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LeavePro'™ for VSDP Employers

Accessing LeaveProt™

o Register as a new user in LeaveProt™
o Logln to LeavePro'™
o Change your Password

LeavePro'™ for Employers

o Search for an employee

View employee information
View and print claim information
Create new leave request
Change dates of leave request
Cancel leave request

O O O O O

&) ReedGroup

Running Reports

O O O O

Run Ad-Hoc reports (on demand)

Run Report Subscriptions (recurring reports)
Set report parameters

Choose a report file format: Excel, CSV, PDF

Employer Reports

O

O O O O O O O O

Open Leave Inventory Report

Closed Leave Report

Estimated RTW Report

Intermittent Leave Certification Report
Leave Status and Time Used Report
New Leaves Received Report
Notification & Changes Summary Report
Notification & Changes Detail Report
Exhausted Denied Report
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LeavePro'™ for VSDP Employers

* Inthis lesson, you will learn how to:
o Register as a new user in LeavePro'™
o LoglInto LeaveProt™
o Change your Password

Q REEdGrOUp ©2015 Reed Group. Confidential and proprietary information. Do not duplicate or distribute. 3

4/22/2015



LeavePro'™ for VSDP Employers

Registeras a new user in LeavePro'™

Go to : www.reedgroup.com/vsdp-claims

Q ReedGroup' 8003477443  Q Search
Customers Products We Solve About Us Career Opportunities Contact Us Blog
Click LeavePro'™ Self-Service Portal
e i Log into LeavePro™ Self Service Portal to file or check on a claim, run reports,

confirm a return-to-work date, check on medical records receipt and more!
This is your portal for Virginia Sickness and Disability Program
Disability Claims Administration

News: Training Materials:

Short-Term Disability and Long-Term Disability management has changed Employees:

from Unum to Reed Group as of May 1, 2015. Employee Quick Reference
Read more Employee Guide to Using LeavePro'™ PDF

Employee Guide to Using LeavePro™ Online

Download Forms:
Employers:

Employer Quick Reference

Employer Guide to Using LeavePro'™ PDF

Employer Guide to Using LeavePro™ Online
Employer Communication ToolKit

Member Wallet Card

10 o >

%) ReedGroup

Member Log In
. . ™ [t Dedicated Absence
You will be directed to the LeavePro™ login User ID

Management Bob 1 3]
page Password

Track and manage leaves of I"“'"“ l

absence with LeavePro™._

Quick access to the leave Login >

information you need. Y . 0 | Lo
. ! » Forgot your User ID?
» Forgot your password?

Absence Management That Works Set up your configurations to run regularly and get » Log in help
notified when they are avarlable o [t

. . Run ad hoc repa ' . e Standard Reports Include: New Leaves Received, Open First time user? Register here
CI ic k R e g ister H ere c“"“""’ “’W" ah:’w:‘:",mm Tocation T9¢% | Leave Inventory, Leave Status and Time Used, and more. (QRegistertiere> J

® 2015 Reed Group Ltd., All Rights Reserved
Privacy Policy
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LeavePro'™ for VSDP Employers

Registeras a new user in LeavePro'™

Z) ReedGroup

New User Registration

Please use the fields below so we may verify you against your employer’s information and begin the user reqistration process

Work Email Address
4 )
Birth Date - Supply the information to
v < validate with data in the
Home Address Postal Code system
\_ J
cancel Next |

© 2013 Reed Group Ltd., All Rights Reserved
Privacy Policy
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LeavePro'™ for VSDP Employers

Z) ReedGroup

New User Creation

Secure password tips

Registeras a new user in LeavePro'™

Use at least 8 characters, containing at least one number, one upper case letter, and one lower case letter

Do not use the same password you have used with us previously
Do not use dictionary words, your name, e-mail address, or other personal information that can be easily obtained

Do not use the same password for multiple online accounts

Userlid

Password

Confirm Password

Correspondence Email

Confirm Email

cancel

4\

\_

& Supply a User ID,

Password and
Email to create a
user

~

J

Next

© 2013 Reed Group Ltd., All Rights Reserved
Privacy Policy
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LeavePro'™ for VSDP Employers

Go to : www.reedgroup.com/vsdp-claims,

Log In to LeavePro™

Q ReedGroup' 8003477443  Q Search
Customers Products We Solve About Us Career Opportunities Contact Us Blog
e Log into LeavePro™ Self Service Portal to file or check on a claim, run reports,

Click LeavePro™ Self-Service Portal

You will be directed to the LeavePro'™login
page

Enter your User ID and Password

confirm a return-to-work date, check on medical records receipt and more!
This is your portal for Virginia Sickness and Disability Program
Disability Claims Administration

News: Training Materials:
Short-Term Disability and Long-Term Disability management has changed
from Unum to Reed Group as of May 1, 2015.

Read more

Employees:

Employee Quick Reference

Employee Guide to Using LeavePro'™ PDF
Employee Guide to Using LeavePro™ Online

Download Forms:
Employers:

Employer Quick Reference

Employer Guide to Using LeavePro'™ PDF

Employer Guide to Using LeavePro™ Online
Employer Communication ToolKit

Member Wallet Card

10 o >

%) ReedGroup

Dedicated Absence

User ID
Management Bob 1 x|
Password
Track and manage leaves of I"““'“ l
absence with LeavePro™._
: Login >

Click Log In

T = S

information you need.

Absence Management That Works Set up your configurations to run regularly and get
notified when they are available

Run ad hoc reports

Configure reports the way you prefer — date ranges,
leave reason, work absence type and location

» Forgot your User ID?
» Forgot your password?
» Log in help

First time user? Register here

Standard Reports Include: New Leaves Received, Open
Leave Inventory, Leave Status and Time Used, and more.

{ Register Here > J

® 2015 Reed Group Ltd., All Rights Reserved
Privacy Policy
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LeavePro'™ for VSDP Employers

Go to : www.reedgroup.com/vsdp-claims,

Click LeavePro Self-Service Portal

Change your Password

Q ReedGroup' 8003477443  Q Search
Customers Products We Solve About Us Career Opportunities Contact Us Blog
e Log into LeavePro™ Self Service Portal to file or check on a claim, run reports,

You will be directed to the LeavePro'™login
page

Enter your User ID and Password

confirm a return-to-work date, check on medical records receipt and more!
This is your portal for Virginia Sickness and Disability Program
Disability Claims Administration

News: Training Materials:
Short-Term Disability and Long-Term Disability management has changed
from Unum to Reed Group as of May 1, 2015.

Read more

Employees:

Employee Quick Reference

Employee Guide to Using LeavePro'™ PDF
Employee Guide to Using LeavePro™ Online

Download Forms:
Employers:

Employer Quick Reference

Employer Guide to Using LeavePro'™ PDF

Employer Guide to Using LeavePro™ Online
Employer Communication ToolKit

Member Wallet Card

10 o >

%) ReedGroup

Dedicated Absence

User ID
Management Bob 1 x|
Password
Track and manage leaves of I"““'“ l
absence with LeavePro™.
Quick access to the leave Login >

information you need.

» Forgot your User ID?

Click Forgot your password?
Or Click Forget your User ID? for help with
your User ID

- — Forgot your password?

Absence Management That Works Set up your configurations to run regularly and get » Log in help
notified when they are available

Standard Reports Include: New Leaves Received, Open
Leave Inventory, Leave Status and Time Used, and more.

Run ad hoc reports

First time user? Register here

Configure mp:t:t the way you %-dﬂ?mnou.
. ype { Register Here > J

® 2015 Reed Group Ltd., All Rights Reserved
Privacy Policy
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LeavePro'™ for VSDP Employers

>

* Inthis lesson, you will learn how to:
Search for an employee

View employee information

View and print claim information
Create new leave request

Change dates of leave request

Cancel leave request

O O O O O O
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LeavePro'™ for VSDP Employers

Employer Home Page

CliCk the Employees My Home Seﬂingg!i - e -

Tab for information ome - My Home

b Welcome to interactive Absence Manager (iAM), your seli-®mice resource for employee leave administration. Click on each of the tabs at the top of the page to navigate through the site. Use the
a O Ut yo U r Settings & Preferences link at the top of the paga##re-set your password or set up your e-mail address to receive report nolifications and other communications from this application. Click on Site

Help at the top right for additional iAM yuaef®=iie help.
employees

Here's what you'll find gl

ployees - Search, view and edit employees' personal, job and leave information, as well create a new leave request and view an employee's leave history. Access leave summary
information and view and print detailed leave chronology

* My Reports - Create, access and customize leave reports. Save your customized settings and create scheduled recurring reports

Click the
My Reports Tab to
access reports

©2015 Reed Group. Confidential and proprietary information. Do not duplicate or distribute. 10
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LeavePro'™ for VSDP Employers

Search for an employee

HOME m MY REPORTS ADMINISTRATORS' TOOLS

Employee Search

Employee Search

Search for employees by their first or last name, e-mail address, or employee number in the field below.

Find an Employee
Click Go \lFind lal | _Go_ |

Type any part of an
employee’s name

C||Ck the employee you 2 results returned.
H Alan, Josh
are searching for Employee Number: 21730

Email: JAlan@reedgroupdemo.com

Sherwood, Alicia
Employee Number: 11145
Email: ASherwood@reedgroupdemo.com

©2015 Reed Group. Confidential and proprietary information. Do not duplicate or distribute. 11
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LeavePro'™ for VSDP Employers

View employee information

HOME m MY REPORTS ADMINISTRATORS TOOLS
The Employee Home page

provides: Alicia Sherwood: Employee Home

= Select a different employee

e Leaves of Absence
o Open Leaves Create New Leave Request

o Incomplete Leaves Open Leaves
* Job Information

e Personal Information
* Leave Plan Balance
Sheet

@ Time Off Requests can be made by clicking on an open leave.

oot R G pate— enapate

Employee Health Condition - 6607 04202015 05/31/2015

Incomplete Leaves

Leave ID Start Date End Date R
221001951925 1925 continue...
224087764563 4563 continue...

