How to Apply for ETAP benefits?

Step 1: Apply for ETAP benefits at the MyBenefits section in
Duke@Work prior to requesting reimbursement and within
90 days of the last day of class.
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Home MyProfile MyBenefits MyTime MyPay MyExpenses MyTeam

Your Benefit Plans

Benefit Plan Overview
View a list of plans in which you are currently enrolled.

How Do | Enroll in my Benefits?

Step 2: Select “Employee Tuition Assistance Application”

Employee Tuition Assistance Application - A PP |y here
Applyiview status of employee tuition assistance application.

Employee Tuition Assistance FAQS and Instructions
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https://work.oit.duke.edu/irj/portal/BenefitsEnrollment

“Employee Tuition Assistance Application” links to the screen below.

Employee Tuition Assistance Program Application

Employee Details

Empicyee Hame: BLUE DEVIL plip: O

Home Addrass: 123 MAN ST Ermail Address: BLUE DEVIL@OUKE EDU
CityStateiZip:  DURHAM NC 27505 Office Phone: 35545600

Home Fhone:  BT9-123-4%7 Continuous Sve Dae: 0311/2002

Payroll Cycle: MONTHLY Planned Working Time: EXEMPT==20 HREMWWK
Pesition: T Compay il

Qg Unit: Superviscr/Business Manager:

Enroliment Information

Colegefinirersity: Sehect School from the dropaown list-» -
Click here and sekect NC on the map for 3 list of SACS schodls. I your $chool doBs nol app=ar in e SACS list for NC, It &5 not eligibe for 1he program

Degres Sought * | Undergracuate Graduale

Degree Type
Select  Degree

Ae TeS€ COUrSeS for your ‘Cument Jot * | Fulre Caneer Development Baih
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abbreviation for
English as a Second

Attend a
school with a
Select from nontraditional
dropdown schedule?
list (i.e. Please review
classroom, the important )
online or note at the ESLisan
distance end of this
learning) instruction
sheet. Language
Course(s) Information

NOTE: These course types are not eligible for Assistance: (Dissertation, Solely Research, Thesis

sematr  Tem Year  Title

Maximum Allowed: 5,250.00 Amount Used: 2,400.00 Amount You Can Use: 2,850.00

Employee Certification

Please carefuly review your application prior o submission; providing fraudulent

Course Type Number StatDate  LastDate

Click here for requested course(s) lotal. | 0.00

Aiso,

* | have read, Understand, and agree 10 INe 18Ms and conditions above

Notification of approval will be sent to you via email.

the retention agreement included in he 18T and conditions link below.

Use the commenis Section 1o include additional informaion to HR/Benefts that should be considered when processing your form. “NGTE Click on the box o the far gt to open comments. ==>

Comments

ESL? Academic Credit? AmtRequested (Fees excluded)

000 | Clear This Row
000 | Clear This Row

000 | Clear This Row

of information of Facts will fesullin the immediate temination of your beneft and eligibilty for this progam

*NOTE. Click on the box to the far right to open status overview. ==>

Status OFwiew

submit | | Saveas Draft | | Check | | Close Window

Step 3: Complete form and click “Submit” to route to your supervisor.

You will receive an email notification once your supervisor has reviewed and

approved your request.

You may monitor the status of your request by selecting “Status” in the MyForms
pane located in the upper right screen of the MyBenefits section in Duke@Work.
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If you select “Save as Draft”, please remember to complete your request prior to
your couse start date. You may return to complete and submit your draft form at
the Universal Worklist section in Duke@Work. You will receive email notification
once your supervisor has reviewed and approved your request.

If you receive an ‘Unknown Supervisor ...” warning message when you attempt to
submit an application, you should contact your departmental payroll
representative to update/assign your supervisor/department business manager
as your primary approver in our SAP HR system. Your representative’s contact
information is located in Duke@Work at MyInfo > MyProfile > Contact My Payroll
Representative.

Your payroll representative may review the HR website at
https://hr.duke.edu/benefits/educational/employee-tuition-assistance/manager-
responsibility for instructions on how to update this primary approver
assignment.

Faculty who receive this message should contact Duke Benefits at 919-684-5600
for assistance.

Important Note about nontraditional schedules: If you attend a school with
varied course start dates in the same academic term (i.e. Summer Term: 1%
course starts May 7 ends June 10; 2" course starts June 11 ends July 15) and
wish to be reimbursed after the completion of each course, then you should
submit a separate application for each course. Otherwise, the reimbursement
cannot be requested until after the end of all your coursework within the
academic term and may result in the expiration of the 60 day reimbursement
deadline for the earlier course.

If you are experiencing any technical issues with the online application, please
review the Employee Tuition Assistance FAQs and Instructions for help.



https://work.oit.duke.edu/irj/portal/MyUWL
https://hr.duke.edu/benefits/educational/employee-tuition-assistance/manager-responsibility
https://hr.duke.edu/benefits/educational/employee-tuition-assistance/manager-responsibility
https://hr.duke.edu/benefits/educational/employee-tuition-assistance/frequently-asked-questions



