


Authorized Agent Webinar Schedule for 2026
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Part 2
IMRF Benefits, Employer Rates & Legislation 

Part 1
Introduction, Enrollment, Wage Reporting and 

Termination

Wed. Sept 23rd
Wed. October 28th

Wed. Oct. 14th
Wed. Nov. 4th

http://www.imrf.org/


Employer Disability Process
Agenda

• Disability Basics

• Employer Resources

• Data Collection Creation

• How to Submit an Employer Disability Certification

• How to Upload the Employee’s Job Description

• Return to Work Process
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IMRF Disability Protection

All IMRF members with 12 consecutive 
months of service are eligible to apply:

Protects income and service

Protects retirement and death benefits

Has a 30-day waiting period. Earnings from 
employer must stop; workers’ comp and Social 
Security disability offsets
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Disability Types

Temporary
 All claims begin as temporary
 Includes maternity and alcoholism
 Does not include self-inflicted 
 Substitutes for normal wages
 Continues service and earnings

Total and Permanent
 IMRF evaluates for eligibility
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Resources for 
Authorized Agents

• Employer Access
• Employer Learning 

Center
• Workshops
• Authorized Agent 

Manual



Employer Access Learning Center Accessing through www.imrf.org
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Disability Checklist

Data Collections for Employer:

• Complete when member will be off for more than 
30 days

Employer Disability Certification:

• Return to work data collection when employee 
returns to work along with physician release.

Member required documentation through member 
portal or mail:
• Member Disability Application
• Physician Certification
• Copy of Member Birth Certificate required
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What is a Data Collection? 

• Details are now sent as a Comma-Separated Value or .CSV File

• Filing is Simple, Fast and Easy

• There is also the Add Record Manual Entry which responds    
interactively
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To begin the process of entering an Employer Disability Certification, a new Data Collection must be started. 

11Create a Data Collection



Enter Data Collection Information and 
Save/Continue
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Click Add Record to Enter Member Data. 
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Enter Member Data Information and Save
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Then Validate
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All members entered 
will display on screen.



Resolve any Errors/Warnings then Review and 
Submit.
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Any errors or warnings will 
show here to resolve before 
you can continue. 



Review the Data Collection, Submit and Confirm. 
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Upload the Job Description with a Secure Message
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Select Topic 
“Disability”

Subject: “Job 
Description”

Include Member’s 
Name and ID#

Attach Job Description 
with Member Name 

and ID# on it

Submit

Hello,

Please see the attached job description for (member name) 
(Member ID).



Success! 

The Claim is Submitted

Now we will look at when a member returns to work

19



20Data Collection Step 1. Definition



Enter Disability Return to Work Information and Save. 
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Trial Work Period 
Provide:

Hours Worked

Non-Worked Hours

Member’s Gross Hourly 
Pay Rate



Disability Return-to-Work Terms

Trial Work Period:  Member is working a reduced or modified 
schedule in terms of work hours or days per week

Light Duty Period:  Member is working normal hours but has medical 
restrictions

Full Release:  Full release to return to work without restrictions.
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Errors/Warnings, Click on the Row and a Member 
Summary Box will open. 
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Warning/Error issue click 
on the member’s row of 

data to resolve

Click on the option to resolve 
the Warning or Error.



Once Error/Warning is Resolved or “No Results 
Found” then Continue
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Review Data Collection and Data Entry Summary
Once Complete, Submit and Confirm
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Upload Physician’s Release via Secure Message
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Communicating through 
Secure Message to send 

documents and 
questions to our 

Employer Services  
Contact Center!

• Click “Envelope” on left 
toolbar for a Secure Message 

• Select “Disability”

• Provide Member Name and 
MID

• Attach Physician’s Release

• Submit



What We Covered Today

• Disability Basics

• Employer Resources

• Data Collection Creation

• How to Submit an Employer Disability Certification

• How to Upload the Employee’s Job Description

• Return to Work Process
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Questions?
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              Thank you for your time!

 

 Send questions through Secure Messaging 

                            Or

                       Employer Contact Center:  
           1-800-728-7971
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