Personal Information

Job Information

Name: Alicia Sherwood Employee #: 11145
Email Address: ASherwood@reedgroupdemao.com Hire Date: Thursday, August 12, 1999
Job Status: Active
Job Title: SALE REP
Work State: CA
Hours Worked 1600

Last 12 Months:

Work Address: 10155 WESTMOOR DRIVE
Suite 210
Westminster, CO 80021
UMITED STATES

Work Schedule: Sun Mon Tue Wed Thu Fri  Sat
500 000 000 000 800 500 800

Leave Plan Balance Sheet

(oo P Ve e A Usea  Remanngfeveremsons

Shaort Term Disability 26 Cw Employee Health Condition,Pregnancy/iMaternity
Lang Term Disability Unlimited III Lang Term Disability
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LeavePro'™ for VSDP Employers

View and print claim information

HOME m MY REPORTS ADMINISTRATORS TOOLS

Alicia Sherwood: Employee Home

= Select a different employee

Leaves of Absence Create New Leave Request

Click the Leave ID you
would like to view

Open Leaves

@ Time Off Requests can be made by clicking on an open leave.

oot R G pate— enapate

439866306607 Employee Health Condition - 6607 04202015 05/31/2015

Incomplete Leaves

leave  lewerwe  Sanome lenapae |

221001951925 1925 continue...
2240877645673 4563 continue...
Personal Information Job Information
Name: Alicia Sherwood Employee #: 11145
Email Address: ASherwood@reedgroupdemao.com Hire Date: Thursday, August 12, 1999
Job Status: Active
Job Title: SALE REP
Work State: CA
Hours Worked 1600

Last 12 Months:

Work Address: 10155 WESTMOOR DRIVE
Suite 210
Westminster, CO 80021
UMITED STATES

Work Schedule: Sun Mon Tue Wed Thu Fri  Sat
500 000 000 000 800 500 800

Leave Plan Balance Sheet

(oo P Ve e A Usea  Remanngfeveremsons

Shaort Term Disability 26 Cw Employee Health Condition,Pregnancy/iMaternity
Lang Term Disability Unlimited III Lang Term Disability
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LeavePro'™ for VSDP Employers

View and print claim information

HOME EMPLOYEES MY REPORTS ADMINISTRATORS' TOOLS

Employee Summary Change dates of leave Change facts of leave Cancel leave

Alicia Sherwood - Leave of Absence: #439866306607

View claim information:

e Date received
F'EHEE review the "IfEI"TIEH.El"I oaiow 'E;H'd "I;| the amp D':,I'EE S lggve. |f this = an apen lkeave, ':,I'EI.J "l'lEi':,l' cancel the lkave If not ':,I'E'l. 51.5!'1.Edl or B"IH"IHE the leave dEH.EE- .J"I-dE' ocartain
M CING stances. If app Cabe, you may also report intermittent tinme or confim the emp EI':.I'EEE"EiJ""I to work date oy ClcEINg on the actree (blue) inks below.
e L Titl v
eave litle

. . \ = go back fo employee summary
[ ]
Time Period Date Received: 04/08/2015
Leave Title: Employee Health Condition - 6607, (Open) Cancel leave Change facts of leave
* Leave Type \Time Period: 04/20/2015-05/31/2015 Change dates of leave
 Leave Schedule

Leave TYpe: (GO jHr-asila
* Hours Summary

Available Actions] Print leave details
Leave Schedules /
* Asofthisperiod \Eontinuous

° As of leave end 4/20/2015 - 5/31/201)

* Leave Summary

* Lastday worked
* Estimated RTW

*  Forms and Notification rs used: Hours available:

ours Summary (as of leave end 05/31/2015)

Sun Mon Tue Wed Thu Fni Sat
g:00 0:00 000 0:00 8:00 8&:00 B:00

Haurs Schedupéd

Hours $ammary (as of 04/20/2015)

Print claim information:
Click Print leave details

Hours used: Hours available:

Leave Summary

Last Day Worked: 04M17/2015

Estimated partial return to work: notsupplied
Actual partial return to work: notsupplied
Estimated full duty return towork: 06/01/2015
Actual full duty return to work: notsupplied

Forms and Motifications

There are currently no forms or notifications availeble for you to download online or you do not hawe permission to view this information. If you feel there are notifications or forms that
should be here please contact your leave manager.

©2015 Reed Group. Confidential and proprietary information. Do not duplicate or distribute. 14
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LeavePro'™ for VSDP Employers

View and print claim information

Print Leave Detail Report: 439866306607

Personal Information:

The Leave Detail Report Nore. AISISISNOS e essemeom
p rOVI d eS : Employment Information:

* Personal Information SreDne mzies

* Employment Information T::;EP

* Leave Information o Shress 10128 NESTIOOR DRIVE

Suite 210

Viesiminsisr, 00 BD0Z1

* Leave Plan Details e S

Work Siate;  California

Wiork Schedule: -
* Leave Chronology PETEEE [ Sun | Mon| Tues | Wed ] Trurs | Fi_| Sat

-‘-I-II-I |-I.|-I|-I I-I|I-II-I I-I|I-II-I " - '

Employment Contacis:
Jim Miller {Human Resowrces) Mary Thompson {Supsnisor}
Phaone Mumber: Phone Number: {303} 500-5678
Email Address: Miller@resdgroup.com | Email Address: MThompsoni@resdgroupdema.com

Leawve Information:

From your browser, select the
prlnt funCtlon to prlnt the Leave Reason: Employes Health Condition

R Lezue Titie:  Employss Health Condition - G307
report to either paper or a PDF Lesve Tye: Coninucus Lesve

Leave Scheduls:
Confinuoius
A202015 - 5312015

Sun | Mon | Tue | Wed | Thu | Fri | Sat

T T Fours Scheduled | 5:00| 000 | 000 | 0:00 | 5:00 | 500 500

s [ = Leave Plan{s):
(&' ) |(-:'} https.//demo-stage.reediamtest.com/secure/er )D - E:;TL. 5 :-p:r
:m Ed\ View Favorites Tools Help
Date Submitied: 04082015

New figb Curl+T 1813 Initial Requested StartDate: (4202015
Duplickte tab Curl+K Initial Requesied End Date: 05312015
New wigdow Ctrl+N
New ses{ion Estimated RTW Date: DG012015
Open... Ctrl+O
Edit with Nlicrosoft Excel leave Plan Details:
Save
Save as.. Cirl+S | Job Protected | Leave Plan | Time Used | Time Remaining |
Close tab Ctri+W

| From | Tnl Deten'ninatinnl LeaveType| Leave Plan|

Send 4
& } Leawve Chronology:
Import and export... o
. DateTime Event
Properties _ _ _ _
Exit pereen D4DEZ01E 555 AMMOT | Seif Service Intake completed, Assigned case manager

: - ey psani@reedgroupdame.com

©2015 Reed Group. Confidential and proprietary information. Do not duplicate or distribute. 15
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LeavePro'™ for VSDP Employers

Create new leave request

HOME m MY REPORTS ADMINISTRATORS' TOOLS

Click
Create New Leave Request

Alicia Sherwood: Employee Home

= oemeea different employee

Leaves of Absence Create New Leave Request

Name: Alicia Sherwvood Employee #: 11145
Email Address: ASherwood@reedgroupdemo.com Hire Date: Thursday, August 12, 1999
Gender: Female Job Status: Active
Date of Birth: Saturday, Movember 30, 1963 Job Title: SALE REP
Marital Status: Married Work State: CA
Correspondence 11156 Flllmore Ave. Hours Worked Last 1600
Address: Westminster, CO 80021 12 Months:
UNITED STATES Work Address: 10155 WESTMOOR DRIVE
Phone Numbers: Home: (303) 888-1234 Suite 210
Work: (303) 883-5673 Westminster, CO 80021

LUNITED STATES
Work Schedule: Sun Mon Tue Wed Thu Fri  Sat

6:00 0:00 000 000 &00 800 8:00

Leave Plan Balance Sheet

Short Term Disability 26 cw Employee Health Condition, Pregnancy/Maternity
Long Term Disability Unlimited (] Long Term Disability

©2015 Reed Group. Confidential and proprietary information. Do not duplicate or distribute. 16
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LeavePro'™ for VSDP Employers

View Personal Information

Note: If anything appears
incorrect either Navigator
does not have correct
information or employee
requested an update with
Reed Group. Please make
sure Navigator is updated
with employee
information

Click Next
Or click Cancel to

Create new leave request

HOME MY REPORTS

———

Alicia Sherwood: New Leave Request

ADMINISTRATORS' TOOLS

Please verify that all employee information is cormect.

