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Overview

MetLink is a secure portal which is available on both desktop and mobile platforms, offering a host of
benefits administration capabilities supporting the many products and services available through MetLife.

The MetLink Reporting experience offers access to Absence and Disability Claim information in report
formats, enabling easy access to information needed to support benefits administration functions. This
user guide focuses on the reporting aspect of MetLink and will help users navigate the capabilities and
features available for Absence and Disability reporting. The features to be covered in this User Guide
include how to:

e Create a Report Package

e Find a Report Package

e Report Package Details

e View and Download a Report Package

e Delete, Rename, Share/Unshare and Transfer a Report Package
e View Sample Reports



Dashboard
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Welcome to MetLink

Upon logging in, the user will land on the Dashboard. The Dashboard tab (located on the navigation bar) is
highlighted to let a user know where they are within MetLink.

There are many functions and features available from the Dashboard page that include Important Messages and Claims
Center Information.

Important Messages

Some services in connection with your
coverage may be performed by our affiliate,
MetLife Services and Solutions, LLC. These
service arrangements in no way will alter
Metropolitan Life Insurance Company's
obligation to you. Your coverage will continue
to be administered in accordance with
Metropolitan Life Insurance Company’s
pelicies and procedures..

The Important Messages feature provides users with access to site-level information such as upcoming maintenance,
activity, etc. Directional arrows are available at the bottom of the card to navigate to the next or previous message(s)
if multiple messages are posted



Report Center

The Report Center tab, found onthe navigation bar, brings the user to the main Report Center page.

. Meti.ife Welcome

DASHBOARD CLATME REPORT CENTER

From the report Center landing page, the user can:

e C(reate a Report Package - Request a report of several reports and view sample reports

e Find a Report Package - Access previously requested report packages

Report Center

Find and review reports you have run

CREATE NEW REPORT PACKAGE

D Find a Report Package

All fields are required uniess noted

View Sample Reports

‘ Search By v FIND % Refresh search results
Filter page view
% Customer Mame % Report Package Name % Product Type % Date Submitted % Frequency + Status Action
- R 10/27/2022 . . H
est Report 1 Disability 343 EM Next run: M/& Submitted :
TestP 5 Absence 10/17/2022 Weekly Complete Success H
estlackages Management 11:13 AM Mext run: 10/31/2022 10/24/2022 06:21 AM .

Total Records:

Show 10 results per page




Create A Report Package

A report package can consist of a single report or multiple reports. The steps below outline how the user
can build reports, select the frequency they wish to receive the reports and select other report criteria. A
user may navigate to “Create Report Package” from either the Report Center (below) or from the Report

Package Details page (located on page 15).

Report Center

Find andi review regarts you have run

CREATE NEW REPORT PACKAGE Views Sarmpls Repart

p Find a Report Package

Alf flelds are required unless noted

search By - FIND £ Retresh search resulis

view Absonce Management Reports

4 Customer Name 4 Report Package Name  # Product Type 4 Date Submitted 4 Frequency 4 Status Action

Mothing to display, when you create report packages, they will be isible in this section.

When selecting Create Report Package, the user will land on the Create Reports Package page.

ssapn cam ¢ e szt s &

Create a Report Package

20 Selact Reporc Type

3 Repont
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Step1 Name and Schedule Your Report Package: A user must name the report package (a minimum
of three characters is required, and no special characters may be used) Depending on entitlements, the
user may have access to multiple reporting products, and will have the option to select Absence
Management or Disability from the drop down.

The user will have the option to
e Run the report package immediately or
e C(reate a schedule.
e Select the timing and
e Save preferences for the report package.

When all required fields are selected the Next button will be highlighted.
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@ Name and Schedule Your Report Package

Would you

Orunimmediately O create a Schedule

e  When the user selects the radio button under “Would you like to run this report package
immediately or create a schedule?” the next question will populate and change, based on the
selection.

