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Entering an EDF Application for Reimbursement

1. Go to My Ohio.gov. Enter your assigned OAKS User ID: and Password:

lo [Search: ] | myOhio.gov v |

Home Health & Benefits ¥  Career Resources ¥  Phone Search  Help ¥

State of Ohio User ID Sign In

Catamaran eligibility issues resolved

File transmission issues are occurring with Catamaran, the
state's pharmacy benefits manager, and Medical Mutual of
Ohio, one of the state's medical benefits administrators. If
you or a dependent encounter any eligibility issues during the
weekend, please contact Catamaran at 866-854-8850 or
Medical Mutual of Ohio at 800-822-1152 directly.

Read More ...

User ID:

Password:

10 an

i official state business by authorized pe
) Unauthorized access or use of this comp
0 2 3 4 5 Archives | View More +/- may subject violators to criminal, civil, an
administrative action.

,,,,,, . = - - Forgot Password Contact Info
OAKS System Alerts

EIN System Alerts
« The PO Autosource process has been removed

from the following daytime jobs

« Travel Email Message incorrect

+ RESOLVED Voucher Workflow issue June 11,
2015

FIN System Alerts Archive

System Availability =~ Contact/Help Desk Information ~ Privacy Statement
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2. Click on Career Resources and EDF Reimbursement Request:

bney ¥ Health & Benefits W | Career Resources W Phone Search
: : My Learning (ELM)
. You last signed in on Mond | All Leaming (ELM) dt

leos, tools available

ailable to help state employees
:e applications offered through

i many assets, including videos
users of Microsoft Office 2013,
c (transitioning to Skype for
Word and PowerPoint.

[] [
« QOLPD Hnme Page
« |leam It Ohio (Exempt or IT)

. EDF F'.mmbursement F'.ecluest '
L) Ll

ePerformance
My Performance Documents
« My Development Documents

Read More ..
Career Aids
« State Job Search L
5 Manager Tasks re +/-

ePerformance Performance Docs
ePerformance Development Docs

ePerformance Document Approval
ePerformance Approval Status q;vl
ePerformance Other Documents

=
m
L] L] L] L] L]
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. |
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Subscribe
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State Library of Ohio

Aslca Librarian
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Once you have followed the navigation to Employee Development Fund Req, the “Tuition
Reimbursement Request” form will appear.

Please Note: The Find an Existing Value tab is for previous applications entered by an employee in
which a previous Request Number has been assigned. The employee also has the option of locating “all
applications they have submitted in a given Fiscal Year by entering the year and clicking the Search tab.

®hio

Home My infow Time & Money ¥

[Search: ] | myOhio.gov v |

Health & Benefits ¥  Career Resources W

Welcome

EDF Reimbursement Reque!

You last signed in on

<«

Phone Search Help ¥  Ohio.gov

| Sign out

el  EMpl Devel t Fund R
[eor soomios - |

™ EDF-FAGs
™ EDF Job Aid

Enter any information you have and click Search. Leave fields blank for a list of all values.

M ENEE N T Add a New Value

~ Search Criteria

Request Number: | hegins with v l—
Fiscal Year: = v ’—

Include History
Limit the number of results to (up to 300): (300

Clear |Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Value

Please Note: The left panel contains links to EDF — FAQs and the EDF Job Aid. The remainder of this Job
Aid will only display where to enter data.
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3. Inorderto enter a new application, first, click on Add a New Value tab. Here, the Request
Number, Empl ID, and the Union Code will automatically populate. Next, click the Add tab to

enter a new application.

Employee Development Fund Req

" Find an Existing Value [RaGGERL AR I

Request Numben
Union Code:

Find an Existing Value | Add a MNew Yalue

The Employee Development Fund Req page will appear. This is the EDF form you will key in all
relevant information regarding your reimbursement.

4. Click on the magnifying glass icon next to the Course Provider Box.

Disbursement of funds is contingent .~~~ ffunds
Course Information

Request Number 1 Request Status In Frogress

Course Provider &}

Fiscal Year 2016
*Fund I—Q
*Program I—Q
Personaize | Find | B | # First &1 1 071 T Lagt
Course Name Begin Date End Date Course Amount
! | B | E =

*Requested Amount |

Grants | Scholarships |
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A list of accredited colleges and universities will appear.

5.

