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Introduction

Introduction

This document provides a high-level overview of how to navigate through the LeavePro Employee Self-
Service Portal, with screen-by-screen instructions—from logging in to completing specific actions within
Self-Service.

LeavePro Self-Service offers a wide range of functions. To jump to a specific function, click on its name in
Contents.

LeavePro Self-Service is compatible with the following Web browsers:

* For Windows 10 or higher

* Microsoft Edge 88 or higher
* Firefox 61 or higher

¢ Chrome 67 or higher

¢ For Mac OS 10.9 or higher

* Safari1l.1
* Firefox 61 or higher

e Chrome 67 or higher

_______________________________________________________________________________________________________________________________________|
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Employee Self-Service Capabilities

Employee Self-Service Capabilities

With the Employee Self-Service Portal, you can manage your own leaves:

* Initiate a new leave for yourself.

* Receive text and/or email alerts and notifications to initiate tasks, like confirming actual return-to-
work dates.

* Securely upload documents via computer or mobile device.

_______________________________________________________________________________________________________________________________________|
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New User Registration

A new user needs to establish account credentials their first time to the Self-Service site.

Note: If you have account credentials from the previous Self-Service site and attempt to use them to log
in to the new site, you will be automatically redirected to the Account Registration page.

To register:

1. Onthe Log In screen, click Register.

ollﬂhtworkllfe

LeavePro

User ID

Password

New User?

English

alight
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New User Registration

2. Enter your Work Email or Mobile Phone number, click Next.

Regestration Stepl ol 4

Pt yousr sexcumrity plsaese ender your work emad of miobide

Note: If you enter your mobile phone number and there is not one on file, an error message will
appear. The information you enter must match the data that is provided by your employer.

3. Enter the code (sent to your work Email or Mobile Phone), and click Next.

Registration Step 2ol 4

ey il of b phane Pl S0l

4. Enter a User ID, enter a Password, and Confirm Password. Click Next.

If any of the registration fields are not completed, an error message will appear. the question marks
give a user information to successfully register, and the exclamation point highlights when the
passwords do not match.

q O Fires
Aegestration SlepIold Lk 1) st be prowvaded

Wehooeme: Mg S Flearse Tl o0 the following rT:
I

Uiy |0 neseis b0 Ber al kearst & alpha
PRETEIC (RTINS

Note: You can reuse your User ID and Password form the legacy Self-Service site on the new
portal, however, password requirements have changed. Passwords must be at least 10 characters
long and contain at least one uppercase letter, one lowercase letter, and one number.

© 2023 Alight @. All rights reserved.
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New User Registration

5. Select communication preferences. Choose Work Email (default), Personal Email, Mobile Phone-or
all three—to keep you informed about your leaves.

alightwo rklife
LeavePro
Registration Step 4 of 4

Amost done! We'd like to send you real time alerts regarding your leave. Please indicate your preferred method(s) of communication below:

v

. Linneal41889 Baack@services.com

J Mobile Number

Text Terms and Conditions

To receive SMS text alerts regarding your open leave/s, please read and acknowledge the Terms and Conditions, then select the phone number where you would like
to receive texts. When these steps are taken, we will need to send you a one-time confirmation message via SMS. Message and data rates may apply. (Reply STOP
to any text messages received or uncheck the terms and conditions if you wish to no longer receive text alerts.)

@ Check here 1o indicate that you have read and agree to the

As we manage and update your leave, SMS Text alerts will be sent during the hours of 11 AM.EST and 6 PM.EST.

English

6. If you would like to receive SMS text alerts regarding your open leave, read the terms and conditions
and the select the check box to opt in to text messages.

Note: Text messages will only be sent during the hours of 11 A.M. EST to 6 P.M. EST.

7. After entering the information for your preference, click Submit.

8. Once the registration process is complete, you'll be redirected to the main log in page to begin the
login process.

Note: Work Email will always be auto populated and selected as default (if available). If a work email
is not available, the field will not show as an option. You can deselect Work Email as a preference.

_______________________________________________________________________________________________________________________________________|
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Logging Into LeavePro

New LeavePro users will need to register their account before they will be able to log into the system. See
the previous section for more information on registering a new user.

Log in Type
There are two log in processes for LeavePro based on the security options your organization has chosen:

¢ Multi-factor authentication

¢ Single sign-on (SSO) authentication

Multi-Factor Authentication

Multi-Factor Authentication requires you to provide two different factors to the authenticator before being
allowed access. The first factor is your standard credentials, Username and password. The second factor is
a code that the system will automatically send to your established cell phone or email address. Your
organization can also choose to enable challenge question authorization where you will be asked a pre-
configured question to be granted access.

MFA Challenge Questions

You will prompted to enter three security challenge questions. When verifying your login you will be asked a
random question from this list.

_______________________________________________________________________________________________________________________________________|
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MFA Challenge Questions

Your privacy is important to us,

We're introducing multi-factor authentication (MFA) to keep your data even more secure. Now, you'll have
another layer of security protecting your account besides just your password

Security Question 1

Choose a security question v

Security Question 2

Choose a securily qguesthon -

Security Question 3

Choose a security question v
ANSwWer

Is this a trusted device and would you like 1o remember this device for future use?
Important: Dot click this if on a public or shared computer!

During Log in, after providing your username and password, you will be prompted to choose the secondary
factor you will provide.

© 2023 Alight @. All rights reserved.
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Single Source Log in

Verification required.
We need to verify your identity
How would you like to verify your identity?

Mobile Text
Send code to my mobille phone; (***) ***.0044

Message and data rates may apply.

Email
Send code to my email; r=*=*=**him a.com

Challenge
Answer one of my challenge questions

Single Source Log in

Single sign-on (SSO) allows you to log in to LeavePro with a single ID and Password, with no further
authentication steps.

To log in:
1. Enter your User ID.

2. Enter your Password.

_______________________________________________________________________________________________________________________________________|
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Account Recovery

3. Click Log In.

. alightworklife
o LeavePro
§ User ID

-
-

A" Ppassword

vy I

P’

-
-

New User?

English

alight

® 2023 Alight®. All rights reserved.

Account Recovery

If you happen to forget your sign on credentials, you can reset them by using the account recovery option.

If you forget your User ID or Password:

© 2023 Alight @. All rights reserved.
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Account Recovery

1. Click Forgot User ID or Forgot Password on the Log In screen.

ollﬂhtworkllfe

LeavePro

User ID

Password

New User?

English

alight

© 2023 Alight®_ All rights reserved.

2. Enter your Work Email or your Mobile Phone number. The information you enter must be the same
data provided by your employer.

© 2023 Alight @. All rights reserved.
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Account Recovery

Account Recovery

Forgot your account information? No worres
Let's Mind your account. Enter

Or
HEXT

3. Click Next. A code will be sent to your Work Email or Mobile Phone.
4. Enter the code, and click Next.

Account Recovery

Wi sent a code to your email or mobile phone. Please enter
it Code: Dalow

5. The Account Recovery screen will remind you of your username. If you forgot only your username.
click Submit to continue to the My Leaves main landing page. If you forgot your password, type a
New Password, Confirm Password, and click Submit.

Account Recovery

We found your sccount!
L
Create Mew Passwond (Dptional)

Neew Pasgword

© 2023 Alight @. All rights reserved.
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LeavePro Self-Service Director Page

After logging into LeavePro Self-Service, you will see the Director Page.

alightworklife
L

eavePro

Hi, Kristyn! What are you looking to do today?