Would you like to run this report package immediately or create a schedule?
@ Run Immediately O Create a Schedule

Please select your save preference:

@ Run & Do Not Save O Run & Save

The report package will run now and be available in Report History for 72 hours.

7can:el m

The user will be defaulted to requesting their report package to “Run Immediately” and “Run
& Do Not Save,” the user has the option to change to any of the following options:

1) “Run Immediately” and “Run & Do Not Save,” the report will remain available and
accessible to the user for 72 hours and then removed from view. This is the default if no
changes are made.

2) “RunImmediately” and “Run & Save”, the report will be saved and accessible to the user
for 183 days.

3) “Create a Schedule” and “Run One Time”, then the report will require a Run Date selected
to be generated and the report will remain available and accessible to the user for 72 hours
and then removed.

4) “Create a Schedule” and “Run Recurring”, then the report will require recurring schedule
to be generated and the start date . The ongoing reports will be archived and remain
available and accessible to the user for 183 days.



2.

If the user selects Create a Schedule, they must then specify “Run One Time” or “Run Recurring.”

“Run One Time” is the default setting where the user must enter a future date to run the report and the report
will remain available and accessible to the user for 72 hours and then removed. The calendar icon to the right of
the “Run date” text field allows a user to select a date.

Would you like to run this report package immediately or create a schedule?
O Run Immediately @ Create a Schedule

Would you like to run the report package one time or on a recurring schedule?
@ Run One Time O Run Recurring

Create One-Time Run Date

Select a future date to run a one-time report package. After it's generated, the report package will be retained in Report History for 183 days,

Run date

EE

cancel m

If “Run Recurring” is selected, the Frequency and Start Date must be entered. Depending on the product, the
frequency options may vary (daily, weekly, monthly) .

Would you like to run this report package immediately or create a schedule?

O Run Immediately (®) Create a Schedule

Would you like to run the repert package one time or on a recurring schedule?

O Run One Time (®) run Recurring

Set a Recurring Schedule*

After it's generated, the report package will be retained in Report History for 183 days
Frequency

’ir‘u'eak y v | 0

Start Date:

_
— m

EE

For more information about the scheduling rules for each frequency when selecting “Run Recurring”, the user

may click on the © icon. Recurring packages will continue to run based on the date parameter options selected
in Step 3.

Keep in mind, some reports can be generated for certain frequencies. If you select a frequency and the report
you wish to run is not shown in Step 2, it’s not available in that frequency. Return to Step 1 to update the

frequency.

e Select the Next button to proceed to Step 2



Step 2 Select Report Type: A user has the option to select the types of reports available based on their
entitlement to include in the report package. Additionally, if the user selected “Run Immediately” or “Run
One Time,” in Step 1, they will have the option to select the reporting period (dates of actual reporting
period will/can be selected in step 3 Report Parameters).

e Selectreport or reports to be included in
your report package by clicking on the radio
box next to the report name. The user may
view Sample Reports by clicking the link of
the report name to see the report view and
confirm it includes the necessary details.

e After selecting the desired reports, click next
to proceed to Step 3.

Step 3 Report Parameters: The content
displayed in this step will populate based on the
selections made in Steps 1 & 2. Default selections

are set for both Category and Report Parameters.

If a user chooses to complete the report package
with the default settings, they may simply select
the NEXT button to move to Step 4.

However, a user may customize the Category
and Report parameters to meet their reporting
needs, by clicking on the Category Parameters
or Report Parameters links.

() Name and Schedule Your Report Package

© select Report Type

Select reports to be included in your report package. MetLife recommends setting Report Parameters in Step 3 for reports marked with asterisks (+++).

