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Accessing LeavePto
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Register as a new userlieavePrt
Log In to_eavePr8y'
Change your Password
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SearcHor an employee

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

Running Reports
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Run AdHoc reports (on demand)

Run Report Subscriptions (recurring reports)
Set report parameters

Choose a report file format: Excel, CSV, PDF

Employer Reports
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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 Detall Report
Exhausted Denied Report
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LeavePré&" for VSDP Employers

A In this lesson, you will learn how to:
0 Register as a new user in LeavéPro
0 Log Into LeavePfd
o Change your Password
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LeavePré&" for VSDP Employers

Register as a new userlieavePrs

G O tO :WWW' reed q ro u D . CO m/VSd'ﬂ:Iai mS 0 ReedGrc)up SOLUTIONS ~ RESOURCES ~ WHOWEARE  CAREERS  CONTACT  BLOG I*I

Canada Site
;ggm WELCOME!
System

ClickLeavePrt SelfService Portal

LOGIN TO LEAVEPRO SELF-SERVICE

Employees Employers

%) ReedGroup

Youwill be directed to thd_eavePrd"login Dedicated Absence

User ID
Management ETX) x|
page Password
Track and manage leaves of I......... ]

absence with LeavePro™.
Quick access to the leave
information you need.

» Forgot your User ID?
» Forgot your password?

Absence Management That Works Set up your configurations to run regularly and get P DI e
tified when they are available [ S—————

- : C ﬁ nee : . Standard Reports Include: New Leaves Received, Open First time user? Register here
CIICkReg ISter H ere mmmmmm’ 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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http://www.reedgroup.com/vsdp-claims

LeavePré&" for VSDP Employers

Register as a new userlieavePrs

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
a )
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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LeavePré&" for VSDP Employers

Register as a new userlieavePrs

Z) ReedGroup

New User Creation

Enter The fields below to create your user account

Secure password tips
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

& Supply a User ID, 0
Password Password and
— Email to create a
Confirm Password \_ USER )

Correspondence Email

Confirm Email

cancel Next

© 2013 Reed Group Ltd., All Rights Reserved
Privacy Policy
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LeavePré&" for VSDP Employers

Log In to LeavePfd

v
SOLUTIONS RESOURCES ~ WHO WE ARE CAREERS  CONTACT  BLOG I !
&) ReedGroup

Canada Site

Go to :.www.reedgroup.com/vsdglaims

ClickLeavePrd" SelfService Portal vigna _— \WELCOME!

System

LOGIN TO LEAVEPRO SELF-SERVICE

Employees Employers

Youwill be directed to the_eavePr" login 2/ ReedGroup

page Dedicated Absence
Management

[Bob 1] x|

Enter your User ID and Password

Password
Track and manage leaves of

absence with LeavePro™.

ClicklLo g In ——Cuickcaccess lo e loave

information you need.

|0...0..0. I

» Forgot your User ID?

» Forgot your password?
Absence Management That Works Set up your configurations to run regularly and get » Log in heip
notified when they are available [ R ————————
Run ad hoc reports

: : Standard Reports Include: New Leaves Received, Open First time user? Register here
mmm W’ Leave Inventory, Leave Status and Time Used, and more.

L Register Here > J

® 2015 Reed Group Ltd., All Rights Reserved
Privacy Policy
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LeavePré&" for VSDP Employers

Change your Passworc
Go to :.www.reedgroup.com/vsdgelaims

QReedGroup SOLUTIONS ~ RESOURCES ~WHOWEARE ~ CAREERS ~ CONTACT  BLOG I*I

Canada Site

Retirement
System

ClickLeavePro SeBervice Portal Vifgi“ia WELCOME!

LOGINTO LEAVEPRO SELF-SERVICE

EOVEES Employers

%) ReedGroup

Youwill be directed to the_eavePrt login
page

Member Log In

Dedicated Absence

User ID
Management ETX) x|
Password
Enter your User ID and Password Ll [eeerseees |
Quick access to the leave Login >

information you need.

CIICkForgOt your password’) . .»e; » Forgot your User ID?

» Forgot your password?

Or Clickorget your User ID7or help with Setup you conigurntions 0 rwn reguiary snd oct [N A

conﬁmmmpnm i Standard Reports Include: New Leaves Received, Open First time user? Register here
I ; nclude: New Leaves Ret , s
your User | D mmmmgpemmn % Leave Inventory, Leave Status and Time Used, and more.

