
Quick, convenient, stress-free 
management of claims or leaves 
available online, anytime

Once a claim or leave request has 
been submitted you can easily 
manage your time off in the Total 
Leave Employee Portal. From the 
summary screen you can: 

• View claim status and leave 
plan

• View and respond to Tasks

• View Payments and 
View/Upload Documents

• Update key dates 

• Provide Unum details

• Get support

View claim status and leave plan

You can view the status of your claim or leave 
by clicking on the toggle button       on the card 
on the summary screen. 

Click on the blue ‘view details’ button to view 
your leave plan. The leave plan is a color-coded 
visual that presents key details related to your 
leave such as status, approval periods, and 
dates.

You can also view your leave plan by clicking on 
the ‘Absences’ tab in the header located at the 
top of the screen in the portal.



View and respond to Tasks

Tasks is a communication tool that helps you and 
Unum stay connected while you’re out on leave. 
Tasks makes it easy to: 

• Receive an email or SMS/text notification of a 
new task that needs attention

• Understand what is missing on a claim/leave in 
clear, easy-to-understand language

• Dig into details such as required and 
recommended tasks and due dates

• View the status of a task such as awaiting action, 
pending, or completed

• Provide needed information by clicking directly 
on a task from within the portal or the 
email/SMS/text and following the step-by-step 
instructions

View Payments and View/Upload 
Documents

The Payments* tab provides detailed 
information such as: 

• Issue date

• Amount

• Adjustments

The Documents tab houses letters that 
Unum has sent and includes:

• Date

• Title 

• Claim/Leave the document is related to

The Uploads tab is a convenient way to 
provide any requested forms. Submission is 
easy, even on a mobile device.  

*Some employers have chosen to handle their own payments. In 
these instances, information on the payments tab will be limited. 



Provide Unum Details 

Sometimes you may need to provide 
Unum with additional information. Quick 
links on the right-hand navigation section 
make it simple to provide. Just click on 
the link that applies to your need. You’ll 
be guided through questions related to 
your situation.

If you have an intermittent leave, you can 
easily provide details related to new leave 
instances on the portal. After providing 
responses to the streamlined questions, 
you’ll have an opportunity to review your 
answers before submitting. After 
submitting an intermittent absence, it can 
be viewed on the Absence History 
calendar. This color-coded visual provides 
an at-a-glance view of all intermittent 
absences submitted along with their 
status and dates. The Total Leave 
Employee portal makes managing your 
intermittent absence easier, faster and 
more efficient.

Update Key Dates

Quick links on the right-hand navigation 
section allow you to update key dates. 
Just click on the link that applies to your 
need. You’ll be guided through 
questions related to your situation.

Some commonly used links are related 
to return-to-work scenarios. If you have 
a need to request an extension, it can 
easily be submitted on the portal.

As you prepare to return-to-work, you’ll 
be asked to provide details to ensure a 
smooth process, such as dates and any 
required Fitness for Duty forms. You’ll 
receive a task related to return-to-work, 
but you may also use the update key 
dates link. 



Get Support

Access support resources via the Live Chat and 
Schedule a Callback links. 

Unum is driven by a commitment to 
continuous improvement. We’d love to get your 
feedback on your experience just click on the 
‘leave feedback’ link to share your thoughts 
with us. 

Available Time

When you’re out on a leave or 
claim it’s important to stay 
informed regarding how much 
time you’ve taken and how much 
you have left. The Available Time 
tab shows how much time is 
available to you on a specific 
benefit. It also communicates the 
maximum plan entitlement and 
approved and pending time, as 
well as other details.
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