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Adding Intermittent Time to Your Existing L.eave Via The Standard

Once you’ve logged into The Standard Portal you can quickly navigate to your existing, intermittent leave to
add additional time to your record.

m Andrew Admin owren| | You can find your existing
leave by clicking Absence/
Summaries e > Leave
Help and Support 0/
Absence/Leave — o >
Disability Claims [ 1 I

After you’ve clicked into your leave history you will find your available leaves:

ﬁ Sam Security £ Back Overview

You will need to click on the appro-
NEW ABSENCE/LEAVE CLAIM +
priate leave that correlates with the
certified leave you are taking time Absence/Leave AC-16-000018 Care of a Family Member
Open Intermittent
lllldel'. Child/Jennifer (under 18)
/ Wed, Jun 1, 2016 Thu, jun 1,2017 ¥
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r 4 times every month for 2 hours.
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Confirm that you’ve entered the correct leave by verifying the reason for leave and the leave type (noted
below).

Once you’ve identified you’re in the
correct leave you can click “Add
Time” found on the top, left-hand
side of your screen.
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Absence/Leave AC-16-000018

Reason Care of a Family Member

Family Member Child/Jennifer (under 18)

Leave Type Intermittent

Status Open

Created Wed, Jun 1, 2016

Return to Work

Dates Summary

Wed, Jun 1, 2016 Thu, Jun 1, 2017
e ————————
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An intake script will guide you through adding the additional time to your record. Once you’ve completed the
script and press “Save” and email will automatically go out to your manager. Please remember it is still your
responsibility to follow the normal call-out policies for your department.

M Sam Security 4 Back Overview My Home Log Out

Absence AC-16-000018 - Add Time =
From
B . Please remember that you must
complete all fields in order to
T:j:mj.; _ properly submit your time.

Click “Save” once completed.
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