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Absence Management Self-Service Guide TheStandard

Web Portal URL: www.standard.com/absence

If you are a Supervisor or HR, after login you will see your landing page. From the landing page you
can generate reports for your employees, review your leave activity, and review your employees leave
activity.
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Dashboard

Gives a color-coded calendar overview of
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Summary of Absence/Leave Dataset

Provides a summary of absences by case #. This dataset provides key information such as: the start
date, the end date, absence status, and anticipated return to work date. Data can be filtered and

should be applied before generating reports. Download to Excel by selecting after
your data is returned.
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Data will batch when information exceeds the filter chosen. A “Warning” message appears Select “Next
Batch” until all the data is returned. m
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Not all data was returned, click Next to return more data or refine the search,

When all data is returned the message of “Success” appears.
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All data was returned.




Detailed Absence/Leave Dataset

Provides a detailed breakdown of absences by case #, entitlement and absences taken. This dataset
provides key information such as: the certification start date, the certification end date, the intermittent
frequency and duration, absences taken for continuous and intermittent leaves. Data is searchable,
can be filtered and downloaded to Excel by selecting after all data is returned.
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Detailed Absence/Leave Dataset
Absences/Leaves with leave details displayed in a searchable and sortable table.

If you have questions about a leave/claim or need assistance using the portal, please contact us:
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Email: absence@standard.com ‘ﬂ

If you have any guestions or need assistance, please feel free to email us or call us at (866) 756-8116.

> Email: absence@standard.com
» Phone: (866) 756-8116
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Absence/Leave

Provides detailed information at the employee level. To view your own file or other employees; type the
Employee’s name in the search bar as First Name Last Name, then select the employee.
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From the “Employee” landing page select either the Absence/Leave or Disability Claims portlet.
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When you access the Absence /Leave and Disability portlet, you can do the following:

Initiate a new Absence Case

by clicking the plus (+) symbol in the

upper right corner. A script will

generate, and you will need to choose

the reason for leave and leave type,

answer a series of the questions, read

the closing script, enter in pertinent

information in NOTES then select

CREATE CLAIM.

Access each Absence Case

filed by selecting the case #.
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Employees Own liness or Injury
Continuous
Open

Fri, Nov 16, 2018

20181206735

End Duration
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Open Continuous

Wed, May 2, 2018 Tue, jun 12,2018
Bweeks
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Jwesks 1 day
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The Date Summary and Dates Detail statuses are color coded so you can easily identify:
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Employee Landing Page

Select your landing page and/or your employee’s landing page to review their Absence/Leave Time

Summary by leave policy:

Absence/Leave Time Summary

Federal FMLA Regulations (&

I Fending - 0 weeks Il Approved - 0 weeks
I Deducted - 0 weeks I Remaining - 12 weeks

Balances are displayed by
leave policy

Each leave policy balance is
color coded. The policy
balance legend is captured

in each Policy.




