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Log in to myNYLGBS.com, which will bring you to your home dashboard. Within the blue “File a Claim” box, 
click “Get Started”. 

 

A pop-up will appear. Click “Start a New Request”, then “Next”. 

 

If you need to save your claim and come back later, you can do so at any point in the process by clicking the 
“Save and Exit” button at the bottom of your screen. To return to your claim, log in within two weeks, click 
the “Get Started” button, then select “Continue Previous” from the pop-up.  

 

Next, review your personal information, choose if you would like to receive text and/or email alerts, and 
then click “Continue”. Note: If any of your personal information needs to be updated, please contact your 
employer to do so.  

 

To file your Disability and/or Absence claim, click “Get Started” on the “Absence Claim” tile. You can also 
learn more about how these benefits work by clicking the “Learn More” button.  
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Take a moment to review the “Before You Begin” page, which will give you an idea of what to expect as you 
move through the claim process, then click “Continue”.  

 

On the “Type of Claim” page, select the tile that best describes your claim event. Depending on what you 
select, you may be asked for additional details. Click “Continue” to proceed. Note: When you have a life 
event, you only need to file one claim. If you are eligible for other benefits, we will apply those during our 
claim review.   

 

Next, depending on your claim type, you may be asked about when you think your claim will begin and end, 
what your work schedule is like, and/or for hospital, provider and/or insurance details. Once you’re done, 
click “Continue”. 

I  

 

We may need to reach out to your healthcare provider(s) for additional information related to your claim. 
Review the “Disclosure Authorization”, decide if you want to give us this permission and click “Continue”.  

 

Depending on the type of claim, you may be asked if you have filed/are filing for other benefits that 
provide income and if you have additional information to share. Choose “Yes” or “No”, provide any further 
details, and then click “Continue”.  
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Carefully review your claim’s details, making sure to hit the “+” signs, so you can see the full details of each 
section. If changes need to be made, click the “Edit” button, make your updates, then hit “Continue”.  

 

Next, take a moment to review the fraud warnings, then click “Submit”.  

 

Once your claim is submitted, you have the option to upload supporting documentation for your claim. If 
you don’t have it ready, you can always come back and upload it later. Additionally, if you are eligible for paid 
benefits, you can enroll in direct deposit on this page. Finally, click “Continue to Confirmation”. 

 

On the claim confirmation page, you will find your claim number and details around what to expect next. 
You can also download your completed claim form from this page. 

 

 

To check status, view messages or take another follow-up action on your claim, log in to myNYLGBS.com. 
For a quick snapshot of your claim status, click the “Claim Status” tab and scroll to your claim. For additional 
claim details, click “View More Claims”; this will take you to your “Claims History” page. 

 

 

 

 

 

 

 

http://www.mynylgbs.com/


09/2024 

 

 

 

 

Choose the claim you want to view. This will open your “Claim Timeline” tab, which provides a visual of your 
claim, including plan type(s), status and claim dates. From this page, you can also click into any of the 
available tabs (“Claim Timeline”, “Actions”, etc.).  

 

The “Medical Request Activity” tab provides a snapshot of the real-time status of requests for medical 
information on Disability claims. If you have a Disability claim and have given us permission to reach out to 
your provider(s) for medical information, you will be able to see those requests, how many times they have 
been sent, if the information has been received and when. If your claim does not require us to reach out for 
medical information, this tab will not display.  

 

The “Actions” tab provides a list of actions you can take that are tied to your claim, such as uploading a 
document, reporting a return-to-work date or sending a direct one-way message to your Claim Manager.  

 

To submit the date you are returning to work, click the “Report Return to Work Date” link on the “Actions” 
tab and complete the fields in the pop-up.  
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To request an extension on your Absence claim, click the “Request Extension” link on the “Actions” tab and 
complete the fields in the pop-up.  

 

To cancel time submitted on an existing Absence claim, click the “Cancel Time” link on the “Actions” tab and 
complete the fields in the pop-up.  