iew sample reports by product type

Absence Management

Select All

3 Report Parameters

w\ew & Submit

4

Name and Schedule Your Report Package

Select Report Type

Report Parameters

Please review category parameters and customize the data that appear in your report package. You may also select additional fields when setting r

eport parameters

Collapse all rows

Absence Management

) 4
CATEGORY PARAMETERS

eport Parameters

®

Absence Intermittent Detail

=

Absence Status Detail eport Parameters

®

Combined Absence and Disability Status Detail report eport Parameters

®

Employees with Multiple Absences eport Parameters

=

Status Change Report eport Parameters

Cancel

Review & Submit



Category Parameters: The options available within the Category Parameters offer the ability to

customize a report package case structure and how the report output is organized. The selections
made within the Category Parameters will apply to each report within that category. Default options

appear whenthe Category Parameters card is opened.
selection will remain. Custom options include:

Organize Data by:
e (Customer Number
e Group/Report Number
e Subcode
e Branch/Paypoint

To proceed with your chosen category
parameters, click NEXT.

Report Parameters: The selections made in
the Category Parameters will be displayed in
the Report Parameters but are not editable.
TheReport Parameters allow you to select
individual filters for each report in the report
package. Each report can be filtered by Work
State and Location Code. Additional options
and fields will vary based on the reports
selected.

NOTE: To save any changes made to the
Category or Report Parameters, the user
must click the NEXT button at the bottom of
the pop-up window.

Once the desired Category and Report
Parameters have been selected, click the
NEXT button at the bottom of Step 3 to
proceed to Step 4.

Step 4: The Review and Submit step provides
the user the opportunity to review all of their
report package selections made in Steps 1
through 3 prior to final submission.

If no parameters are selected, the default

Category Parameters

Report Parameters:

Repors Fields List

Optional Fields

Users may update any of the selections made in the previous steps. Note: Ifthe user changes
any options selected in prior steps, they must review subsequent steps as they may need to be
changed. The user will be able to review all selected options prior to submission and may select

"update” if changes are necessary.
"' Review & Submit

e and Schedule Your Report Package

Report Package Name

Tst Rpt

Customer Name /
Number

Product Type:

Would you like to run this
report package

Update

Select Report Type

Report Parameters

ation for Reporting within Profile & Preferenc
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e A check box with the option to notify the user when the report package is available for
download. This will prompt an email sent to the user notifying them that the report package has
generated and ready for viewing.

e Alink allowing the report package to be shared with another user this process which is discussed
later in this guide. Note, the recipient must have entitlement to view the reporting being shared.

e After reviewing the selections, click the Submit button.

Once submitted successfully, the following message will display. Users will then be taken back to the Report Center
homepage. After clicking the refresh link, the new report package will be listed in the package summary table.

Success! You have created your new Report
Package

neg

If technical difficulties prevent the report from being created, the following message will be displayed. Clicking OK
will return the user to Step 4 of the Report Creation process, where they can re-submit the request.

Unsuccessful! Creating New Report Package
Failed!

Due o technical difficulties. your request cannot be processed at this time. Please try to resubmit.

11



Find a Report Package

The Find a Report Package feature enables the user to search for a specific report package by Report Package Name

or Product Type. Clicking the arrow in the “Search By” dropdown box allows you to choose which parameter to

search by. After selecting a search parameter and entering a corresponding value in the adjacent field, click Find to

conduct the search. A list of report packages matching the search criteria will be displayed.

Report Center
Find a Report Package
[ cneare wew erort uciace | Vi Sl s All fieflds ore required uniess noted
D Find a Report Package
PTE—-—— Search By

Report Package Mame

 Customer Name Report Package Name  # Product Type #Date Submitted  § Frequency Status Action

Product Type

opmn :
e Bt 1 Distrbey S e rur N Subriced H >

FIND

e Sorting: To sort any of these columns in ascending and descending order, click the corresponding *
button.

< Customer Name = Report Package Name < Product Type < Date Submitted = Frequency S Status Action

e Customer Name

e Report Package Name
e Product Type

e Date Submitted

e Frequency of Report
e Report Status

12




o Filtering: Select the Filter page view dropdown arrow and choose from the following available

options:

o Status (Pending, Complete Success, Complete Error)
o Requested Date (Submitted, Completed)
= A Date Range dropdown has the following options:

Today

Yesterday
Previous Week
Previous Month
Previous 3 Months
Previous 6 Months
Custom Date Range

Click ‘Apply’ to apply the filter.

