
Adding or Modifying a Claim Contact (for Employers)



The data you see in this tutorial is completely fictitious. It was made for 

instructional purposes only. Any resemblance to a real person or business 

is completely coincidental.



To Add or Modify a Claim Contact, first navigate to the More… tab.



Under Update My Information, click Manage Your Claim Contact.



Ensure you have everything you need as indicated in the Introduction.



Enter the name of your Claim Contact and the Email that will be used to send claims correspondence to. 

Then click Verify Email. You will need access to this email in order to enter the verification code.



To verify the email address, enter the code sent to your inbox and click Confirm.



Review your information. If you need to change anything, use the Previous button or click on the step 

name you wish to revisit in the breadcrumb trail at the top. If everything is correct, click Submit.



Click here for more tutorials!

http://www.maine.gov/paidleave
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