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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.



1. Home: Homepage

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
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WELCOM E, David! Schedule App: ent

Your appointment will be with your assigned Career
Counselor

About Us My Alerts

The Education Fund is a partnership between 16 healthcare industry employers and 6 SEIU local unions, funded by
collectively bargained employer contributions to provide education and training benefits for over 100,000 eligible
healthcare workers.

Our Mission

To empower our diverse healthcare workforce to advance in a changing environment through innovative education and
training solutions.

History

The SEIU UHW-West & Joint Employer Education Fund (the Education Fund), is a multi-employer benefit trust

established in 2004 by SEIU-UHW, Kaiser Permanente and Dignity Health for the education and training of union

represented employees. Since 2004, the Education Fund has grown to include 16 hospitals and health systems and

100,000 eligible union members. We are committed to equity and inclusion through expanding opportunities for career

advancement to develop a diverse talent pipeline that reflects our communities’ needs. Almost 70% of our learners are

people of color and 80% are women. Our organizational structure, based on a formal partnership with major health care

employers, allows us to connect learners to career advancement opportunities for in-demand, high quality jobs. Our 1
graduates who move on to new roles earn on average 36% higher wages in family sustaining union jobs.




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.

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.

Home My Profile

Available Programs

Available Programs

Program Activity

You can view and apply to available Programs here.Your application will be sent and reviewed by your Counselor.

Career Pathways

If you're interested in getting into an in-
demand allied health position, you can take
one of the Education Fund's online programs.
and get qualified - all at NO COST to you.
Our Career Pathways are designed to help.
you gain the skills you need to move into one.
of these key growth positions quickly, no
matter where you are in your career.
Opportunities include: Medical Assistant, RN
to BSN, Medical Coding, Certified Nurse
Assistant, Phlebotomy, and more.

Apply

College Courses

The Education Fund supports general
education classes and prerequisites through
community colleges. This support for college
courses prepares participants for certificate
and degree programs that can accelerate
their career in healthcare.

Apply

Cot ing Education

The Education Fund provides Continuing
Education support for learners who need to
maintain certification or licenses for their
current position.

- Sign up for classes to eam Continuing
Education Units

+ Register for American Heart Association
certification courses

+ Request reimbursement up to $1,500 for
CEUs and license/certification fees

Apply

Home My Profile

Available Programs

Available Programs

You can view and apply to available Programs here.Your application will be sent and reviewed by your Counselor.

Career Pathways

If you're interested in getting into an in-
demand allied health position, you can take
one of the Education Fund's online programs.
and get qualified - all at NO COST to you.
Our Career Pathways are designed to help.
you gain the skills you need to move into one
of these key growth positions quickly, no
matter where you are in your career.
Opportunities include: Medical Assistant, RN
to BSN, Medical Coding, Certified Nurse
Assistant, Phiebotomy, and more.

—>  Apply

College Courses

The Education Fund supports general
education classes and prerequisites through
community colleges. This support for college
courses prepares participants for certificate
and degree programs that can accelerate.
their career in healthcare.

—>  Apply

Program Activity

Continuing Education

The Education Fund provides Continuing
Education support for learners who need to
maintain certification or licenses for their
current position.

+ sign up for classes to earn Continuing
Education Units

- Register for American Heart Association
certification courses

+ Request reimbursement up to $1,500 for
CEUs and license/certification fees

—>  Apply

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.



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.
.
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My Profile

You can edit your information and add skills to your profile on this page.

Edit Profile »

Contact Information

First Name Middle Name
[pavia IRE ]

Last Name

Union

l Smith

|

What is your Personal Email?

What is your Work Email?

[david.smith@gmail.com

} [david.smilh@company.com

What is your preferred Email?

Mobile Phone

l Work Email

l l (876) 543-221

Opt In to Text Messages Work Phone
i

Address city

l 123 West Street } [ Las Vegas

State Zip Code

le

l l 88901

My Documents

TYPE

Proof of Layoff/RIF Notice

Upload

Select Document Type

- None --

UPLOADED ON . DOWNLOA

Feb 23, 2022 &

2, Upload Files

\

\
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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.




To update this information, please click the “pencil” icon near the hyperlink “Edit
Profile”.

My Profile

You can edit your information and add skills to your profile on this page.