Filter page view

+ Customer Name ¥ Report Package Name & Product Type % Datesu[ Status:
[ submitted
Teact B . 10/27/202] Complete Success
Test Report Disability a3 |5r-.-1

Test Package 2

Absence
Management

Test Report 1

Absence 09/30/202
Management 4:27 PM

Requested Date:
(®) submitted

Date
O Completed
Date

Today

Reset filters

APPLY

Status: This column will display the status for each report package in the list. A list of possible package
status descriptions is shown below.

Status Description
Pending Package has been submitted but processing has not started
Submitted Package has been submitted and processing has started

Complete Success

Package has completed and the reports are available for usersto view and download

Complete - Error

Package has failed to run due to an entitlement issue

Results per Page: Thenumber of report packages displayed in the Summary View defaults to 10 results
per page. To change the number of report packages displayed, select the dropdown box atthe bottom of the

list.

13




Actions: The ‘Action’ column in the list displays the : button. The following actions are available (and are

also available in the ‘1 want to ... dropdown box on the Report Package Details page): Delete, Rename,,
Share and Transfer.

Filter page view

% Customer Name % Report Package Name % Product Type % Date Submitted % Frequency < Status Action
- . Absence 10/17/2022 Weekly Complete Success
e Management 11:13 AM Next run: 11/07/2022 10/31/2022 06:23 PM H >
Test Package 2 Absence 09/30/2022 Mext run: NJA Complete Success — >
= Management 4:27 PM P 0%/30/2022 04:32PM  Rename
Share
_ N Absence 09/30/2022 ) | Complete Success
est Package 2 Management 11:38 AM Next run: N/A 09/30/2022 11:44 AN | Transfer >
Total Records: Show 10 results per page v

When a user selects an action item, a pop-up window will appear for the user to enter information
required for the specific action.

Note, that if a user is accessing the Report Center to view a report that was shared with them, the
interface may be slightly different.

14



Report Package Details

Toview the details of a specific Report Package, from the Report Center page a user may:

1. Select the underlined Report Name, or

2. Select the ' @ ueon displayed at the end of each row.

Report Center

Find and review reports you have run

CREATE NEW REPORT PACKAGE

View Sample Reports

p Find a Report Package

All fields are required unless nored

‘ Search By v ‘ FIND

g =P,
®s Befresh search results

Filter page view
%+ Customer Name % Report Package Name % Product Type % Date Submitted

% Frequency % Status Action
Test Report 1 Disability ;P;';";ﬁﬂﬂ Next run: NfA Submitted E
Test Package 2 Absence 10/17/2022 Weekly Complete Success :
~ESLTackage < Management 11413 AM Next run: 10/31/2022 10/24/2022 06:21 AM -

Total Records:

Show 10 results per page




Report Package Details Page Expanded:
When selecting any one of the options to view the details for a specific Report package, the user will be taken to the
Report Package Details page where the following information is displayed:

1. The “I Want to’ feature” provides a user with the same capabilities as the Action Menu on the Report Center
page. Upon selecting the drop-down a user can select to share/un-share, rename, transfer, or delete a report.

2. The Currgpt Package Reports tab contains information for recently run report(s) included in the report package.
For each report, there will be a summary card displaying the product name and the report name, as well as a
details icon to view the report’s details.

3. When areport is run on a scheduled basis, the historical versions can be found by selecting the Report History
tab located next to the Current Package Reports tab.

4. Breadcrumbs: a navigation tool which reveals to a user where they are within the application. A user can
navigate to another page by selecting the hyperlink of that page. For example, by selecting the Report Center
hyperlink, the user will navigate back to the Report Center.

5. Basic information such as: Customer name, Report package, name, report status, shared information when the
report package is shared with another user(s).

