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Quick, convenient, stress-free 3 ' H
-

— -
management of claims or leaves , B

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 UADAY | Tota Leave”

summary screen you can: S

* View claim status and leave elcome back ROBERT
p | a n CHEATED 2023-08-02 Update key dates

Serious H‘EE'[h Condition - Employee

* View and respond to Tasks
* View Payments and e e e
View/Upload Documents

* Update key dates

* Provide Unum details

* Get support

View claim status and leave plan cnereo sones

Serious Health Condition - Employee ~

You can view the status of your claim or leave

by clicking on the toggle button ~ on the card Serious Health Conditon -
Employee

on the summary screen. "

PERIOD: 10/16/2023 - 11/25/2023 Approved 7’

© 450/ 08/07/2023, you have 12.00 weeks of FMLA remaining. Read more

Click on the blue ‘view details’ button to view

your leave plan. The leave plan is a color-coded Your Leave

visual that presents key details related to your R TR T =3
leave such as status, approval periods, and NN o

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

Summary Absences Tasks' Payments Documents Upload Employer Benefits

Tasks is a communication tool that helps you and

Unum stay connected while you're out on leave.
Tasks makes it easy to:

Tasks

Your tasks list contains all the items we need from you to precess your leave or claim.

Receive an email or SMS/text notification of a Viewallleaves & cains .
new task that needs attention

.
All Required Recommended

Understand what is missing on a claim/leave in

clear, easy-to-understand language
Dig into details such as required and R A s

Pregnancy/Maternity (NTN-10165-AB5-01)

recommended tasks and due dates

* View the status of a task such as awaiting action, e Contact formation —
pending' Or completed Pregnancy/Maternity (NTN-10165-ABS5-01)

* Provide needed information by clicking directly e cistement Necded s
on a task from within the portal or the
email/SMS/text and following the step-by-step
instructions

WA | Tots Leave ~ewen- \[iew Payments and View/Upload

Documents

Summary Absences Tasks' Payments Documents Upload Employer Benefits

The Payments* tab provides detailed

et information such as:
i A SR * Issue date
* Amount
:::.:;m{ A * Adjustments
The Documents tab houses letters that
Unum has sent and includes:
Documents Al claims ’ * Date
Caim o * Title
e ¢ 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.

Upload documents

Drag and Drop documents here or Browse

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



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.

VA | Total Leave

Summary Absences Tasks Payments Documents Upload AvailibloTime  Employer Benefits

Intermittent Absence

Provide Unum details

Report intermittent absence

Sign e-Signature authorization
forms

Upload a document

VALY | Total Leave

Update physician information

Update key dates

Extension Request

Last day of work
Return to work

Delivery date

Surgery details (e ) w )

Request extension

Return to Work

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.




Available Time
Ul‘.\ﬁﬁ\“ | Total Leave Feedback | @ ROBERTBROWN v

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 Available Time
you have left. The Available Time

Summary Absences Tasks Payments Documents Upload Available Time Employer Benefits

tab ShOWS hoW much time is Federal FMLA @nwacksmu Months Maximum Plan Entitlement
. Y= 12 Weeks 0 Weeks Total A d 120
available to you on a specific t('} Time avallble s of Aug 13, 2024 © oo oo e
¢ 12 Months-Rolling Back @ 0 Weeks Total Pending

benefit. It also communicates the
maximum plan entitlement and
approved and pending time, as 9 e S
well as other details.

Get Support

Get support

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

Live chat oNLINE

Schedule a callback

Unum is driven by a commitment to Leave feedback
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. = - X
| €
Live Chat

Before we connect you...

@%

Need help?

Support is built right
into the portal: ACCESS THE PORTAL Update claim infarmation

Details (optional)

Please provide us with details that will
x help a specialist to assist you more

NI effectively.

How satisfied ware you with your experlsnce? Chat Topic

« Live Chat: connect with a leave expert that can
provide fast, and easy on-screen guidance.

A

* Schedule a Callback: select a date/time that
,
works for your schedule, and we'll call you.
If additional assistance is needed, you can call us
at R66-868-6737. Schedule a Call
When scheduling your call, please keep in mind that our contact center operates in an Eastern Time (ET) time zone.
° Any call back times not shawing within the standard cperating hours are no fonger available.

Leave specialists are available 8 a.m. to 8 p.m. ET,
Monday-Friday.

.
U What daywould youlike to be contacted?

]
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