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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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https:/ /lithiadriveway.absenceconnect.ca/
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° 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.

olightyyq_r,}gllife
My Cases

Submit a Request

Choose the reason for creating the request. Select the option that is applicable to your situation and click ‘Next' to fillin the
details.
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Submit a Request

Fill accurate information and upload supporting documents, as required.
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My Cases

Submit a Request
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To begin uploading relevant documents, click on ‘Upload Documents’.

All document/s must adhere to the foll Q) FEqQuUAr
Total size of all Gocuments cannot exceed 15 MB

ument should not be encrypted or password protected

« Document file name cannot exceed 100 characters, and should
o File formats must e jpg. jpeg. bmp, gif, png. 1 tif, pat

Document(s)
To upload your document, please seiect document type first, then you can upload your
documont, Repeat this step 10 upload multiple documents, Submit cace all documents are

uplodsed

Document Type * :
ype Select document type v

Add Additional Documents

Select the document type.

Select document type w

Select document type
Medical

Correspondence

Other

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

« Document should not be encrypted or password protected
« Document file name cannot exceed 100 characters, and should
« File formats must be jpg.jpeg. brp, gif_prg, tiff tif_padf

Document(s)

To upload your document, please select document type first, then you can upload your

document. Repeat this step to upload multiple docurnents. Submit once all documents
are uploaded

Document Type Other -

Add Additicnal Documents

test].txt

test2 txt

B s

-

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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RETURN TO WORK INFORMATION CASE ACTIONS
ot o
Rt 1o Work Date A
Returm 1o Work Type: HA

Repart Return to Work Details

* partd MRAng MEEchions &NCOr BCOOMMOUIANONS MIgR! el

DOCUMENTS

Review all the details, verify all documents uploaded and click ‘Submit’

Revvwrm B Sulbemit

¥ou'ne almost fieshed. Let's make sure everything is cornect

Shon Term Dagakelny

Aeguest Detads

First Date of Abdabrds
DOt 2021

Land Dy Wicriues
-0 2001

Wi S tha dineis wpury preven? pou from perlormang pou ok
11-0c-3021

Wit 0 O BT A P T weork !
Qe

PMeare provide ary addibonal detads which may be Feipbu 1o The Case Warager
L

Previcus

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

Cancel || Resume Later |m

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.

olightworklife
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Submit a Request

New Request

Incident Summary

hort Term Disability case # 96179 has been created and submitted for review

Next steps
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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.’

alightworklife

AbsenceConnec
My Cases
Welcome Goarav Masiwal

CURRENT CASES CASE ACTIONS
View All (6) >
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Select ‘Report Return to Work' if you are returning to work. Fill the required details and click *Submit’.

olightwg al l_.ife

Report return to work date

Please enter the date and type of returm 10 work

Faoturm 30 work dote

8

Retuen 20 work Type

Select retumn o work type v

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

Report return to work date B

Please enter the date and type of return to work

Return to work date

o

Return 1o work Type

Select returm to work type W

The options for return-to-work type are:
e FullTime

e Gradual

e Modified Duties

e  Gradual Modified
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Retumn to work ype

Select return to work type v
Select return to work type

Full Time

Gradual

Modified Duties

Gradual Modified
L

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

RETURN TO WORK INFORMATION CASE ACTIONS
Setem———
Returm 1o Work Derte: OB 2021
Return 1o Waork Type: Full Time

* partal means resinciions andor accommodations mght exis

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:
e Mailing Address

e Phone Numbers

e Email

e Communication Preferences

11
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My Cases

Goarav Masiwal

PERSONAL INFORMATION
lailirsg Acdr ess
Phone Number(s) ARemate Madling Address

Effective Dates
Email

COMMUNICATION PREFERENCES

Motifcathons

JOB INFORMATION

Emgloyes Status Prowince

Communication Preferences - Edit

Hotification Preferences
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