Do you or a family Did you get a message Do you want to check
member need to take about an unfinished on your current and
some time off? task? upcoming leaves?
Examples: Injury, lliness, Examples: Paperwork

Pregnancy and maternity due, return 1o work

Plan a leave | Finish tasks | ‘ See leaves | ‘

i

This page will guide you to some of the most important areas of LeavePro, including:

* Planning a Leave
* Finishing tasks

* Viewing an existing Leave

Note: You can bypass the LeavePro Self-Service Director Page by clicking Skip to LeavePro Home in the
upper right corner.

Plan a Leave

To begin the process of planning a new Leave, click Plan a Leave from the Director Page.

_______________________________________________________________________________________________________________________________________|
© 2023 Alight @. All rights reserved.
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Finish Tasks

ollﬂhtworkllfe

LeavePro

What's the reason for your leave? *

I Personal Health Condition
Pregnancy / Matermity
Family Health Condition

Other

Select leave reason v

The Plan a Leave wizard will start, select your leave reason and click Next to start your Leave request.

This will take you to the Plan a Leave wizard on the My Leaves page. For further information, see Plan a
Leave.

You may also click Back to return to the main Director Page.

Finish Tasks

If you have tasks that need to be finished you can view them by clicking Finish Tasks. This will display a list
of any tasks you need to complete:

nllﬂhtworkllfe

LeavePro

Home  Employees Reports My Leaves Admin

Paperwork Due Due 17 Mar 2078
Start

Confirm Return to Work Due 23 Apr 2018
Start

© 2023 Alight @. All rights reserved.
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See Leaves

Click Start next to the task that you want to complete, and you will be directed to the appropriate task

For more information on completing tasks, see the Tasks section of the My Leaves Page.

See Leaves

If you already have existing leaves, you can view them by clicking See Leaves. This will display a list of all of
your current leaves:

olightworklife

LeavePro

Your Current Leaves

Employee Health Condition -4119
06 Feb 2020 - 13 Mar 2020
Continuous

Back All Leaves »

You can click on a leave from the list to navigate to the My Leaves page for that specific leave. Or you can
click All Leaves to display a list of all of your open and completed Leaves.

For more information on viewing your leaves, see My Leaves Page.

You may also click Back to return to the main Director Page.

_______________________________________________________________________________________________________________________________________|
© 2023 Alight @. All rights reserved.
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Self-Service Portal Header

Self-Service Portal Header

From the Self-Service Portal's Header, you can:

* Navigate to each of the main landing pages.
* Find support contact information.

* Update your profile.

* Log out of the portal.

* Go back to the Home page from any screen.

s olightworklife

LeavePro

Welcome Olivia

LeavePro Icon

Click the LeavePro Icon in the header at any time to return to the Home page.

Support

Click Support to see a Call Center phone number to call for assistance.

Profile

Click Profile to view or edit your:

¢ Personal Information

e Communication Preferences (for Notifications and Alerts)

_______________________________________________________________________________________________________________________________________|
© 2023 Alight @. All rights reserved.
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Personal Information

» Job Information (view only)

PERSOMAL INFORMATION

COMMUBICATION PREFERENCES

Personal Information

To review or edit your personal information:

1. Click Edit in the Personal Information section on the Profile page.

PERSTOMAL INFORMA TION

2. Inthe Personal Information - Edit pop-up box, you can edit:

* Mailing Address
¢ Phone Number(s)

¢ Preferred Voice or Preferred Text selection

_______________________________________________________________________________________________________________________________________|
© 2023 Alight @. All rights reserved.
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Alternate Mailing Address

e Email Address

Personal Information - Edit =

Aellaidoay Acdiis Add Addiess

Ut S1ates v

Z78% Derek Drve

ALTIN T - ra300

ETaree BTSRRI

513888540 sk * e ®

135521 21 Home i L] x
Aok M

Poicnasl Emal Adich emin

Shanii guptaierampis com
Sul

3. Click Submit when finished.

Note: You can add up to four different types of phone numbers, along with their extensions.

Alternate Mailing Address

You can add an alternate, short-term mailing address to the Personal Information in your profile. For
Example, you might use an alternate mailing address while caring for a loved one who lives in a different
state.

To add an alternate mailing address:

_______________________________________________________________________________________________________________________________________|
© 2023 Alight @. All rights reserved.
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1. Click Add Address in the Personal Information - Edit window.

Personal Information - Edit -

el Dmad Acdkdress

i quptaie Lample CoiT

© 2023 Alight @. All rights reserved.

Alternate Mailing Address

2. Add the mailing address where you would like to receive mail associated with your leave.
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Personal Information - Edit -

Mailing ASdress Ahwmaite Mailing Asdress w
United SLates ' Uniied States
ITES Devwlr Devew
A n TH i} A
a [
13553434 Micbile L X
E1FS55I 2 Himaes - L ] b
| A
T L AEda o Lof

3. Include a Start Date and End Date (required).

4. Click Submit when finished.

Communication Preferences

You can select Communication Preferences to receive notifications and alerts.

Communication Preferences

1. Click Edit in the Communication Preferences section on the Profile page.

COMMUNICATION PREFERENCES

2. Inthe Communication Preferences - Edit pop-up box:

© 2023 Alight @. All rights reserved.
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Logout

¢ For Notification Preferences, select:

° Personal Email
° Work Email

© Personal Mailing Address
e For Alert Preferences, select:

© Preferred Text
° Personal Email

° Work Email

Communication Preferences - Edit

Motifcation Prelsiances Edi

Adet Preferences Edit

i Sighmit

3. Click Submit. A confirmation message will appear.

V Your communication preferences have been

updated.

Close these manually

Logout

Click Logout when you are finished with your session and want to exit Self-Service.

_______________________________________________________________________________________________________________________________________|
© 2023 Alight @. All rights reserved.
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Home Page

Home Page

The Home page provides a complete list of all employees currently on leave. This includes Intermittent,
Continuous, and/or Reduced Schedule Leaves. It also shows Tasks associated with current leaves.

* Current Leaves - The Home page only shows those employees who are currently on a leave.
¢ Details - To view details for a specific employee leave, click Details in the relevant employee card.

* Add Time - To enter Intermittent time off for an employee, click Add Time within the relevant
employee card.

* Tasks - Click Start to begin a task for a specific employee.

olightworklife

LeavePro

Welcome Olivia

EMPLOYEE(S) OM LEAVE TASKS

If configured by your employer, the Home page might also show a Resources section.

EMPLOYEE(S) ON LEAVE

RESOURCES

In Resources, you can view client documents (for example, client plan forms, plan policies, and leave forms).

To view the Resources page, click View. The Resources page displays the full document list. To view a
specific document, click View for the document you would like to see.

_______________________________________________________________________________________________________________________________________|
© 2023 Alight @. All rights reserved.
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View All

Resources

Centification of Health Care Provider paf

Rsraeat fior Loave of Absence pal

Frequenty Asked Quessions snd Answers Form.pdf

View All

The Home page displays up to three employee cards. Click View All to see all employees on leave.

ollghtworklife

LeaveFro

Welcome Olivia

Employee Leave Details Page

When you click Details for a leave, you are taken to the employee's Leave Details page. On this page, you
can:

* Plan a leave for the employee.

¢ Change the leave start and/or leave end date for the employee.

* Review details for a current or completed leave for the employee.

¢ Add intermittent time off to a current leave for the employee.

* View the Coverage Timeline for a selected leave for the employee.

