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Absence Management TheStandal’d®

Create an Online Account

The Standard uses secure, online accounts to protect your data and provide access to your
employer’s absence services. To use these services, you will need to create an online account.

Get Started
Allow 15 minutes.
You will need the following items to create a new online account;

A computer, or other device, with access to the Internet and to your email

Your date of birth

Your Social Security number

Your email address and your phone number (accessible when submitting an absence)

Create an Account

1. Open a browser window, such as Internet Explorer, Chrome or Safari.
2. Go to standard.com/absence to open The Standard’s Absence page.

3. Inthe FIRST TIME HERE? section, click CREATE AN ACOUNT to begin the self-
registration process.

FIRST TIME HERE?
9@ 6 2 =
Create Account Check Email Complete Setup Log In

Provide basic Verify your account Log in to complete Log in again and Get
information. within 24 hours. account setup. Log out. Started under Report

Leaves of Absence.
CREATE AN ACCOUNT
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4. On the Create an Account page, enter your contact information and click CONTINUE.

=

Create an Account

Tell us who you are.

B Last Mar
8 Email Addres 7
LF ?
Is this a mobiie phone? Yes | Mo
Note: If you'd like to have the option to recaive text aleris in the future,
pleass provide your mobile number here.
GONTINUE

Iieed help?

g o

Use contact methods available from home in order to submit an absence.

If you'd like to receive text alerts in the future, please be sure the phone you

enter here is a mobile phone.

5. In Step 2, create an account User Name and Password, and then click CONTINUE.

=

Create an Account

= -

Set login credentials.

Create a unique user name and a strong passwerd for your account

& Usor Mam ?

& Show

CONTINUE

Do tein?

.

Your user name must have 7 — 20 characters, no spaces and no @ symbol.

Your password must have at least 10 characters, a lower-case letter (like a), an
upper-case letter (like A), and a number or special character (like 1 or $).
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Once you click CONTINUE, you will receive an activation email. You must click the
ACTIVATE MY ACCOUNT link within 24 hours to verify and activate your account.

=

Create an Account

Ea—ER—{:] -

Check your email.

Your account haa been created, but [ nat yet active. Please octivale your
online accourt by clicking the link in the email we just sant to you

Maxt Steps

= Check your inbox.

You shoubd receive an email within a few minutes

@ Click tho link,

Use the fink in that emad within 24 hours, before it expires.
& Login

Provice a few more details fo complete your account setup

Having Problems?
I you de not see the email within a few minutes, check your spam or unk
folder. Hit's not thers, you can mequest a new link or contast us for help

biged heln?

6. Return to your email, open the Activate Your Online Account email from The Standard

<verify@standard.com>, and then click the ACTIVATE MY ACCOUNT link.

TheStandard §

account setup.

The Standard

To activate it, please use the link below within 24 hours.

ACTIVATE MY ACCOUNT

This link will expire in 24 hours.

You can then log in with your user name and password to complete your

Please do not reply.

or would like to report suspicious activity, please contact us.

Your online account with The Standard has been created, but is not yet active.

This email address is not monitored for responses. If you need assistance
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Once you have clicked the ACTIVATE MY ACCOUNT link, log in with your user name and
password, complete your account setup and connect to your employer’s absence services.

7. Inthe Log In form, enter your User Name and Password, and then click LOG IN.

h Mot

4 Thank you Your account has besn activated. Leg in to complete your account setup

Log In

If your're new here, creaie an account.

au
&F d
o Shon
Cancel
Forgotuser name? | Forgel sassword?

8. After logging in, review the Terms and Consent statement, click to acknowledge | have
read and agree to the Terms and Consent, and then click CONTINUE.

Terms and Consent

Welcome. Your enline account with The Standard prevides access to our secure online services.

To contnue, please read the folowing terms and then accept the ag 1t by checking tha box
below. If you do not agree, you will not be able 1o proceed.

