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Quick Reference Guide (1-20 Steps)

How to Update an Existing Leave of
Absence Claim

This QRG is for managers, HR representatives and associates who
need to update the start date or leave reason of an existing leave of
absence for themselves or on behalf of an associate.

Last updated: December 22, 2025




STEP 1
Sign in to myACI then click on My HR
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Discover YOU,

STEP 2

Click on Leave of Absence
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Discover YOU,
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STEP 3

If you are an HR/People Leader, this section of the screen will appear for you.
Associates will not see the "Heads up People Leader, the new LOA portal is
live!" section on their view.

= myACl O Q

Leave Portal for

Heads up People Leader, the
new LOA Portal is live!

orr
Resources below

Please

Apply lor a leave of absence

i one of your assoclates needs to start a new leave of
Your role enables you to assist other astociates with loave requests. Use the action abzence, pleate follow the steps below:
below to submit any leave of absence request on behalf of an associate.

the button on the feft for

Submit a request

Uk b begin

Tigs Be sure to keep your caim number handy a5 you'Tl need it throughout your leave

process Meed s refreshes?

Links and Resources

Leave of Absence Resources

o If you are an HR/People Leader Updating Existing LOA request on behalf of
an associate, skip to step 11.

o If you are an associate needing to Update your claim for yourself, proceed to step 4.

Created with /2,206 3 of 15

s



STEP 4
Click on the claim number that you are needing to update your claim for.

= myACI- o ®

Leave Portal for

Welcome
Tos view detalls about your active claim, click on any claim number listed under Your -
current claims. Fram there, you can use Quick Actions Lo create tickets by selecting Yo“r current CIa‘ ms
the activity you need.
For additicnal information and rescurces about leave of absence, visit Links and
Resources below.
Bag Continunus
AC-25- Employees Own lliness or
Apply for a leave of absence Injury

Pates: clalm Start 2025-09-30 10 Claim Eadt 2025-09-30
Click sp submit a renw claim spplication for yoursatt Dates: clalm Start 2025-09-50 1o Claim End: 20250

Your role anables you to assist othar associates with leave requests. Use the action

below to submit any leave of absence request on behalf of an associate. i )
“E Intermitien

AC-25- Care of a Family Member

Dates: claim Start 2025-10-20 1o Claim End: 2025

Submit a request

Apphy for
time o, or s

Chek to bagin

Tip: Be sure to keep your claim number handy as you'll need it throughout your keave
process.

Links and Resources

Leave of Absence Resources

Leave definitiors, useful finks, and

STEP 5

Click on "Update your claim" in the quick action section.

AC-25- | % |
Leave Reason and Type
Laawe § Emplayaes Cwn linass o ingury
Leave Type: Carinuous

Workers Compensation
Mo

Claim Owner

Last Dacument Received On
2025-11-07

Uze thie below buttons to submit quick actions for
wour leave

Submit Supporting
Documents

t adocurmant for
i claim

Return from leave

what date you'ne
seuming

Update your claim

Submit achangs 1o
resan o date
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STEP 6

Select one of the three reasons you are needing to update your claim for.

Submit a change for
l_:laim number AC-25-

Changes are pending review to make sure Leave of Absence
records are accurate with actual reason or dates of time away
from work.

I need to change my leave start date

I need to correct the

CANCEL LEAVE CLAIM

Click to cancel your leave request

Daseriptian

Drag and Drop

seliect or diog filas hare,

STEP 7

Based on the reason you are needing to update your claim for in question 6,
answer the question(s) that populate for the update leave reason.

Update leave reason

Seloet the coect keave o

Adoption / Foster Care
Bareavement

Bonding

Care of a family member

Employees own illness or injury
Military Leave
Decupational

Personal leave of absence
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STEP 8

Use the detailed description box to enter any additional information about
the Update your claim request.

Changes are pending review to make sure Leave of Absence
records are accurate with actual reason or dates of time away
from work.

| need to change my leave start date

Changing the claim reason
‘Corrected reason will be Care of a family memiber

CANCEL LEAVE CLAIM
Chek to cancel your leave request

Descrigtion

Drag and Drop

| Select ar deop fles here

File Name File Size &

Mo data to display.
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STEP 9
Drag and Drop any documents in this section.
NOTE: Documents must be in PDF or JPEG format that are no larger than 8MB.

IMPORTANT: Wait for the document(s) to FULLY upload before moving to next step.

Cl i a2k Leave of Absence
records are accurate with actual reason or dates of time away
Trom

I need to change my leave start date

Changing the claim reasen
Cormected reasar will be Care of o farmily mermier

CAMCEL LEAVE CLAIM

Chek b paere el yiur o st

‘ Deseription

l Drag and Drop

Sstict ar drap s hera

Flle Mame = File Size =

M data to disply

Otherwite, it

STEP 10
Click on "Submit Change" to save and submit your updates to your claim.

Change: fing review Leave of Absence
recards are accurate with actual reason or dates of time away
trom work.

I nead ta change my laave start date

Changing the claim reason
Cormected reason wil be Care of a famiy member

CANCEL LEAVE CLAIM
Chick to cancd your leave request

Emscripsion

Drag and Drop

Select or drop files here.

