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Logging Into the Aflac Employer Portal

M



First, log in to the Maine Paid Leave Contributions Portal

Start at maine.gov/paidleave, choose I am an Employer, then Employer Portal.



Click the Access ME PFML Benefits Portal link

You can find that under Employer Information:

You may need to re-enter your username and password for security purposes – use the same 

username and password you used to get into the Maine Paid Leave Portal. 



Finding Employees and Cases

M



This search field appears at the top of almost every page

Search by the employee’s name or case number

If you get no results searching by name, that means they haven’t registered with Aflac yet. 



Example: An Employee With More Than One Case

Click on the case number you want to interact with to find forms and other actions. 



Completing Forms

M



Completing Documents
Once you’ve clicked into a case, scroll down to Document Dashboard.

Click the Download Form/Esign button.



You’ll see this pop-up window 

It has a list of all available forms (both 
employer and employee).

ME Employment Verification is the most 
important one. 

Employer Wage Verification Form is not 
needed except in rare circumstances.

Undue Hardship is only needed if an 

employer wants to request rescheduling of 

the leave.



Why is the ME Employment Verification form so 
important? 
It’s your opportunity to let Aflac know things like:

• The amount of federal or Maine FMLA time the employee was approved for in the 12 months prior to the 
Maine PFML leave start date. 

• The employee’s date of separation from employment, if applicable.

• Whether the typical work schedule provided by the employee reflects what they normally work. 

• Whether/when the employee will be receiving full wage replacement (100% paid company leaves, for 
example) or Worker’s Compensation benefits.  

Note: you’re not required to complete and return this form, but the information is important for Aflac to have. 
Keep in mind that Aflac will wait for the form for 10 business days, even if all the other required information 
has been provided. If you want your employees’ claims to be reviewed without unnecessary delay, you can 
make the process more efficient by returning the form promptly.  Aflac will move forward with the information 
they have after 10 business days. 



Option to Download or ESign

If you see the icon in the blue square, that 

means the form can be completed via 

ESign (Adobe Acrobat).

Otherwise – or if you prefer – click on the 

download icon (in the gold square here) 

to access the form. 



Returning completed forms
If you’ve downloaded a form and filled it out, you can return it a couple ways. 

• Email it to MEPFML@aflac.com. This works but it’s slower to get the form where it needs to be.

• Upload it within the case using the Upload Documents button. This is the fastest way to get 
information to Aflac.

mailto:MEPFML@aflac.com


You’ll see this pop-up window with instructions

You’ll also be prompted to choose from 
a drop-down menu what type of form 
you’re sending in. 

When you’re done, you’ll see the 
uploaded form under Document 
Dashboard.
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