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Quick Reference Guide (1-17 Steps)

How to Submit Supporting
Documentation for an Existing LOA

This QRG is for managers, HR representatives and associates who
wish to submit supporting documentation for an existing leave of
absence (LOA).

Last updated: November 10, 2025




STEP 1
Sign in to myACI then click on My HR.

Good afternoon,
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STEP 2

Click on Leave of Absence
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Good afternoon,

My HR
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STEP 3

If you are an HR/People Manager Submitting Documentation on behalf of an
Associate, click OK then proceed to step #9.

If you are an Associate Submitting Documentation for yourself, proceed to step #4.
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Heads up Peopie Leader, the new LOA
Portal is live!

Please encourage your assoiate to use the new LOA portal as their
primary resource for managing leave, as it empowers them to self-serve
and access timely. accurate information.

If ane of your associates needs to start a new leave of absence, please
follow the steps below:

1. Open a ticket using the button on the left for “Swbmit a

Request".
2. Follow the prompits fo start your leqve request.

Need a refresher?

Chisck ot the quick reference guids linked here
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STEP 4

Click on the claim number that you are submitting supporting documentation

for.

= myAcl®

Welcome

This i= your perzonalized Leave of Absence Portal To view details about your claim,
simply click on the daim numier below. For mare information about leave of absence
in general look to the right panel.

Submit a request

Mgply for leave, upload documents, report inderrnitient
2wz o, oF SUBME Y renem-to-work date

Click ta begin

Tip: Be sure 1o keep vour claim nurmber handy 25 you'll nead it thioughout your leave

n O

Links and Resources

Leave of Absence Resources

Leaae detinitons, Lsatul bnks, and
ather leave information.

process.

C\fNumbei/ Status © StartDate = End Date © Leav Type ©
[AC-25—38 Fending 2025-00-30 2025.09-30 Continuous ]
AC-25-38 Pending 2025-10-20 2025-10-20 Intermittent

STEP 5

Click on "Submit Supporting Documents" in the quick action section.
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AC-25-38 [x]

Leave Reason

Employees Own lness or iy

Leave Type
Cantmuaus

Estimated Return to Work

Claim Owner

Workars Compensation
Ho

Last Document Received On

No Document Receved

Lise the below butions to submit guick actions for
your leave

Submit Supporting
Documents

Subimit a docurnens for
this claim,

Return from leave

Tall L what dlato yau're
retuming
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STEP 6

Use the detailed description box to enter any additional information about
the Submit Supporting Documents request.

Submit a document for
claim number AC-25-
38 =

Using this form you can submit documents to the Centralized
Leave Team.

Descriptian

Drag and Drop
Salect or drop files hera,

File Name 3 File Size
Mo data to display.

Please confirm that all attachments have been fully uploaded and

the ticket. it can cause issues

before
when viewing the attachments
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STEP 7

Drag and Drop any documents in this section.

NOTE: Documents must be in PDF or JPEG format no larger than 8MB.

Important: Wait for the document to fully upload before moving to the next step.

Created with W

Submit a document for
claim number AC-25-
g

Using this form you can submit documents to the Centralized

[ Drag and Drop

Select or drop files here.

File Name 3 File Size
Mo data to display.

uploaded and
can cause issues

efore
iewing the att;
Submit Documert{s)
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STEP 8

Click on "Submit Document(s)" to save and submit your documentation.

NOTE: Please confirm that all attachments have been fully uploaded and processed before
submitting the ticket. Otherwise, it can cause issues when viewing the attachments

Submit a document for
claim number AC-25-
38

Using this form you can submit documents to the Centralized

Desiription

Drag and Drop

Select or drop files here,

File Name & File Size 2 /

Certification of Hea... 125544

een fully uploaded and
h it can cause issues

STEP 9

HR/People Manager Submitting Documentation on behalf of an Associate
steps.
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STEP 10

Click on "Submit a request” to navigate to submit a ticket.

HR/People Manager: Be sure to have the CV Number for the associates claim you are
submitting documentation for, as you will need it when submitting your ticket.

= myAcl” o 8

Leave Portal for

Welcome Links and Resources

This is wour personalized Leave of Absence Portal To view details about your claim,
simply click an the claim number below. For mare information about leave of absence
in general lock to the right panel. Leave of Absence Resources

Leave de u links, an
ther loanve information
Submit a request

J

Tip: Be sure to keep your clzim number handy &5 you'll need it throughout your leave
process.