Employee Information

Title: First Name: % Middle Name: Last Name: % Suffix:

| v| |Alicia | |  [Sherwood || v
Email

Work Email  |ASherwood@reedgroupdemo_com |

Personal Email| |

Notification Preferences

Preferred address for sending leave-related correspondence
L Mail

L] Personal Email
L] work Email

Cancel Next

disregard leave request
Or click Save and finish
later request

} Save and finigh later

©2015 Reed Group. Confidential and proprietary information. Do not duplicate or distribute. 17
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LeavePro'™ for VSDP Employers

View Employment and Job
Information

Note: If anything appears
incorrect either Navigator
does not have correct
information or employee
requested an update with
Reed Group. Please make
sure Navigator is updated
with employee
information

You are also prompted for
Health Care Provider
information

Click Next
Or click Cancel to

Create new leave request

Pleasze verify that all employee job information iz comrect. Should a change be required in a non-editable field pleaze contact

Employment and Job Information

Employee & Mozt Recent Hire Date Employee Status Job Title

11145 8/12/1999 lm  |Active v| |SALE REP |

Country # State * Temp or Rehired? % Adjusted Service Date Termination Date Part Time
[United States v|  [califomia v|  [no v [8/12/1999 lm | I
FLSA Exempt Occupational Category Management Pay Type Supervisor Union Member? Union Name

| v | v|  [Notselected V| | v| |mMotselected v| Mo v | |
Current job information is effective as of 08/12/1999

Changes should be effective as of | &

Work Address

Work Address Line 1 Work Address Line 2 City Country #

[10155 WESTMOOR DRIVE | [Suite 210 | |Westminster | [United States v

State * Postal Code *

|C|:|I|::radn V| |E|:|[]21 |

Work Schedule

If work schedule iz non-standard (e.g. Monday through Thursday, 10 hours per day) or the below work schedule is incorrect, pleaze contact the Call Center to file your leave request. If work
schedule is standard (9. Monday through Friday, 8 hours per day) and comect, please verify other job information and click Next to continue.

Sun * Mon * Tue * Wed * Thu * Fri % Sat «
Hours Minutes Hourz Minutes Hours Minutes Hours Minutes Hourgz Minutes Hours Minutes Hours Minutes

1[0y by blfey] Bmy] b]@y] B]@y] b]@Y

Current schedule information is effective as of 08/12/1999
Changes should be effective as of | | &

2 Save and finish later Cancel Next

disregard leave request
Or click Save and finish
later request

©2015 Reed Group. Confidential and proprietary information. Do not duplicate or distribute. 18
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LeavePro'™ for VSDP Employers

Create new leave request

Select a Leave Reason

. . HOME m MY REPORTS ADMINISTRATORS' TOOLS
and optional brief

description -
P Alicia Sherwood: New Leave Request
P | Info ti Revisit Personal Information
Note: Short-Term e
Employment Info Revisit Employment Info

Disability is either
“Employee Health

WARMING: Do not enter any personal, medical, or health information. Your entries in this field are visible to management and on general reports. Please verify that all employee information
iz correct. We will share personal and health—related information only with parties who are legally entitled to it, and are necessary for processing and managing employee leave and dizability

Con d[tlon g Or benefit requests. We take the urgency of employee leave requests seriously and will process the leave as quickly as possible. Please note that Supervisors andfor HR Representatives will
be nofified of all leave requests.

P M o

regnanCy/ Gternaty Updates via the web apply only to your FML leave.

Leave Reason
Reason for Leave Regquest:

Do not request

. of. Disability
Long-Term Disability Long Term Disabilty

Personal or Family Health i
Employee Health Condition

Pregnancy or Adoption/Foster Placement
Pregnancy/Maternity

Click Next

Or click Cancel to
disregard leave request
Or click Save and finish
later request

> Save and finish later Cancel Next

©2015 Reed Group. Confidential and proprietary information. Do not duplicate or distribute. 19
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LeavePro'™ for VSDP Employers

Create new leave request

Please enter information for all enabled fislds.

Enter Leave Dates

Leave Dates

e Start Date

} Start Date of Leave: % End Date of Leave: %
[05/11/2015 = > |06/21/2015 & [Date Calculator)
* End Date (use the Date Last Day Worked:
Calculator to enter the [05/08/2015 e
Estimated return to work (full duty): Actual return to work (full duty):
number of weeks) a0t s i
* Last Day Worked
Save and finish later Cancel MNext
e Estimated Return to

Work (full duty)

Click Next

Or click Cancel to
disregard leave request

Or click Save and finish
later request

©2015 Reed Group. Confidential and proprietary information. Do not duplicate or distribute. pA
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LeavePro'™ for VSDP Employers

Enter Leave Type

e (Continuous
e Reduced Schedule
 If Reduced Schedule,

Create new leave request

Please select the Leave Type and follow the prompts. If the request is for an intermittent or reduced schedule leave, the schedule information must be completed. For all work absence
types, enter dates for all enabled fields.

\ Leave Type
® Continuous Leave
\ *'ou will not return to work until after the end of your leave.

Reduced Schedule

*'ou will stay at work but reduce the number of hours or days worked each week.

sun * Mon * Tue * Wed * Thu * Fri % Sat x
enter the n u m ber Of hou rS \ Hours Minutes Hours Minutes Hourz Minutes Hours Minutes Hours Minutes Hours Minutes Hours Minutes

by day

Click Next

Or click Cancel to
disregard leave request

Or click Save and finish
later request

g O e O e [ e

Save and finish later Cancel Next

©2015 Reed Group. Confidential and proprietary information. Do not duplicate or distribute. 21
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LeavePro'™ for VSDP Employers

Create new leave request

Verify all entries HOME m MY REPORTS ADMINISTRATORS' TOOLS

Alicia Sherwood: Finish Intake

: Personal Information " Personal Information > Revisit Personal Information
*  Employment Info ~ Employment Info D IR
° Leave Reason = lLeave Reason > Revizgit Leave Reazon
«  Leave Dates TR MBS > Revisit L eave Dates
° Leave Type Leave Type Revisit Leave Type
° Leave Summa ry _m ’ Revigit Leave Summary

You have completed the leave intake process. Once you click submit an acknowledgement packet will be automatically generated, this letter will be mailed to you or you can click on your
new leave and print the letter from this site. Please review all information and return completed forms promptly. Should you have any questions regarding your request, please call 1-300-
111-1111.

Leave Confirmation

Your leave D is 616502823813, Please reference this number when contacting us regarding this leave.

Click Next $» Save and finish later Cancel Submit

Or click Cancel to
disregard leave request

Or click Save and finish
later request

©2015 Reed Group. Confidential and proprietary information. Do not duplicate or distribute. 22
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LeavePro'™ for VSDP Employers

Create new leave request

On the Employee Home HOME m MY REPORTS ADMINISTRATORS TOOLS

page, you will see a
confirmation that the leave =——» 0
has been requested.

Your leave of absence has been successfully created. Your laave ID Is 816502523513,

Alicia Sherwood: Employee Home

Select g different employes

o

Leaves of Absence Create New Leave Request

Open Leaves

# 1ime Off Requests can be made by clicking on an open leave.

Loavo D Loaveide o e Enabae

616502823813 Short Term Disability 051172015 0e/21/2015

Personal Information Job Information

Name: Alicia Sherwood Employee #: 11145
Email Address: ASherwood@raedgroupdemo.com Hire Date: Thursday, August 12, 1999
Gender: Female Job Status: Active
Date of Birth: Saturday, Movember 30, 1963 Job Title: SALE REP
Marital Status: Married Work State: CA
Correspondence 11156 Fllilmore Ave. Hours Worked Last 1600
Address: Westminster, CO 80021 12 Months:

UNITED STATES Work Address: 10155 WESTMOOR. DRIVE
Phone Numbers: Home: (303) 333-1234 Suite 210

Work: (303) 883-5673 Westminster, CO 80021

UNITED STATES
Work Schedule: Sun Mon Tue Wed Thu Fri Sat

600 000 000 O0D0 600 800 8:00

Leave Plan Balance Sheet

0 26

Short Term Disability 26 cw Employee Health Condition, Pregnancy/Maternity
Long Term Disability Unlimited 0 Long Term Disability
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LeavePro'™ for VSDP Employers

Create new leave request

On the Leave of Absence HOME m MY REPORTS ADMINISTRATORS' TOOLS

pagel the Ieave WI” have a Employee Summary Change dates of leave Cancel leave
determination of Alicia Sherwood - Leave of Absence: #616502823813

" . . . ) Please review the information below regarding the employee's leave. If this iz an open leave, you may cancel the leave (if not yet started) or change the leave dates under ceriain circumstances
Pend Det t
e n | ng e e r m | n a | O n applicable, you may also report intermittent time or confirm the employee’s returmn to work date by clicking on the active (blue] links below.

< go back to employee summary

Date Received: 04/01/2015

Leave Title: Short Term Disability . (Open) Cancel leave
From here the Time Period: 051172015 - 06/21/2015 Change dates of leave
/ Leave Type: Continuous Leave
Reed Group Service center Available Actions: Print leave details

begins processing

Leave Schedules

Continuous
51112015 - 612112015

Sun Mon Tue Wed Thu Fri Sat

See the Hours Scheduled §:00 0:00 0:00 0:00 800 800 800

Short-Term Disa b|||ty Hours Summary (as of 05/11/2015)

Process fOF more Hours used: Hours available:

information Long Term Disability 0 Long Term Disability NIA

Hours Summary (as of leave end 06/21/2015)

Hours used: Hours available:
Long Term Disability 0 Long Term Disability MIA

Leave Summary

Last Day Worked: 05/08/2015

Estimated partial return to work: not supplied
Actual partial return to work: not supplied
Estimated full duty return to work: 06/22/2015
Actual full duty return to work: not supplied

‘ Determination Leave Type Leave Plan(s)
051172015 06/2172015 Pending Determination Continuous Leave Long Term Disability
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Change dates of leave request

On the Leave of Absence page, HOME m MY REPORTS ADMINISTRATORS' TOOLS

click Change dates of leave Employes Summary  Change dafsa ofleave  Cancel leave
Alicia Sherwood - Leave of Absence: #16502823813

Ble3ee rexiew e Infarmation below ragarding the employee’s leave. ITNIS [E an open Rave, You may cancel the leavsa (If not yet starad) of change tha iBave dales under cartain circumeancae
WGlE, YOU M3y Ale0 repom intamiitent dme or confirm the employee’s reium 1o work date by clicking on the aciive (Diue) INKe bekow.

