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Going tack to school as = working adukt i= an important decision. The Learning Center is designed to halp you make
smart education choices and provide you with resources to help you slong your £3th to course, cantdicate or degree
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\Welcoms to EdAssist! You can submit an appication for the Wanderbit University Tuition Sensfit Flan
using the Add Appfication menu item to the left. The application will reflzct the program(s) you are =igibls
for based on your current grofile, if any.

07/1712018

ions to each program will be sccepred in EdAssist for the course start dates below. For courses
that started prior to these dates, submit your appiication through Vanderbilt University under the existing
process.

. Facul(ylsw’f Courses at other Universities: Start dates on or after August 1, 18
Dependent Cou at other Universities: Start dates on or aﬁer December 1, 2013
« All'Vanderbilt Cou'ses Stan dates on or after January 1. 2019

.v.» ions must be submi

d within 20 days sfter the course stan date and are scosptad up to 80 days
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Upon accessing the website,
you land at the My Learning
Center. You are greeted with
the Message Board, which
contains important information
that is shared from both Bright
Horizons and your HR team.

From here you can add a new
application or use My
Dashboard to find an existing
application. You can also
navigate to Contact Us if you
have questions.
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—Using Your Benefit

& Watch Video Tutorisls

& Tuition Reimbursement Poli

& Tuition Reimbursement Policy
¥ Add New Apoiication

# Complete Educstion Profile

REIMBURSEMENT

—Explore Education Options.

& _Search for Education Provider

“ Browse Our Festured Schools

Resources for Adult Learning

Educational Benefits Availabl

Free Educationsl Advising

EdAssist Education Network

Partners and Other Benefits
Test

LeamningCounts

StraighterLine

Other Resources

College Board College Cost
Calculstor

Higher Education Opportunity Act
Information on College Costs

Council for Higher Education
Accraditstion

Employee Well Being Blog

Please review your company’s
support documentation under
Using Your Benefit

Resources for Adult Learning
provides links to the
Educational Advising page,
discounted Network Schools list
and other helpful topics

Use the search tool to research
schools in the Explore
Education Options
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Welcome
Logout | Change Password

My Dashboard
My Leaming Center
My Personal Profile
My Education Profile
My Dependents

Add Application

V VANDERBILT
UNIVERSITYe®

Contact Us

X
EdAssist
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Many of your questions can be answered by visiting the My Leaming Center page where you tan access your tuition assistance policy and
program FAQs. If you need further assistance, please submit a new help ticket by clicking on "Submit New Ticket” below. Please provide as
much detail as possible when entering a ticket. You can also contact EdAssist Customer Support toll free at 844-266-1532.

—My Ticket History

Ticket Number Topic

Showing 0 to 0 of 0 entries

~
<

Sub Topic 8 Status ¢

No data available in table

= Submit New Tickd

By selecting Contact Us under
My Activity on the left side
menu, you can reach out to
Bright Horizons in two ways:

Use the Phone Number (844)
266-1532 to speak with the
Bright Horizons Contact Center
7am-7pm CT Monday-Friday.

Select +Submit New Ticket to
fill out a Help Desk Ticket
that will go directly to an Bright
Horizons EdAssist Solutions
support specialist. This feature
Is available 24 hours/day.
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New Dependent

—General Information.

o Add
First Name:
Last Name:
Mi:
Status:
Date of Birth:

—Agreement.

| attest that the above dependent added is eligible to be claimed as a dependent on my Federal tax return or is my spouse by legal
marriage.

Your Name:
Type Your Name Here:
Previous Save & Exit Submit
—Dependent General Information x
First Name: | J’ I
Last Name: | ] 3
o ]

Date of Birth: l:]‘-. *
18

Save Cancel

To add a spouse to your profile,
select My Dependents on the
left hand side menu to go to the
My Dependents page.

In the second screen select
+Add Dependent
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New Dependent

—General Information.

