
From the Absence and Disability Card or the MetLife Event (MLE) Page, select “File a Claim”,

then under “What kind of claim would you like to file?”, please select “Time off from work”.  

My Leave Navigator 
How to submit time taken on an 
intermittent absence

Next you will be asked “When did you start your Leave or when do you expect to start it?”, 

please enter the start date of your current leave.
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In the next step, please select ‘Other’ for “Why are you taking leave?”

then select ‘Other Claim’ and click ‘Next’.

After selecting ‘Other Claim’,

you will be taken to the 

Instruction page and click 

‘Start’ to file your Intermittent

Time.
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After selecting ‘Start’, select ‘Update an existing intermittent claim’ from the

drop-down.  Then click ‘Next’.

Select “Which Intermittent Period would you like to report on?”  

Then click ‘Next’.

After selecting ‘Next’, 

you will be prompted to 

enter the additional

absence details. 
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