¢ View and initiate tasks (Confirm Expected Return to Work or Paperwork Due).

© 2023 Alight @. All rights reserved.
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Employee Leave Details Page

* View documents associated with the employee's leave.

¢ Print leave details.

_______________________________________________________________________________________________________________________________________|
© 2023 Alight @. All rights reserved.
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Employees Tab

Employees Tab

The Employees tab allows you to view information for all of your direct reports whether or not those
employees have a current leave.

* The Search feature allows you to easily locate an employee by typing their name, client-specific ID
number, or by Leave ID.

* To view information for a specific leave, click Details in the relevant employee card.

alichtworklife

J LeavePro

Home Employees Reports My Leaves Admin

Employees

Search (Employee Name, Employee |D Or Leave 1D Q

1000 Results Returned

Abendan, Purita 10019265

Purita.Abendan@CompanyLPD2 com

Abernathey, Don 10014145
Don.Abernathey@CompanyLPDZ com Details >
Ackelson, David 10018232
David. Ackelson@CompanyLPDZ com Details »
Acosta, Ignacio 10018385
gnacio.Acosta@CompanyLPDZ com Details »
Adams, Matthew 0019753
Details »

Matthew Adams@CompanyLPDZ2.com

_______________________________________________________________________________________________________________________________________|
© 2023 Alight @. All rights reserved.
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Plan a Leave for a Direct Report

You can submit a leave directly from the employee's Leave Details page.

1. Click Details for the employee.

HOME EMPLOYEE REPORTS

Employees

Abbatl, Tamya

Cilion, Ashley

Edwatds, Stan

Gupls, Sharti

Oswald, Dave

2. On the employee's Leave Details page, click Plan a Leave.

Plan a Leave for a Direct Report

© 2023 Alight @. All rights reserved.
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Plan a Leave for a Direct Report

alightworklife

LeavePro

Shanti Gupta: Leave Details

CURRENT TASKS

OTHER

COMPLETED

3. Onthe Plan a Leave page, select the leave type that describes the leave your direct report is taking,
then click Next:
* Your Own Health Condition
* Pregnancy/Maternity
* Family Health Condition
e Other

Note: Selecting Other activates the drop-down menu with employer-specific options.

—— : = ST

Gl Started

4. Select the type of time off that best fits the leave of absence your direct report is taking, then click
Next:

© 2023 Alight @. All rights reserved.
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Plan a Leave for a Direct Report

* Continuous - Out full time between two different dates.
* Intermittent - Out occasionally over a period of time.

* Reduced Time - Working less than the normal schedule.

Plan a Leave

Get Started

Continatun” Inbermitent? Reduced Time?

5. Add Details, such as:

 Last day of work (required)

¢ Leave start date (required)

¢ Leave end date (required)

* Date of your injury/iliness

e Expected return to work

* Additional questions related to injury/illness

¢ Additional questions related to pregnancy/delivery

¢ Additional questions related to family members

_______________________________________________________________________________________________________________________________________|
© 2023 Alight @. All rights reserved.
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Plan a Leave for a Direct Report

- e
Details
]
L] B
]
F OUS

Note: Details differ based on the type of leave and type of time off selected.

6. If your direct report is requesting a leave reason for a related person, the workflow will guide you to
input their family member's information. This applies to leave reasons for another person, including:

¢ Adoption

* Alternate State Leave - Family

* Bereavement

* Care for Newborn

¢ Family Health Condition

e Family Injured Service Member

* Family Injured Veteran

* Family Military Exigency

* Family Obligation

* Foster Care

* Medical Personal Leave of Absence - Family
* Pregnancy with Complications

* Pregnancy/Maternity

* School Activities

¢ Sick Child (Minor Health Condition) Requiring Care
e Surrogacy

7. Select the family member for whom your direct report is taking the leave, and click Submit to
continue.

_______________________________________________________________________________________________________________________________________|
© 2023 Alight @. All rights reserved.
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Plan a Leave for a Direct Report

olighllworlf_llife

Or, if you have not already entered information for their family member, click Add New to add a new
family member's information.

alightworklife

ports My Leaves Admin

Plan a Leave

Family

In the Family - Add New modal, supply all required information (designated with an asterisk).

© 2023 Alight @. All rights reserved.
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Plan a Leave for a Direct Report

Family - Add New ]

Lelect Relptiznzhin L Selec! Relstiznghip Type L

Select Country w

Sellert Srane b

Depending on your direct report's leave reason, relationship type, and work state, some information
will be present, required, or preselected, for example:

* "Gender" is only required when Domestic Partner is selected as the Relationship.
* "Date of Birth" is only required when Child or Grandchild is selected as the Relationship.

* For Pregnancy/Maternity, "Child" and "Biological" are preselected for Relationship and
Relationship Type respectively.

Click Submit when all required information has been provided in the modal to continue the Plan a
Leave workflow. Click Cancel or X to close the modal without saving the information provided.

Once the modal has closed, select the new family member you just added, then click Submit to
continue.

© 2023 Alight @. All rights reserved.
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Leave Details for a Direct Report

Plan a Leave

Family
.

8. When all required information has been submitted, one of two confirmation messages will appear
with next steps.

Plan a Leave

Thank you!

What happens rext

alightworklife
LeavePro

MY LEAVES

Plan a Leave

Next Step

9. An error message will display if an error is encountered while trying to plan a leave that prevents you
from completing the process online.

Not Enough Information

Sorry!

Looks like were missing some of your infarmation

Please contact the call center at 1-866-205-1426

This would occur if the roster file provided by your employer fails to provide necessary information in
order for LeavePro to complete a leave (for example, Work Schedule data).

If you receive an error and are unable to complete the setup of a new leave, call the Call Center to
complete the process.

Leave Details for a Direct Report

Click Details for a current or completed leave to review the details of that leave.

© 2023 Alight @. All rights reserved.
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Print Leave Detail

olightmo rklife

CURRENT LEAVES
»

COMPLETED LEAVES
v »

Details include:
1. Timeline - A graphical representation of the leave.
2. Tasks - Tasks specific to the leave. Click Start to initiate a task for an employee.

3. Documents - Documents specific to the leave. Click the download icon to view documents.

TIMELINE

TASKS DOCUMENTS

[

Print Leave Detail

Click the Print Leave Detail button on the Leave Detail page to open the Print Details modal displaying the
details of your direct report's personal information, their employment information, their leave information,

and their leave plan details.

© 2023 Alight @. All rights reserved.
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R ET *

PERSONAL INFORMATION

EMPLOYMENT INFORMATION

LEAVE INFORMATION

LEAVE PLAM DETAILS

Click Print to print the Print Details modal, or click Cancel or X to close it.

Intermittent Time Off

Intermittent Time Off

If a current leave includes intermittent time off requests (ITORs), the Intermittent Time Off Requests

section will appear on the Leave Details page for that leave.

INTERMITTENT TIME OFF REDUESTS

o o | mgiopes Feakh Condmon

TIMELING

The calendar view displays two months, the current month and next month. Scroll to see previous or future

months.

Dates with ITORs (for that leave only) appear blue in the calendar. The ITOR detail tile (to the right of the
calendar) shows details for today's date. Click a date to view the ITOR details for that date.

The ITOR detail tile includes:

e Leavereason

ITOR date

¢ Total number of ITOR hours and minutes for that date

¢ Hours and ITOR type (for example, Incapacity/Unspecified, Office Visit)

© 2023 Alight @. All rights reserved.
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Add Intermittent Time Off

¢ |TOR status (for example, requested, approved, pending, denied) and denied reason (for denied
ITORs)

If there are no ITORs for a selected date, the detail tile displays, "No time off requests for [Day Month
Year]."