L Register Here > J

® 2015 Reed Group Ltd., All Rights Reserved
Privacy Policy

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 8
11/21/2017



http://www.reedgroup.com/vsdp-claims

LeavePré&" for VSDP Employers

>

A In this 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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LeavePré&" for VSDP Employers

A Click theEmployees

Employer Home Page

MY REPORTS

EMPLOYEES

e - My Home

b t Welcome to interactive Absence Manager (iAM), your seli-®mWice 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 U yo U r Settings & Preferences link at the top of the pags-#re-set your pazsword or set up your e-mail address to receive report nofifications and other communications from this application. Click on Site

Help at the top right for additional iAM yusef®siie help.
employees

Here's what you'll find gl

Iployees - 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 ReportsTab to
access reports

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 10
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LeavePré&" for VSDP Employers

SO oo

Employee Search

Type any part of an Emol Search
SYLX 28880a yI Y& veesears

Search for an employee

MY REPORTS ADMINISTRATORS' TOOLS

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

_ Find an Employee
ClickGo \lﬁm al

C“Ck th%mployeeyou 2 results returned.

. Alan, Josh
are searching for Empioyee Number: 21730
Email: JAlan@reedgroupdemo.com
Sherwood, Alicia

Employee Number: 11145
Email: ASherwood@reedgroupdemo.com

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 11
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LeavePré&" for VSDP Employers

Viewemployee information
HOME m MY REPORTS ADMINISTRATORS TOOLS
The Employee Home page

provideS' Alicia Sherwood: Employee Home
= Select a diferent employee
A Leaves ofAbsence '

(0] Open Leaves Create New Leave Request

0 Incomplete Leaves Open Leaves
A Jobinformation

A Personal Informatio
A Leave Plan Balance
Sheet

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

oot R G pate oD

Employee Health Condition - 6607 042072015 053172015

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, 19949
Job Status: Active
Job Title: SALE REFP
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 &00

Leave Plan Balance Sheet

(oo Pan Ve e A e Remanng_ewveremsons

Short Term Disability 26 Cw Employee Health Condition,Pregnancy/iMaternity
Lang Term Disability Unlimited III Lang Term Disability

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 12
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LeavePré&" for VSDP Employers

View and print claim information

HOME m MY REPORTS ADMINISTRATORS TOOLS

Alicia Sherwood: Employee Home

= Select a diferent employee

Leaves of Absence Create New Leave Request

Open Leaves

Click thelL.eave IDyou
would like to view

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

oot R G pate oD

439866306607 Employee Health Condition - 6607 042072015 053172015

Incomplete Leaves

Leave D teavere  Sanbate  Enapae |
221001951925 1925 continue...
224087764563 4553 continue...

Personal Information

Name: Alicia Sherwood Employee #: 11145
Email Address: ASherwood@reedgroupdemao.com Hire Date: Thursday, August 12, 19949
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:

Leave Plan Balance Sheet

Short Term Disability
Lang Term Disability

(oo Pan Ve e A e Remanng_ewveremons

Sun Mon Tue Wed Thu Fri Sat
800 000 000 OO0 800 300 800

26 Cw Employee Health Condition,Pregnancy/iMaternity
Unlimited III Lang Term Disability

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 13
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LeavePré&" for VSDP Employers

View claim information:

Too To T T>o o o

To

A

Print claim information:
ClickPrint leave details

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

Please review the information below 'E;H'd ng the employee’s leave. If this is an open leave, you may cancel the lkeave (if not yat started) or change the lkeave dates under certain
Leave Title circumstances. If applicable, you may also repont intermittent time or confirm the emp oyee’s returm to work date by clicking on the active (blue) links below.