Look Up Course Provider

i ins with - | |
| Description: begins with ~ [Muskingum |

| Lookup || Clear | Gancel |BasicLookup

Search Results

.UF
L
]

In Description, type in the name of the provider and click Look Up.

n
o
L

AERAERETsTAE]

Effective .
rovider |Date Description
1 0140141901 | Chio State University
10 014011901 University of Cincinnati
100 01/0141901|Ohio College of Podiatric Medicine
101 01/01/1801 | Chio Dominican University
102 01/01/1901 | Ohio Mid-Western College
103 01/0141801 | Chio Northern University
104 04/01/1901 Ohio Wesleyan University
105 0140141801 Otterbein University
106 01/01/1901 Payne Theological Seminary
107 01/01/1901 Pontifical College Jospehinum
108 01/0141901 | Queens University
109 0140141901 'ﬁabbinical College of Telshe
11 04/01/1901 Cleveland State University
110 01/01/1901 Rosedale Bible College
111 0140141801 Saint Mary Seminary & Graduate School of Theology
112 01/01/1901 | Southern Baptist Theological Seminary
113 0140111 Qn‘ﬁgring Arbor University
114 01/01/1901 Temple Bible College
115 01/01/1901 Thomas More College
01/01/1801 Tiffin University
01/01/1901 Trinity Evangelical Divinity School of Trinity Int
01401/1901 Trinity L utheran Seminal
01/01/1901 Tri-State Bible College
12 0140111901 Kent State University
120 01/01/1901 Union Institute & University
121 01/01/1901 | United Theological Seminary
122 0140141801 University of Dayton
123 014011901 University of Findlay
124 01/0141901 | University of Mount Union
125 01/01/11901 University of Northwestern Ohio
26 01/01/1801 University of Motre Dame
127 0110111901 University of Pittsburgh
128 01/01/1901 University of Rio Grande
129 0140141801 University of Scranton
13 01/01/1901 Miami University
130 0140111901

University of Southern California
i

Llrknma | lni




Entering an Application for
Human Resources Division Reimbursement

OhiddAS

Service - Support - Solutions

6. Select the Course Provider needed.

Look Up Course Provider
? Help

Course Provider: | begins with » |
Description: begins with ¥ | Muskingum

| LookUp || Clear || Cancel |BasicLookup

Search Results
[wewm{l ﬁfStiuf1iL551

7d 01/011901 |Muskingum University

Please note: If your provider does not show up in the list of providers after clicking Look Up,
click on the Description drop down and click on contains and retype the provider’s name and
click Look Up again.

? Help =
Course Provider: | pegins with v ||
Description: Ijm|

| LookUp | Clear || Cancel |BasicLookup
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7. Click on the magnifying glass icon next to the *Fund Box.

Disbursement of funds is contingent upon the availability of funds
Course Information

Request Mumber 1 Request Status In Progress
Course Provider DQ
Fiscal Year 2016 Muskingum University
*Program QL
Personaiize | Find | B | 3 First T 1 o7 1
Course Name Begin Date End Date Course Amount
U | = | = | =

*Requested Amount |

Grants | Scholarships |

8. Select Event Fund or Tuition Fund.

‘Look Up Fund ' ' . X

*? Help
Union Code: EX
Fiscal Year: 2016

Tuition Fund: | pegins with v ||

| LookUp || Clear || Cancel |BasicLookup

Search Results
Wiew 100 First . 1-2of 2 . Last

Unicn EIGI]E Tuition Fund [ESCHE!IOH
EXMP EVT Event Fund
MP TUI Tuition Fund
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9. Click on the magnifying glass icon next to the *Program Box.

Disbursement of funds is contingent upon the availability of funds

Course Information

Request Status In Progress

Request Mumber

Course Provider r

Fiscal Year 2016 Muskingum University
*Fund I—Q

Personaiize | Find | B | 3 First T 1 o7 1

“program
Begin Date End Date Course Amount

Course Name
| & | & | =l

1

*Requested Amount |

Grants | Scholarships |

10. Select reimbursement type (Event, Tuition).

Look Up Program
? Help

Union Code: Ex

Fiscal Year: 2016

Tuition Fund: EVT

Tuition Program: | begins with v ||

 Look Up || Clear || Cancel :|Basiannkug

Search Results
[‘.ﬁewmﬂ First OREAND
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11. Enter the name of the course being submitted in the Course Name. Click on the Begin and End

date drop downs to enter the course start and end period. Enter the requested amount of the
reimbursement.