Add Intermittent Time Off

To add intermittent time off to the current leave, click the Add Time link. The Add Time link is available

2 May 2018 - 15 Jun 2018
INTERMITTENT TIME OFF REQUESTS I:l

My 2918 Py Emphoyee Health Consditron

- [+ 4 83 & Nopaowed

TIMELINE

depending on your permissions.
Clicking the Add Time link opens the Time Off Request screen.
To add an ITOR request to an existing leave:

1. Click the date for the new ITOR.

2. Select the Time Off Type Requested.

3. Select the Amount of Time Requested.

4. Click Submit.

_______________________________________________________________________________________________________________________________________|
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Add Company Paid Time Off

Time Off Request - Patrick Aaron X

LEAVE INFORMATION

Leave of Absence: Time Period:
Employee Heslth 02 May 2018 - 15 Jun 2018 (Intermittent)
Condition
TIME OFF DETAILS
21 May 2018
Time Off Type Requented * Amount of Time Requested *
Incapacity/Unapeaified v 1 ---..v n X
oted ¥ v of e Requectea ¥

Office Vien v 2 loce| 30w |min %

HOURS AVAILABLE
Avnilanie howrs oo of 21 May 2018

Eamily Megios| Lesve Aot
336 nourfe)

Centification 1 - (Incopacity/Unepeoificd) -02 May 2018 - 15 Jun 2018
Youre ourrently oertified to take 4 nours, 3 timeo every 1 week(s).

02 Mey 2018 15 Jun 2018
Yeu're ourrently certified 1o take 2 hours, 2 timee every 1 week{e).

Cenifioation 2 - (Offise Vie

INTERMITTENT TIME OFF REQUESTS

May 2018 June 2018
1 2 3 4 & -
< E 7 8 9 W W 2 : 4 s & 7 8 3 *
B4 15 18 17 & 19 o
. 2' B oM B 7
T W MW W 3 24

Employee Health Condition

23 May 2018

fied Denied (Did not meet reguirements)
fied Approwed
fiez Pending

] s |

Add Company Paid Time Off

Note: The Add Company Paid Time Off feature is configurable by client. By default, it is not enabled. If this
feature is not enabled for your company, you will not see the Add Company Paid Time Off link.

You can report paid time off (PTO) on an open leave by clicking Add Company Paid Time Off on the Leave
Detail page. PTO can only be applied on open leaves, and the date of the PTO must fall within the leave
start and end dates.

_______________________________________________________________________________________________________________________________________|
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Add Company Paid Time Off

INTERMITTENT TIME OFF REQUESTS

May 2018 June 7018 Eomployee Health Conddson

Do [Carvior
& m & Approved

TIMELINE

The link opens the PTO Request modal. The modal shows the leave information for your direct report's
open leave, available hours and minutes by type, and PTO details for the leave, if any.

To request PTO:

1. Enter the PTO Date. Highlighted dates on the calendar indicate which dates have PTO requests.

LEAVE INFORMATION
Py

AVMLABLE HOURS
Tywe Hours Mirutes

PTODETALS

Juty 2018

You can input PTO for a date (today or later) for multiple PTO types per day. For example, you can
input two hours of sick time, one hour of vacation, and five hours personal holiday for a single date.

You can also input PTO for multiple dates at once. For example, you can input two hours of sick time
for one date, then select a different date to input three hours of vacation.

You cannot update PTO for dates that occurred in the past; you can only change PTO data for dates

today or later.

2. Choose the PTO Type Requested from the drop-down menu. Only PTO types offered by your
employer will appear in the menu.

© 2023 Alight @. All rights reserved.
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Change Leave Start Date and/or End Date

LEAVE INFORMATION
Leave of Absence Timet Period:

AVAILABLE HOURS
Type Hours Minutes
Perscnal Helday AT

PTO DETALS

Sick Tume Plan - 1 0 *®

3. Enter the Amount of Time Requested in hours and minutes.

4. Click Add Type to generate additional PTO fields. Click the "x" next to any PTO requested to delete
the request.

LEAVE INFORMATION

AVAILABLE HOURS
Type Hours Minutes
Persor oy & o7

PTODETAILS

-

Tirme P, w 1 30 x
Wacation - Exempt ~ 2 0 x
oo e |

5. Click Submit when finished.

Change Leave Start Date and/or End Date

You can change the leave start date and /or leave end date behalf of another employee with the Edit link on
the Leave Detail page. The Edit link shows on the Leave Detail page for Open leaves only. The link is not
displayed for closed (Completed), Canceled, or Incomplete leaves.

To change an employee’s leave start and/or end dates:

© 2023 Alight @. All rights reserved.
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Cancel Leave

1. Click Edit in the Leave Detail page for the leave you want to modify.

TIMELINE

TASXKS DOCUMINTS.

2. Inthe Edit Leave Dates pop-up window, use the date pickers to enter new start and/or end dates.

Edit Leave Dates

Please enter the new start and end date

Start Date End Date

01 Mar 2018 i 28 Mar 208

Cancel

3. Click Save to submit your request.

Cancel Leave

Note: The ability to cancel a leave using Self-Service is configurable by client. If you do not have the
required permissions to cancel a leave, you will not see the Cancel Leave link and button.

You can cancel a leave on behalf of an employee from the My Leaves page or the Leave Detail page if all of
the following conditions are met:

¢ All of the leave segments are pending determination (i.e. the leave plan status is Pending
Determination, Eligible, or Eligibility Undetermined).

Note: You may not cancel a leave in Self-Service if any leave segments are already determined.

¢ The leave start date must be in the future.

_______________________________________________________________________________________________________________________________________|
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Cancel Leave

¢ Tasks have not been completed on the leave.

° If the task status is not started or canceled, you may cancel the leave (this includes Self-
Service tasks, Call Center tasks, and manual tasks).

° You may cancel the leave if the Eligibility Confirmation tasks or Leave Intake Reminder have
been complete.
You may cancel a leave during intake before intake is complete.
To cancel a leave:

1. On the My Leaves page, click the Cancel Leave link for the leave you want to cancel.

alightworklife

LeavePro

Home Employees Reports My Leaves Admin

Welcome Paul

CURRENT LEAVES TASKS

View All (%) »

Employee Heakth Condition - 0141

Bone Marrow - 0480

Or, click the Cancel Leave button on the Leave Detail page for the leave you want to cancel.

Employee Health Condition
INTERMITTENT TIME OFF REQUESTS

TIMELINE

TASKS DOCUMENTS

_______________________________________________________________________________________________________________________________________|
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Tasks for a Direct Report

Note: The link and button are only displayed when a leave meets the conditions to be canceled in
Self-Service. Otherwise, the link and button are hidden.

2. The Cancel Pending Leave pop-up will appear. Click Confirm to cancel the leave, or click Cancel to
close the pop-up without canceling the leave.

Cancel Pending Leave %

Employee Health Condition - 0141

Intermittent
#1055 224541

02 Oct 2018 - 28 Dec 2018

3. Anotification will appear confirming your leave has been canceled.

X
’ Your leave has been cancelled

Cloge these manually

4. Once aleave has been canceled, it will be removed from the employee's Current Leaves on the My
Leaves Page.

5. When you cancel a leave, LeavePro cancels the leave and any tasks for the leave (except manual
tasks), sends the Case Closed letter, and logs the activity in the Call Center Leave Chronology.