< g0 back to am

Date Received: 0401/
Leawe Title: Short Term Disatws
Time Period: 05/11/2015 - 06721/201
Leave Type: Contimuous Leave
Available Actions: Print leave details

, (Open) Cancel leave
hange dates of leave

Leave Schedules

Continuous
51172015 - 6/21/2015

Sun Mon Tue Wed Thu Frn  5Sat
Hours Scheduled 200 00 0O:00 OO0 3:00 2:00 2:00

Hours Summary (as of 05/11/2015)

Hours used: Hours available:

Long Term Disability a Long Term Disability A
Hours Summary (as of leave end 06/21/2015)

Hours used: Hours available:

Long Term Disability a Long Term Disability A
Leave Summary

Last Day Worked: 050E2015
Estimated partial return to work: not supplied
Actual partial return to work: not supplied

Estimated full duty return to work: 08222015
Actual full duty return to work: not supplied

om Date To Date Determination Reason Leave Type Leawve Plan{s)
05M1:20M5 08212015 Pending Determination Continuous Leave Long Term Disakbility
Forms and Motifications

Thera ar2 currently no forms or notifications avaliabie far you 1o downlaad anline of you do not have penmission 1o view this Infarmation. i you fesl there are notificatione ar forms thatl ehould be
Nere please contact your leave manager.
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Change dates of leave request

On the Leave Change page, HOME m MY REPORTS ADMINISTRATORS' TOOLS

enter the updated

Alicia Sherwood: Leave Change
start dates

and end dates

Start date of leave: % End date of leave: % * Leave End Date cannct be earlier than current Requested End Date: 6721/2015
|5/11/2015 |m  [07/05/2015 I5 (Date Calculator)

Leave Id: 616502523813

Reason for leave request: Continuous Leave

Leave type: Continuous Leave
Requested leave start date: 5/11/2015
Requested leave end date: &/21/2015

Click Next .

Cancel Next

Or click Cancel to disregard
request for change of leave
dates
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Change dates of leave request

Leave Change Revisit Leave Change
On the Leave Summary 222130 > °
page, verify the leave
Pleaze review the detailz of this leave request. To make changes, uze the revisit links above to return to any part of the leave request process. When complete, click Submit to proceed to
change |S COFI’GCt the Leave Confirmation page.

Leave Summary

Enter an optional note or
Hours Summary (as of 04/01/2015)

comment
Hours used: Hours available:
Long Term Disability 0 Long Term Disability
Leave Information
Leave Id: 6516502823513
Reason for leave request:  Short Term Disability
Leave type: Continuous Leave
Requested leave start date: 5/11/2015
Requested leave end date: 7/5/2015
Estimated return to work date (full duty): 6/22/2015
rom Date To Date Determination Work Type Leave Plan(s)
051172015 07/05/2015 Pending Determination Continuous Leave Long Term Disability
Notes or Comments
Click Next

= Cancel Next

Or click Cancel to
disregard request for
change of leave dates

©2015 Reed Group. Confidential and proprietary information. Do not duplicate or distribute. 27
4/22/2015




LeavePro'™ for VSDP Employers

Cancel leave request

On the Leave of Absence HOME m MY REPORTS ADMINISTRATORS' TOOLS

page, click Cancel leave

Employee Summary Change dates of leave Cancel leave

icia Sherwood - Leave of Absence: #616502823813

Pleasze review igformation below regarding the employee’s leave. If thiz iz an open leave, you may cancel the leave (if not yet started) or change the leave dates under certain circumstances
applicable, you may 3 gort intermittent time or confirm the employee’s retum to work date by clicking on the active (blue) links below.

< go back to employee summary

Date Received: 04/01/2015
Leave Title: Short Term Disabjlity . (Open¥Cancel leave
Time Period: 05/11/2015 - 06/21/2015 Change dates of leave
Leave Type: Continuous Leave

Available Actions: Print leave details

Leave Schedules

Continuous
51112015 - 6/21/2015

Sun Mon Tue Wed Thu Fri Sat
Hours Scheduled 3:00 000 000 000 3:00 800 8:00

Hours Summary (as of 05/11/2015)

Hours used: Hours available:
Long Term Disability 0 Long Term Disability NIA

Hours Summary (as of leave end 06/21/2015)

Hours used: Hours available:
Long Term Disability 0 Long Term Disability NIA

Leave Summary

Last Day Worked: 05/08/2015

Estimated partial return to work: not supplied
Actual partial return to work: not supplied
Estimated full duty return to work: 06/22/2015
Actual full duty return to work: not supplied

rom Date To Date Determination Reason Leave Type Leave Plan(s)
051172015 06/21/2015 Pending Determination Continuous Leave Long Term Disability
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On the Cancel Leave page,
click the

Cancel Leave checkbox

to confirm request to cancel

Click Submit

Cancel leave request

HOME m MY REPORTS ADMINISTRATORS TOOLS

Alicia Sherwood: Leave Cancel

The summary Information regarding ihis leave s lisied below. Please review thie Infonmation and check the box Indizating that you want to cancel the described kkawve, then click Submit.

If the box ks not checked Indicating you wish fo canced this leave, no aciion will be taken afler dicking Submilt.

Leave Summary

ours Summary (as of 04/01/2015)

hurs used: Hours available:

Leave Id: EN3502323813

Reason for led\e request:  Short Term Disability
Leave type: Cojnuous Leswve
Requested leave sigrt date: 5112015

Leawve Plan(s)
05M1°20M5 02112008 Pending Determination Contineous Leawve Long Termn Disability

Cancel Leave

Yo, please cancel this leave of absencep [ |~ DECK B0 l8ave summary

Or click Cancel to disregard
request for change of leave
dates

> Cancel Submit
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In this lesson, you will learn how to:
 Run Ad-Hoc reports (on demand)
* Run Report Subscriptions (recurring reports)

* Set report parameters:
o Dates
o Leave reason
o Work Type
o Location
o Division
o Visibility
 Choose a report file format: Excel, CSV, PDF

Q REEdGrOUp ©2015 Reed Group. Confidential and proprietary information. Do not duplicate or distribute. 30

4/22/2015
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Accessing Reports

To create, run and view HOME EMPLOYEES
reports click the ——

My Reports - Home

My Re ports ta b Access reports that give you the information you need to manage your employees’ absences. Configure your Operational reports in the way that works best for you — date ranges, leave reason,
absence type and locations. Run ad hot reports or schedule your preferred reports to run at regular intervals and rec eive notific ations when they are available.

New Report Subscription New Ad-Hoc Report Filter report list by
Report Type: | &l r Go

#| Active Reports Only

You can create new
report Subscription or
new Ad-Hoc reports

Ad-Hoc Reports

Name: Ad-hoc: Estimated RTW Report, 2015-04-02 Expires: 04/16/2015  view details &
Reports that have Name: Ad-hoc: Estimated RTW Report, 2015-04-02 Expires: 04/16/2015  view details B
a|rea dy been run are Scheduled Reports - Operational

. . o Wlanoo. Bertlle Cleced | cme Do Danc, ¥ liawls bS5 view detail
||Sted C||Ck view - il i e HWW—M view etms@

details to view the
report

If the report listis long,
you may filter for
certain report types
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Ad-Hoc Reports > Select Report

An Ad-Hoc report runs HOME EMPLOYEES MY REPORTS

Only When YOU reqUGSt My Reports Create New Report
itto run, e.g. on My Reports - Create New Ad-Hoc Report
demand

Step 1: Select Report Type

Operational Reports

Estimated RTW
Estimated RTW Report

Click the circle next to
. > »
the report you’d like to Cioucs Loave Repor

run Leave Status and Time Used
Leave Status and Time Used Report

New Leaves Received
Mew Leaves Received Report

Open Leave Inventory
Open Leave Inventory Report

Intermittent Leave Certification
Intermittent Leave Certific ation Report

Motifications And Changes Summary
Metific aticns And Changes Summary

MNotifications And Changes Detail
Metific ations And Changes Detail

Employee Lost Days Summary
Employee Lost Days Summary

Exhausted Denied
Exhausted Denied

ClICk Next Restriction Accommodations Detail

Restriction Accommodations Detail Report

Registered Portal Users
Registered Portal Users Report

Or click cancel to select
Parameters

cancel MNext
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Ad-Hoc Reports > Select Filters
Several parameters are available for HOME EMPLOYEES

Ad_Hoc r‘eports My Reports Create New Report Select Parameters
Create New Report - Select Parameters

Step 2: Select Report Parameters & Format

Select Sta rt and End Date Please select your parameters for the Closed Leave report. All parameters are required.
You may use Shift+Click to select a L
tart Date
range of choices or Ctrl+Click to select 031022015 |
. . End Date
multiple choices 04302015 |m
Leave reason
* Leave reason E:‘IIE’LH-EALTH—Empmee Health Condition
LTD - Long Term Disability
PREGMATERN - Pregnancy/Maternity
 Work Type
e Location i
Continuous Leave
Intermittent Leave
[ D|V|S| On :1;;:;::8;!; _- ﬁ;:::ll-rnlrunll.:ﬁ less than 8 days
Medic al Restrictions -
Select Visibility As and Visibility Option Locaton ____—___—
Colorado
* Only selected person’s direct reports
* My own and my peer’s direct reports
* Allemployees
Visibility As
MaTasha Grimes T

Visibility Option
Only selected person’s direct reports

trep
eers’ direct reports ¥

Click Submit DALL -

Or click Back to select report

Or click cancel to disregard report —

requeSt — cancel Back Submit
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Ad-Hoc Reports > Select Format & email notification

Click circle to select Report Format HOME EMPLOYEES

Format choices for Ad-Hoc reports are Cre“;:;“:ew“::"*’;im C;fﬂ::m:‘;mn Confirmation
PDF and Comma Delimited (CSV; Excel) P

Report Summary

Ad-hoc: Closed Leave Report, 2015-04-02

Closed Leave

Run Once on [04/02/2015].