CV Mumber 2 Status < Start Date 3 End Date 2 Leave Type
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STEP 11

Enter the subject for the leave request.

Example subject: "Sally Jones | 986645 | Documentation”

= myACI- n @

Leave of Absence Request X

i This category is used for/when applying LOA or submit information regarding an LOA to the Centralized Leave Team.
« Bac

Explore a range of new leave of absence resources on myACI-benefits.com.

—
Subject
Sally Jones | 986645 | Documentation

&

An Affected Party refers to the associate impacted by this ticket. Please ensure the correct associate is designated as the affected party, as this entry could affect pay.

Affected Party -
Nature of request =

Required
Description
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STEP 12

In the Affected Party, enter the Employee ID (EID) of the associate who the
documentation is being submitted for.

An Affected Party refers to the associate impacted by this ticket.

= myACI-

Leave of Absence Request

This category is used for/when applying LOA or submit information regarding an LOA to the Centralized Leave Team.

+ Badck

Explore a range of new leave of absence resources on myACl-benefits.com.

Sally Jones | 9866445 | Documentation

d as the affected party, as this entry could affect pay,

An Affected Party refers to the associate impacted by this tickes. Please ersure the corect associate is o
[

Aftected Party

STEP 13
Select "Submit supporting Document” from request category.

Expilore a range of new leave of absence resources on myACI-benefits.com.

Sending in medical documentation”

A Allected Party refers to the assocste impacted by this toket, Pleass snsure the cormect associote is designated as the alfected party, a5 this entry coubd affect pay,
Al tid Party -
Apply for LOA

Uplate Existing LA
Report intermittent leave time off

Return from LOA&

Submit supporling Document
~ amd processed before submitting the ticket. Otherwise, it can couse Bsues when viewing the attachments
Call Center Inquiry

File Name o File Size &

Mo data 1o display.

Save
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STEP 14

Enter the leave of absence claim number. This can be found on email
notifications that are sent from the Centralized Leave Team (CLT).

Example: AC-24-123456.

DO NOT SKIP THIS STEP. It's important that we have the accurate case number.

Explore a range of new leave of absence resources on myACI-benefits.com.

Sending in medical documentation”

An Affected Party refers to the assodiate impacted by this ticket. Please ensure the correct assodiate is designated as the affected party, as this entry could affect pay.

Affected Party

Nature of request
Submit supporting Document

mber (Found on any LOA letter)

Drag and Drop

Select or drop files here.

File Name < File Size *
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STEP 15

Use the detailed description box to enter any additional information about
the documentation being submitted.

Explore a range of new leave of absence resources on myACl-benefits.com.

PRecqutra
A Affected Party refors to the assocate impacted by thas ticket. Pl | a= the affected party, as this entry could affect pay.
I d Part b
Matur Ll o

Please confirm that all attachments have been fully uploaded and processed befare submitting the ticket. theswise, it can cawse fzaes when viewing the attachments

Drag and Drop
Select ar drog files here

File Mame = File Size 2
N data to display.
Save
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STEP 16

Drag and Drop your documents in this section.

NOTE: Documents must be in PDF or JPEG format no larger than 8MB.

Important: Wait for the document to fully upload before moving to the next step.

Subject
Sending in medical documentation”

An Affected Party refers to the associate impacted by this ticket. Please ensure the correct associate is designated as the affected party, as this entry could affect pay.

Affected Party

Nature of request
Submit supporting Document

ClaimVantage AC Number (Found on any LOA letter)
AC-24-123456

Drag and Drop

Select or drop files here

File Name < File Size <

No data to display.

Save

Created with W 13 of 14


https://tango.ai?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 17

Click on "Save" in the lower left corner of the screen to save and submit the
documentation.

If you do not click on the Save button, the documentation will not be submitted to the claim.

Subject
Sending in medical documentation™

An Affected Party refers to the associate impacted by this ticket. Please ensure the correct associate is designated as the affected party, as this entry could affect pay.

Affected Party -

ature of request
Submit supporting Document

ClaimVantage AC Number (Found on any LOA letter)

AC-24-123456

Please confirm that all attachments have been fully uploaded and processed before submitting the ticket. Otherwise, it can cause issues when viewing the attachments

Drag and Drop

Select or drop files here.

File Name < File Size <

No data to display.
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