Tasks for a Direct Report

Click Start for a task card to initiate that task for a direct report.

_______________________________________________________________________________________________________________________________________|
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Profile for a Direct Report
HOME EMPLOYEES REPORTS MY LEAVES ADMIN
Shanti Gupta: Leave Details Plan a Leave

CLURRENT TASKS
View Al (T = View Al (2] =

Faeriy Laave Ciotifescus [ —— rart

2ith Jan 20016 - 18h Feb 2006

Exgebciid Rturm b Work N
Details » Start

Sericus Healh Condt st .
i e Cenin e GTHER
uth Mar 206~ 18th Ape 2006 .
. r
A L Dt
Prafile
COMPLETED
Wiew AR(1) =

Serious Health Condinion Continuous/imermities

TAh Jan 1075~ 18 Feb 2015

Profile for a Direct Report

You have access to view all of the details in your direct report's Profile page. However, you cannot edit the
information in your direct report's profile; all information is read-only.

Shanti Gupta: Leave Details Plan a Leave

CURRENT TASKS
View A1 (2] - Wigw AI{Z)
Faenily Leave Continusus Pager Wark Due
Starn
Tdth Jan 2014 - 18uh Feb 2008
Expected Beturn 1o Werk N
Details = Start

Sericus Maalth Condion imterretient
i OTHER
dth Mar 2018 - ik Ape 2018 .
Bl T a_—
Mdd Time Details =
Prafile
COMPLETED ]
Wi Al (1] =
Sarious Heskh CondiBon ContirucusImtermitient

Jath Jan D015 - Vi P 2014
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Reports Tab

Reports Tab

The Reports tab lets you access the information you need to manage your employee's absences. You will
only have access to this tab if your permissions expanded beyond employee-only permissions (usually
administrative or manager access).

With Reports, you can:

¢ Create a New Report Subscription (Scheduled)
* Create a new Ad-Hoc Report
* Filter report lists

* View existing Ad-Hoc and Scheduled Reports

Create a New Report Supscription

To create a New Report Subscription (pre-scheduled, recurring report):

1. Click New Report Subscription

W

My Reports - Home

Naow Report Subscription Hew Ad-Hoc Report

2. Select the Operational Report you want to generate.

3. Click Next.

_______________________________________________________________________________________________________________________________________|
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Create a New Report Supscription

My Reports - Create New Report Subscription

Step 1: Select Report Type

Operational Reports

Estimated RTW
Esbmated RTW Report

) Closed Leave
Closed Leave Repodt

Leave Status and Time Used
Legve Status and Time Used Repon

&) New Leaves Received
MNew Ledved Redehvied Repon

‘Open Leave Inventory
Open Leave Inventory Report

Jintermatent Leave Cerfication
infermittert Leave Certsfication Report

Exhausied Denied
Exhousted Denied

ACA Supplemental Hours Summary
ACA Supplemental Houn Summary Report

Restriction Accommodations Detail
Resiriction Accommodatiors Detsd Repan

Registered Portal Users
Registered Portal Users Report

! Accommodations Detail
Arcommodations Detad Repont

Leave Plan Siatus Detail
Leave Plan Status Detall Report

cancel MNext

4. Choose the Report Parameters:

* Multiple selections can be made for each of the options by holding shift while clicking the
options.

* If you are running the report and are not the direct supervisor, the view must be expanded to

"all employees".

5. After the parameters are selected, click Continue.

_______________________________________________________________________________________________________________________________________|
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Report Parameters

ACTOUTYRES - Asive Duty

LDCPT - Adogiion

ALTSTFAM . Amsrniate State Logve - Family
ALTSTSELF - Afemabe Sinle Leave - Seff

hcicsl Only - Confinuous. lees than B days
becical Orly — Inbermtion

Leawe Statun
- ALL -

cancel Back

Create a New Report Supscription

Note: The Location and Division fields contain organizational details dictated by the clients' roster

file.

6. Schedule Recurrence - Select the frequency you need the Operational Report to generate:

¢ Recurrence pattern (day of week, bi-weekly, day of month, etc.)

* Range of recurrence (duration and number of occurrences desired)

7. Click Next.
Create New Report - Schedule Recurrence
® Dy 21 ol dwary |1 | mosthia)
e Tha|Frst o) [Tussday | olewery [T | moadhis)
o oy
Yoy
Suare[IFE0T ] * Ko et date:

Endby:  [ZR120NT

Endater: [0 |scowrences

cancal

—

8. Confirm the frequency and select the name and format:

© 2023 Alight @. All rights reserved.
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Create a New Ad-Hoc Report

* The name is free-form text and will display in the resulting file name.

* Confirm the previously determined frequency.

¢ Select the desired format (PDF or Excel).

* Choose if you would like to receive an email notification of report completion.

Create New Report - Confirmation

Report Summary

Subscription Name

[M onthly New Leaves Received Report

Mew Leaves Received

Report Format:
Adobe PDF M
J Comma Delimited :Excell-“i_l']

:‘_": Send me a notification by email after my report runs.,

cancel Back

Submit

9. Click Submit to finalize, Back to make corrections, or Cancel to cancel the New Report Subscription.

Once the report subscription has been submitted, you will receive confirmation of its creation.

You can choose to:

¢ Schedule an additional copy (off-cycle).
* Run an ad-hoc version of the report.

¢ Deactivate future occurrences.

W g g, Moty Mre Lapren BEanerd Bapso, b bees cramte ALK Sy Sel B
o e o Toram masdovs s e GmLaen sqpaen Iy ¢k S D e St Bk et s By Ko i

4 WPk BbaITEn b

View Report Detail
Monthly Hew Leaves Received Repart
e herdule Copy Fean Mow
Report Run History Report Details
Delivary Format: Pl Report Type:  New Lidrond Hlic geved
Embll AP Vs Sind Nobbe o Dati Rangi:  LEstsses
Nl R Soatens: Completad SChbdussid RibluaTenis Laawe reddan - ALL
WorkType AL
Location ML
Veslibry As Logan Sage
VERNRY Ot Al mgi b
Thwisizn AL
Loaws Sramen - AL
Schrduls P donghiy. Dy 21 of weney 1 monthin)
Startes) I2ENNT, archeng e 1 SEcuracds,

Dwaciivain

Create a New Ad-Hoc Report

An ad-hoc report is a one-time report.

© 2023 Alight @. All rights reserved.
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To create an ad-hoc report:

1. Click New Ad-Hoc Report.

My Regeerta
My Reports - Home

e L

Mew Report Subscription Hew Ad-Hoe Report

2. Select the Operational Report you want to generate, and click Next.

Step 1: Select Report Type

Operational Reports

Estimated RTW
Estimated RTVY Repon

' Closed Leave
Closed Leave Report

Leave Siatus and Time Used
Laave Status and Tnée Usad Repon

®/ New Leaves Received
Hew Leaves Received Report

‘Open Leave Inventory
Open Leave Inventory Report

intermitient Leave Certification
infermitert Leave Ceriification Report

Exhausied Denied
Exhousted Denied

ACA Supplemental Hours Summary
ACA Supplementsl Houns Summary Repert

Restriction Accommodations Detail
Resiriction Accommodatiors Detsd Repan

Registered Portal Users
Registered Portal Users Report

Accommodations Detail
Aptommodatord Delad Report

Leave Plan Siatus Detail
Leave Plan Status Detall Report

cancel

MNext

My Reports - Create New Report Subscription

3. Choose the Report Parameters:

Create a New Ad-Hoc Report

* Multiple selections can be made for each of the options by holding shift while clicking the

options.