. . < go back to employee summary
Tlme 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 - 05/21/2015 Change dates of leave
Leave Type: (Cor b | o
Leave Schedule Available Actions{_Print leave details ]

HOUfS Summary Leave Schedules

A As of this period Continuous
A As of leave end 4/20/2015 - 5/31/201f

Leave Summary

A Last day worked
A Estimated RTW

Forms and Notifications Hgérs used: Hours available:

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

Sun Mon Tue Wed Thu Fni Sat
g:00 0:00 000 0O:00 800 800 B:00

Haours Schedujéd

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

Hours used: Hours available:

Leave Summary

Last Day Worked: 04172015

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

Forms and Motifications

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

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 14
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View and print claim information

Print Leave Detail Report: 439866306607

Personal Information:

The Leave Detall Report N Aica Sheruoos

E-mail Address: ASherwood@reedgroupdemo.com
p rOVI d eS : Employment Informa i:rn.' p
Personal Information it Do 81211568
Employment Information N
Leave Information Wbk haires. 10125 IESTIOOR DRVE

Suite 210
Westminster, 00 80021

Leave Plan Detalils it

Work Stat:  California

Leave Chronology J ] I 0 L T M

ol | U | DO U | S

Too o Too T I

[es]

Employment Contacs:

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

From your browser, select the
print function to print the o ot conso

report to either paper or a PDF Lo Tye: Comnusieme
s

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

T Fours Scheduled | 500 | 000 | 000 [ 0700 [ 500

EDD|B
5 [ Leawe Plan{s):
(@ '|(-j:'} https.//demo-stage.reediamtest.com/secure/er )D - E:;TL. 5 :-p:r
:m Ed\ View Favorites Tools Help
Date Submitied: 04082015
New b Curl+T 1813 Initisl Requesied StartDate: 04202015
Duplickte tab Cirl+K Initial Requesied End Date: 05312015
New wigdow Ctrl+N
New ses{ion Estimated RTW Date: 06012015
Open... Ctrl+O
Edit with Mlicrosoft 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 Pl D4DEZ01E G55 AMMOT | Self Service Intake completed, Assigned case manager
- oy T@?eedgmupde'ne.cum

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 15
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LeavePré&" for VSDP Employers

Create new leave reques

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 Sherwood Employee #: 11145
Email Address: ASherwood@reedgroupdemo.com Hire Date: Thursday, August 12, 1999
Gender: Female Job Status: Active
Date of Birth: Saturday, Movember 30, 1965 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

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

6:00 0:00 000 O00 &00 800 800

Leave Plan Balance Sheet

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

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 16
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LeavePré&" for VSDP Employers

Create new leave reques

HOME m MY REPORTS ADMINISTRATORS' TOOLS

View Personal Information

Alicia Sherwood: New Leave Request

Note: If anything appears
Incorrect either Navigator
doeS nOt have CorreCt Title: Fin_at.l'hlame:* Middle Name: Last Name: * Suffix:
information or employee L v [Akia | | [Sherwood LV
requested an update with
Reed Group. Please make
sure Navigator is updated
with employee
information or call the

. Preferred address for sending leave-related correspondence
ReedGroup service center o wai
to open the new leave at - PersoralEmai
877-9287021.

Please verify that all employee information is cormect.

Employee Information

Email

Work Email  |ASherwood@reedgroupdemo_com |
Personal Email| |

Notification Preferences

S Save and finish later Cancel Mext

ClickNext

Or clickCancelo
disregard leave request
Or clickSave and finish
later request

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 17
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LeavePré&" for VSDP Employers

View Employment and Job
Information

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

iInformation

You are also prompted for
Health Care Provider
Information

ClickNext
Or clickCancelo

Create new leave reques

[T PEOY ITIET (110

Pleaze verify that all employee job information iz correct. 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|  [caiifomia v| [no v [8/12/1999 lm | e
FLSA Exempt Occupational Category Management Pay Type Supervisor Union Member? Union Mame

| v | v|  |Notselected V| | v|  |motselected 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 WESTMOORDRIVE | (Suite 210 | |Westminster | [United States v
State Postal Code *

|C|:|Ic:radn V| |EDC|21 |

Work Schedule

If work schedule is 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 (e.9. Monday through Friday, 8 hours per day) and comect, please verify other job information and click Next to continue.