Edit Profile

Contact Information

First Name Middle Name

David l [ J ]
Last Name Union
[smith | ]
What is your Personal Email? What is your Work Email?
[ david.smith@gmail.com I ‘ david.smith@company.com ]
What is your preferred Email? Mobile Phone
[ Work Email l [ (876) 543-2211 ]
Opt In to Text Messages Work Phone

@ \ | 14

Yes

Edit the information that you want to update and click the “Save” button to confirm your
Contact Information changes.

My Profile

You can edit your information and add skills to your profile on this page.

Edit Profile

Contact Information

* First Name Middle Name
David J

* Last Name Union
Smith

* What is your Personal Email?

david.smith@gmail.com

* What is your preferred Email?

Work Email

What is your Work Email?

david.smith@company.com

* Mobile Phone

8765432211

—_ - - I
Lo |




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.

My Documents /
TYPE UPLOADED ON - DOWNLOAD
Academic Plan Jan 26, 2022 &
Proof of Enrollment Jan 18, 2022 &
Next

Upload

Select Document Type /
- None - . 2, Upload Files 16

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.

TYPE UPLOADED ON . DOWNLOAD

Academic Plan Jan 26, 2022 & 4—

Proof of Enrollment Jan 18, 2022 & L—
/ Next 1 7




2. To upload a document, please go to the “Upload” section and select a Document
Type from the dropdown. Then, click “Upload Files”.

Upload

Select Document Type

Certification/Degree A &, 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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Available Programs

You can view and apply to available Programs here.Your application will be sent and reviewed by your Counselor.

Preparation & Critical Skills TEAS Resource Program

Preparation & Critical Skills courses give
students the edge when it comes to
succeeding in college and/or training
programs. These programs are designed to

Are you taking your last RN prerequisite
class? Are you prepping for the TEAS exam?
If so, the Education Fund has exciting news
for you! We are now providing resources to
help you successfully pass the TEAS.

get you ready to do your best. Whether you
want to strengthen your language skills,
improve your computer literacy or get a head
start in foundational subjects such as math,
science, and medical terminology, the
Education Fund's preparation and critical

skills programs can help.
Apply Apply

19




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.

Preparation & Critical Skills Application

*Select the program you are interested in

Calbright College Diversity, Equity and Inclusion (DEI) Program:|This fully-online program from Calbright College offers learners the opportunity
to gain a deeper knowledge about DEI and how it applies to real-world experiences and their professional healthcare careers. Through a two-part
course series, learners are provided excellent online instruction towards mastering Diversity, Equity, and Inclusion. The DEI coursework is flex paced,

non-college credit and takes approximately 10-12 weeks to complete.

—

Computer and Technology Skills:|Developing Basic Computer Skills: Navigating the Technological World course covers essential computer skills for

anyone struggling with technology in the workplace or anyone who wants to learn the fundamentals of using a computer. You can also sign up for 1-
hour introductory Microsoft Office workshops.

We also offer 6-hour, full length courses on Microsoft Office applications, including Word, Excel, Outlook, and PowerPoint. You may self-enroll for up to
5 classes per year.

l—

Critical Skills Learning Modules and Tutorials:|Education Fund-eligible members have access to thousands of online courses in a wide range of
topics and areas. Accessible through Percipio and KP Learn (for Kaiser employees), browse the various online learning modules. Available anytime,
anywhere!

Critical Skills Webinar Series:|The Critical Skills Webinar Series, in partnership with Learnit, will offer six (6) one-hour trainings on key topics that help
learners develop relevant and timely critical skills for working in today’s healthcare setting. Participants will join a live virtual classroom session with

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:

TEAS Resource Program

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, Are you taking your last RN prerequisite

. . . . lass? Al ing for the TEAS ?
it means that you have already submitted an application for If 20, the Education Fund has exciting nows
this Program and/or one of its pathways/sub-programs. for yout We are now providing resources to

help you successfully pass the TEAS.

N

Applied




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 | 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.



4. My Programs: View your Applications and

1.

Enroliments 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.
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My Applications

This section shows you the Applications you have filled out for Programs.

Program Application Status

Computer and Technology Skills In Review

TEAS Resource Program Enrolled

My Programs and Courses

This section shows your current Program Enrollments and the Courses you are taking as part of these Programs.

TEAS Resource Program

My Courses:
* TEAS 20818925

22

Let’s take a closer look at each section.

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.

