
Accessing Intake
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For customers configured with Intake, you can File a Claim or 

Absence from the Account Summary, Claim Center, or Disability 

Policy Information pages. It then displays the main Intake page. 

The File a Claim IWT will only appear when the user has the ability to 

file. If they already have an open STD/LTD claim, they cannot file 

another, so the IWT is unavailable. But you can enter multiple FML 

claims, so the IWT for that will always be available. 



Beginning the Intake Process
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File a Claim page include 3 main 

sections: 

• Pre-Script section with an 

explanation of the process. This is 

customizable at the Group level. 

• Get Help section with phone 

numbers and hours of operation

• About preferred Questions



Step 1: Work History
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Collects the date you last worked, and your work state. 



Step 2: Reason for Your Absence
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The reasons are based on Eligibility, as determined via UIS. These 

may include: 

• OSHC: Continuous and/or Reduced, and for Maternity

• New York Paid Family Leave

• Care of Family Member

• Child Bonding

• Long Term Disability



Claim / Absence Type
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Selecting these will go to the Model Office flow: 

• OSHC: Continuous and/or Reduced, and for Maternity

• New York Paid Family Leave

• Short Term Disability

• Long Term Disability

Selecting these will go to the FMLA Standalone flow: 

• Care of Family Member

• Child Bonding



MO Step 3: ICD Diagnosis Codes
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For STD/LTD, you can enter or search for ICD and Comorbid 

codes. Search works by type ahead. 

For NYPFL the ICD / Comorbid codes are preset (Z759). 



MO Step 4: About You 
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Collects information across 3 sub-steps. Pre-populates fields via UIS. 



MO Step 5: About Your Absence 
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Collects Absence details across 4 sub-steps.  



MO Step 6: About Your Doctor
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Provide Doctor information



MO Step 7: About Your Employment
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Collect Employment information across 5 sub-steps. 



MO Step 8: About Your Finances
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Provide Financial Information. 



MO Step 9: About Your Other Income
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Provide your Other income across 2 sub-steps. 



MO Step 10: Customer Specific Questions (option)
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In some cases a Customer may have additional questions. 



MO Step 11: Review and Submit
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See a review of all questions and answers. 

You can update any section by returning to it. 

You would then revisit all other sections as needed. 

Previously information may need to be re-entered based on 

how you answer the questions. 

The Password requested is Group specific.



MO Final: Claim is Submitted
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A list of your Claim number(s) is provided. 

The post-script informs you of the follow-up process. 

The text is configurable at the Group level. 