Report Format:

Adobe PDF -]
Click the checkbox to be notified by Comma Delimited (Excel) &
emall after the report Completes > ¥ Send me a notification by email after my report runs.
Click Submit P cancel Back Submit

Or click Back to select parameters

Or click cancel to disregard Ad-Hoc
report request
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A confirmation of your report
request displays here

You may continue to use
LeavePro'™ or other computer
tasks while the report runs

You will receive an email when
report completes if you
requested it

You can see that a report is still
running if the Expire Date is

un/a

n

To view complete reports, click
view details.

Ad-Hoc Reports > Wait for Report to Run

HOME EMPLOYEES

My Reports

i @ Your request for the following Ad-Hoc report, Ad-hoc: Closed Leave Report, 2015-04-02, has been received and will be processed in the order that it was received.

My Reports - Home

Access reports that give you the information you need to manage your employees’ absences. Configure your Operational reports in the way that works best for you — date ranges, leave reason,
absence type and locations. Run ad hec reperts or schedule your preferred reports to run at regular intervals and receive notific ations when they are available.

Filter report list by
Report Type: | All A Go

¥ Active Reports Only

New Report Subscription New Ad-Hoc Report

Ad-Hoc Reports

Name: Ad-hoc: Closed Leave Report, 2015-04-02 A Expires: n/a view details
Name: Ad-hoc: Estimated RTW Report, 2015-04-02/ Expires: 04/16/2015  view details B

Name: Ad-hoc: Estimated RTW Repom Expires: D4.-’16.-‘2I3ﬁ view details &l

Scheduled Reports/-()pmal /
NamWsed Leave Report /Report Date: 04/02/2015  Next Run Date: 0D5/02/2015  view details Bl]

/
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Ad-Hoc Reports > View Report
When viewing details of a HOME EMPLOYEES

report, you see the parameters, My Reports  View Report Detail

delivery format, and email View Report Detail

options that were selected. Ad-hoc: Closed Leave Report, 2015-04-02
Schedule Copy | Run Now

Report Run Histo#

Delivery Format: P

Click Schedule Copy to run this Report Details

Report Type:  Closed Leave

H H / Email Alerts: Yes, Send Motifications Start Date Y2015 12:00:00 AM
report again with different : End Date 4/2/2015 12:00:00 AM
parameters, delivery, or email Leave reason - ALL -

044882015 Ad-hoc_ Closed Leave Report,  D4/16/2015 WorkType -ALL -

(0) ptl ons 2015.04-02_20150402160603.pdf Location - ALL -
Visibility As MaTasha Grimes
Visibility Option Only selected perscn's direct reports
Division - ALL -
Schedule: Hun Once on [04/02/2015].
Deactivate

Click Run Now to run this report
again with the same
parameters, delivery, or email
options

Click the report name to open
the report

Click Deactivate to remove this
report completely
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A Report Subscription
runs recurrently into the
future for the date
window you select

Click the circle next to
the report you'd like to
run

Click Next

Or click cancel to
disregard Ad-Hoc report
request

Report Subscription > Select Report

HOME EMPLOYEES MY REPORTS

My Reports Create New Report

My Reports - Create New Report Subscription

Step 1: Select Report Type

Operational Reports

Estimated RTW
Estimated RTW Report

Closed Leave
Closed Leave Report

Leave Status and Time Used
Leawve Status and Time Used Report

New Leaves Received
Mew Leaves Received Report

Open Leave Inventory
Open Leave Inventory Report

Intermittent Leave Certification
Intermittent Leave Certific ation Report

MNotifications And Changes Summary
Metific ations And Changes Summary

MNotifications And Changes Detail
Motific ations And Changes Detail

Employee Lost Days Summary
Employee Lost Days Summary

Exhausted Denied
Exhausted Denied

ACA Supplemental Hours Summary
ACA Supplemental Hours Summary Report

Restriction Accommodations Detail
Restriction Accommedations Detail Report

Registered Portal Users
Registered Portal Users Report

= cancel MNext
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Several parameters are available for
Report Subscriptions

Select Date Window

* Yesterday
* Last week, month, quarter
* This week, month quarter

You may use Shift+Click to select a

range of choices or Ctrl+Click to select

multiple choices
* Leave reason
 Work Type

* Location

e Division

Select Visibility As and Visibility Option

* Onlyselected person’sdirect reports
* My own and my peer’sdirect reports
* Allemployees

Click Continue
Or click Back to select report

Or click cancel to disregard report
request

Report Subscription > Select Filters

MY REPORTS
My Reports Create New Report Select Parameters

Create New Report - Select Parameters

HOME EMPLOYEES

Step 2: Select Report Parameters & Format

Please select your parameters for the Closed Leave report. All parameters are required.

Report Parameters

Date Window
Last Week v

Leave reason

-ALL-

EMPHEALTH - Employee Health Condition
LTD - Long Term Disabilty
PREGMATERN - Pregnancy/Maternity

WorkType

- ALL-

Continuous Leave

Intermittent Leave

Medic al Only — Continuous, less than & days

Medic al Only -- Intermittent

Medic al Restric tions -
Location
AL -

Colorado

Visibility As
MaTasha Grimes v

=2 cancel Back Continue
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Report Subscription > Schedule Recurrence

Select the recurrence pattern HOME EMPLOYEES ADMINISTRATORS'

° Da||y, WEEk|y, monthly OI’ yearly My Reports Create New Report Select Parameters Schedule Report
. Create New Report - Schedule Recurrence
* Which days, weeks, day of month

or month of year

Recur every | 1 week(s) on:
Daily
.
Weekly Sunday Monday Tuesday
Monthly Wednesday ¥| Thursday Friday
Yearly Saturday

Select the start and end dates of the —> Startli30E

| * No end date
recurrence End after: |0 | occurrences
End by: 12/31/2015 &
Click Next ® cancel Back Next

Or click Back to select report

Or click cancel to disregard report
request
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Report Subscription > Select Format & email notification

HOME EMPLOYEES MY REPORTS

My Reporis Create New Report Select Parameters Schedule Report Confirmation

Create New Report - Confirmation

Report Summary

Yearly Closed Leave Report

Type a name for the report

1CI-::s&d Leave

Click circle to select Report Format Run Yearly: Every Apr 2.

Starting 04/02/2015, with no end date.
Format choices for Report Report Format:
Subscriptions are PDF and Comma Adobe POF 1Y

Comma Delimited [(Excel) %j

Delimited (CSV; Excel)

¥| send me a notification by email after my report runs.,

cancel Back Submit

Click the checkbox to be notified by
email after the report completes

Click Submit
Or click Back to select report

Or click cancel to disregard report
request
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Report Subscription > Wait for Report to Run
A confirmation of your report HOME EMPLOYEES ADMINISTRATORS' TOOLS

request displays here My Reports  View Report Detai
. EE— Your report subscription, Yearly Closed Leave Report, has been created. Please review the details for this subscription below.
YOU r I’epO rt Wl ” ru n at the neXt You may view these subscription details again by clicking on the view details link on your My Reports page.
occurrence
View Report Detail

Yearly Closed Leave Report

Click Schedule Copy to run this

report again with different » | Schedule Copy gg  Run Now
: . -

parameters, deliver, or email story

options : Yes, Send Notifications

Run Status: Completed Scheduled Recurrence

Report Details

Report Type: Closed Leave

Click Run Now to run this report Date Range:  LastWeek

. . Leave reason  EMPHEALTH - Employee Health Condition, LTD - Long Term Disability, PREGMATERM - Pregnancy/Matermnity
agaln Wlth the same WorkType Medical Only — Continuous, less than 8 days, Medical Restrictions
H H Location - ALL -

parameters, deliver, or email Visibiliy As NeTacha Grimes
o tions Visibility Option Only selected person’s direct reports

p Division - ALL -

Schedule: Run Yearly: Every Apr 2.
Starting 04/02/2015, with no end date.

You may continue to use e

LeavePro'™ or other computer
tasks while the report runs

Click Deactivate to remove this
report completely
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Report Subscription > Wait for Report to Run
HOME EMPLOYEES ADMINISTRATORS' TOOLS

My Reports

My Reports - Home

Next Run Date tells you the next
time the report is scheduled to
run

Report Type: | Al ¥ Go

¥ active Reports Only

Ad-Hoc Reports

Name: Ad-hoc: Closed Leave Report, 2015-04-02 \Qcpires: 04/16/2015  view details [
Name: Ad-hoc: Estimated RTW Report, 2015-04-02 EMHB.-‘EWS view details Ef
Scheduled Reports - Operational \
Name: Yearly Closed Leave Report Report Date: Dd.-‘Dlu‘EMNNe:d Run Date: 04/02/2016 | Jview details E)
Name: Monthly Closed Leave Report Report Date: 04/02/2015 __Ne TOoru 2015 view details B

To view complete reports, click
view details
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Once a report runs, the report
file will appear on the Report
Detail screen.

