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Purpose of This Guide 
This guide explains how employer HR users access and use the MN Paid Leave HR Portal, 
what actions HR users can take, and best practices for managing claims without creating 
delays or confusion. 

The HR Portal is designed to support MN Paid Leave claims administration by providing 
visibility into claim status, documentation, and return-to-work information. Clear roles and 
appropriate use of the portal help ensure accurate, timely claim processing. 

 

Who This Guide Is For 
This guide is intended for: 

• HR professionals responsible for leave administration 

• Benefits or payroll partners supporting MN Paid Leave coordination 

• Designated employer contacts receiving claim notifications 

It is not intended for staff not designated for HR access to the portal or employees. 

Managers and supervisors without HR portal access should direct MN Paid Leave 
questions to their HR contact. 

 

Getting Started: HR Portal Access & Registration 

How HR Access Is Activated 
During implementation, an employer can designate certain employees to receive  access 
to the HR Portal.  After implementation, access is granted and an automated email is sent 
to designated users.  This email may go to spam: 

• HR notification contacts will receive a portal access email 

• HR users authenticate using their employer email address, that was provided on 
the set-up census during implementation 
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• Access is linked to the employer record on file 

HR access is granted only after the policy effective date and usually happens within 5 
business days. Timing is dependent upon receipt of complete and clean information on the 
census and implementation packets.  Inaccurate data provided during implementation set-
up will result in access delays.   

Screenshot: 

 

 

First-Time Login 
To access the portal: 

1. Click the link provided in the registration email 

2. Enter your company email address 

3. Complete authentication and login 
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Screenshot: 

 

 

HR Dashboard Overview 
The HR Dashboard provides a centralized view of MN Paid Leave activity for your 
organization. 

From the dashboard, HR users can: 

• Search for employees with MN PL claims 

• View active and past leave events 

• Review claim status and key dates 

• Upload documentation 

• Report return-to-work information 

• Access standard reports 
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Screenshot: 

 

 

The dashboard is view-only for many data elements. HR users cannot modify claim 
decisions or benefit amounts. 

Some data elements may update as claims progress. 

 

Viewing Employee Claims 

Searching for an Employee 
To locate an employee’s claim: 

1. Click on the tile titled: An Employee’s Account 

2. Enter the employee’s name in the search field; or 

3. Click Search and see a list of all employees below  

4. Select the employee from the results list 
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Screenshot: 

 

 

 

 

Viewing Active and Past Events 
Once an employee is selected: 

• Active and past MN PL events are displayed 

• Select an event to open claim details 

Screenshot: 

 

 

 

Reviewing Claim Details & Status 
Within an active claim, HR users can view: 
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• Claim status (filed, pending, approved, denied, closed) 

• Approved leave dates 

• Type of leave 

• Documentation status 

Screenshot: 

 

Claim status may change as documentation is reviewed. Status alone should not be used 
as a trigger for payroll action. 

 

Viewing and Uploading Documents 
HR users may: 

• View available claim-related documents 

• Upload documentation  

Key Information 

Some documents may not be viewable due to privacy requirements. 
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Screenshot: 

 

 

Best Practice 

• Avoid duplicate uploads or sending the same documentation through the portal and 
via other methods as this can slow review and result in follow-up requests. 

 

Payment Visibility & Return-to-Work Reporting 
Viewing Payment Information 

HR users may view: 

• Payment status 

• Payment dates and amounts (when available) 

Screenshot: 

 

Key Information 

MN Paid Leave payments are issued based on statutory timelines and may not align with 
payroll cycles. 

 



   

9 

Version 1.0| Updated 02/2026 

Reporting Return to Work (RTW) 
HR users may report return-to-work information directly in the portal when applicable. 

Screenshot: 

 

Return-to-work reporting helps ensure: 

• Accurate claim closure 

• Proper benefit coordination 

• Timely payroll resumption 

Best Practice: 

If a return-to-work date has not yet been reported, it should be updated as the employee 
resumes work. 

 

Reporting & Downloads 
The portal provides standard reports that allow HR users to: 

• View a summary of MN PL claims 

• Export reports for internal tracking 

Screenshot: 
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Best Practices for HR Portal Use 
To ensure smooth claims administration: 

• Limit HR portal access to individuals responsible for leave management 

• Align portal access with internal roles and responsibilities 

• Use the portal to monitor, not manage, claim decisions 

• Respond promptly to documentation requests 

• Avoid making payroll or PTO decisions based solely on portal status 

Key Information 

The portal is a tool for visibility and coordination - not a replacement for formal claim 
decisions. 

 

Common Pitfalls to Avoid 
• Granting portal access to too many users 

• Uploading duplicate or unnecessary documentation 

• Assuming portal status equals claim approval 
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In Summary 
The HR Portal is designed to: 

• Provide real-time visibility into MN Paid Leave claims 

• Support employer certification and documentation 

• Facilitate return-to-work coordination 

Key Takeaway 

Clear access decisions and consistent portal use help reduce delays, rework, and 
employee confusion. 


