Proprietary and confidential. All rights reserved.

Dashboard Overview

Employee 
name will 
show here

Active and past events 
will show here

Explore 
available 
leave 
here

Explore 
available 
leave 
here

Click on 
an open 
leave for 
details



Managing a Claim (Event Details)
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Part 1 – Check Claim Status
Your Logo Here

Part 1

Click on the carrot 
to open the claim 
details
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Part 2 – Upload Documents
Your Logo Here

Part 2

Click here to 
upload a listed 
document

Click here to 
upload an 
additional 
unlisted 
documents
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Part 3 – Check Payments & Report Return to Work
Your Logo HerePart 3

Check here for payment information

Report return to 
work information 
here
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Part 4 – Notes to the Leave Specialist
Your Logo Here

Part 4

Click here to open the box below and leave a note for the Leave Specialist

Input your note and click submit



My Leave Calendar
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Leave Calendar View

See Open 
leaves in 
calendar 
format here



Starting a Second Claim
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Step 1 – Start a Second Claim
Your Logo Here

Step 1

Click here 
to start a 
new claim
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Step 2 – Understand the Process
Your Logo Here

Step 1

This explains the process – once 
you are ready, click here to get 
started
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Step 3 – Initiate a Claim
Your Logo Here

Step 1

Select “No” if this is a new claim

Click submit
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Step 4 – Select Claim Type
Your Logo Here

Step 2

Enter a name you will remember

Select claim type

Click next
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Step 5 – Reflexive Questions
Your Logo Here

Step 2

Complete all *Required 
Fields
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Step 3 – Work Schedule
Your Logo Here

Step 3

Validate work schedule and click next
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Step 4 – Dates
Your Logo Here

Step 4

Enter Dates

Click Next
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Step 5 – Upload Documents
Your Logo Here

Step 5

Click here to 
upload a listed 
document

Click here to 
upload an 
additional 
unlisted 
documents
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Step 6 – Confirmation
Your Logo Here

Step 6

Review all your input details 
for accuracy.  If accurate, scroll 
to the bottom and click 
submit.



Key Takeaways
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Summary

Simple & intuitive – self-service claim management

End-to-end workflow – Once your initial claim is 

active you can register for the portal and manage 

your claim activities and update documentation in 

one portal

Real-time updates – track status, payments, and 

documentation
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