Click the report name to open
the report

Report Subscription > View Report

HOME EMPLOYEES MY REPORTS ADMINISTRATORS' TOOLS

My Reports View Report Detail

View Report Detail

Yearly Closed Leave Report

Schedule Copy | Run Now

Report Run History

Delivery Format: Csv

Email Alerts: Yes, Send Motifications

Mext Run Date: 04/02/2016

MNext Run Status: Scheduled 04/02/2016

04/02/2015 Yearly Closed Leave 04/16/2015
Report_20150402174315.csv

Report Details

Report Type: ed Leave
Date Range: astWeek
EMPHEALTH - Employee Health Cendition, LTD - Long Term Disability, PREGMATERN - Pregnancy/Matemity
Medical Only — Continuous, less than 8 days, Medical Restrictions
- ALL -
MaTasha Grimes
Visibility Option Only selected persen’s direct reports
Division -ALL -
Schedule: Run Yearly: Every Apr 2.
Starting 04/02/2015, with no end date.

Deactivate
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Daily Action Report

Open Leave Inventory Report

Closed Leave Report

Estimated RTW Report

Intermittent Leave
Certification Report

Leave Status and Time Used
Report

New Leaves Received Report

Notification & Changes
Summary Report

Notification & Changes Detail
Report

Exhausted Denied Report

Employer Reports

Shows start, end dates, effective days of pay (100/80/60) and if works compensationisinvolve. Acts
as an advice-to-pay report for Short-Term Disability thatemployers can use to update respective local
payroll systems.

For active employees duringthe leave period, this report shows all open leaves: leave number,
location, reason, type, plan, status, denied reason, last day worked date, plan start & end, estimated
RTW, time used and time remaining

For active employees duringthe leave period, this report shows approved closed leaves: leave
number, location, reason, type, approved/requested start and end, RTW, leave closed date, leave
closed reason

For active employees duringthe leave period, this report shows approved leaves: leave number,
location, reason, type, leave start and end, estimated RTW

For active employees duringthe leave period, this report shows all leave request data for
intermittent leaves: leave number, location, plan, planstart and end, status, frequency & duration,
hours requested & denied, and occurrence detail

For active employees duringthe leave period, this report shows requests that have been completed
(no partial orincomplete requests) leaves: leave number, location, reason, type, plan, status, denied
reason, last day worked date, plan start & end, estimated RTW, time used and time remaining

For active employees duringthe leave period, this report shows all leave requests: leave number,
location, reason, type, last day worked date, request start & end

List of authorized time periods an employee is away from work: authorized leave plans, start / end
date and status of plans, estimated RTW, time used, last day worked

Detailed listincluding each day of authorized time periods an employee is away from work:
authorizedleave plans, start / end date and status of plans, estimated RTW, time used, last day
worked

Shows all leaves that are denied or completely exhausted: leave number, location, reason, type, plan,
status, denied date, denied reason, last day worked date, leave received date, plan start & end,
estimated RTW, time used, time remaining at end of report period, time remaining at end of leave
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Daily Action Report (DAR)

The Daily Action Report is a spreadsheet including the following columns.

Employers can “subscribe” to the report in LeavePro™ :
e  Employee ID {VNAV #}
e Employee First name

 Last Day Worked e Effective Dates of Pay
*  Employee Last Name  (Claim Status  Rates of Pay
* Agency Number e Benefit Start Date e Effective Dates of Pay
: Agency Name _  Benefit End Date  Rates of Pay
Leave ID {e.g. Claim Number} Est RTW Date . Workers' Comp

* AtlLeave ID e Claim Close Date

* Policy Type :
e Effective Dates of Pay
* Rates of Pay
A B C | D E F G H | J
1 Employee ID Employee First name Employee Last Name Agency Number Agency Name Leave ID  Atl Leave ID Policy Type Last Day Worked Claim 5tatus
2 V11100445 Paula Williams 30506 Motor Vehicle Board 103783173 Plan1 6/14/2015 Open
3 V05623040 Michael Smith 30506 Motor Vehicle Board 103783174 Plan 1 6/10/2015 Open
4 V10676151 Bridget MNappo 30506 Motor Vehicle Board 103783175 Plan 1 6/13/2015 Closed
5 V06346597 Bernie Edgar 30506 Motor Vehicle Board 103783176 Plan 1 6/6/2015 Approved
6 V05213091 Maria Brosky 30506 Motor Vehicle Board 103783177 Plan 1 5/10/2015 Approved
\ o K L M N (0] P Q R S T U
1 Benefit Start Date Benefit End Date Est RTW Date Claim Close Date Effective Dates of Pay Rates of Pay Effective Dates of Pay Rates of Pay Effective Dates of Pay Rates of Pay Workers' Comp
2 6/15/2015 7/15/2015 7/16/2015 6/15/2015-7/15/2015 ° 8/11/2014-8/20/2014 80% 9/11/2014-8/20/2014 60% Y
3 6/11/2015 7/11/2015  7/12/2015 6/1/2015-7/11/2016 100% 80% 60% Y
4 5/1/2015 5/5/2015 5/6/2015 5/11/2015 5/1/2015-5/6/2017 100% 80% 60% Y
5 6/7/2015 8/6/2015 8/7/2015 6/7/2015-8/7/2018 100% 80% 60% N
6 5/11/2015 7/10/2015 7/11/2015 5/11/2015-7/11/2019 100% 80% 60% N
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LeavePro'™ for VSDP Employers

Daily Action Report (DAR)

The Daily Action Report is a spreadsheet including the following columns.
Employers who are designated to receive the DAR can “subscribe” to the
report in LeavePro'™:

e Employee ID {VNAV #}  Last Day Worked e Effective Dates of Pay
* Employee First name e Claim Status  Rates of Pay
e Employee Last Name  Benefit Start Date e Effective Dates of Pay
e Agency Number  Benefit End Date  Rates of Pay
e Agency Name e Est RTW Date e  Workers' Comp
e Leave ID {e.g. Claim Number} e (Claim Close Date
e AtlLeave ID  Effective Dates of Pay
e Policy Type e Rates of Pay
b E : 6 H | ) K ] M N 0

Agency Number DAEgFinGim:me Leave ID  Atl Leave ID Policy Typ Last Day Worked Claim Status Benefit Start Date  Benefit End Date  Est RTW Date Claim Close Date  Effective Dates of Pay

30403 INLAND FISHERIES 103783173 Plan 1 7/10/2014 Open 7/11/2014 8/20/2014 8/21/204 7/11/2014-8/20/2014

p Q R S T U
Rates of Pay Effective Dates of Pay Rates of Pay Effective Dates of Pay Rates of Pay Workers' Comp

100% 8/11/2014-8/20/2014 80% 9/11/2014-8/20/2014 60% Y
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Self-Service Reporting

Open Leave Inventory Report

This report lists leave and employee information for all leaves that are marked as open that fit into passed in parameters.
Besides potential filters through parameters above, the report automatically filters on the following:
=  Employee has a listed job that is active during the period of the leave being returned

Open Leave Inventory Report

ReedDemo

Total Number of Partcipants: 6 Run by: demo 1 @rgl net

Work Type: All Visibilty as: Edmond Dantez

Leave Status: All Visibilty Option: Only selected person’s direct reports

Leave Reason: Al
Locaton: All
Division: All

§70741286422 UKS0 Wi E;::::: Keaith Corznuous CA-FRA Pendng 09/13/2008 0920:2008 08'14/2008 1208/2009 83 howrs 332 rours
570741266422 UHSC Wi g::cg:: kealn Corznuous CT-"M. Pendng 031372008 032072008 0%'14/2009 01032010 83 hours 552 rours
§T0741286422 UKSC wi (E::;c:: Heaith Cormnuous OC-FML Penang 031132008 032072CCs 03142008 010372010 58 howrs 552 rours
ST0741288422 UKS0 Wi 5;'5?:: Heann Corgnuous EMLA  Pendng 08132008 03207200 03'1472009 12052009 83 hours 332 rours
£70741266422 UKD W mc;,:ﬂe Fealtn Corznuous ME-SML Pendng 03132008 082072009 0142008 11/22/2009 83 hourz 312 rours
ST0T41256422 UKSD Wi Eo":c?:: Heain Corznuous OR-ML Penang 031132008 032072008 03142008 1206/2009 88 hours 332 reurs
ST0741268422 UKSC W E;?a?:: Healn Corznuous RIFML Pendng 03132008 082072008 0N142008 12132008 88 hours 432 rours
570741266422 UKD W g::m Heann Corsnuous STD  Pendng 08132008 032072008 08142008 0262010 11 cays
Ton

§T0741256422 UKSC Wi g:;cg:: Health Corznuows VT-FML Pendng 0511272009 052072009 0142008 120672009 88 howrs 332 nours
$70749266422 UKo Wi g::a?;f Heain Corznuous WAL Pendng 081372008 09207200 08142008 1208/2009 83 hours 332 rours
570741256422 UkSC Wi Ec:noa?;: Heann Corznuous WI-FML Pendng 03132009 032072009 03142009 08127/2009 80 hours 0 rours
570741266422 UKD Wi g:?;e Heann Conznuous WI-SML Denled Exhaustec 031132008 032072008 09728/2009 1273172009 80 howrs 0 rours
$55780799820 UKSD Wi Pregnancy / Mateemity Contnuous CA-FRA Denied Inelgtie 0321/2008 03232008 11772009 0 howrs 430 rours
£5£780799820 UKD W Pregnancy / Matemity Cortnuous CA-POL Penang 0321/2008 08232008 11722008 0 howrs 704 rours
£557T80799840 UKIT Wi Pregnancy / Mateenity Conznuous CA-PEL Denied Inelgtie 0321/2008 03232008 121772009 0 hours 240 rours
£3£780793820 UKSD Wi Pregnancy ! Matermity Corznuous CT-"M. Pendng 0321/2008 0a2%2008 12/17/2009 0 howrs §40 rours
Execution Time: S28/2003 3:34:55 PM Page 10f5
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Self-Service Reporting

Closed Leave Report

This report provides a list of employee and leave information for closed leaves.