¢ If you are running the report and are not the direct supervisor, the view must be expanded to

"all employees".

4. After the parameters are selected, click Continue.

© 2023 Alight @. All rights reserved.
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Create a New Ad-Hoc Report

Report Parameters

Duse Wirdow )
|l‘lfl-h'!' \'.

ACTOUTYREG - Avive Duty Y
LDCPT - Adogiion

ALTSTFAM . Amsrniate State Logve - Family

ALTSTSELF - Afemabe Sinle Leave - Seff

hcicsl Only - Confinuous. lees than B days
becical Orly — Inbermtion

cancel Back Condin

Note: The Location and Division fields contain organizational details dictated by the clients' roster
file.

5. Confirm the frequency and select the name and format:

* The name is free-form text and will display in the resulting file name.
* Select the desired format (PDF or Excel).

* Choose if you would like to receive an email notification of report completion.

Create New Report - Confirmation

Ad-hoc: Closed Leave Report, 2017.02.24
Closed Leave

Ruin Once on [02122017]
Repart Format:

) agobe POF 1)

) Comma Delimited (Excel) )

M&Mmlnﬂhﬁuﬂb}mlll&tmmﬂmmm.

cancel Back Submit

6. Click Submit to finalize, Back to make corrections, or Cancel to cancel the New Report Subscription.

© 2023 Alight @. All rights reserved.
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My Leaves Tab

My Leaves Tab

The My Leaves main landing page provides four main areas to manage your own leaves.

1. Current Leaves

¢ Review status of the two most recent leaves.

¢ Report intermittent time off.

2. Completed Leaves - Review details of completed leaves.

3. Tasks

* Confirm expected return to work.

* Review and upload paperwork due.

4. Plan a Leave - Begin a new claim entry.

My Leaves Plan a Leave

CURRENT TAsxS

COMPLETED

If configured by your employer, the My Leaves page might also show a Resources section.

CURRENT LEAVES TASKS
o AT 3

Emplayee Heaih Condisicn - 1910 e Fapurcs Due

_______________________________________________________________________________________________________________________________________|
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View All

In Resources, you can view client documents (e.g. clients pan forms, plan policies, leave forms).

To view the Resources page, click View. The Resources page displays the full document list. To view a
specific document, click View for the document you would like to see.

Resources

Centification of Health Care Provider. paf

Ringuest fioe Loave of Absence pal

Frequently Asked Guestions and Answers Form pal

View All

Each section on My Leaves has a View All option, which shows the total number of items available for each
section.

HOME EMPLOYEES REPORTS MY AN ADMIN

My Leaves Plan a Leave

CUBRRENT TASKS

COMPLETED

SaTiCard T Coneie Conteuousintermimient

To see all Leaves or Tasks in a section:

_______________________________________________________________________________________________________________________________________|
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Leave Detail Page

1. Click View All in the section you would like to expand.

TASKS

2. The page will show all items in that section. If the section contains more items than can be displayed,
a More link will appear to route you to additional items.

3. Take action for a specific item in View All, or return to My Leaves to display fewer items.

Leave Detail Page

When you click Details for a leave, you are taken to the Leave Detail page. On this page, you can:

¢ Review details for a current or completed leave

* Add intermittent time off to a current leave

¢ View the coverage Timeline

¢ View and initiate tasks (Confirm Expected Return to Work or Paperwork Due)
* View documents associated with a leave

¢ Print leave details

_______________________________________________________________________________________________________________________________________|
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Current Leaves

Current Leaves

You can click Details for a specific Current Leave to access management features on the Leave Detail page.

Details Include:

* A Timeline specific to the leave
¢ Tasks specific to the leave

* Documents specific to the leave

TIMELINE

TASKS DOCUMENTS

Print Leave Detail

Click the Print Leave Detail button on the Leave Detail page to open the Print Details modal displaying the
details of your personal information, your employment information, your leave information, and your leave
plan details.

PERSONAL INFORMATION

United States Hot

EMPLOYMENT INFORMATION

per 31,

LEAVE INFORMATION

47803 Employer Health Condation

LEAVE PLAN DETAILS

_______________________________________________________________________________________________________________________________________|
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Intermittent Time Off

If you are logged in as an Admin role, you will see Note Information specific to this leave.

NOTE INFORMATIOM:

Entered Date: 17 May 2022 Entered By. Sharon Contact: MN/A Is Call?: HNo
Puchalski

Categones: Eligibility/Job Information

Description:  testing 123456

CHRONOLOGY INFORMATION

Date/Time Event

252022 4:02:52 PM EST Intake completed, Assigned case manager

T I0Y A E DR T Lonrrys puond o mang il

Click Print to print the Print Details, or click Cancel or X to close it.

Intermittent Time Off

If a current leave includes intermittent time off requests (ITORs), the Intermittent Time Off Requests
section will appear on the Leave Detail page for that leave.

INTERMITTENT TIME OFF REQUESTS

[ P Eimglopes Hoakh Condinon

. . .
] e

e

The calendar view displays two months, the current month and next month. Scroll to see previous or future
months.

Dates with ITORs (for that leave only) appear blue in the calendar. The ITOR detail tile (to the right of the
calendar) shows details for today's date. Click a date to view the ITOR details for that date.

The ITOR detail tile includes:

e Leave reason

* |ITOR date

¢ Total number of ITOR hours and minutes for that date

¢ Hours and ITOR type (for example, Incapacity/Unspecified, Office Visit)

¢ ITOR status (for example, requested, approved, pending, denied) and denied reason (for denied
ITORSs)

_______________________________________________________________________________________________________________________________________|
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Add Intermittent Time Off

If there are no ITORs for a selected date, the detail tile displays, "No time off requests for [Day Month
Year]".

Add Intermittent Time Off

To add intermittent time off to the current leave, click the Add Time link. The Add Time link is available
depending on your permissions.

INTERMITTENT TIME OFF REQUESTS I:l

My 2918 Joner 708 Empicoyee Health Condion

& E e Ce Agpucoved

TIMELINE

Clicking the Add time link open the Time Off Request screen.
To add an ITOR request to an existing leave:

1. Click the date for the new ITOR.

2. Select the Time Off Type Requested.

3. Select the Amount of Time Requested.

4. Click Submit.

_______________________________________________________________________________________________________________________________________|
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Add Company Paid Time Off

Time Off Request - Patrick Aaron X

LEAVE INFORMATION

Leave of Absence: Time Period:
Employee Heslth 02 May 2018 - 15 Jun 2018 (Intermittent)
Condition
TIME OFF DETAILS
21 May 2018
Time Off Type Requented * Amount of Time Requested *
Incapacity/Unapeaified v 1 ---..v n X
oted ¥ v of e Requectea ¥

Office Vien v 2 loce| 30w |min %

HOURS AVAILABLE
Avnilanie howrs oo of 21 May 2018

Eamily Megios| Lesve Aot
336 nourfe)

Centification 1 - (Incopacity/Unepeoificd) -02 May 2018 - 15 Jun 2018
Youre ourrently oertified to take 4 nours, 3 timeo every 1 week(s).