Report Center [ Report Package Details i
Report Package Details
iaw report package details and history
Iwant to... v
Customer Name:
Delete Report Package A
Report Package Name: Test
Share/Unshare
Status: Complete - Success
s Transfer
Last Run: 051072021
Purge Date & Time: (05/13/2021 08:05 PM Rename M

Create Report Package Report Center

Twantto... -

Current Package Reports Report History Report Parameter Details ] k
D The report packages shown below were built based on previously selected parameters.
 tare
STD/LTD
-
Claim Status Summary
Download

16



e Scheduled reports run on a recurring basis and stop when deleted or when ownership is transferred.

It is recommended that users always download reports and save them to a secure location, for future
reference.

Current Package Reports Report History.

Report History

View your scheduled run history.

% Archive version % Archive Date/Time % Product Type % Date Submitted

% Frequency % Purge Date/ Time Action
. .
24 04/13/2021 7:47 AM Disability 03/11/2021 :18 PM Daily 07/13/2021 7:47 AM H
. .
23 04/12/2021 2:04 AM Disability 03/11/2021 6:18 PM Daily 07/12/2021 2:04 AM 4
. .
22 04/09/2021 2:33 AM Disability 03/11/2021 6:18 PM Daily 07/09/2021 2:33 AM H

17



View and Download Report Packages

After successfully submitting a report package, the Report Center page will show the status of the report,
(Pending, Submitted, Complete Success, or Complete Error). To pull the most current status, the User can
click on the “Refresh Search Results” link.

Report Center

CREATE NEW REPORT PACKAGE i Sormgle Beport

D Find a Report Package

4]

Search By - —

2 Customer Name = Report Package Name & Product Type. < Date submitted < Fraquency = status Action

Total Resards:

Once the status reflects “Complete Success”, the report is available to be viewed and downloaded.

To access a report package, a user may click the @ button or the report package
name link.

Download Report
e From here, a user is taken to the report package details page where the

individual reports will be available and additional information displayed.

The information you download will be saved
to your device in the format you select

. . below:
e Todownload report, click the download button. The user will be prompted to

- : : R Pack N - Disability Test
select a file format, if applicable. Epart fackage Hame i

Report Name: Claim Status
Summary

o Todownload a report, click the download button. The user will be prompted

to select a file format, if applicable.
File format:

(@ OL
Current Package Reports Report History
@ The report packages shown below were built based on previously selected parametars. CAMCEL DOWMNLOAD

STD/LTD

Claim Status Summary

Download

Note: A user can view the report selection criteria by clicking the details button.

18



Delete, Rename, Share/Unshare and Transfer a Report Package

Filter page view

% Customer Name %+ Report Package Name % Product Type %+ Date Submitted

+ Frequency + Status Action
11/17/2022 Complete Success
Disabil : Next run: N/A :
isability 11:45 AM S run: 11/17/2022 11:49 AM
11/17/2022 Complete S Delete
. o ! ! omplete Success
Disabil Next run: N/A
isability 11:32 AM Xt rum: N 11/17/2022 11:35AM | | Rename
Share

Transfer

¢ Delete | Todelete areport package, including all version history and end any future scheduling,

clickthe ! button and click delete. A window will pop-up confirming the deletion.

X —
B3
Delete Report Package
Delete Report Package
This action will delete the report package
including all version history and end any future )
scheduling. Your report package has been successfully
Test Report deleted

Report Package Name:

DELETE
Cancel

¢ Rename | To change the name of the report package, take the following action:

1. Enter a new name into the text field and click the m button. A confirmation message will appear

Rename Report Package Rename Report Package

You have successfully renamed your report
Report Package Name: ou have successfully renamed your repo
|7Eve Test LTD with Benefit

Cancel m n

e Share/Unshare | To share/unshare the report package with another user who has entitlements to review
the same report and same structure, take the following steps:

Enter the last name of the recipient and click search. A search results box will appear.