Besides potential filters through report parameters above, the report automatically filters on the following:
= Only leaves that have an approved segment are considered
= Employee has a listed job that is active during the period of the leave being returned
= The leave is not closed because of a systemic cancellation (user cancellations are included)

Closed Leave Report

ReedDemo

Report Penod: 6/1/2009 - 9/28/2009 Run by: demo1@rgl.net

Total Number of Participants: 1 Visibility as: Edmond Dantez

Work Type: All Visibility Option: Only selected person’s direct reports

Leave Reason: All
Location: All
Division: All

Work Leave Leave Closed

Leave No. Location State Leave Reason Relationship Type Leave Start leave End RTW Date CClosed Date Reason
Trakand, Elayne 981567 [3]

680961030034 NJMB CA Pregnancy / Continuous 10/05/2009 10/30/2009
Maternity

09/23/2009¢ CANCELLED
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Self-Service Reporting

Estimated RTW Report

This report provides a list of employee and leave information including the Return to Work date for completed and approved
leaves that the user running the report is allowed to see.
Besides potential filters through parameters above, the report automatically filters on the following:

=  Onlyleaves that have an approved segment are considered

=  Employee has a listed job that is active during the period of the leave being returned

Estimated RTW Report

ReedDemo

Report Penod: 7/1/2009 - 11/27/2009 Run by: demo1@rgl.net

Total Number of Participants: 2 Visibility as: Edmond Dantez

Work Type: All Visibility Option: Only selected person's direct reports

Leave Status: All

Leave Reason: All

Location: All
Division: All
Work Leave Leave Start lLeave End

Leave No. Location State Est. RTW Status Date Date
Clementine, Lina 9849771 [2]
972826485404 NJMB wi Employee Health Condition Continuocus 117112009 Open 09/21/2009 11/11/2009
Trakand, Elayne 981567 [3]
246027518888 NJMB CA Employee Health Condition Continuous 112772009 Open 09/14/2009 11272009
581927232008 NJMB CA Employee Health Condition Continuous 10/29/2009 Open 08/29/2009 10/28/2009

©2014 Reed Group. Confidential and proprietary information. Do not duplicate or distribute.




Self-Service Reporting

Intermittent Leave Certification Report

Lists out leave request data and employee information for all intermittent leaves that fit into passed in parameters.
Besides potential filters through parameters above, the report automatically filters on the following:
= Employee has a listed job that is active during the period of the leave being returned

Intermittent Leave Certification Report

Bolton, Suzanne

Leave Reason Relatonship Plan Plan Start Plan End Plan Status
Date Date

Open Farmaly Health Conditon i f Approved B.00 hours, NVA every 2 week(s) for Incapacity:
4.00 hours, NJA every 2 month(s) for Office Visa

Occurrence # Occurrence Date  Oocurrence Type Oocurence Hours Ocourrence Hours Pending Occurrence Hours Approved Oocurrence Hours Denied
Requested

061672011 Incapacmy 8.00 0.00 8.00 0.00
6 06302011 Incapacity 8.00 0.00 8.00 0.00
7 0672172011 Office Visit 4.00 0.00 4.00 0.00
Clark, Ashley

Date Date
B83019307946 Employee Health Condition 07/152010 [07/14/2011 Approved 8.00 hours, 3 tme(s) every 1 month(s) for
Incapacity

Occurrence # Occurrence Date  Oocurrence Type Occurrence Hours Occurrence Hours Pending Occurrence Hours Approved Qccurrence Hours Denied
Requested

131 041372011 Incapacity 8.00 0.00 8.00 0.00
132 041262011 Incapacity 3.00 0.00 8.00 0.00
133 05/042011 Incapacity 8.00 0.00 8.00 0.00
134 051712011 Incapacity 8.00 0.00 8.00 0.00
15 0612172011 Tncapacty 300 0.00 .00 0.00
136 06102011 Incapacity 8.00 0.00 8.00 0.00

Jenner, John

Leave Reason Relatonship Plan Plan Start Plan End Plan Status
Date Date

CO | Closed | Employee Health Condmion 07/0172010 | 063072011 Approved B.00 hours, NVA every 3 month(s) for Incapacity

Occurrence # Occurrence Date  Ooccurrence Type w Ocourrence Hours Pending Occurrence Hours Approved Ooccurrence Hours Denied
42 04/06/2011 Incapacity 8.00 0.00 8.00 0.00
43 04na201 Incapacity 8.00 0.00 8.00 0.00
45 052612011 Incapacity 8.00 0.00 8.00 0.00
46 06/08/2011 Incapacity 8.00 0.00 8.00 0.00
47 0672272011 Incapacity 8.00 0.00 8.00 0.00
48 05092011 Incapacity 8.00 0.00 8.00 0.00
49 0472872011 Incapacity 8.00 0.00 8.00 0.00
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Self-Service Reporting

Leave Status and Time Used Report

This report lists the leaves, plans and usage time for leaves that fall within the in parameters passed.
Besides potential filters through parameters above, the report automatically filters on the following:
= Employee has a listed job that is active during the period of the leave being returned
=  Onlytakes requests that have been completed in the system into consideration
=  Partial and incomplete system entries are not considered
=  Considers closed leaves between start/end date parameters if the leave is closed.

Leave Status and Time Used Report

ReedDemo

Repor Period: §/28/2009 - /282009 Run dby: demo1@rgl.net

Total Number of Panicpants: 6 VisiDlity as: Eamong Dantez

Work Type: All Visiolity Option: Only selected person's drect reports

Leave Status: Al
Leave Reason: Al
Location: Al
Division: All

Leave
Received Benefit
Date

PlanStart StartDete PlanBnd Est. RTW Time Used Time Remaining

§TCTA1285422 UWSO " Erpoyee Heath Conaon Cortnucus CA-FRA Cpen Oenea Inegie 03132008 03202009 120772009 @R2e20%0 88 rours 392 hours
ST0741286422 URsSO " Empoyee Heath Conaon  Cormnous CA-"RA Cpen Fendarg 132008 09202009 Ca"1a7200% 12082009 88 rours 2 hours
§70TA1288422 URSO m Empioyee Heyth Conon  Cormnuous CT-AL. Open Oenea Inetigie 03132008 03 2020C% 01oa2010 26207 88 rours S52 hours
STOT4128842 UkSD " Erpoyee Heath Conaon Corenuous CT-AA. Cpen Fendrg 03132008 03202009 03122009 C1QY20% 88 nours SE2hours
STOTA128842 U0 " E~poyee Heath Conmon  Cormnucus OC-AL Open Oenea Exnauzted 03132008 0302009 01042010 R26:20% 88 rours S52 hours
STOT41288422 UKSO m Empoyee Heath Conmon  Coronuous OC-AML. Cpen Fenarg 03132009 002009 031442009 01020 85 rours S52 howrs
§T0TL128842 UkS0 " Empoyee Heath Conmon  Comtnucus LA Cpen Oened Inegie 0132008 03202009 120772009 Q26207 85 rours 252 howurs
§TCTA1288a2 UKSO m E~poyee Heath Conamon  Cormnuous LA Cpen Fenarg 03132009 0202009 03142009 120620C9 88 rours I hours
§7CT4128842 URS0 " Empoyee Heath Conaon  Cormmuous ME-FML Coen Oenea Exhouszted 03132008 09202009 112372009 229207 88 rours 12 hours
§TCTA128842 Ukso " E~pioyee Heath Conamon  Cormnuous ME-FML Copen Ferdrg 05132008 0920200 0342008 11222009 88 rours M2 hours
§70T41288422 UkSO " Empioyee Heath Conamon  Cormnuous CR-FML Coen Oenied Inegtie 03132008 09202009 120772009 Q22620 88 rours 232 hourz
STOTA1288a2 UkSo " Empioyee Heath Conamon  Cortnuous CR-AL Coen Ferarg 03132008 0202009 03122009 12082009 88 rours 392 hours
STCT41268422 UkS0 " E~poyee Hexth Conamon  Cortrucus RFAL.  Open Oened Exhauzted 03132009 02202009 1282009 22620 85 rours <432 hours
ST0T4128842 URS0 m Empoyee Heath Conamon  Cortnuous RFAML Cpen Ferdarg 031372008 0202003 03142009 121122009 85 rours 432 howrs
STOT41288422 URSO " Evpoyee Heath Conion  Cormnucus §TO Coer. Ferarg 03132008 09202009 OR'a2009 226200 AN 7