' ik On the New Dependent page,
e select +add to enter information for
5 your dependent.
tatus:
Date of Birth:
Note: the Date of Birth must be
—Agreement — : ‘ entered as mm/dd/yyyy.
| attest that the above dependent added is eligible to be claimed as a dependent on my Federal tax return or is my spouse by legal
marriage.
el il 7 . Once the information is entered,
ype Your Name Here:
please read and accept the
Agreement by entering your name
EEN ) WRREAE ) S in the signature box and select
submit. If you do not accept the
O % agreement, the application will not
First Name: | " be Smertted
Last Name: | ]"
Mi: l:' .
DaeoBit: g Your spouse is now added to your
Save Cancel P rofile.
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Once your spouse is added to
your profile and is eligible, you

o lelcome oaenog My Learning Center may submit an application.

Going back to school as a working adult is

smart education choices and provide you ¥ To start a new appl ication

My Dashboard R R select Add Application under
My Learning Center : “ "} Link to your current activity in the program I\/Iy ACtiVi ty

My Personal Profile

My Education Profile h Ap p lications are what you

My Dependents —ewstagabowd create to participate in the

Add Application | — Tuition Benefit Plan.

Contact Us Message

Welcome to EdAssist! You can submit an application fc
the Add Application menu item to the left. The applicati
based on your current profile, if any.

Applications to each program will be accepted in EdAs;
that started prior to these dates, submit your applicatio
process. 1
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Logout | Change ~assword

My Dashbosard

My Learning Center
My Personal Profile
My Education Profile
My Dependents

Add Application
Contact Us

Add 'Applii':a'ii'on

Step 1: Program Information

Add Program
Information

—Program

Please sefect 3 program: *

(0) Faculty attending Vanderbilt §

(0) Faculty sttending another University @

(® Spouse of Faculty sttending Vanderoilt @

() Depencent st VU-employes hired before 811/12 @

() Dependent not at VU-employee hired before 811112 @

—Dependent Information.

== ——

__Contact Information.

Nashville, TN 27208
Network School: No

Address: =it
Nsshville, TN 27212
us
Email: tamssuppont@edassist.com
— Education Information.
Provider: Vanderbilt University S Edit
Provider Code: 221020
Off. of Fin. Aid snd Scholarship
2308 West End Avenue

Accrediting Bodies:
‘Vanderbilt University Medicsl Center VU only(Inactive), CCNE(Prog ic), NLNACH:
Student ID: Student ID - Unknown st this time S Edit”

Exit Next

Application Step 1

The first step of the
Application is to select a
Program. Use the Blue Info
Button for more information
about each program. Select the

“‘Spouse” program.

A new section will appear titled
“‘Dependent Information”.
Select your spouse in the
provided drop down menu.
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My Learning Center

My Personal Profile

My Education Profile

Add Application
Step 1: Program Information

Add Program
Information

—Program

Plesse sefect 3 program: *

() Faculty attending Vanderbilt §

() Faculty sttending ancther University @

(@ Spouse of Faculty sttending Vanderoilt @

() Dependent st VU-employee hired before /1112 @

() Dependent not st VU-employee hired before 81112 @

Dependent Information.

Dependent: [—Select—_ W™

—Contact Information

Address: Sedit
Nsshville, TN 27212
us

Email: tamssupport@edassist.com

—Education Information.

Provider: Vanderbilt University SEsit
Provider Code: 221298

Off. of Fin. Aid and Scholarship

2302 West End Avenue

Nashville, TN 27202
Network Schoot: No
Accrediting Bodies:
‘anderbilt Univarsity Madicsl Centar VU only(Insctive), CCNE(Prog! ic) NLNACH
Student ID: Student ID - Unknown st this time S Edit”

Exit Next

Application Step 1
Select “Vanderbilt University” in
the Education Information
section. For subsequent
applications Vanderbilt will be
already populated in this
section.

Enter in your spouse’s Student
ID issued by Vanderbilt. If you
do not know your spouse’s
Student ID, please select a
reason from the drop down list.
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Lo | Cranos Passwarg
My Dashboard

My Leaming Center

My Personal Profile

My Education Profile

My Dependents

Ada Application

Contact Us

V VANDERBILT
UNIVERSITYe

Add Application
Step 2: Course Information

Add Course
Information

— Session ation

In the Term Schedule field, select either Semesters(2) o Quarters(4).