1. Select the desired recipient and click Add. The recipient’s name and email address will appear.

2. Tounshare the report package with a recipient, click the button.
19



x
Share/Unshare Report Package Search Results
Search for individuals below and add them Your search retwrned the following list. Look through it and make a selection.
to your recipient list. By sharing a report
package, you agree to the privacy terms Select % Name 2 Email
below.*
Recipient Name: © Test Test test@test.us
| Last Mame

Show 10 results per page -
Recipients:
You haven't added any recipient yet
CANCEL SHARE/UNSHARE
. . . SHARE/UNSHARE
3. Confirm by clicking the _ button
Recipients: )(
Name Email Un-Share Sh U h R P Ck
are;’ nsnare Epﬂ'l't il age
Test Test Test@test.us b

To add another recipient, type their name in Your updates have been successfully made!

the Recipient Mame field above.

CAMNCEL SHARE/UNSHARE m

The recipient will be able to access the report package unless unshare is selected at a later time.

20
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Transfer | To transfer ownership of a report package to another Absence Management or Disability

product user, take the following steps:

1. Enter the last name of the recipient and click Search. A search results box will appear.

2. Select the desired owner and click Add. The recipient’s name and email address will appear.

TRANSFER
3. To confirm the transfer, click the - button.

Once a report package is transferred, it no longer appears in the original user’s report list. If the
report is a scheduled report, the transferor will no longer receive the package when the package is

generated in the future.

Recipient:
MName Email Remove
o

Search Results

Your search returned the following list. Look through it and make a selection

Select % Name % Email

@ Test Test test@test.us

Show 10 results per page -

Transfer Report Package

Search for the individual to whom you wish to
transfer this report package. While you can
share a report package with multiple people,
you may only transfer ownership to one
person. By transferring a report package, you
agree to the privacy terms below.

Recipient Name:

‘ Last Name

Transfer Report Package

You have successfully transferred the report
package.

Please note: You no longer have access to the
report package. To regain ownership, the recipient
must transfer the report package back to you.

21
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View Sample Reports

Sample reports provide examples and templates of reports by product types. A user can view sample reports from 3
locations:

1. The Report Center Homepage

Report Center

Find and review reports you have run

CREATE NEW REPORT PACKAGE

D Find a Report Package

All fields are required unless noted

View Sample Repor‘tsl

‘ Search By A ‘ FIND

fe -
rs Refresh search results

Filter page view
% Customer Name

# Report Package Name % Product Type % Date Submitted # Frequency + Status Action
. R 10/27/2022 . . :

est Report 1 Disakility 343 PM Mext run: NJ/A Submitted : )
Test Package 2 Absence 10/17/2022 Weekly Complete Success : >
sl rackage < Management 11413 AM Mext run: 10/31/2022 10/24/2022 06:271 AM .

Total Records:

Show 10 results per page

22



2. Within Step 1and Step 2 of the Create a Report Package process.

Name and Schedule Your Repert Package

All fieids ore required Lnless noted.

Repaort Facksgs Mame
lrsample
Select Product Type
(Disa bility -

Test Reoort

View sample reports by product type

Would you like to run this report package immediately or create a schedule?
@ Run Immediately O Create a 5chedule

Please select your save preference:

@ Run & Do Not Save O Run & Save

The repart package will run now and be available in Report History for 72 hours.

(an EEI m

2 select Report Type
3 Repart Parameters.

4 Review & Submit

23




3. Report parameter’s section in step 4 of the Create a New Report Package process.

o Review & Submit

Please review your report package selections. To proceed, select SUBMIT at the bottom of this step. To make changes, select Update under the applicable section.

Name and Schedule Your Report Package =
v

Report Package Name Test AMS Update

Customer Name /

Number

Product Type: Absence Management

Would you like to run this ~ Create a Schedule
report package

immediately or create a

schedule?

Would you like to run the  Run Recurring
report package one time

or on a recurring

schedule?

Frequency Monthly

Start Date: 11/01/2022

Select Report Type =

What type of report Monthly Update
would you like to run?