ST0TA128542 URSD m Empioyee Heath Conaon  Cortnuous VT-AAL Cpen Oened InegRie 03132008 02202009 12C7/2009 Q226209 88 rours 332 howurs
570741258422 UKSO " Empioyee Heyth Conaion  Cortnuous VT-FWL COpen Fenarg 05132008 03202009 342009 12062009 88 rours 292 hours
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Self-Service Reporting

New Leaves Received Report

This report lists information for leaves that were opened between the passed in start and end dates from the parameter list.
Besides potential filters through parameters above, the report automatically filters on the following:
= Requested Start date of the leave must be within the range of valid job from/thru dates for the employee

New Leaves Received Report

ReedDemo

Report Penod: 6/1/2009 - 9/28/2009 Run by: demo1@rgl.net
Total Number of Participants: 6 Visibility as: Edmond Dantez
Work Type: All

Visibility Option: Only selected person’s direct reports

Leave Status: All

Leave Reason: All
Location: All
Division: All

Leave No. Location ;vtaort'e( Relationship Leave Start Leave End
Bohlke, Luna 9849635 [2]
570741258422 UHS0 wi Employee Health Condition Continuous 09/13/2009 09/20/2009 09/14/2009 02/26/2010
555780799240 UHS50 wi Pregnancy / Maternity Continuous 09/21/2009 08/22/2009 12/17/2009

Broadhead, Robinette 989410 [1]

161567017765 CTAA RI Pregnancy / Matemity

Continuous 09/20/2009 00/25/2000 10/01/2009 12/01/2009
Burrow, Marikas 9849979 [1]

557588003807 CTAA wi Employee Health Condition Continuous 0/23/2009 09/24/2009 00/24/20090 10/15/2009
972826485404 NJMB wi Employee Heaith Condition Continuous 0e/20/2009 0e/25/2009 09/21/2009 11/11/2009
206105963822 NJMB wi Pregnancy / Matermity Continuous 09e/30/2009 0e/25/2009 10/01/2009 12/01/20090
834324538184 CTAA CA Employee Health Condtion Continuous o/13/2000 0®/23/2009 06/14/2000 11/27/2009
750880580542 B020 RI Employee Health Condition Continuous 0e/21/2009 09/23/2000 10/23/2009
680961030624 NJMB CA Pregnancy / Maternity Continuous 10/02/2009 0e/23/2009 10/05/20090 10/30/2009
9468027518888 NJMB CA Employee Health Condition Continuous 09/11/2000 09/23/2000 09/14/2009 11/27/2009
581927232008 NJMB CA Employee Health Condition Continuous 0o/23/2000 00/20/2000 10/29/2009
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Self-Service Reporting

Notification & Changes Summary Report

This report lists information about the authorized time periods an employee is away from work. It identifies the leave plans
the employee is authorized to use while away, the start and end dates of those leave plans, and the status of the leave plans.
Records marked as T (Today) indicate the Start Date, End Date, or RTW Date is the current date.

Data Element
Recordtype

EmployeeNumber
LeavelDExternal
OrganizationName

AbsenceReason
LeaveType
PlanName
OpenDate

AuthFromDate
AuthThruDate
DenialReason
EstimatedPartial RTW
ActualPartial RTW
EstimatedFullRTW

TimeUsed
LastDayWorked

PTOFlag
PayType
FullTime
EmploymentStatus

SupervisorName

Definition

New , Changed, Today or null
Employees First Name

Employees Last Name

Employees Employee Number

The Reed system identifier for this leave
From the client roster

Employee’s work state

The reason for the absence

Intermittent, Continuous, Reduced, Med Restriction No Lost Time

The leave plan covering the lost time

The date the case was opened

The current case status; open, closed, denied etc
Approved, Denied, Pending

Authorization From Date

Authorization Through Date

Reason plan was denied

Estimated return to work date (partial duty)
Actual return to work date (partial duty)
Estimated return to work date (full duty)

Actual return to work date (full duty)

Hours lost on this leave plan so far on this absence only.
Last Day Worked

From the client roster

If employee requested PTO

From the client roster (primary source)

From the client roster (primary source)

From the client roster (primary source)

From the client roster (primary source)

From the client roster (primary source)
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Self-Service Reporting

Notification & Changes Detail Report

This report includes the lost time hours for every date covered by any leave plan . There will be multiple rows, one for each
plan active for any part of that date. All statuses (Pending, Approved, Denied) are included in the report. The data included
will be for the date range specified by the user. New and Changed data outside that range will also be shown for the leaves
included in the report.

Definition
New , Changed, or null

Data Element
Recordtype

MiddleName

From the client roster
The Reed system identifier for this leave

EmployeeNumber
LeavelD
LeaveldExternal
From the client roster
mm/dd/yyyy format

EmployeeNumber
LostTimeDate

M ELWET The leave plan covering the lost time — there will be a row for

each plan applicable for the day or part of day. There can be
several leave plans active on the same day.

Decimal(5,2)

Denied, Pending, Approved

IntermittentOccurenceTyp

Start Time
EstimatedPartial RTW
ActualPartialRTW
PTOFlag

PayType

FullTime

EmploymentStatus

SupervisorName

Office Visit, Incapacity

This is not a field tracked in LeavePro™

Estimated return to work date (partial duty)
Actual return to work date (partial duty)

If employee requested PTO

From the client roster (primary source)
From the client roster (primary source)
From the client roster (primary source)
From the client roster (primary source)
From the client roster (primary source)
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Self-Service Reporting

Exhausted Denied Report

This report includes all leaves that are denied or completely exhausted, sorted by employee.

Exhausted Denied Report

ReedDemo

Report Periog: 10/1/2013 - 10312013 Run by: ReecDemoBReedGrowp com
Total Number of Participants: £ ViDilty 33: Kenneth Ames

work Type: All Vizilty Option: All employees

Leave Reason: Al

Locazon: Al
Oivizion: All
Leave
Recetved
Reason Date PhanStart Plan Bnd Est. RTW

L v _ LR S Syedg ) on Crrgicyee Mesth Conamios  Cortrucus VA Dervez Lo 101 12013 Wy W WD c c 0

[+ RS Saril ) OoR Lrrgicyee Mealh Conamos  Cortrucus OFLASMC  Derses Lateuend ool w3 W w3 [+] c <]
Beaupre, Matthew 98581 [2)

24500044000 oR Lrepicywe Mesth Conamo~  Cortrucue ALA ] 00378 Norcosourrent oreRaony QTR0 QrRDNIOYY fes o T M) [+] c 0

24500040000 oR Cregicyee Mesth Conamos  Cortruous VA Aporzved 0130708 o203 QYRR OrRXVICy WX 4 c 0

2450004 on Lregicyve Mesth Conamo~  Cortrucue VLA Derwe: PLeas Setge ) AZmroerere orRR2013 QrREm2n3 WA QWX c c 0

245000440000 or Crrgicyee Mesth Conamos  Cortruous OF LASMC  Agprowed 0130708 oMoy QrRaRY OraxvaOTy 00w 4m0 c <]

240000 o Lrrgioyee HMeath Conatios  Cortrucus OFLASMC  Derses 0030708 A roerwrve oreRronl QYN o0 QWX [+] [+] <
Broen, George 98552 [1)

oeog s e CA VEAzinoe No Lot Tire AlA Apcerved 0130801 arsu0n a0 ooy W0 [+] c <]

Accormrmadetons
eUn e e CA Ve No Lot Tierm ALA Derims xKaen Certfcaton Not Retu~ed oM oauNn3 wonze "N [+] c <]
Accoerrrodetons
E3ASATTUN0e0 AL Lregicyve Masth Conamo~  Cortrucus LA Aporzvead PRt o420 Q0243 e e b ] Q70T h o4 44 4dr
E3454000000 AL Crrpicyse Mesth Constion  Cartrucus VLA Derwe 013004 Medicn rezrraton U040 Q024203 amoey WRT [+] 4 o

|

0001 P27 4047 MDD Emgloyee Mesth Conailion  Cortrucus LA Penang w3 ornasod U203 RN 100vV2013 4 e o

o
(=]
o

S0001 FeT st MDD Ermgloyee Meath Consiion  Cortrucue IvA e Lane oeme et ornaamty W0 0w 100V2013
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Self-Service Reporting

Restriction Accommodations Detail Report

This report is on Restrictions data so that employees with ADA, LTD or STD leaves and employment restrictions can be managed.
Giventhat a client uses the Restrictions Module and/or the ADA, Disability, LTD Modules then informationis present a report.

Restriction Accommodations Detail
ReedDemo

Report Perod: 010172015 - 0211872015 Run by: kzappolo@resdgroup .com
Total Mumber of Participants: 5 Visibility as:

Leawe Typs: All Visibility Option: All employeses
Leave Status: AN

Location: AN

Diwision: All

Location Division Org Division Org

Name Caode MHame Work State Leave Reason

Frafinl, Kevin 451843854535 SB43E A Employes Heaith CondBon o1
=rafnl, Kevin 451843884535 SB43E A Employes Heaith CondSon o1
=rafnl, Kevin 451843884535 SB43E A Employes Heaith CondSon o1
=rafnl, Kevin 451843884535 SB43E A Employes Heaith CondSon o1
Gregory, Sean 98417

En=gory, Sean SagT0sdEeT41Z 9E44T = Employes Heaith CondBon 11
En=gory, Sean SagT0sdEeT41Z 9E44T = Employes Heaith CondBon 11
aEr=gory, Sean SAgTOsdEeT4IZ 9E44T = Employes Heaith CondBon 11
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