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3. Click on Professional Development Funds:

(=) Dashboard x  + -
&« > C & https://dx.myohio.gov/wps/myportal/myohio/myohio/my-workspace/!ut/p/z1/IZFNc8IgElb_SiB5xsUSE-iNg602UTvWRsOlg5F81CTEREDbS9yXjtE4 nE4ASWMK-POy-Alc... Y&
I Apps G Google 3 Settings
n
@h lo HOME MY WORKSPACE MY LIFE & CAREER RESOURCES -
Dashboard Applications
Resources Directory
By Topics A-Z
t  filter content within this res Q
Self Service Quick Access Quick Access How do I...
myPay Cognos Enterprise Update Security Options
myKronos Customer Relationship Management Forgot password
myBenefits Financials & Change Current Password
myLearning Human Capital Management & Sign in for the First Time (Employee)
myTravel Tableau Enterprise & Update Profile (Employee)
myPerformance Careers Website
Help
mylnfo Applications
Contact / Help
I Employee Development Fund I OAKS EPM
myChio Tour
4. Click on EDF Reimbursement Request
() Professional Developme: X \<(ﬂ EDF Job Aid Finalpdf X \D (=] = x I
& C | @ Secure | https://dx.myohio.gov/wps/portal/myohio/mychio/my-workspace/iut/p/z1/VPLcslgFP2VusgSleZ Jd TkdauujY61VNp2EEENNAIYY69-XaGec 1jg ZrsoCLIzZOuecyBOjgCplir... f}‘ H I
L]
@hlo HOME MY WORKSPACE MY LIFE & CAREER RESOURCES S B Q

Professional Development Funds

Professional Development
Funds

EDF Reimbursement History

EDF Reimbursement Request I

April 29, 2019



Entering an Application for
Oh - Department of Reimbursement
lO Administrative Services

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.

7 \7 y
/ (=) Professional Developmer X /' [M Employee Development = X\ (2] - X |

& C | @ Secure | https://ohcm.oaks.chio.gov/psc/hcprd/EMPLOYEE/HRMS/c/OH_TC_MENU.OH_TUT_EMP_RQST.GBL T
(@ New Window % Help
Employee Development Fund Req

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

dd —

Search Criteria

Request Number: | begins with v
Fiscal Year: = v

Limit the number of results to (up to 300): [300

Search Clear | Basic Search @':"' Save Search Criteria

Find an Existing Value | Add a New Value

5. Inorder to 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

Eind an Existing Value

Reguest Number:
Empl ID:

Union Code:

=

Find an Existing Value | Add a New Value

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

6. Click on the magnifying glass icon next to the Course Provider Box.
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Disbursement of funds is contingent ez . _fiunds

Course Information

|Request Number
Course Provider
|Fiscal Year
*Fund

"Program

1

2016

[ la
[

Request Status In Progress

*Requested Amount

A list of accredited colleges and universities will appear.

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

Grants / Scholarships | R

Look Up Course Provider

_.‘ [
e |

1

Y gy
===
SR =

EEEL
[SERE IR o

-
oy
=i

e
ry
=

Y
=
I

El

2
101/01/1901 Cleveland State University
/01/1901 Rosedale Bible College

01/01/1901 ‘Southern Baptist Theological Seminary
101/01/1301 Spring Arbor University

01/01/1301 Temple Bible College

\01/01/1901 Thomas More College

101/01/1901 Tiffin University

01/01/1901 Trinity Evangelical Divinity Schoal of Trinity Int

101/01/1901 Trinity Lutheran Seminary
101/01/1901 Tri-State Bible College
101/01/1901 Kent State University

1 Union Institute & University
101/01/1901 United Theological Seminary
(01/01/11901 University of Fi

E

,,,,, University of Southern California

(B B BRBEREREEE]

NAMAOO1 1 Ichanal

/01/1901 Saint Mary Seminary & Graduate School of Theology

8. Select the Course Provider needed.
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Look Up Course Provider X
? Help

Course Provider: | begins with v ||

Description: | begins with v |[Muskingum

| Look Up || Clear |i Cancel |Basic Lookup

Search Results
View 100 F&&t- 1ot1 [3] I.as’

01011 901 Muskingum University

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

' Look Up Course Provider

? Help a
Course Provider: | pegins with v [
Description: |l contains v ||

- LookUp | Clear | Cancel |BasicLlookup

9. Click on the magnifying glass icon next to the *Fund Box.
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Disbursement of funds is contingent upon the availability of funds
Course Information