Absence Management

Absence Intermittent Detail

Absence Status Detail

Combined Absence and Disability Status Detail report

Employees with Multiple Absences

Status Change Report

Report Parameters -

v

Expand report category section to view the Category and Report parameters fview sample Reports ffo help identify your report standard parameters Update

Category Parameters:
Absence Management

Case Structure:

+—

Organize By Customer Number
Absence Intermittent Detail

Monthly Reporting Period 1 Month
Absence Status Detail

Monthly Reporting Period 1 Month
Combined Absence and Disability Status Detail report

Monthly Reporting Period 1 Menth
Employees with Multiple Absences

Monthly Reporting Period 1 Month

Status Change Report

Monthly Reporting Periad 1 Month
Type of change indicator Color and change Indicator
Report Type Absence

Continueus, Intermittent and Reduced Schedule

otify me when this report package is ready to be reviewed.
Please nate: You will only receive a notification If you have turned on notification for Reporting within Profile & Preferences.

You can also share this report with others.

+Share report package

Cancel m




Clicking the View Sample Reports link will open a new window displaying all available Sample
Reports.

View Sample Reports

View sample reports that can be included in a report package

Absence Management

= Absence Management

Absence Intermittent Detail

This report displays all intermittent leaves with specific dates/time requested and eligibility, certification and entitlement status. Includes all intermittent dates that are pending,

approved or denied.

Absence Status Detail

This report displays all leaves by claim number, employee, leave plan, leave status and cumulative time taken in minutes, hours, days and weeks. Includes leaves in the following
status as of the end of the reporting time period: New, Pending, Approved, Partially Approved, Approved - Extension pending, Partially Approved - Extension Pending, Denied,

Approved - Closed, Partially Approved - Closed, Canceled, See Details. Leaves Denied and Closed during the reporting time period are included.

Combined Absence and Disability Status Detail report

This report displays all Leaves and Disability claims by claim number, employee, leave plan, leave or benefit status and cumulative time taken in minutes, hours, days and weeks.

Includes leaves in the following status as of the end of the reporting time period: New, Pending, Approved, Partially Approved, Approved - Extension pending, Partially Approved
- Extension Pending, Denied, Approved - Closed, Partially Approved - Closed, Canceled, See Details. Leaves Denied and Closed during the reporting time period are included.

Includes Disability claims in Pending, Active, Denied, Closed and Suspended status as of the end of the reporting time period. Denied and Closed claims are those that were

denied/closed during the reporting time period.

Employees with Multiple Absences

This report displays a list of Employees with multiple requests for leaves of absance in the reporting period. Leave requests with overlapping dates are highlighted. The report

excludes the requests for leaves that are denied.

Status Change Report

This report shows all the new and changed leaves by claim number, employee details, leave plan, leave status, absence start and end date and indicates what the change is.
There will be Yes/No indicators and color highlights to indicate changes to the following fields: New leave, Absence Start Date, Absence End Date, Status, Return To Work Date,

Certification change, Date Last Worked Updates, First Work Date Qut Updates, Absence Frequency Changes

EXAMPLE SAMPLE REPORT

Adobe Acrobat  TAM - Absence Intermittent Detail TR 2 7 B &L 3 C
L
I MetLife
Your Customer Name Here
Intermittent Detail
Info as of: 0672012022 From: 010112022 To: 0B18/2022

Customer:  Your Customer Number here

[Report Parameters:
Customer Number: ~ Your Customer Number here
Group/Report: Al
Subcode:  All
BranchiPaypoint: All
Location: All
Work State: Il
Report Frequency: D
Organized By: Customer Number
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If You Need Assistance

Technical errors may be encountered when attempting to retrieve or update data. In these situations, the following
message is displayed, containing the error code number of the appropriate error: “A system error has occurred. Please
call the Call Center and quote the error number.” If you experience this error, attempt to repeat the action you just
attempted. If you are still unable to proceed, call the call center at 1-877-9METWEB. Record the error number to assist
when investigating the issue.

The hours of operation are Monday through Friday, 8 AM - 11 PM ET.

For any other questions, please contact your Client Services Consultant (CSC).
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