Disbursement of funds is contingent upon the availability of funds

Course Information
Request Number 1 Request Status In Progress
Course Provider 7o Q
Fiscal Year 2016 Muskingum University
*Fund EVT |Q Event Fund
*Program E I Event
Personaize | Find | ¥ | # First £ 1 011 1 oot
Course Name Begin Date End Date Course Amount
1 [Accounting 101 05012015 [ (06302015 5 | 1200 =

“Requested Amount |

Grants / Scholarships

Requestor Comment

Approver Comment
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Please note: For multiple courses click the Plus Button at the end of each entry.

Enter Grants/Scholarships and Requested Amount.

Disbursement of funds is contingent upon the availability of funds
Course Information

Request Number 1 Request Status In Progress
Course Provider lmio\

Fiscal Year 2016 Muskingum University
*Fund ’ﬁq Event Fund

*Program ’E_Q Event

Personaize | Find | B0 | 3 First 5 12074 O (et

Course Name Begin Date End Date Course Amount
1 [ACCOUNTING 101 [5/01720155 06302015 | 1200.000
2|[BOOK FEE [05/01/2015 5 06302015 | 150000 =
3 [NTRO TO COMPUTER APPS AND CONCEPTS [p5/01/2015  [p6/202015F | 1200.000 =
4 |LAB FEE [05/01/20155)  [06/30/2015] | 150.000 =
*Requested Amount [1500.000
Grants | Scholarships 1200.000
Requestor Comment

Approver Comment
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12. To attach documents, click on Add Attachment.

Personaiize | Find | First Kl 14074 I
Course Name Begin Date End Date Course Amount
1/[ACCOUNTING 101 [p5/012015 [06E02015F | 1200.000 =
2|[BOOK FEE [ps/012015H [06E02015E | 150.000 =
3[NTRO TO COMPUTER APPS AND CONCEPTS [p5/01/2015[5 [06/30/201505 | 1200.000 =
4 |LAB FEE [p5/01/2015[  DE/30/2015[ | 150.000 =]

*Requested Amount 1500.000
Grants / Scholarships 1200.000

Requestor Comment

Approver Comment

Please enter appropriate amounts and choose using lookups

where appropriate. Instruction Document

Personalize | Find | E

View Attachment Attachment

O 1 View Attachment

[ Add Attachment | 1] Delete Attachment

13. Click Browse.

File Attachment
? Help
Browse...

Upload  Cancel
e
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14. Highlight the document you want to attach. Click Open.

Documents library

Arrange by:  Folder ~
My Documents

S

Name Date medified Type Size

6/9/201510:41 PM File folder
6/9/201510:41 PM File folder

6/18/20159:33 AM  Mlicrosoft Word D... 12 KB

fy.docx  6/18/20159:30 AM  Microsoft Word D... 12KE

. Muskingum Proff of Attendance.doo: 6/18/2015 9:39 AM Microsoft Word D... 12 KB
me: ~ [AFies (- v

[ Open Cancel l

15. Click Upload.

File Atachment

? Help

C\Users\10041584'\Documents'\Wy Documents\Muskingl | Browse. .

i Up{oadi Cance{i

Please note: For multiple documents repeat Steps 12, 13, 14 and 15. Attachments can be viewed prior
to submission. Once the application is submitted the attachments will no longer be available to view
until the application has been approved or pushed back for further information.
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16. Click on Save then click Submit. To delete an attachment check the box for the attachment you
would like to delete and click Delete Attachment.

Personalize | Find | B | % First 0 4 or 1 10 Last

View Attachment Attachment

1 View Attachment  Muskingum_Payment_of_Cost_Activity. docx

| Add Atachment | | Delete Attachment

| Submit |

Last Update By

Last Update Date/Time

1= E‘ﬂve_lIIIEI Notify % Refresh
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Please note: Once submitted, Add Attachment, Delete Attachment and Submit will grey out and the
Last Update by and Last Update Date/Time will be updated.

Personalize | Find | L7 | 2 First B8 4 o4 I3 Last

View Attachment Attachment

1 View Attachment  |Muskingum_Payment_of_Cost_Activity. docx

| Add Attachment | | DeleteAttachment |

S b mitss|

Last Update By 10041584

Last Update DateiTime 06/26/15 6:45:.45PM

B save | [ Notify | |7 Refresh |