02 Mey 2018 15 Jun 2018
Yeu're ourrently certified 1o take 2 hours, 2 timee every 1 week{e).

Cenifioation 2 - (Offise Vie

INTERMITTENT TIME OFF REQUESTS

May 2018 June 2018
1 2 3 4 & -
< E 7 8 9 W W 2 : 4 s & 7 8 3 *
B4 15 18 17 & 19 o
. 2' B oM B 7
T W MW W 3 24

Employee Health Condition

23 May 2018

fied Denied (Did not meet reguirements)
fied Approwed
fiez Pending

] s |

Add Company Paid Time Off

Note: The Add Company Paid Time Off feature is configurable by client. By default, it is not enabled. If this
feature is not enabled for your company, you will not see the Add Company Paid Time Off link.

You can report paid time off (PTO) on an open leave by clicking Add Company Paid Time Off on the Leave
Detail page. PTO can only be applied on open leaves, and the date of the PTO must fall within the leave
start and end dates.

_______________________________________________________________________________________________________________________________________|
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Add Company Paid Time Off

INTERMITTENT TIME OFF REQUESTS

iy e - mployee Hnskth Comition

»
[ ] Moperend

TIMELINE

The link opens the PTO Request modal. The modal shows the leave information for your direct report's
open leave, available hours and minutes by type, and PTO details for the leave, if any.

_______________________________________________________________________________________________________________________________________|
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Admin Tab

Admin Tab

The following operations can be done from the Admin tab:

* Create Non-Employee Users

* Add or Manage Roles for all direct reports

¢ Enable the Password Reset function for all direct reports
* Add and Manage Peer Relationships for all direct reports

* Add and Manage Role Groups for all direct reports

olightworklife

LeavePro

HOME EMPLOYEES REPORTS MY LEAVES

Administration

Users Role Groups

Create Non-Employee Users
Using the Create Non-Employee Users operation, you can establish LeavePro credentials for third-party
users who are not on the client's roster file.

To create a non-employee user:

© 2023 Alight @. All rights reserved.
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Create Non-Employee Users

1. Click Manage in the Users Card.

Users

2. Click Create Non-Employee User.

Manage User

Mame, Email, Employee N e Q CREATE NON-EMPLOYEE USER

)

Abbott, Tanya (Not Registered) )

Details =

Cabot, Bill 1001¢

tin.Ma i Details >

Carr, Christine N I

ndan. Purita( T Details >

3. Select whether you want to see the Avoid Duplicate User Record message in the future.

Avoid Duplicate User Record x

Create Non-Employee User should only be used for creating accounts for people who are not employees of your company. If the user you're
about to create is an employee and you cannot find them using search, please contact customer support

Don't show me again for 30 days

CANCEL 0K

_______________________________________________________________________________________________________________________________________|
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Create Non-Employee Users

* If you do not want to see the message, select the check box and click OK.

* If you would like to see the message each time you create a non-employee user, click OK.
4. Enter the Non-Emplyee User's information:

¢ First Name
e Last Name
¢ Either Email or phone number (at least one is required)

¢ Click Next.

Create Non-Employee User

A notification will be sent 1o the user 1o register their scoount

An email or mobile phone number is requined to create a user, *

Note: A text message or email is delivered to the non-employee user after their information is
entered. The message instructs the user to complete the registration process.

5. Choose a role for the Non-Employee User from the drop-down menu, and click Next.

_______________________________________________________________________________________________________________________________________|
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Create Non-Employee Users

Create Non-Employee User

Role(s)
- Add
Supearvisor »
Human Resources x
HR Management x

To remove a role that was previously added, click the red X to the right of the role you want to
remove.

6. Click Create when finished.

Create Non-Employee User

Role(s)

- Ak
x
x
E ]
Peer Relationship(s)
Ashley Dilon 10014745

« Ashiey Dillon can manage leaves and view reports for Hailey Gale

« Hailey Gale can manage leaves and view reports for Ashley Dilkon

Paftricia Clark 10032891

« Ashley Dillon can manage keaves and view reports for Oliver Colling

Oliver Colling can manage leaves and view reports for Ashley Dillon

7. The newly create Non-Employee User is added to your list of users as Not Registered.

© 2023 Alight @. All rights reserved.
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Peer Relationship

Manage User

me ee Numbe Q
R |
Abbott, Tanya (Not Registered) 001
Details =
Cabot, Bill
Marcos{@email Details =
Carr, Christine Non-Employ
Purita | Details =
Dillon, Ashley (Not Registered) Non-Employ
Dwavne@ern ’ Details =
Edwards, Stan 001926
Sheri il Details =

Peer Relationship

Peer Relationships allow you to share access to the direct reports of an Employer Self-Service user.

To add a Peer Relationship:

© 2023 Alight @. All rights reserved.
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Peer Relationship

1. From the Users section of the Administrative screens, click Add in Peer Relationships.

Peer Relationships Add
View All (2) =
Harriet Lane 10014145
larriet Lane(@email com
¥ Harriet Lane can manage leaves and view reports for Hailey Gale
« Hailey Gale can manage leaves and view reports for Harriet Lane.
pdate
10032891

Patricia Clark

+ Hailey Gale can manage leaves and view reports for Oliver Collins.

Patricia Clark can manage leaves and view reports for Hailey Gale

Update

2. Select the person that a Peer Relationship is to be established with.

3. Define which type of relationships should exist:

* There are two ways that Peer Relationships can exist:
* A user can grant other employees with access to the user's own direct reports.

* A user can grant themselves access to another supervisor's direct reports.

* Select the check box to the left of the access option you want to initiate. You can select both

options.

4. Click Update when finished.

© 2023 Alight @. All rights reserved.
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Peer Relationship(s)
Please add peer relationships
Add

Ashley Dillon 10014145

Dillon. Ashley@email. com
«| Ashley Dillon can manage leaves and view reports for Hailey Gale.

« Hailey Gale can manage leaves and view reports for Ashley Dillon.

I___I[_:..j_; te

Patricia Clark 10032891

Patricia.Clarki@email.com

+| Ashley Dillon can manage leaves and view reports for Oliver Collins.
Oliver Collins can manage leaves and view reports for Ashley Dillon.

Update

Password Reset
A direct report's password can only be reset by their direct supervisor, or by a supervisor who has been
granted access to the direct report through Peer Relationships.

To initiate a password reset:
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1. From the Manage Users screen, click Details for the employee who needs their password reset.

Q
Abbott, Tanya (Mot Registerad)

Cabaot, Bill

Carr, Christine

Dillon, Ashley (Mot Registered)

Edwards, Stan

Gaile, Hailey

Gupta, Shant

2. Click Reset in the Password Reset section.
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Manage User - Hailey Gale

Hailey Gale Gale. Halley@email.com
Profile
Role(s) v | Add
Peer Relationships Add Password Reset i
Wiew All (; >
Harmiet Lane 10014145

Click "Reset’ 10 initiate password resel for Haibey
Gale

» Harriel Lane can manage keaves and view repons for Halley Gale RESET
+ Hailey Gale can manage leaves and view reports for Hamiel Lane .
Patricia Clark 10032891

+ Hailey Gale can manage leaves and view reports for Oliver Collins

Patricia Clark can manage leaves and view repois for Hailey Gale

This initiates a communication to the direct report, enabling them to complete the process.

Adding or removing roles
As an administrator you can update the available roles that are applied to a direct report in Employer Self-
Service. Roles dictate what permissions a Self-Service user has within the portal.

To add a role to an employee’s profile:
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1. From the Manage Users screen, click Details for the employee whose role you are modifying.