 

To upload a supporting document to your claim, click the “Upload a Document” link on the “Actions” tab, 
then select and upload your file.  

 

To submit the date and type of delivery on a pregnancy-related claim, click the “Report Delivery Date & 
Type” link on the “Actions” tab and complete the fields in the pop-up.  

 

To submit intermittent time on an Absence claim, click the “Report Intermittent Time” link on the “Actions” 
tab and complete the fields in the pop-up.  
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To cancel your claim, click the “Cancel Claim” link on the “Actions” tab, choose the claim you are cancelling 
and provide a brief message about why you are cancelling your claim.  

 

To receive text alerts about your claim, click the “Opt in to Text Messaging” link on the “Actions” tab and 
enter your mobile phone number.  

 

To share updated contact information, click the “Update Your Contact Information” link on the “Actions” 
tab, then choose the claim the update applies to, and add your updated contact information to the free-
form “Message” section.  

 

To share hospital or provider contact information, report an Absence return-to-work date, or report an 
injury, illness, surgery or office visit, click the “Share Additional Absence Information” link on the “Actions” 
tab.  After choosing the claim the message applies to, select the type of action you want to take and provide 
the necessary information in the free-form “Message” section.  
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The “Messages” tab is where you can see messages from NYL GBS that are tied to this claim, such as 
information we need from you. 

 

If you are eligible for paid benefits, you will receive a message noting that you can enroll in direct deposit. 
Click the “Electronic Fund Transfer (EFT) form” link and complete the form to sign up to have any eligible 
paid benefits directly deposited into the noted bank account.  

 

 

The “Documents” tab is where you can view letters NYL GBS has sent to you and the documents you 
uploaded, specific to this claim. You will not see materials NYL GBS received from others, such as from 
providers and/or your employer, if applicable. 

 

The “Claim Details” tab is where you can review the specific details of your claim, such as payments, plans, 
and start and end dates, as applicable. 

 



09/2024 

Everyone learns differently. To meet those needs, we have created a few ways and places on 
myNYLGBS.com to educate you about the products you may carry. One way to do this is to go to your 
home dashboard and click the “Coverage Information” tile.  

 

On the “Coverage Information” page, click the respective section to learn more about the coverage you 
may carry, the additional programs included with your coverage, and our parental leave-planning tool, 
myLeaveGuide. 

,  

To learn more about what the claim process is like and/or what happens after you file your claim, from the 
home page, open the “Claim Tips & Forms” section, then click the “+” to expand the “Claim Tips” section.  

Another way to learn about your benefits is during the claim process. Once you get to the “Pick your Claim 
Path” page, click the “Learn more” button on the “Absence Claim” tile.  A pop-up will appear with key 
Absence information, like the different types, how benefits can be used and a real-life example. 
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You can review the type(s) of supporting documentation you will need to file your claim two ways.One 
way is from your home dash via the “Claim Tips & Forms” section. Simply expand the “Claim Tips” section, 
then expand the “Before You File a Claim” section, and finally, click the link for the type of claim you are filing.  

 

You can also review this information following submission on the “Upload Documents & Enroll in Direct 
Deposit” page (scroll down to “Examples of supporting claim documents”, then select the applicable claim 
experience).  

 

For example, if you filed a claim for a pregnany, scroll to the “Pregnancy/birth” section to view the types of 
supporting documentation that could support your claim.  

 

To download a specific claim form or document, go to the “Forms & Information” section on your home 
dashboard. Click the “+” in the “Forms & Information” section to see the forms associated with the various 
products, then select the respective document to download it.Once completed, you can upload the form to 
your claim, or mail or fax it to us. 
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Everyone has their personal preferences for how they like to connect with us, whether that is via click-to-
chat, over the phone or through one-way messaging. On your home dashboard, go to the “Contact Us” tab 
to learn more about how to get a hold of us via your preferred channel.  

 

This information also appears on your claim confirmation page in the “Have questions?” section.  

 

 