Acceptance of Terms

By checking “I have read and agres to the Terme and Conzent™ you are consenting to the terme and conditicns
sal farth in these Terms and Censent, as wall as the Lagal Natices and Privacy Pelicy that govern use of The
Standard's web pages. Nothing in these Terms ard Consent require The Standard 1o continue 1o provide the
online sarvices,

Consent to Electronic Transactions

Pursuart to applicaske state and fedsral electronic transaction laws, you consent 1o sending and receiving
electronic records and to the uze of slectronic signatures. This consent appliss to information and decuments,
including but rot imited to, group poficies, Cartificates of Insurance, Summary Plan Descriptions, formas,
apphicaticns. statements. claims. canceilation and nonrenewal nctices where permitted by law, privacy nctizes
or othar communications made or exchanged under any plans, insurance poicies or products offered or
administered by The Standard. These electrenic documents and communications may be sent 1o the email
acldress you provide and in some cases may be made available to you at & website portal with notification at the
‘email address you provide.

You understand that you will need to have web browser saftware and Adobe® Reader® saftware on a computer

2 | have read and agree 1o the Terms and Consent
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Next, you'll set up an additional layer of security — called two-step verification. This feature
requires two things when you log in to access your account from an untrusted browser:
something you know (your user name and password) and something you have (your phone
or computer). In the next steps, you will select and confirm how you will receive the
verification code that is sent to your phone or email and entered during the login process.

9. Click to select your method to receive the two-step verification code when you log in to
your account, and then click CONTINUE.

m Need halp?

Add an extra layer of security.

Twe-step verification can help protect you i someone else

axclition 16 your d, you'll

Tell me moes abeout two-step verification

How do you want to receive codes?
O Gat a taxt message srnnrafEEG

d data rates may apply.

g Text messages will be available as an option only if you

indicated a mobile phone at the beginning of this process. If
you did not indicate a mobile phone, you may choose to receive
an email or voice call.

10. Based on your selection, check your phone or email for the six-digit verification code,
then enter the code to verify your device, and click CONTINUE.

Chec

Having Probilems?

Bequest a new code or contact us for assistance
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11. If you trust the device used to log in, click Trust this browser and click CONTINUE.

w Need help?

You're now logged in

If you trust this browser, you won't have to enter a code when you log in from
this browser again.

Trust this browser ?
Do not select this option if you're using a public computer that other people
can use.

Don't ask on this browser again.

CONTINUE

g Designating a device as trusted is helpful when the device is frequently
used to log in. When a device is trusted, it allows you to log in from that
device without having to enter a two-step verification code.

However, in certain circumstances, even when a device is trusted, you
may be prompted to enter the verification code. Situations that may
trigger the verification code include changing or updating the browser
software or the equipment used to access our services, deleting cookies,
or signing in from an unrecognized location or IP address.

In the next step, you will enter information needed to connect to your employer’s absence
services.

12. In the Connect your account? window, click Yes, Continue to Connect.

Connect your account?

It looks like your account is not yet connected to any services. Would you
like to connect your account to services available to you?

Yes, Continue to Connect

Not Now
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. ALTERNATE PATH: If you close the Connect your account? window, you
o= can click connect your account on the My Home page to connect to your
employer’s absence services.

My Home

If you don't see what you're expecting here, you may attempt to connect your account or file a claim.

13. Click Insurance benefits, Absences and Leaves and enter your identifying
information:

a.
b.
c.

d.

Enter your Date of Birth.
In Option 1, enter your Social Security number.

Or in Option 2, enter your employer’s Group insurance policy number and your
Employee ID #.

Click Add Services.

= Jane & Contact

=

Account Access

Add Services

Choose the type of services you want to access. Then provide the
additional information to connect your account.

Retirement Account
o Insurance Benefits, Absences and Leaves i

Date of Birth 8

Option 1
Social Security Number
Option 2

Policy Number Employee ID #

Some employers do not use your Social Security number as 2 way to identify you. If your
employer does not use your Social Security number, you can provide your group insurance
policy number and your employee identification number instead. If you don't have this
information, please contact your benefits administrator.

Financial Professional Services

Add Services “
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When you have successfully connected to your employer’s absence services, the
Account Connected window displays.

14. In the Account Connected window, click Continue to My Home.

Account Connected

v/ Your account is connected to your Insurance Benefits, Absences and
Leaves.

You can return to the Account Access page anytime from your menu if
you need to add additional services.

Continue to My Home

\

The My Home screen displays your employer’s related product and/or services panels.

Sample screen (actual screen may vary based on the available products and/or services)

When you are ready to report an absence, in the Absences & Short Term Disability
panel, click GET STARTED.

=

2 Jjane E4 Contact

My Home
Absences & Short Term Disability Claims
This is where you submit and manage absences.
If you also need to file a disability claim, start here and we'll take care of it for
[~ youl!

