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Log into LeaveProtm 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!

Download Forms:

Member Wallet Card
A
B
C

Welcome VSDP Members!

This is your portal for Virginia Sickness and Disability Program 
Disability Claims Administration

News:

Short-Term Disability and Long-Term Disability management has changed 
from Unum to Reed Group as of May 1, 2015.
Read more

Training Materials:

Employees:
Employee Quick Reference
Employee Guide to Using LeaveProtm PDF
Employee Guide to Using LeaveProtm Online

Employers:
Employer Quick Reference
Employer Guide to Using LeaveProtm PDF
Employer Guide to Using LeaveProtm Online
Employer Communication ToolKit

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

vdp.leavepro.com
vsdpnews.pdf
http://www.reedgroup.com/vsdp-claims
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Log into LeaveProtm 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!

Download Forms:

Member Wallet Card
A
B
C

Welcome VSDP Members!

This is your portal for Virginia Sickness and Disability Program 
Disability Claims Administration

News:

Short-Term Disability and Long-Term Disability management has changed 
from Unum to Reed Group as of May 1, 2015.
Read more

Training Materials:

Employees:
Employee Quick Reference
Employee Guide to Using LeaveProtm PDF
Employee Guide to Using LeaveProtm Online

Employers:
Employer Quick Reference
Employer Guide to Using LeaveProtm PDF
Employer Guide to Using LeaveProtm Online
Employer Communication ToolKit

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

vdp.leavepro.com
vsdpnews.pdf
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 Click Forget your User ID? for help with 
your User ID

Log into LeaveProtm 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!

Download Forms:

Member Wallet Card
A
B
C

Welcome VSDP Members!

This is your portal for Virginia Sickness and Disability Program 
Disability Claims Administration

News:

Short-Term Disability and Long-Term Disability management has changed 
from Unum to Reed Group as of May 1, 2015.
Read more

Training Materials:

Employees:
Employee Quick Reference
Employee Guide to Using LeaveProtm PDF
Employee Guide to Using LeaveProtm Online

Employers:
Employer Quick Reference
Employer Guide to Using LeaveProtm PDF
Employer Guide to Using LeaveProtm Online
Employer Communication ToolKit

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

• 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

• Click the Employees
Tab for information 
about your 
employees

• Click the                 
My Reports Tab to 
access reports
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Search for an employee

Type any part of an 
employee’s name

Click Go

Click the employee you 
are searching for
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View employee information

The Employee Home page 
provides:
• Leaves of Absence

o Open Leaves
o Incomplete Leaves

• Job Information
• Personal Information
• 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:
• Date received
• Leave Title
• Time Period
• Leave Type
• Leave Schedule
• Hours Summary

• As of this period
• As of leave end

• Leave Summary
• Last day worked
• Estimated RTW

• Forms and Notifications

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

The Leave Detail Report 
provides:
• Personal Information
• Employment Information
• Leave Information
• Leave Plan Details
• 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

Click Next
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 
“Employee Health 
Condition: or 
Pregnancy/Maternity”

Do not request 
Long-Term Disability

Click Next
Or click Cancel to 
disregard leave request
Or click Save and finish 
later request
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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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Running Reports

In this lesson, you will learn how to:
• Run Ad-Hoc reports (on demand)
• Run Report Subscriptions (recurring reports)
• Set report parameters: 

oDates
o Leave reason
oWork Type
o Location
oDivision
oVisibility

• Choose a report file format: Excel, CSV, PDF
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Self Service Portal

Accessing Reports
To create, run and view 
reports click the 

My Reports tab

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

Reports that have 
already been run are 
listed.  Click  view 
details to view the 
report

If the report list is long, 
you may filter for 
certain report types
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Self Service Portal

Ad-Hoc Reports > Select Report
An Ad-Hoc report runs 
only when you request 
it to run, e.g. on 
demand

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

Click Next

Or click cancel to select 
Parameters
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Self Service Portal

Ad-Hoc Reports > Select FiltersSeveral parameters are available for 
Ad-Hoc reports

Select Start and End Date

You may use Shift+Click to select a 
range of choices or Ctrl+Click to select 
multiple choices 

• Leave reason

• Work Type

• Location

• Division

Select Visibility As and Visibility Option

• Only selected person’s direct reports
• My own and my peer’s direct reports
• All employees (this option may not be 

visible to all employers)
• Use My Own and my peer’s direct 

reports if “All employees” is not an 
option.