File Hama File Siza

Mo efata to diglay.

Otharmis,

Subemit Change
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o If you are an HR/People Leader Updating Existing LOA request on behalf of
an associate, start here.

STEP 11

Click on "Submit a request" to navigate to Update Existing LOA request.

Welcome
To view details ahout your active claim, dlick on any claim number listed under Your

current claims. From there, you can use Quick Actions to create tickets by selecting
the activity you need,

For additional information and resources about leave of absence, visit Links and
Resources below.

Apply for a leave of absence

Click to submit 8 new claim application for yourself,

Your role enables you to assist other associates with leave requests, Use the action
below to submit any leave of absence request on behalf of an associate.

-

Submit a reque

Tip: Be sure to keep your claim number handy as you'll nead it throughout your leave
process.

Links and Resources

Leave of Absence Resources
afnitin link

other leave informarion

Ao
17

Your current claims

Pedew Comfinuous
AC-25- Employees Own lliness or
Injury
lairy FU25-09-30 to Clabm End: 2025-09-30
e | tir
AC-25 Care of a Family Member
Dates: claim Start 20251020 to Clam End: 20251020
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STEP 12

Enter the subject for the leave request.
EXAMPLE: Sally Jones | 986645 | Change Leave Reason

= myAcI* n ®
Leave of Absence Request b3
B 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 myACl-benefits.com.
[ Subject ”

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

Affocted Party -
Mature of request -

Required
Description

Please conlirm that all attachments have been fully uploaded and processed before submitting Uhe tickel. Otherwise, it can cause (ssues when viewing the attachments

Drag and Drop
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STEP 13

In the Affected Party, enter the Employee ID (EID) of the associate who you are
needing to update their existing LOA for.

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

= myACI- n ®
Leave of Absence Request ®
o | TS categaey i used for/whan applying LOA ar submit informatian regarding an LOA o the Centrafized Leave Team.
+Ba

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

o5 | 1734567 | Change Leave Reasan

A Alfected Party refers o the associste ingiacted by (his ficket, Plaase ensure the corredt assodate & designated as the alfedied party, a5 1his eniry could alfect pay.

orm that all have been fully d processed bed benittng the ticket. Otharwse, 1h5UES When Vg

Drag and Drop

STEP 14
Select "Update Existing LOA" from request category.

= myACI- o ®
Leave of Absence Request x
sacs | This category is used far/when applying LOA o submit information regarding an LOA (o the Centralized Leave Tearn.
- bac

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

Subiect
Sally Jones | 12534567 | Change Leave Reason |

----- iy this ticket. ¥l the correct dosignated as rt v could affect p -
.......... - |
ply for LOA

i Update Existing LOA |
. Report intermistent leave time off 1

Return from LOA

Sybmit supparting Docsment

1 w Othern '

Call Contar Inquiry
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STEP 15

Enter the leave of absence claim number (ClaimVantage AC#). 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.

= myAL!- LB [ o
Leave of Absence Request *®
s This category is used for/when applying LOA or submit inf ion ding an LOA to the Centralized Leave Team.

+ Bacl

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

Subject
Sally Jones | 12345467 | Change Leave Reason

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

Mfested Party

Nature of request
Updiate Existing LOA
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STEP 16

Select the reason needing to update the associates LOA claim for.

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

Sublect

Sally Jones | $86645 | Change Leave Reasan

Arn Affected Party refers to the sssaciate impacted by this ticker. Please hy iate s designated as th a5 this erriry Py

Plaase confie that sl attachiments have bean fully uploaded aad processed belors submitting the ket Ddberwiss, It can caise issuss when viewing the altachmants

Drag and Drop
Silat G i Fas

STEP 17

Based on the reason needing to update the associates existing LOA claim for
in question 16, answer the question(s) that populate for the update reason.

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

Sublect

Sally Jones | $86645 | Change Leave Reasan

A Afected Party refers to the associate impacted by this ticket. Please hy iate s designated as th a5 this erriry Py

Change ar | T Abrasi s e l - oo
Dates. Lerwn Ry
| [ | s the st et o the 0
LD D C
| e fram [ | hange d B
Raguied R
Seseriptios
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STEP 18

Use the detailed description box to enter any additional information about

updating the associates existing loa claim request.

-

Sally Jones | 1234567 | Change Leave Reason

Neatire af reguess -
Update Existing LOA

ClaimVantage AC Nurmber (Found on sry LOA letter)
AC-24-123458

WWhat b Ui goerict reasan far the LOA %
Care for child

Drag and Drop
| Salector drop files here,

I File Name 2 File Size
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STEP 19
Drag and Drop any document(s) 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.
e o N

Nature of request 55
Update Existing LDA

ClaimVantage AC Number [Found on aery LOA leer)
AC-24-123456

Drag and Drop

Select or drop files here.

File Name &

No data to display.
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STEP 20

Click on "Save" in the lower left corner of the screen to save and submit the
update existing LOA request.

NOTE: If you do not click "Save", the updates will not be submitted to the claim.
e . ~

Alfecititarty,

Hiture of recquest =
Update Existing LOA

Claimyantage AL Mumber {Found on any LG letterh
AC-24-123454

‘What i the correct reason far the LOA

Care for child
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