Employee Job Aid — Submitting and
Managing an Absence

TheStandard

Click to route directly to:

e Submit A New Absence Request

Manage An Absence

Uploading Documents

Changing Pending Absence Dates

Requesting Intermittent Leave Time

Submit A New Absence Request

Visit www.Standard.com to log in.

Solutions You
Can Count On

We're here to smooth the
way with the right financial
solutions and insurance
products for you.
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Enter a Username and Password.
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Welcome

Log in for full account access

Log in for Dental & Vision (ONLY)
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Select ‘Visit Portal’.

My Home

i 7 ‘Your Leave and Short-Term
Disability Claims
Y Request nage your leaves.

Review the Portal. The left navigation panel
displays Leave Balances and History. Scroll
down to see active leaves and claims. Select ‘get

started’ to begin a new request.

Good morning, Portal
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Choose the Leave reason that best matches
your need to miss work.

Start a New Leave Ext x
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Reason for Your Request

Wihy are you initiating this request?

Answer ‘Leave Info’ questions.

Starta New Leave

s

Leave Info

s thia clsim for sn injury or liness?

Confirm or change the ‘Work Schedule’. If work
hours vary, enter the average or most common

schedule.
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Start a New Leave

Current work schedule

st your curent work schedale s of 12/22/2024

Rotating Schedule
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Confirm the ‘Contact Info’.
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Start a New Leave

Contact Info

Review and confirm the following information to ensure we're able to
eded.

contact you while an leave, if ne

Email

Preferred phane

D

At the bottom of the ‘Contact Info’ page, select
a preferred method to receive payments if the

claim is approved.

Start a New Leave

Payment preferences
Wihat Is your preferred method to recelve payment?

() Mailed check

() Digital Payment (Direct Deposit/Zelle)

C

If you choose digital payment, indicate if you
would like to receive payment notifications via
email, text, or both. Then, provide your email
address and/or mobile number.

Start a New Leave
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Review and Submit. Select ‘Next’ to complete
the request.
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Starta New Leave Exit x

Review & Submit

Confirmation Page. This page may take a
moment to load. Do not refresh the page or exit
the site until prompted to ‘Continue’.
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Thank you! We've Received Your Request for Leave.

Confirmation number: AC-24-7562: 02

Manage An Absence

The left navigation panel offers insights to Leave
balances and history. Scroll down to select
‘View’ to see to a pending request or active
absence.

Get staried

Your Claims and Leaves

Employees Own liness or Injury
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The Required Actions and Optional Tasks
appears when there are time-sensitive tasks to
perform. Actions can vary based on several
factors, complete the needed information to
avoid delays in the review process.
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Good afternoon, Kevin
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&\ Employees Own lliness or Injury Leave

Event Numbar: AC24TSI02 |
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Required Actions (1)

Leave Status

Leave Summary

Event Timeline
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Uploading Documents

Scroll down and select ‘View’ to begin
uploading documents to a pending request or
active Absence.

Your Claims and Leaves

Employees Own lliness or Injury
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Scroll down and select the ‘Upload Documents’
button on the right panel.
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Leave Status “ommeleess ]

Choose the type of document from the
dropdown menu. Drag & drop a file or click the
panel to upload a file from your device.
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Changing Pending Absence Dates

Scroll down and select ‘View’ to change dates | Scroll down and select the ‘Change Start and End

for a pending request. Dates’ button on the right panel.
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Employees Own liness or Injury
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Leave Status Optional Taskis)
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Care of a Family Member

Familybember. Farart | Lsane Gotb

Change existing dates, as needed. Then Additional information may need to be changed.
select ‘Next’. Review the ‘Confirm Details’ page and update
information, as needed. Select ‘Save’ to continue.
= - .

Update Leave Dates

Confirm Details

Confirmation Page. This page may take a
moment to load. Do not refresh the page or
exit the site until prompted to ‘Continue’.
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Good afternoon, Kevin
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Requesting Intermittent Leave Time

Review the Portal. Scroll down to find the
applicable Absence, then select ‘View”.

Scroll down to ‘Request Time Off” on the right. Also
on this page, a summary of request statuses can
be viewed within the ‘Leave Summary’ panel.

Your Claims and Leaves

©  Employees Own liness or Injury
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Care of a Family Member
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Good afternoon, Kevin
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?Care of a Family Member Leave

Event Number: AC-34 | LeaveType: intermitient Leave Renson: Care of a Family Member
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Leave Summary

Want 1o Connact with Local
Resources?
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@ Leave of Absence
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Answer the questions based on your need. Next, confirm the work schedule and change if

Choose ‘Add Another Absence’ if needed or needed, then select ‘Save’ to complete. After
‘Next’ to continue. saving, the page may take a moment to load. Do
not refresh the page or exit the site.
Add Time Off — [

Confirm Work Schedule

The Standard is a marketing name for StanCorp Financial Group, Inc. and subsidiaries. Insurance products are offered by Standard Insurance Company
of 1100 SW Sixth Avenue, Portland, Oregon, in all states except New York, where insurance products are offered by The Standard Life Insurance
Company of New York of 445 Hamilton Avenue, 11th Floor, White Plains, New York. Product features and availability vary by state and company, and are
solely the responsibility of each subsidiary. Each company is solely responsible for its own financial condition. Standard Insurance Company is licensed
to solicit insurance business in all states except New York. The Standard Life Insurance Company of New York is licensed to solicit insurance business
in only the state of New York.
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