MyEdFund - User Guide
Welcome to MyEdFund member portal!
We are happy to share information with you on how to leverage MyEdFund.
In this guide, you will find information about the MyEdFund functionalities including: scheduling
an appointment with your counselor, updating your profile, applying to programs, and more!
We hope that you enjoy your experience on MyEdFund.
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1. Home: Homepage & Booking an Appointment with
your Counselor
Congratulations! You have created your MyEdFund account and you are now viewing
your homepage.
On your homepage, you will see your name on the right-hand side confirming that you
are logged in to your account.
You will also see the “Schedule an Appointment” button, which allows you to book an
appointment with your Assigned Career Counselor.
Your Career Counselor will help you determine which programs are the best fit for you.
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To schedule an appointment with your Career Counselor, please click the “Schedule
Appointment” button above the “My Alerts” section.

After clicking “Schedule Appointment”, a scheduling pop-up window opens up and
prompts you to select the type of meeting you would like to have:
1. Video conference: A video conference meeting held online that you will join
through a Zoom link.
○

2.

The meeting link will be provided in the email confirmation you get after
scheduling your appointment.

Phone call: Your Counselor will call you.
○

Your Counselor will call you on the number you have indicated as your
preferred phone number when you registered for MyEdFund (mobile vs
work phone).
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Click the “+ Select” button to select the meeting type that you prefer. Then, scroll down
to the bottom of the window and click the “Next” button.
If you are not able to see the “Next” button, you might be using a zoom on your page.
Please zoom out on the page and scroll to the bottom of the window to find the “Next”
button.
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Next, you will be able to select a date/time for your appointment with your Counselor.
This section shows your Counselor’s daily availability for appointments.
Please note that appointments need to be made at least 24 hours before the
appointment date/time (same-day appointments are not available for scheduling).
Appointment times are displayed in Pacific Standard Time, but you can change the
timezone by clicking the dropdown which displays the time zone.
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Once you have selected a date/time and adjusted the timezone for your appointment,
please scroll down to the bottom of the window and click the “Schedule Appointment”
button.

Once you click “Schedule Appointment”, you will see a confirmation window that gives
you more information about your upcoming appointment:
● The duration of your appointment
● The date/time and timezone of your appointment
● The meeting type (video conference or phone call)
● The confirmation number of your appointment
● The name of your assigned Career Counselor

You will also see a “Reschedule” button near the meeting type that you have selected.
Click “Reschedule” to find and select another appointment time.
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Note: The option to reschedule your appointment will also be available from the
confirmation email that you get after scheduling your appointment.
After scheduling your appointment, you will also get an email confirmation on the email
address that you indicated as your preferred email address (personal or work email)
when you registered for MyEdFund.
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The confirmation email includes information about your upcoming appointment with your
Career Counselor: the meeting type, date/time and timezone of your appointment,
duration, and name of your Counselor.
The confirmation email also includes a section named “Cancel/Reschedule Link”
which provides you with a link to cancel or reschedule your appointment for another
date/time.
Your Career Counselor will be notified by email if you cancel or reschedule your
appointment.
What happens after my appointment with my Career Counselor?
After completing an appointment with your Career Counselor, the “Schedule an
appointment with a Career Counselor” alert message disappears from your homepage.
However, the “Schedule Appointment” is still available and will allow you to schedule
meetings with your Career Counselor when needed.
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After your appointment with your Career Counselor, you will also be able to apply to the
Programs recommended for you that were previously grayed out on the “Available
Programs” page.

Congratulations, this means that you are set to start applying to Programs and more!
Let’s now take a look at the “My Profile” tab in which you will be able to see and update
your contact information and more.
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2. My Profile: View your Profile and Update your
Contact Information
The “My Profile” tab allows you to view and update the information you entered while
registering for MyEdFund.
For example, you can update your Address information if your primary address changes.
You can also update your contact preferences, such as your preferred email or preferred
phone number.
The “My Profile” tab also allows you to view/download documents that you have
uploaded as part of a Program Application, and/or to upload new documents to your
profile.

1. Review and update your Contact Information
The left-hand side of the “My Profile” tab allows you to review the information that you
entered when you initially registered on MyEdFund.
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To update this information, please click the “pencil” icon near the hyperlink “Edit
Profile”.

Edit the information that you want to update and click the “Save” button to confirm your
Contact Information changes.
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Your Career Counselor will see internally the information you updated.
For example, if you update your preferred email from “Work Email” to “Personal
Email”, your Career Counselor will see internally that you prefer to now be contacted on
your Personal Email Address.

