Education Reimbursement Application Initial Decision Process
*Please note your agency may have an automated process that has a slighly tailored approach to the below
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Initial Process: How to Add an Employee as an Active Supplier
* This process is only needed if an employee is not already added as an active supplier within PeopleSoft Financials
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. . . ) . Notifies App. Auth. Or Designee:
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Education Reimbursement Final Application Process
*Please note your agency may have an automated process that has a slighly tailored approach to the below

Employee:

Employee:
Completes educational
opportunity

Obtains course completion
documentations (grades,
payment invoice)

Employee:
Submits course completion
documentation to AAoD
within 30 days of course
ending or grades released

App. Auth. Or Designee:
Reviewing course
completion documentation
and reimbursement
amount

App. Auth. Or Designee:

Notifies the employee of

ineligibility or incomplete
documentation

Does employee
meet eligibility
requirements?
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App. Auth. Or Designee:
1. Completes & signs Final Approval Section of form
2. Returns form to HR for HR to file
3. Notifies employee reimbursement is moving forward

HR:

Files form in personnel file

App. Auth. Or Designee:
Checks employee supplier
status in PeopleSoft
Financial

App. Auth. Or
Designee:
Follow-up with
GMIS as needed

Is employee setup as
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PeopleSoft
Financial
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Designee:
Creates invoice in
PeopleSoft Financial
(voucher)
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Designee:
Enters employee
funding information

App. Auth. Or Designee:
Send voucher to State
Comptroller for
approval/payment
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Approves or denies
request within 10
business days
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approved?
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received

State Comptroller:
Returns voucher to
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Designee

App. Auth. Or Designee:
Addresses State
Comptroller comments

Employee:
Reimbursement
received

HR Task
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