Education Provider:  Vanderbilt University
Student ID: Student ID -

Unknown at this ime
Education Program’ | Bachelor's Degree v *

Student Status: ~Select- v "
Term Schedule: —Select— v
Session —Select— v /"
Start Date: 2
End Date:

Tuition Amount:

Credit Hours.

Delivery Method ~Select- v/’

Application Step 2

In Session Information, you
will enter your spouse’s
program information, such as
Education Program, Student
Status, along with associated

tuition for one course per term.

A new application should be
created for each term, up to
three terms per academic yeatr.
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Application Step 2
Information

Enter the total amount of

Lo e eassuers Add Application
sﬂp 2: Course Information

R A e credit/units that your spouse will
Education Provider:  Vanderbilt University

SO s ne complete.

Education Program: Bachelor's Degree v 5

Student Status ~Select- v/

Term Schedule. —Select— v .

st T Select if the school work was

Start Date: 3 - o

S . completed online, in the class room,
T Aot : or a blend of the two.

Credt Hours:

Delivery Method: ~Select- v|'




The Streamlined 4 Step Process

/ x
EdAssist

SMARTER EDUCATION MAMAGEMENT®

A Bright Horizons Selution at Work

My Dashboard

My Learning Center
Ny Personal Profie
My Educstion Profile
My Depsndents
Add Agplication
Contact Us

Step 3: Agreements

Sign
Agreement

—Grants & Scholarships Discl:
i g - v S Y2

Gmncfswotarsm
Amount: Y U Q’)

A

o'
Participation Agreement

| have read and understand the terms and conditions set forth in the \Vang Tuition Assil PoncyAsacondmcn
of participating n this p mlagreetoabndeb/th temsandoondmons Iunderstaﬂd pamupanomnﬂus g
a condtion of my yment otoommanon thereof. | funher understand that grades or other evndence satisfactory

completion, 35 well 35 an woics for 3 =xp must te p
| affirm that any d | have vited in connection with this and that if |
knowi! subcm false, deoepme or rmsleadlng information on:leno recene benefts under the program, tms may resu!l n
aduarss mmy
~ lagree 7

FERPA Agreement

The Family Educational Rights and Privacy Act of 1974, 35 amended (FERPA} ensures studants of the to privacy and
confidentality with respect to their educational records and kmits acoess to the information contained in those records, Under
FERPA.yw ve the nght to deny authonzation to release your educabonal records. However, in order to recaive tuition
3ssistance through EdAssiss, & is necessary for EdAssist to receive and share your educati ucational records vazh your empicyer. By
checking 'l Agres” below, you agree 3s follows:

. EdAss | instautions, schools, agencies or indivi holding my ed | records may release such records to
. _EdAs_sstmayreIeasemy ional records th wved from i scnools, 3gencies or
10 my employer.

nd 2

* Ths consent shall reman in effect unt! | submit 3 wiitten request to cance! the authonzaton.
If you do not agree with the above terms, please understand that we will te unable to process your tuition assistsnos application,
m%oyourappigaﬁmmbecamalled lea ” s

| lagree ©

Sy p 3t the precadi rﬁmnabomsacwmeandcomletetomebﬁtdi

ﬁmeaauoﬂhe e jertilt Unwersey umonAss&anoe ey 3n sgr=e
resenves the right, in their sole discration, to modify, change, or terminate this plan at any Iime and for

3ny re3son without sdvance notice.

Name must be typed exsctly 35 shovwn and is c3se sensive.

Your Name:

Type Your Name Here: 3

Application Step 3

The Sign Agreement page is next.
Please enter any financial aid,
scholarships, grants etc. at the top of
this page. * If you are not receiving any
grants/scholarships, you must select
“None.”

Read and agree with all Agreements
provided by your HR team and Bright
Horizons in order to proceed.

Agreements include a Participant
Agreement and FERPA Agreement.