2. View, Download, and Upload Documents
The right-hand side of the “My Profile” tab allows you to view and download the
documents that you uploaded when applying to Programs.
You will also be able to upload new documents to your profile.

1. To download a document that you uploaded, please go to the “My Documents”
section and click the Download icon on the document’s row. Click the “Next” button if
you want to see more of the documents that you have uploaded.
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2. To upload a document, please go to the “Upload” section and select a Document
Type from the dropdown. Then, click “Upload Files”.

3. Available Programs: Find Available Programs and
Place an Application
The Available Programs tab allows you to view the Programs that are currently
offered by the Education Fund.
This page also allows you to apply to Programs advised by your Career Counselor.
Note: Please note that the Programs available for application vary across the year.
To place an application for a Program, click the “Apply” button in the Program card.
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A few programs such as Continuing Education ,Preparation & Critical Skills, and more,
contain multiple pathways/sub-programs.
When you click the “Apply” button for one of these programs, you will be prompted to
select a pathway/sub-program.

After selecting a pathway/sub-program, you will be able to fill out and submit an
application for the specific pathway/sub-program.
For Programs that do not contain pathways/sub-programs, you will start filling out the
application on the first screen after clicking the “Apply” button.
Have questions about submitting an application? Please consult the section below.
Commonly asked questions about applying to Programs:
What if the button on the Program card says “Applied”
instead of “Apply”?
If you see the “Applied” label on the button in the Program card,
it means that you have already submitted an application for
this Program and/or one of its pathways/sub-programs.
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What type of document formats are accepted as part of the program applications?
If you are using a desktop device, you can upload documents in the most common
document formats: PNG, JPEG, .docx (word document), PDF, and more. If you are using
a mobile device, you can upload documents in PNG and JPEG format.

How do I know if my application is complete and is accepted?
After you submit your application, a Program Assistant and Counselor will review the
application and documents provided (if needed as part of the application).
Your assigned Counselor will reach out to you to let you know if further
information/documents are needed to process your application.
You will also be notified by email of the decision made regarding your Program
Application.
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4. My Programs: View your Applications and
Enrollments to Programs and Courses
The “My Programs” tab allows you to review the status of the Program Applications you
submitted.
On this page, you can also view the Programs that you are enrolled in, and the Courses
you are taking as part of a specific Program.

Let’s take a closer look at each section.
1. My Applications:
The My Applications section will show the applications you have filled out and submitted
from the “Available Programs” tab.
Note: Only fully completed and submitted applications will appear under this
section.
A Program Application is submitted after you click the “Finish” button on the last screen
of the application and see a confirmation message.
In this section, you will see the name of the Program for which you submitted an
application, as well as the application status.
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Don’t see a Program Application submitted in this section?
Your application might not have been completed and submitted successfully. Please click
the “Need Help?” tab on your navigation menu to create a support case.

2. My Programs and Courses:
The My Programs and Courses section will show you the Program(s) you are currently
enrolled in and the Courses you are taking as part of a Program.
The first portion of the table shows the name of the Program, and the name of the
Course(s) is shown underneath.
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Don’t see a Program Enrollment in this section?
Your Program Enrollment might be being processed and will appear in this section
shortly.
Please click the “Need Help?” tab on your navigation menu to create a support case.

18

5. Need Help?: Read our FAQ / User Guide, or Log a
Support Case.
The “Need Help?” tab allows you to find answers to your questions through our
Frequently Asked Questions section and downloadable My Ed Fund User Guide.
From this page, you can also log a support case to get further assistance.

To view the answer to a question from the Frequently Asked Questions, please click the
question to open up the textbox which displays the answer.
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The “My Ed Fund User Guide” that you are currently reading is also accessible when you
click the “View Guide” button at the top of the page on the right-hand side. This
document is also downloadable in PDF format.

If you need further assistance, please log a Support Case by clicking the “Click Here” at
the top of the page on the right-hand side.
A pop-up window will open.
Please enter your “Employee ID”, “First Name”, “Last Name”, and “Email” .
Then, enter the best “Phone Number” to reach you.
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If you would like to see which Email Address you have entered as your preferred email,
please consult the “My Profile” tab.

On the Support Case request, click the “Upload Files” button to upload a file. For
example, you can include a screenshot related to your case.

Finally, select a Subject and enter a Description. For the Subject, when you select
“Other”, a new field opens up which displays the text “Enter Subject”.
Click the “Submit” button once you finish completing the fields.
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After you click “Submit”, you will see a success message confirming that your request
has been submitted successfully.
A team member will get back to you shortly by email / phone regarding your support
case.
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