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Accessing LeaveProtm

Å In this lesson, you will learn how to:
o Register as a new user in LeaveProtm

o Log In to LeaveProtm

o Change your Password
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Register as a new user in LeaveProtm

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

Click LeaveProtm Self-Service Portal

You will be directed to the LeaveProTM login 
page

Click Register Here

http://www.reedgroup.com/vsdp-claims
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Log In to LeaveProtm

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

Click LeaveProTM Self-Service Portal

You will be directed to the LeaveProtm login 
page

Enter your User ID and  Password

Click Log In

http://www.reedgroup.com/vsdp-claims
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Change your Password
Go to : www.reedgroup.com/vsdp-claims, 

Click LeavePro Self-Service Portal

You will be directed to the LeaveProtm login 
page

Enter your User ID and  Password

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

http://www.reedgroup.com/vsdp-claims
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LeaveProTM for Employers  > Check on Disability Claims

Å In this lesson, you will learn how to:
o Search for an employee
o View employee information
o View and print claim information
o Create new leave request
o Change dates of leave request
o Cancel leave request
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Employer Home Page

Å Click the Employees
Tab for information 
about your 
employees

Å Click the                 
My ReportsTab to 
access reports
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Search for an employee

Type any part of an 
ŜƳǇƭƻȅŜŜΩǎ ƴŀƳŜ

Click Go

Click the employeeyou 
are searching for
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View employee information

The Employee Home page 
provides:
Å Leaves of Absence

o Open Leaves
o Incomplete Leaves

Å Job Information
Å Personal Information
Å Leave Plan Balance 

Sheet
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View and print claim information

Click the Leave ID you 
would like to view
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View and print claim information

View claim information:
Å Date received
Å Leave Title
Å Time Period
Å Leave Type
Å Leave Schedule
Å Hours Summary

Å As of this period
Å As of leave end

Å Leave Summary
Å Last day worked
Å Estimated RTW

Å Forms and Notifications

Print claim information:
Click Print leave details
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View and print claim information

The Leave Detail Report 
provides:
Å Personal Information
Å Employment Information
Å Leave Information
Å Leave Plan Details
Å Leave Chronology

From your browser, select the 
print function to print the 
report to either paper or a PDF
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Create new leave request

Click 
Create New Leave Request
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Create new leave request

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 or call the 
ReedGroup service center 
to open the new leave at 
877-928-7021.

ClickNext
Or click Cancel to 
disregard leave request
Or click Save and finish 
later request
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Create new leave request

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

ClickNext
Or click Cancel to 
disregard leave request
Or click Save and finish 
later request
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Create new leave request
Select a Leave Reason 
and optional brief 
description

Note: Short-Term 
Disability is either 
ά9ƳǇƭƻȅŜŜ IŜŀƭǘƘ 
Condition: or 
Pregnancy/Maternatyέ

Do not request 
Long-Term Disability

ClickNext
Or click Cancel to 
disregard leave request
Or click Save and finish 
later request
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Create new leave request
Enter
Provider/Treatment 
Dates

ClickNext
Or click Cancel to 
disregard leave request
Or click Save and finish 
later request
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Create new leave request
Enter
Illness/Injury date, a 
description, if this was 
work related and if 
ȅƻǳΩǾŜ ŦƛƭŜŘ ŀ ǿƻǊƪŜǊǎΩ 
compensation claim

ClickNext
Or click Cancel to 
disregard leave request
Or click Save and finish 
later request
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Create new leave request

Enter Leave Dates

ÅStart Date

ÅEnd Date (use the Date 
Calculator to enter the 
number of weeks)

ÅLast Day Worked

ÅEstimated Return to 
Work (full duty)

ClickNext

Or click Cancel to 
disregard leave request

Or click Save and finish 
later request
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Create new leave request

Enter Leave Type

Å Continuous

Å Reduced Schedule

Å If Reduced Schedule, 
enter the number of hours 
by day

ClickNext

Or click Cancel to 
disregard leave request

Or click Save and finish 
later request
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Create new leave request

Verify all entries

Å Personal Information

Å Employment Info

Å Leave Reason

Å Leave Dates

Å Leave Type

Å Leave Summary

ClickNext

Or click Cancel to 
disregard leave request

Or click Save and finish 
later request



©2015 ReedGroup. Confidential and proprietary information. Do not duplicate or distribute. 25

11/21/2017

LeaveProtm for VSDP Employers

Create new leave request

On the Employee Home 
page, you will see a 
confirmation that the leave 
has been requested.

Short Term Disability
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Create new leave request

On the Leave of Absence 
page, the leave will have a 
determination of 

άtŜƴŘƛƴƎ 5ŜǘŜǊƳƛƴŀǘƛƻƴέ

From here, the 
ReedGroup service center 
begins processing 

See the 

Short-Term Disability 
process for more 
information

Short Term Disability
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Change dates of leave request

On the Leave of Absence page, 
click Change dates of leave

Short Term Disability
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Change dates of leave request

On the Leave Change page, 
enter the updated 

start dates

and end dates

Click Next

Or click Cancelto disregard 
request for change of leave 
dates
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Change dates of leave request

On the Leave Summary 
page, verify the leave 
changeis correct

Enter an optional note or 
comment

Click Next

Or click Cancelto 
disregard request for 
change of leave dates

Short Term Disability


