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To ensure a successful transition back to work following a leave of absence, employees are required to report
their return to work through the Aflac portal. This will ensure that your timecard and system access is active
upon your first day back.

NGC Employee Self-Service Guide for Returning to Work

**Pplease note, you will need to have previously registered for the Aflac Portal. This can be selected at the login screen on the first step
if you have not already done so. Instructions can also be found through the NGC Employee Services Portal.**

1) Log into the Aflac Portal and enter your username and password.
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2) This takes you to a landing page of your personal dashboard. The main page shows some
details of your active and closed cases.
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From here you can manage your benefits, check your case status, update your

Start a New Claim

& Absence Calendar

& Leave Calculator
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< Contact Us
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We're here to help you!



https://services.ngc.com/esc?id=kb_article_view&sysparm_article=KB0010276&sys_kb_id=db42af6a1b8ce0d0fb1c646ce54bcb82&spa=1__;!!MjIf2fY!3Skmqd40_8KvCfTHhwe07y0fpZeWyT6wkxwrWPFfDwvXGTLqPY4aZMbGVSbcAQ$
https://mygrouplifedisability.aflac.com/
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3)Select the case number that applies to the return-to-work date you are entering.
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Welcome to your personal dashboard. From here you can manage your benefits, check your case status, update your personal settings, upload documents, and communicate with your case manager.

Iwantto

My Cases

Please click the Case Number to view the case details, or reference the icons within the case card for other quick actions (for example, Upload Documents) @

CaseNumber  Cate Status Date Created Resson Tie snDate Dectsion Statis Case Manager Actusi RTW Acte
Disability & Absence -
00701979 OPEN Jul1,2024 Pregnancy/Childbirth Jan8,2025 MIXED Currenty Being Assigned -
Connuous
OPEN Jun 18, 2024 Adoption/Foster Care Apsence - Connuous Jun1,2026 MIXED Currentyy Being Assigned D
CLOSED un17,2024 Care of a Family Member Apsence - Continuous Jul 16, 2024 APPROVED Currenty Being Assigned Jul 24,2024 B
OFEN Jund,2024 Accident Disabilty - Continuous Jun 11,2024 APPROVED Currenty Being Assigned -

Disabiliyy & Absence -

OPEN Nov 17,2023 Pregnancy/Childbirth
Continuous:

Jan 15,2024 MIXED Currently Being Assigned -

4) You will see the details of your case and will want to select the "Things you can do" button on the
right of the case details section. Within the drop down, you will want to choose "Add Date".
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= E-Sign your Authorization to collect and disclose information. To speed up the progress of your claim, we offer the ability to electronically sign the Authorization form online.
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Case Number: 00701979 ‘
Case Manager: Currently Being Assigned

Leave Type Disabllity & Absence - Continuous

Key Dates
"Dt 8@ subjoct 9 change when spproved @
Pregnancy/Chisdbirth Start Date * Pregnancy/Chiiibirth End Date * [Estimated Defivery Date Actusl Detivery Date
Jan1, 2025 Jul 3, 2025
Last Day Worked First Day Absent. Estimates RTW Acwal RTW
Dec 31,2024 Dec 31, 2024
-
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5) This will bring up a new window, where you want to select “Return to work” as the type

of date you are entering. Then select the date field to bring up the calendar and select
the date you will be returning to work.
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6) If you were successful in entering your return-to-work date, you should be prompted

with the below message. If you are having any difficulty with the portal or entering your

return, please contact Aflac either by calling (800) 244-8017 or sending a message
directly to your case manage through the portal.

Congratulations!
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The date has been successfully sdded to your case.

**Pplease note, this action notifies timekeeping of your return and to begin the process to reopen your timecard. Once completed by
timekeeping, your system access and timecard will be restored**
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