Agreements along with your electronic
signature are needed to continue.
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m'ﬁ?ﬁingm Add Application
Step 4: Review & Submit

My Dashboard Review and
My Learning Center Submit
My Personal Profile
- —Participant Informatio
My Education Profile
Name:
My Dependents
Add Application
& —Progr
aniack s Spouse of Staff attending Vanderbilt
—Contact Information
Address: sedt | 7]
Nashville, TN 37209
us
Phone:
Email: tamssupport@edassist com
Grant/Scholarship Type Other Aid Description Amount
None $0.00
Agreements

Agreement
Participation Agreement
FERPA Agreement
Electronic Signature:

Date
08/01/2018 01:34 PM

08/01/2018 01:34 PM
08/01/2018 01:34 PM

Previous

Save & Exit Submit

Cancel Application

Application Step 4

The Review and Submit page
summarizes all the information you
have entered including School,
Degree Type, Grants and Tuition
Amount.

If you need to make any
corrections please do so at this
time by using the Edit function.

Once you are satisfied with all the
information, please submit for
review. You will receive a pop-up
window with an immediate decision
from the system.
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Welcome
Logout | thange Password  ADd Application
Step 4: Review & Submit
My Dashboard Review and
My Learning Center Submit
My Personal Profile
- —Participant Information
My Education Profile Niimar
My Dependents
Add Application Pivis
— r
Coaplackles Spouse of Staff attending Vanderbilt
—Contact Information
B Address: SEdit
Nashville, TN 37209
us
Phone:
Email. tamssupport@edassist com
Grant/Scholarship Type Other Aid Description Amount
None $0.00
Agreements

Agreement
Participation Agreement
FERPA Agreement
Electronic Signature:

Date
08/01/2018 01:34 PM

08/01/2018 01:34 PM
08/01/2018 01:34 PM

Previous

Save & Exit

Cancel Application

Submit

Application Step 4

If further information is needed, you
will be contacted through automated
email or through Application
Comments.

You will receive an email confirming
the new status of your application.

If your application is approved, it will
change to the “Approved” status.
No further action is needed UNTIL
your spouse completes the course.
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Lo neesesucs My Dashboard —Dashboard =
This pmtgram has been destgnzd no',;mvsdey?vﬁ a'ghr:nayofeducamw :::T\z:e:n':ng ¢ 12019 Sd[;)‘ Y ” . o I tf t
PN 1 SEpak Ol e . N i ges yoia prii S ou wiil recelve emaill notitications
Srambe e throughout the process. These will

_ inform you each time your
—Task List

SppliCoNIChaNgEStatlis

MRbrcp Mme RO, SRS S, BuMp  TelDeewe $ Examples are: Submitted,
5307248 F: Saved - Not 011012019  03/01/201@  Action Required! This apglication -
- o S BEmETEiIL Approved, Documents Received,
5307280 :ﬁag@y &%Not 01/012018  03/21/2019 :’::::quwed'ﬁusapphcawn Ready for Payment'
Vanderbeit E:E}%E&ﬁﬁﬁjgwem
application. . . .
S R el v The Task List shows applications
Vet Eprl et di : di :
— needing your immediate attention.
5307255 ndentst  Letterof 010172019  03/31/2018  Submit your Letter of Credit to your . . =
pehes G e e My Application History shows all
nweice prior to on . .
— foed g wwon s f“;nf;.,g*g,,gmm of your applications that you have
Ttk e created in the past.
3pplication.

Showing 1 to 5 of 5 entries

— My Application History.

You can select an Application

o+ 4 New Aopleaion Number to open and review your
icati
mon N Program Name Y :amn N Education . Field of Study o Start Date appllcatlon
5307248 Faculty ailtxendmg gved Net Bachelor's Degres Edu.c:mion 01/01/2019
5307250 Faculty a'xt!endma Apg:&aégn Sachelor’s Degree Susiness 01/01/2018
5307253 Spouse of Faculty Application Master's Degree Unknown 011012018
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LoNelcome P APplication Summary

Actions.

pplication Infor
My Activity

Participant

My Dashtosed Appiication # 5307250

My Learning Center Application Status:  Appiication approved @

My Personal Profile Client: Vanderbilt University

My Education Profile Program Name Faculty attending Vanderbilt @

My Dependents Appl Type: R of Tuition and Fees
Date Created: 08/01/2018

Add Application

Contact Us

Print
Cancel Application
Submit Documents

Application
Comments

Inf. :
vvvvvvvvvvvvvv

Education Provider: Vanderbilt University

Student ID: Student ID -
Unknown at this time

Education Program:  Bachelor's Degree

Field of Study: Business
Start Date: 01/0172019
End Date 02/2812019
Projected Program

Completion Date: ~ 03/01/2019

Benefit Period 2019

Are you graduating or pleting your Education Program with this session? Yes
Graduation Date:

You are able to upload
documents directly on to an
existing application

Navigate to My Dashboard,
and select the appropriate
Application Number in your
Task List.