'Request Number 1 Request Status [n Progress
Course Provider DQ

|Fiscal Year 2016 Muskingum University
*Program [ la

*Requested Amount |

Grants / Scholarships I

10. Select Event Fund or Tuition Fund.

" Look Up Fund B3

2 Help

Union Code: EX
Fiscal Year: 2016
Tuition Fund: | begins with v ||

| LookUp || Clear | Cancel |BasicLookup

Search Results
w100 First [ 12012 [j]

n
T [EventFund |
EXMP Ul Tuition Fund

11. Click on the magnifying glass icon next to the *Program Box.
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Disbursement of funds is contingent upon the availability of funds
Course Information

Request Number Request Status In Progress
Course Provider O

'Fiscal Year 2016 Muskingum University
*Fund [ e

*Program @

F-‘erst::miizcl.[F'l'ltllLE:| | T Fis

Course Name Beqgin Date End Date Course Amount

1| i | 6 [ | BE

*Requested Amount |

Grants | Scholarships |

12. Select reimbursement type (Event, Tuition).

Look Up Program X

2 Help
Union Code: EX
Fiscal Year: 2016
Tuition Fund: EVT

Tuition Program: | pegins with v [

~ LookUp || Clear || Cancel :|BasicLuukug

Search Results

Pieafﬁ - Flm & 1ot ! Lasq
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13. 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.

Disbursementof funds is confingent upan the availability of funds
Course Information

Request Number 1 Requast Status In Progress
Course Providar 70 Q

Fiscal Year 2016 Muskingum University
“Fund EvT e, EventFund

["Program |E O‘ Event

wr

Personalize | Find | B | 7 First
Course Name Begin Date End Date Course Amount

1 [Accounting 101 [1507207A | [0B202076 [ | 200 =

*Requested Amount |

Grants /| Scholarships

Requestor Comment

Approver Comment

Please note: For multiple courses click the Plus Button at the end of each entry.
Enter Grants/Scholarships and Requested Amount.

i i of funds is confingent upon he zvailability offunds
Course Information
Request Number 1 Request Status In Progress
Course Provider 7o aQ
Fiscal Year 2016 Muskingum University
*Fund BVl Q Event Fund
*Program E Q Event
Course Name Begin Date End Date Coursz Amount
1 ACCOUNTING 101 050120156 06302015 | 1200.000 | 5
2 BOOK FEE 050120153 06730201503 150000 [#]/[=]
3 INTRO TO COMPUTER APPS AND CONCEPTS 050120150 063020150 1200.000 =
m 1050120150 (063020150 | 150.000 =
FRequesied Amout
Grants / Scholarships | 1200000

Requestor Comment

Approvar Comment
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14. To attach documents, click on Add Attachment.

Personaize | Find | ¥ |

Course Name Begin Date End Date Course Amount
1 /ACCOUNTING 101 [p5/012015(% 063020150 | 1200000 |[¥ =
2 |[BOOK FEE |05/0120155% 062020156 | 150,000 =
3 INTRO TO COMPUTER APPS AND CONCEPTS (050120155 063020150 | 1200.000  [¥]|[=]
4 LAB FEE [05/0120155 0673020150 | 150000 [+ [=]
*Requested Amount | 1500.000
Grants / Scholarships | 1200.000

Requestor Comment

Approver Comment

Please enter appropriate amounts and choose using lookups
WRRES SO ORI Instruction Document

Personaize | Find | 1 | 3 |

15. Click Browse.

-File Attachment

? Help

[ Browse.. |

~Upload  Cancel
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16. Highlight the document you want to attach. Click Open.
Al My Music 6/9/201510:41 PM  File folder
i My Pici 6/9/201510:41 PM  File folder
@7 Muskingum Cost Activity.doex 6/18/20159:33 AM  Microsoft Word D... 12 KB
&= Muskingum Fayment of Lost A docx  6/18/20159:30 AM  Microsoft Word D... 12 KB
Hi’] Muskingum Proff of Attendance.docx 6/18/20159:39 AM  Microsoft Word D... 12 KB
me: ~ | AllFiles ) ~|
I [ Open Cancel
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17. Click Upload.

' File Attachment '

? Help

C:\Users\10041584\Documents\My Documents\Muskingt. | Browse.. |

| upioad | cancer

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.

18. 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. Please note: you MUST click Save before Submit.

El [7!5: First 4

Personalize | Find |

View Attachment Attachment

7 1 View Attachment Muskingum_Payment_of _Cost_Activity. docx

A achnank | | BoleARathman: |

Last Update By

Last Update Date/Time

B save =] Notify = s 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.

j )

View Attachment Attachment

Personalize | Find

1View Attachment Muskingum_Payment_of_Cost_Activity. docx

| AddAttachment | |:

[BeleteAltachment | I

[ SUD Mt

toat Tindet: By 10041584

Last Update Date/Time 06/26/15 6:45:45PM

B save [Z] Notify s Refresh
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