10



My Applications

This section shows you the Applications you have filled out for Programs.

4 L

Program Application Status
Computer and Technology Skills In Review
TEAS Resource Program Enrolled
23
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.
Home My Profile Available Programs My Programs
My Applications
This section shows you the Applications you have filled out for Programs.
Program Application Status
Computer and Technology Skills In Review
TEAS Resource Program Enrolled
24

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.

11




My Programs and Courses

This section shows your current Program Enrollments and the Courses you are taking as part of these Programs.

TEAS Resource Program —

My Courses:

« TEAS 20818925  |g——

25
Don’t see a Program Enrollment in this section?
Your Program Enroliment 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.
Home My Profile Available Programs My Programs
My Applications
This section shows you the Applications you have filled out for Programs.
Program Application Status
Computer and Technology Skills In Review
TEAS Resource Program Enrolled
26

12




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.

The Education Fund
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Frequently Asked Questions

Browse through our FAQ to find answers to commonly raised questions and how to get started on My EdFund. If you don't find answers to your

v How do | start applying to Programs?

The first step to applying to Programs is to schedule an appointment with your assigned Counselor. To do so, please click the “Home”
tab on your navigation bar. Then, click the “Schedule Appointment” button, and select a date/time for your appointment. Your
Counselor will advise you best on the programs that are a good fit for you.

Once you met with your Counselor, please allow up to 48 hours for an update on the Available Programs page. The next step is to click
the Available Programs tab on your navigation bar and to locate the Program that you want to apply to. Click the “Apply” button in the
Program'’s card and complete the application. To confirm that your application has been sent, please click the “Finish” button at the
end of the application.

> 1 do not see the Program | want to apply to / the program is grayed out, what should | do?
> How do | schedule time to speak with my Counselor?

> How do | verify / update my Contact and Employment Information?

= David Smith

S——

questions, please consult our downloadable user guide or log a support case.
Log a Support Case e[4S

27

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.

Frequently Asked Questions

Browse through our FAQ to find answers to commonly raised questions and how to get started on My EdFund. If you don't find answers to your
questions, please consult our downloadable user guide or log a support case.

> How do | start applying to Programs? /

v L do not see the Program | want to apply to / the program is grayed out, what should | do?

If you do not see the Program that you want to apply to, please schedule time to speak to your Counselor. Your Counselor will advise
on the best way to apply to the specific Program and on its current availability.

If the program is greyed out, it means that this program requires scheduling an appointment with your Counselor prior to applying to
the program. If your appointment already took place, please allow up to 48 hours for an update and navigate back to the Available
Programs tab on your navigation bar to start your Program Application.

> How do I schedule time to speak with my Counselor?
> How do | verify / update my Contact and Employment Information?

> How can | follow the status of my applications and my programs? 28

13




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.

1 /1 — 100% + [E1E))

Need Help? /
The Education Fund

Empowering potential.
Log a Support Case Click Here

Consult our user guide
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MyEdFund - User Guide
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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.

Please enter your details

/

Employee |d#:

A /

First Name: Last Name Email

David Smith david.smith@gmail.cc

Phone Number: Please enter the best number to reach you,

3109886622

Attach File: \

2, Upload Files Or drop files

31

14



If you would like to see which Email Address you have entered as your preferred email,
please consult the “My Profile” tab.

My Profile

You can edit your information and add skills to your profile on this page.

Edit Profile »

Contact Information

First Name Middle Name

[ David ] [ 3 ]
Last Name Union

[smith | |
What is your Personal Email? What is your Work Email?

david.smith@company.com ]

david.smith@gmail.com ]

What is your preferred Email? Mobile Phone
[ Work Email ] l (876) 543-2211 ]
Opt In to Text Messages ‘Work Phone

i | 32

Yes

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.

Please enter your details

Employee Id#:
098765
First Name: Last Name Email
David Smith david.smith@gmail.cc

Phone Number: Please enter the best number to reach you.

3109886622

Attach File:

A, Upload Files Or drop files

\

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”.

33

Click the “Submit” button once you finish completing the fields.

15



Please enter your details

Phone Number: Please enter the best number to reach you.

3109886622

Attach File:

2, Upload Files Or drop files

Subject:

Updating my information on My Profile /

Description:

My mailing address has changed. How do | update it on MyEdFund?

ﬁ

34

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.

16