Sun * Maon * Tue * Wed * Thu * Fri % Sat *
Hours Minutes Hours Minutes Hours Minutes Hours Minutes Hours Minutes Hours Minutes Hours Minutes

el [ov] ][y bl [ev] bfmy] By b [@v] b][@Y]

Current schedule information is effective as of 08/12/1999

Changes should be effective as of | | @

2 Save and finizh later Cancel Next

disregard leave request
Or clickSave and finish
later request

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 18
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Create new leave reques
Select d_eave Reason

and Optlonalbrlef HOME m MY REPORTS ADMINISTRATORS' TOOLS

description
P Alicia Sherwood: New Leave Request
N Ote S h 0 r—tTe m Personal Information Revisit Personal Information
Employment Info Revisit Employment Info

Disabillity is either

14 ANN pal pal B o O SO
a 9 Y L‘Jf 2 e S S I S I.‘.“.'A NlNMDDKl enter any perzonal, 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
CO n d |t| O n 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 notified of all leave requests.
14
P reg n an CyW| ate rn atyE Updates via the web apply only to your FML leave.
Leave Reason
Reason for Leave Reguest:
Do not request =
. - Dizability
Long TermDisability Long Temm Disabilty

Personal or Family Health imum
Employee Health Condition

Pregnancy or Adoption/Foster Placement
Pregnancy/Maternity

ClickNext

Or clickCancelo
disregard leave request
Or clickSave and finish
later request

> Save and finish later Cancel Next

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 19
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Create new leave reques

Enter

P rOVI d e r/T reatm e nt Piazz2 anter Information Tor 3l enabied fiekde.

Dates Provider/Treatment Dates
Provider 1
Firat Hame: Middle Hama: Last Hama:
I | | | |
Phone Humber [$xx-Eis-Kxxs): Ext
I | | |
Firef Traatmant Diate: Most Recent Treatment Date: Haxt Treatment Date:
I lm | G} I |
Provider 2
Firet Mame: Middis Mama: Last Mama:
I || ||
Phone Number [xxy-£xe - Ext.
I | | |
First Traatment Data: Mozt Recent Treatment Date:  MWaxt Treatmeant Date:
I lma | |@ I |m
Provider 3
Firet Mame: Middis Mama: Last Mama:
I | | | |
Phons NUmber [§xx-Eys- K] Ext.
I || |

CI ICkN eXt Firef Traatmant Diate: Most Recent Treatment Date: Haxt Treatment Date:

1 = = =
Or clickCancelo | o | | |

disregard leave request
Or clickSave and finish
later request

> Zave and Tinl=h later Caancsl] Hext

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 20
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Create new leave reques

Enter

lliness/Injury date, a
description, if this was
work related and if inessnjury DR ey Gsscribe the Tiness, gy TRt
82dzQ3S FAif SRYH—s2°NY SNEQ
compensation claim

Condition was work retated:

Hava iuu filed [or do you plan to flls) & clalm for workers' compenaation?

ClickNext > save and finieh latsr Cancel Next |
Or clickCancelo

disregard leave request

Or clickSave and finish

later request

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 21
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Create new leave reques

Please enter information for all enabled fislds.

Enter Leave Dates

Leave Dates

'8Start Date Start Date of Leave: # End Date of Leave: #
|05/11/2015 = 5 (0612112015 8 E (Date Calculaton)
AEndDate (usehe Date Lot Doy Worked
Calculator to enter the 05/0812015 |
Estimated return to work (full duty): Actual return to work (full duty):
number ofweeks) CETIIT i

Save and finish later Cancel Next

A ast Day Worked /

AEstimated Return to
Work (full duty)

ClickNext

Or clickCancelo
disregard leave request

Or clickSave and finish
later request

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 22
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Create new leave reques
Enter Leave Type A ——

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.

A Continuous N Leave Type

® Continuous Leave

A Reduced SChedL”e \ “ou will not return to work until after the end of your leave.

A (0 Reduced Schedule
If Red u Ced SChed u I e y *'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 I N o 2 2 o 2 o 2 o N 2 I 7

Save and finish later Cancel Next

ClickNext

Or clickCancelo
disregard leave request

Or clickSave and finish
later request

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 23
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Create new leave reques

Verify all entries

Personal Information

A e > Revlzlt Pereonal iInformation
A Employment Info #mb=} Revialt Empln!llTrrEn‘tII'IT-ﬂ'
A Leave Reason m@ Ravlalt Legve Feason
A Leave Dates V Ravizlt ProvidenTreatmant Datas

A LeaveT —_—_—
e€ave lype Employee Health Condiion }lealt Employee Health Condition

A Leave Summary '

Lesve Dates > Revielt Leave Dates
—Lzave Typa > Rsviait Leavs Typs
_lesve Symmany > Revielt Lagve Summary