Frequent Questions
« Dol need to file a disability claim?

s For what reasons would | report an absence?
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TROUBLESHOOTING OR ALTERNATE PATH: The Unable to Find Your Service
77 window displays if the system is unable to match your information to your
employer’s absence services.

o Click Try Again to redisplay the Account Access page and re-enter
your information.

NOTE: The File a Claim option should not be used with absence services.

X

Unable to Find Your Service

X We could not find Insurance Benefits, Absenses and Leaves services
with that information.

Please ensure the information is correct and try again. f you continue to
encounter this problem, please contact us.

Are you here to file a claim?

If you're here to file a group insurance claim, you can add that service.

Try Again

Cancel

File a Claim
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Manage Your Online Account

The Standard provides both self-service and guided assistance for your online account.

Forgot your User Name or Password?

It happens. If you have forgotten your account user name or password, you can use the self-
service Forgot user name? or Forgot password? feature on the Log In page.

1. Go to standard.com/absence to open The Standard’s Absence page.

2. In the upper-right corner, click Log In.

Individuala & Families Businesses & Organizations Brokers & Advisors Aboit The Standand Q Search B4 Contact

M |Want Te...  Preducts & Services

3. Onthe Log In page, click Forgot user name? or Forgot password?.

= —

Log In

If you're new here, craate an account

LOG IN

Cancel

| Eorgot user name? | Forgol password? |

g Forgot user name

o Enter the verified email address on file for your account, and we’ll send you an
email with your user name.

o Have multiple accounts that use the same email or don't have a verified email
on file? Just give us a call at 866.756.8116.

g Forgot password

o0 Enter your user name and verified email address on file for your account, and
we’ll send an email with a link to create a new password.

0 Make sure to create a new password within 60 minutes before the link expires.
If the link expires, click Forgot password? to repeat the process.

o If you remember your password, simply disregard the email.
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Need to Change Your Information or Verification Code Delivery Method?

You can easily update your email address, phone number or the way you receive your two-step
verification code by managing your profile settings online.

1. Go to standard.com/absence to open The Standard’s Absence page.

2. In the upper-right corner, click Log In.

Individuais & Families Businesses & Organizations Brokors & Advisors About The Standand Q Search &= Contact

M IWantTo..  Products & Services

3. Use your User Name and Password credentials to log in.

4. If prompted, retrieve and enter your secure six-digit verification code.

5. On My Home, click the user profile menu, and then click My Information.

2 Jane E3 Contact

h 2 My Information
A Change Password

O Login Activity

My Home # My Home

o Log Out

6. Click Edit to modify your email address, phone number or the method selected to
receive your two-step verification access codes.

F4 Contact

My Information

User Name

Email v
Phona L |
Tworslep Text message o H %

Varification

Account Access

I you reed online access to other services or lools, you may view and
manage your acoount access at any time.

Some changes may require you to verify your two-step verification method.

7. When changes are complete, click the user profile menu, and then click My Home.

Page 11 of 12


https://www.standard.com/absence

Absence Management
Create an Online Account The Standard

Need to Trust or Not Trust a Device?

When you frequently use a device to log in to your account, you can designate it as trusted
during the log in process. Using a trusted device allows you to log in without having to enter a
verification code. You can manage the devices used to access your account on the Login
Activity page. You can mark a trusted device as untrusted, when it is lost or no longer in use.

1. Go to standard.com/absence to open The Standard’s Absence page.

2. In the upper-right corner, click Log In.

Individusls & Familles Businosaes & Omanizations Brokors & Advisors About The Standard Q Search E3 Contact

m IWantTo..  Products & Services

3. Use your User Name and Password credentials to log in.

4. If prompted, retrieve and enter your secure six-digit verification code.

5. On My Home, click the user profile menu, and then click My Information.

2 ane B3 Contact

m 2 My Information
& Change Password
B Login Activity

My Home # My Home

o+ Log Out

6. Locate the device and click Untrust.

& Jane B4 Contact
Login Activity
= IE
Last
Name e
Operating System Windows 7
Brow: IE11.0
Lawst ||
Aclive Sessions 1
Device Status 3 Trusted £5 Untnust
&

7. When changes are complete, click the user profile menu, and then click My Home.

SI20280 (7/19)
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