Click Submit

Or click Back to select report

Or click cancel to disregard report 
request
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Self Service Portal

Ad-Hoc Reports > Select Format & email notification

Click circle to select Report Format

Format choices for Ad-Hoc reports are 
PDF and Comma Delimited (CSV; Excel)

*Select the PDF option if you need the 
DAR in the one page per employee 
format.

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

Click Submit

Or click Back to select parameters

Or click cancel to disregard Ad-Hoc 
report request
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Self Service Portal

Ad-Hoc Reports > Wait for Report to Run

A confirmation of your report 
request displays here

You may continue to use 
LeaveProtm 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 
“n/a”

To view complete reports, click 
view details.
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Self Service Portal

Ad-Hoc Reports > View Report
When viewing details of a 
report, you see the parameters, 
delivery format, and email 
options that were selected.

Click Schedule Copy to run this 
report again with different
parameters, delivery, or email 
options

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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Self Service Portal

Report Subscription > Select Report

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
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Self Service Portal

Report Subscription > Select Filters
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

• Division

Select Visibility As and Visibility Option
• Only selected person’s direct reports
• All employees (this option may not be visible to all 

employers)
• Use My Own and my peer’s direct reports if “All 

employees” is not an option in the drop down menu

Click Continue

Or click Back to select report

Or click cancel to disregard report 
request
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Self Service Portal

Report Subscription > Schedule Recurrence
Select the recurrence pattern 

• Daily, weekly, monthly or yearly

• Which days, weeks, day of month 
or month of year

Select the start and end dates of the 
recurrence

Click Next

Or click Back to select report

Or click cancel to disregard report 
request
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Self Service Portal

Report Subscription > Select Format & email notification
Type a name for the report

Click circle to select Report Format

Format choices for Report 
Subscriptions are PDF and Comma 
Delimited (CSV; Excel)

*Select the PDF option if you need the 
DAR in the one page per employee 
format.

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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Self Service Portal

Report Subscription > Wait for Report to Run
A confirmation of your report 
request displays here

Your report will run at the next 
occurrence

Click Schedule Copy to run this 
report again with different 
parameters, deliver, or email 
options

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

You may continue to use 
LeaveProtm or other computer 
tasks while the report runs

Click Deactivate to remove this 
report completely

.
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Self Service Portal

Report Subscription > Wait for Report to Run

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

To view complete reports, click 
view details
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Self Service Portal

Report Subscription > View Report
Once a report runs, the report 
file will appear on the Report 
Detail screen.

Click the report name to open 
the report
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Employer Reports
Daily Action Report Shows start, end dates, effective days of pay (100/80/60) and if works compensation is involve.  Acts 

as an advice-to-pay report for Short-Term Disability that employers can use to update respective local 
payroll systems.

Open Leave Inventory Report For active employees during the 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

Closed Leave Report For active employees during the 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

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

Intermittent Leave 
Certification Report

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

Leave Status and Time Used 
Report

For active employees during the leave period, this report shows requests that have been completed 
(no partial or incomplete 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

New Leaves Received Report For active employees during the leave period, this report shows all leave requests: leave number, 
location, reason, type, last day worked date, request start & end

Notification & Changes 
Summary Report

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

Notification & Changes Detail 
Report

Detailed list including each day 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

Exhausted Denied Report 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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Self-Service Reporting

Open Leave Inventory Report
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Self-Service Reporting

Closed Leave Report
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Self-Service Reporting

Estimated RTW Report
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Self-Service Reporting

New Leaves Received Report
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Self-Service Reporting

Notification & Changes Summary Report
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Self-Service Reporting

Notification & Changes Detail Report
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Self-Service Reporting

Exhausted Denied Report