On the Application Summary
Page there is an Actions
Menu on the right hand side.
Select Submit Documents.
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Submit Documents
—Uploada D

D must be submitted in

dance with the program policy.

Preferred document formats are pdf or jpg. Documents provided must be legible, on letterhead or bearing the school insignia and in a format that can in no way be
altered. Highly confidential information such as Social Security Number (SSN) or Credit Card Number should not be displayed. Documentation that is not
legible or that has been altered in any way (except the removal of SSN or Credit Card Number) will not be accepted

You will receive email confirmation of receipt of your uploaded documents within 24 hours.

Please select one Document Type at a time. Only upload file(s) for that Document Type before submitting.

Application Number. 5307250
Education Provider: Vanderbilt University

Student ID: Student ID - Unknown at this time
Document Type Select One g
Upload File

Corrections Shigan
Comment: Grades

| Proof of Payment

Once your spouse’s course is
complete you can upload required
documents from the Submit
Documents page. There is a
dropdown selection to be made for
Grades and Proof of Payment.

When uploading grades, be sure to
manually input your grade in the
menu that appears, as well as
complete the upload of the
document.

To Upload, select Choose File and
navigate to the documents saved on
your electronic device.
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Submit Documents |
—Uploada D
D must be submitted in dance with the program policy.

Preferred document formats are pdf or jpg. Documents provided must be legible, on letterhead or bearing the school insignia and in a format that can in no way be
altered. Highly confidential information such as Social Security Number (SSN) or Credit Card Number should not be displayed. Documentation that is not
legible or that has been altered in any way (except the removal of SSN or Credit Card Number) will not be accepted

You will receive email confirmation of receipt of your uploaded documents within 24 hours.

Please select one Document Type at a time. Only upload file(s) for that Document Type before submitting.
Application Number. 5307250

Education Provider: Vanderbilt University

Student ID: Student ID - Unknown at this time

Document Type Select One g

Upload File chosen
Corrections
Comment: Grades
| Proof of Payment

Uploaded documentation will need
to be in compliance with your
company’s policy.

A grade report should indicate
successful course completion in
compliance with the grade
requirements of the program policy.
Grade reports must be legible and

must include your name (first and
last), school's name and/or logo,
grade, course name and number.
Web printouts of official grades are
acceptable*.

An itemized invoice or other
school official document showing
tuition, fees and any financial aid
received is also required.
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Submit Documents |
—Uploada D
D must be submitted in dance with the program policy.

Preferred document formats are pdf or jpg. Documents provided must be legible, on letterhead or bearing the school insignia and in a format that can in no way be
altered. Highly confidential information such as Social Security Number (SSN) or Credit Card Number should not be displayed. Documentation that is not
legible or that has been altered in any way (except the removal of SSN or Credit Card Number) will not be accepted

You will receive email confirmation of receipt of your uploaded documents within 24 hours.

Please select one Document Type at a time. Only upload file(s) for that D

Type before sub g

Application Number. 5307250
Education Provider: Vanderbilt University

Student ID: Student ID - Unknown at this time

Document Type Select One v

Upload File chosen
Corrections
Comment: Grades
| Proof of Payment

Uploading Documents directly into
the system is the preferred method
and most expedient process to
complete an application. Faxing
your documents may be available
using the cover sheet provided in
this pop up window.

Bright Horizons will process your
tuition assistance application within

5 days of receipt of the proper
documentation .

You will be sent an email
notification that your
documentation has been reviewed
and approved. Bright Horizons will
contact you using application
comments if further information is
required.




