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Completing a Supplemental Disability Statement 
 
 
As a Former Employee, you must meet the following requirements to file for disability leave 
benefits once they leave active state service: 
 
• You were eligible for disability leave benefits when you were an active employee. 
• The date you became disabled was prior to your separation from state service. 
• You still have remaining disability leave hours in your leave accrual balance. 
• You were voluntarily or involuntarily disability separated or terminated with benefits. 
• You were not terminated without benefits or resigned your position. 
 
 
For addition support, contact your former agency's Human Resources department. 
 
 
 
 
 
 
 
Step 1 – Navigate to the Ohio Former Employee Portal at https://FormerEmployee.Ohio.gov.  
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Step 2 – Select the myBenefits tile. 
 

 
 
Step 3 – Enter your OHID User ID and password, then click Sign in.  
  

NOTE: If this is your first time logging in to the Ohio Former Employee Portal, please refer to the 
First Time Login Job Aid.  
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Step 4 – The OAKS Benefits navigation collection displays on the left. Click the Disability Claim list 
item. 
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Step 5 –  The Disability Claim page displays. Click the Create New Supplemental Statement button 
for the desired claim. 
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Step 6 –  The Employee Supplemental Statement page displays.  
 
The Employee Contact Information section populates with information on file in OAKS. If during your 
recovery you will have a temporary address you wish disability information to be sent to, clear the 
checkbox to remove the information and enter the temporary address in the following fields. 
 
NOTE: Only make temporary Employee Contact Information changes here. For permanent changes 
visit the myInfo section in the Ohio Former Employee Portal.  
 
Click the Check to use Mailing Address on file option. 
 
 

 
 

 
 
 
Step 7 – Indicate if there have been any changes in your condition since your original claim by 
selecting the Yes checkbox, No if there were not. 
 
Notice that the field, If Yes, Please Explain is grayed out. This will be available when Yes is selected.  
 
If Yes, Provide an explanation as to how your condition has changed since you originally filed your 
claim.  
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Step 8 – Indicate if there were any conditions that have been disabling that were caused by or resulting 
from your job by selecting the Yes checkbox, No if they were not. 
 
Notice that the field, If Yes, please describe is grayed out. This field will be available if Yes is selected. 
 
 

 
 
 
 
 

Step 9 – Indicate if you were hospitalized since your original claim by selecting the Yes checkbox, No if 
you were not. 
 
Notice that the field, If Yes, Name of Hospital and City and the Dates of Confinement/Other 
hospital visits fields are grayed out. These fields will be available when Yes is selected. Complete the 
fields and date fields if Yes is selected. 
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Step 10 – Have you yet returned to work? Select Yes or No as appropriate. Depending on your 
response additional fields may activate for completion. 
 
Depending on your answer to the previous question, either the If Yes or If No field will be available for 
data entry. 
 
 

 
 
 
 

Step 11 – Please answer the following question with a Yes or No: 
 
Have you engaged in any occupation for wage or profit since the onset of your disability? 
 
If Yes... fields become available if the Yes checkbox was selected. If the No checkbox was selected, 
you would skip over these fields. 
 
 

 
 
 
 

Step 12 – If there are additional employers you have worked for since your disability, add an additional 
row by clicking the [+] icon. 
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Step 13 – If you are not on worker's compensation, indicate if any other conditions resulting from your 
job have become disabling. 
 
If Yes is selected the If yes, Please Describe field becomes active. 
 
 

 
 
 

 
Step 14 – Read the Employee Certification statement. 
 
Check the I agree to the following Employee Certification box. 
 
 

 
 
 

Step 15 – There are five (5) buttons available to perform actions on the initial application.  
 
Add Attachment: Attach pertinent medical documents from the doctor (e.g., the Attending Physician 
Statement).  
 
View Attachment: View Claim Attachments.  
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Save for Later: If the medical documents are unavailable or if there are fields which are not completed 
because further information from the employee is required. The date and time and your OAKS ID 
number are recorded, also, the application is assigned a Claim Number.  
 
Submit: All fields have been completed and pertinent medical documents have been attached. The 
date and time and your OAKS ID number are recorded, also, the application is assigned a Claim 
Number.  
 
Cancel: This button cancels the entire transaction, all data entered will be lost.  
 
 

 
 
 
 

Step 16 – Upon submission, the Supplemental Employee Report will display in either a new browser 
tab or window depending on your computer's setup. 
 
Returning to the Employee Supplemental Statement electronic submission form, the page now 
reflects the Last Update Date/Time field and Last Updated by field containing your OAKS ID. 
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Step 17 - When finished, and you no longer need to be in the system, select Sign Out from the left 
sidebar. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Important Note: Closing the browser tab does not sign you out of the current session. 
 

For addition support, contact your former agency's Human Resources department. 

 