¥ou have complaied the leave Intake pracess. Once you click submi an acknowiledgemernt packet will b= auiomatically genarated, this kstier will b= malied to you of you can click on your
new leave and print the letter from this she. Flease review all Information and retum completed fomme promptly. Should you have any queeiions regarding your request, pleaee call 1-50i0-

ClickNext -

Leave Confirmation

Or CI IC ance to ¥our leavs 1D is 112025128412, Pleas: reference thie numibier when contacling us regarding this leave.

disregard leave request

®  save and finish Iater Cancel Submmit

Or clickSave and finish
later request

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 24
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Create new leave reques

On the Employee Home HOME m MY REPORTS ADMINISTRATORS' TOOLS
page, you will see a

confirmation that the leave—— Q
has been requested.

Your leave of absence has been successfully created. Your laave ID Ie 816502323513,

Alicia Sherwood: Employee Home

Select 3 different employss

My

Leaves of Absence Create New Leave Request

Open Leaves

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

Loave D Loaveide R o e Endote

616502823313 Short Term Disability 05/11/2015 06/21/2015

Name: Alicia Sherwood 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 Fllilmore Ave. Hours Worked Last 1600
Address: Westminster, CO 80021 12 Months:

UNITED STATES Work Address: 10155 WESTMOOR. DRIVE
Phone Numbers: Home: (303) 583-1234 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

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 25
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Create new leave reques

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

p ag e ’ th e | e ave WI | | h ave a Employee Summary Change dates of leave Cancel leave

determination of Alicia Sherwood - Leave of Absence: #616502823813

r a = A LA Please review the information below regarding the employee's leave. If this is an open leave, you may cancel the leave (if not yet started) or change the leave dates under certain circumstances.
G t S y- R 7\ y 3 5 S l S rapplicable. you may also report intermittent time or confirm the employee’s retumn 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

ReedGI’OUp SerV|Ce Ceﬂter Available Actions: Print leave details
begins processing

Leave Schedules

Continuous
51112015 - 612112015

Sun Mon Tue Wed Thu Fri Sat

See the Hours Scheduled 8:00 0:00 0:00 0:00 800 800 800

Short'Term Dlsablllty Hours Summary (as of 05/11/2015)

process .fOI’ more Hours used: Hours available:

|nf0rmat|0n Long Term Disability 0 Long Term Disability MN/A

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

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

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

From 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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LeavePré&" for VSDP Employers

Change dates of leave reques

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

clickChange dates of leave Employee Summary  Change dates offeave  Cancel loave
Alicia Sherwood - Leave of Absence: #16502823813

Ple3ee review e Infarmatian below ragarding the employee’s leave. IThIs IE an open Rave, You may cancel the leavea (If not yet starad) of change thea i2ave daies under cartain circumeEancae
WClE, YOu may ale0 repom Intamittent dme or confirm the employee’s reium 1o work date by clicking on tha aciive (Diue) INKE bekow.

< g back to am

Date Received: 0401/
Leave Tithe: Short Term DI
Time Period: 05/11/2015 - 08721/201
Leave Type: Contimuous Leswve

Available Actions: Print leave details

, (Open) Cancel leave
hange dates of leave

Leave Schedules

Continuous
51172015 - 6/21/2015

Sun Mon Tue Wed Thu Fri  5Sat
Hours Scheduled 200 00 0O:0d 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 MA

Leave Summary

Last Day Worked: 05082015
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)
05112015 08212015 Pending Determination Continuous Leave Lang Term Disakbility
Forms and Motifications

Thera are currenty no forms of notifcatione avaliabie far you 1o download anline of you do not have penmission 1o view this Infarmation. i you fesl there are notifcatione ar forms thatl ehould be
nere please contact your leave manager.

©2015 Reedsroup. Confidential and proprietary information. Do not duplicate or distribute. 27
11/21/2017




LeavePré&" for VSDP Employers

Change dates déave 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 Reguested End Date: 6:21/2015
5/11/2015 o [07/05/2015 @ & (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

ClickNext >

Or clickCancelo disregard
request for change of leave
dates

Cancel Next
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LeavePré&" for VSDP Employers

Change dates déave request

On the Leave Summary =
page, verify thdeave
changeis correct

Enter an optionahote or
comment

Short Term Disability

ClickNext

OrclickCancelo
disregard request for
change of leave dates
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