Q
Abbott, Tanya (Mot Registerad)

Cabaot, Bill

Carr, Christine

Dillon, Ashley (Mot Registered)

Edwards, Stan

Gaile, Hailey

Gupta, Shant

2. Choose a role from the drop-down menu that you would like to add to the employee's profile, and
click Add.

Manage User - Hailey Gale

Hailey Gale

Role(s) - A

SUPErVISOr

R Management 4

_______________________________________________________________________________________________________________________________________|
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To remove a role that was previously added, click the red X to the right of the role to be removed,

then click Save.

Manage User - Hailey Gale

Hailey Gale

Role(s)

SUPErVISOr

- Add
x
4
4

Read and Edit permissions specific to that role will be displayed. Click Done when finished.

Permissions - Supervisor x

Alert Preferences
EE Contacts

EE Leave Documents

Aleri Preferences
EE Communication Prefenences

EE Paperwork

EE Intermittent Time Off Request
EE Moles

ER Home Page

EE Paperwork Due Task
EE Personal Information

EE Notes

ER Leave Documents
ER Team Page

Job Information

EE Return to Work Task

Job Information

Hotification Praferences

FHI

Maotification Preferences

PHI

DONE

Administrative functionality

Role Groups allows you to create a "Super User" role. This super user role consists of multiple Self-Service
roles packaged together into one unique role.

To create a Role Group:
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1. From the main Admin landing page, click Manage in the Role Groups section.

HOME EMPLOYEES REPORTS MY LEAVES

Administration

Users Role Groups

2. Click Create Role Group.

Manage Role Groups

Role Groups mwn‘r.!w
Benefits and/or Payroll
MR Management
Human Resources

Occupational Health Nurss

3. Create a Role Group Name, Role Group Code, and Description.

_______________________________________________________________________________________________________________________________________|
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Manage Role Groups - Create

Role Group Name
Role Group Code info

Description

Role(s)

- Add

Editing Role Groups

is

4. Add each role that will apply to the Role Group from the Role(s) drop-down box, the click Save.

Manage Role Groups - Create

Role Group Name
Role Group Code I

Description

Role(s)

- Add

CANCEL

: 5

e

Editing Role Groups

An admin user can adjust currently existing Role Groups.

To edit an existing Role Group:
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1. From the main Admin landing page, click Manage in the Role Groups section.

HOME EMPLOYEES REPORTS MY LEAVES

Administration

Users Role Groups

2. Click Details for the Role Group you want to edit.

Manage Role Groups

Role Groups CREATE ROLE GROUP
Benefits and/or Payroll

HR Management

Oocupational Health Nurse

Superviso

3. Adjust any of the available values:

* Role Group Name
* Role Group Code

¢ Description

_______________________________________________________________________________________________________________________________________|
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Manage Role Groups - Edit

Role Group Name

Role Group Code

Description

Benefits and/or Payroll

BP Info

Automatically created role group for contact type ‘Benefits and/or Payroll

To add or remove Roles:

1. Select arole from the drop-down menu, and click Add.

Role(s)

Supervisor
Human Resources

HR Management x

- | Add

2. Click the red X to the right of a role to remove it from the Role Group.

Role(s)

Supervisor
Human Resources

HR Management x

- | Add

3. Click Save when finished

© 2023 Alight @. All rights reserved.

-73 -



olight

LeavePro

Help Section

Help Section

The Help Section of LeavePro provides further information to assist you with certain features. You can also
contact LeavePro support if you have additional questions.

To access the Help Section:

1.

Click Help in the upper right of the LeavePro application.

The LeavePro Help Section is displayed.

alichtworklife E

9 LeavePro

Home Employees Reports My Leaves Dashboard Admin

Help

GUIDES VIDEO LIBRARY SUPPORT

QUICK START GUIDE
3]
Intermittent Time Off Request
PDF
Learn how to request time off for
things like doctor's visits or therapy
sessions during an Intermittent leave.

English |

©® 2023 Alight®. All rights reserved.

The Guides tab will display the LeavePro Quick Start Guides. These guides will help you with
specific tasks within LeavePro.

Click the Intermittent Time Off Request guide to openiit.

The Intermittent Time Off Request pdf will open.
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Quick Start Guide o

Task time:

Submitting an Intermittent Time Off Request 10 mins

Intermittent Time Off Request

Start Request

CLUREAFNT LFALTS
¥

Empoyes Health Concimen

HTERMITIENT TIME OFF ECUESTS ©

el EE e

o 2] 3]

To start an Intermittent Time OFf

Request. from the My Leaves ARernatively, you can click Details
page, click Add Time onthe card | to open the Leave Details page.
for the appropriate leave.

From the Leave Details page
click Add Time o starta
request

4. The Video Library tab will display help videos that contain important information about LeavePro
and the Leave of Absence process. Click Video Library.

The Video Library tab is displayed.
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GUIDES VIDED LIBRARY SUPPORT

FEATURED

Introd

| I |

Personalized Seamless Team of
Experience Process Experts

Introduction to ReedGroup

This is an overview of ReedGroup and how we help you during a leave of absence

LEAVE INFORMATION
What is & Leave of Absence?

Learn what a "Leave of Absence” iz and reasons you may need to
take one

How to Choose your Leave Type

This video helps you understand what type of leave to request,
depending on how you need to take time away from work

Employee Leave Process Overview

The leave of absence process is explained - from how to request
a leave to when you're ready to return to work

5. The Support tab will provide contact information if you require additional assistance with LeavePro.
Click Support.

The Support tab is displayed.
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olightworklife

LeavePro

Home Employees Reports My Leaves Dashboard Admin

Help

GUIDES VIDEO LIBRARY SUPPORT

We're here for you.

(866) 302-2378

English |

© 2023 Alight®. All rights reserved.

6. This will display the LeavePro customer support number.
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Revision History

| November 21, 2017 ” Initial document release | 1.0 ” Service Product

Updated with enhancements,
including:

* Ability to change leave start
and/or end dates

¢ Addition of Intermittent Time
Off Reguest (ITOR) calendar
and details
A t 27,2018 2.0 Service Product
ugus « Ability to Add Company Paid ervice Froduc
Time Off

¢ Addition of a Resources
section containing client
documents

* Removal of Edge 3.0 as
compatible Web browser

Updated with addition of Print Leave
January 18, 2019 Detail button and Leave Detail 3.0 Service Product
window

Updated with addition of Cancel

February 18, 2019 Leave feature 3.1 Service Product
T = F :
February 18,2019 || oPdated with addition of steps in 3.2 Service Product
workflow for Plan a Leave
Full document rebrand and style
changes . C
August 10, 2020 4.0 Technical Communications
Added Help section to document
Added Multi-Factor Authentication
March 5, 2021 and Single Source Log in 4.1 Technical Communications
April 9, 2021 grh:cnegsesto the new user registration 4.2 Technical Communications
A
May 14, 2021 dc.ied SL.Jpport contact number to 4.3 Technical Communications
registration process
August 5, 2022 ” Updating guide with new features, ” 5.0 ” Technical Communications
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including:

¢ Admin role can see Note
Information for the leave on
the Print Details page

* Added Upload Paperwork
feature to the Leave Details
Page

* Added new info displayed on
the Print Details page

¢ Added the Manager
Dashboard experience

¢ Added note for the ability to
configure the mailing address
to be read-only

¢ Employer can now search by
Leave ID on the Employee tab

¢ Added text message optinto
the registration process

¢ Added multiple intermittent
leaves display

¢ Added Reduced Work
Schedule view

October 2, 2023

Updated the user guide to conform
to Alight's branding standard.

5.1

Technical Communications
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