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Self-Service Portal 
Employee User Guide 

Alight Worklife’s AbsenceConnect, is a self-
service platform that provides efficient and simple 
ways to create and track your requests. This guide 
outlines the various self-service capabilities 
available for users. 
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Employee Landing Page 

https://lithiadriveway.absenceconnect.ca/

When you log in as an employee, the landing page will display the below options: 

• Submit a request - To open a new case click on ‘Submit Your Request’ and go to ‘Submit a Request’ page.

• View cases - To review your past and current cases, click on ‘View Cases’ to go to the Home page.

1.1 Submit A Request 
Starting a new claim request is effortless with AbsenceConnect self-serve portal. Click ‘Begin’ to start the process. 

Choose the reason for creating the request. Select the option that is applicable to your situation and click ‘Next’ to fill in the 
details. 
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Fill accurate information and upload supporting documents, as required.  
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To begin uploading relevant documents, click on ‘Upload Documents’. 

 

Select the document type. 

 

 

Click on ‘Upload’ and select the file from your computer. 
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Click on ‘Upload’. 

 

 

Once the documents are chosen, click on “Save” and the documents will be uploaded.  They will then be listed on the case 
information page under the Documents section. 
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Review all the details, verify all documents uploaded and click ‘Submit’  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on ‘Next’, review the details, and submit. 

 

You also have the option to save the details and resume later. 
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If you want to change any information at this point, click ‘Edit Details.’ Submitting the details will create a new case for this 

request. 

Click ‘OK’ to acknowledge your case submission.  
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1.2 View Cases 

To view your case history, go to the home page and click on ‘View Cases’.  

View your current and previous cases here. Select the case you want to edit or close. You can also upload documents on 

this page under ‘Case Actions.’ 
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Select ‘Report Return to Work’ if you are returning to work. Fill the required details and click ‘Submit’.  

 

 

Enter return-to-work date and select the return-to-work type from the drop-down. 

 

The options for return-to-work type are: 

• Full Time 

• Gradual 

• Modified Duties 

• Gradual Modified 
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Once the details are submitted, the case information will be updated under the return-to-work information section. 

 
 

1.3 Edit Personal Information 

To update or change any personal information, click ‘Profile’ and select the category to ‘Edit’.  

Employee information that can be updated (depending on the configurations chosen by your company) are: 

• Mailing Address 

• Phone Numbers 

• Email 

• Communication Preferences 
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