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How To:

View and Submit Requests & Inquiries

Applies To Section Last Updated
All Portal Users Requests 2026
Overview

This guide walks you through the Requests screen in Pono ‘Oe. You will learn how to view and
filter your submitted requests and inquiries, check the status and details of an individual request,
and create a new request or inquiry directly from the Requests screen.

Before You Begin

Before you use the Requests screen, confirm that the following requirements are in place:

+ Active account: You must have an active Pono ‘Oe account. If you do not have an
account, contact your Policy Administrator.

+ Signed-in access: You must be logged in to Pono ‘Oe before following the steps in this
guide.

* Required permissions: Available request types depend on your assigned permissions.
Contact your Policy Administrator if you need access to additional request types.
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Workflow 1: Viewing Your Requests & Inquiries

The Requests screen gives you a complete view of all requests and inquiries you have
submitted, filtered by the Group and Account currently selected in the top right corner.

Navigate to the Requests Screen
Log in to Pono ‘Oe and click Requests in the left navigation bar. The screen will display
all submitted requests and inquiries for your currently selected Group and Account.
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Announcements
Dashboard ~ Announcements
Announcements 6/30  New and Enhanced Pono 'Oe Features Coming Soon
Recent TDi remium Statemerts @ We are pleased to announce the upcoming launch of enhanced features within Pono ‘Oe, scheduled to roll out in July 2026.
Authorized users will be able to view Temporary Disability Insurance (TDI) claim status directly through the platform. Please follow
User Access Management the instructions below to help prepare for the launch
Documents Impartant Information for Existing Users
To continue accessing the Billing Portal, you must review and accept the updated Terms and Conditions before proceeding. There are
no changes to the current billing platform
Claims
Accessing the Claims Dashboard
Tutorials
To gain access to the new Claims Dashboard in the online portal, the Employer's authorized Group Administrator must complete and
Logout sign the required Policyholder Authorization form.
Palicy Administrator Application Form &

Switch Group or Account (If Needed)

Use the Group/Account filter in the top right corner to switch between groups or
accounts. The requests list will be updated to reflect the selected Group and Account.
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TDI Premium Statements

Documents

Requests
Claims
Tutorials

Logout

Filter Your Requests (If Needed)
Use the available filters to narrow down your results. You can filter by Type, Subtype,
and whether the request is Closed or Not Closed.
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Dashboard = General . . - .| O Closed Reset Filters Greate Request
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Announcements
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User Access Management Claims

TDI Premium Statements Claims - Payment

Documents Billing / Payménts
Requests Policy / Administration
Claims Other

Tutorials

Logout

Requests are visible for the last 3 years. A request can have the following statuses:
Open, In Progress, Cancel Requested, Cancelled, or Completed. If you need to
follow up on a request, please contact the TDI Portal Team with your request
details.
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Workflow 2: Viewing Request Details

Click into any request record to view its full details including its current status, submission
information, and description.

Click on a Request Record
From the Requests screen, click on any request to open its detail view.

Requests

Dashboard -
Announcements
Recent TDI Premium s*nateme'wso

User Access Management

Account Management

TDI Premium Statements 232
Documents 2325
Requests 2324
Claims

2314
Tutorials

213
Logout

Request (#2335)

Claimant Information

Member ID Number
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_— _ . [ Closed
Sublype S [] Not Closed

7/8/26 General Claims.

7/8/26 . General Claims - Payment

77126 General Policy / Administration

7726 General Claims.

7/6/26 General Claims - Payment

7/6/26 General Claims
General

Employee Name Disability Date

I 02/26/2026

General Request Information

Claims

Description

What is the status of this Claim 7777
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Open
Cancelled 777126
Complete e
Complete 7/6/26
Complete 7/6/26
Open
Created: 7/8/26,9:45 AM
Createdby:
Request to Cancel Close
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Review the Request Details

The detailed view will display the following information for the request: Status, Group,
Account, Date and Time Created, Submitted By, and the Description provided at the
time of submission. Additional fields may appear depending on the request type.

Request (#173) [General| [open
Group

Account Created: 5/28/26, 9:51 AM

RequesttoCancel  Close
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Workflow 3: Creating a New Request or Inquiry

You can also submit a new request or inquiry directly from the Requests screen without
navigating to a specific claim or payment record.

Click Create Request
On the Requests screen, click the Create Request button in the top right corner.
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Claims

231 6126 General claims - Payment complete 76126
Tutorials

s 6126 General Chaims Complete 6126

Logout

Select the Request Type
3.2 Choose the appropriate request type from the available options. Only the request types
. you have access to will be displayed, based on your assigned permissions (Claims,
Billing, or Policy Administration).

General Request

Group Name NN  Group: I  Account: [N

{ General Request Type*

Select from below or start typing to search.. X

Claims

Claims - Payment

Billing / Payments

Policy / Administration

Other

_
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Enter a Description

3.3 Complete the Description field with the details of your request or inquiry. This is the only
field you are required to fill in for all request types.

General Request
Group Name [  Group MENNNNN  Account [

General Reguest Trpe®

Claims - Payment

‘SeiSct 8 YD 70 e i or 1arT1YBING 10 S8A7CN 107 00 I Y0u NPT NG & Ty Fof YOUR TEQUSEE CNOCSE “TINET.

Member ID

Employee Name

Disability Date

Check or EFT Number

Submit the Request

Click Submit to send your request. A success message will appear on screen
confirming your request has been received. You will also receive a confirmation email
notifying you that your request was created successfully.

Your general request was created successfully
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Related Guides

e Need more help? View our full library of how-to guides here.

Need Further Assistance?
If you have any questions, please contact us:

TDI Portal Team TDI Claims Team
Email: TDIportal@pacificquardian.com Email: TDIclaims@pacificquardian.com
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