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Keep these criteria in mind when considering whether you are eligible for reimbursement:
Enrollment in course is after one-year anniversary of employment date.
Employment is continuous while enrolled in the course.
Application is submitted within 14 days of course start date.
Manager approves participation on-line.
Employee is not on a performance improvement plan while enrolled in the course.
School is accredited by the Association of Colleges and Schools.
Credits are earned in pursuit of an undergraduate or graduate degree or approved self-development courses.
Grade of C- or better is earned in (each) course.
All documents required for reimbursement are submitted within 60 days of the end of the course.
This is only an overview.                                                         For complete policy information go to:
www.FirstDataBenefits.us
Financial Benefits/Tuition Reimbursement
)
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Phone Resources 
Edcor Customer Service: 888-622-0150
First Data Employee Resource Line: 
888-348-4835, 
option
 1, option 4 
Edcor Reimbursement Fax: 248-732-1300 
               
Web site: https://firstdata.tap.edcor.com
) (
Look inside for important instructions and information about this benefit!
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AVOID COMMON MISTAKES
Edcor uses automated systems and processes requests for multiple clients.  Avoid errors and delays by remembering the following:
Initial access to the Edcor site is made with your employee ID number and date of birth (MMDDYYYY).  Using any other passwords will result in locking your account.
Edcor’s Processing Request Form (PRF) must be used as the cover sheet of your fax.  Any other cover sheet will void your submission.
The PRF must be printed as a PDF document.  Screenprints will not generate the bar code required for the automated process.
The PRF must have all relevant fields completed.  Double check that fields for payment request and grades are complete, as well as itemized amounts and signature. Incomplete PRFs or PRFs with unnecessary markings will not be processed.
All supporting documentation must indicate the school name, course name or number and employee name.  
Tuition statements or invoices must show a zero balance and include method of payment.  If payment has been deferred, documentation must state this specifically.
Book receipts must be itemized.
All documents must be legible by fax transmission.  Documents that are blurred, faint or incomplete will result in a rejection notice.
Submissions made after rejection must include ALL documents (PRF and supporting paperwork).
) (
    
Employee Action
          Edcor Action
Read Policy and Tip Sheet available at 
www.FirstDataBenefits.us
.  Look for Financial Benefits and Tuition Reimbursement.
 Access 
https://firstdata.tap.edcor.com
.  Use your six digit employee ID as your userID and your date of birth (MMDDYYYY) as your initial password.  You will then set up your own password.
Prior to the start of EACH term, log on to 
https://firstdata.tap.edcor.com
 to submit your Application.  The site times out after 15 minutes of inactivity so know your school, course name, number and dates and approximate charges.  Estimate expenses high as reimbursement will not be paid in excess of the Application amount.  Itemize all expenses (tuition, fees, 
books
) that will appear itemized on your receipts. Expenses not requested on the Application, will not be reimbursed.  You have successfully submitted your Application when you see the “Submit Application Confirmation-Congratulations”.  The assigned tracking number will be your way of tracking your submission.
Edcor will email your manager with a request for approval.
Edcor will email the approval notification to you.  The required Processing Request Form (PRF) will be attached.  (Rejection notices will also be emailed
.  
If you receive a rejection notice because your manager did not respond to the request, contact the Benefits Department at 866-688-7788, option 1,
 
option 4.)
Upon course completion, fill in all relevant fields on the Processing Request Form and print the form.  Fax the tuition statement, proof of payment, final grade and itemized book receipts, with the PRF as cover sheet, to Edcor at 248-732-1300.
After 5 days, use your tracking number to check the status
 
of your submission by logging on to 
http://www.trackmystatus.com
. Questions may be directed to Edcor Customer Service at 888-622-0150.
Upon approval, Edcor will mail a reimbursement check to your home address, usually in 5-7 business days.
   
) (
Tuition Reimbursement Timeline
) (
First Data partners with Edcor to provide on-line administration of the company’s Tuition Reimbursement Policy.  The Edcor web site offers services that simplify the way you manage your tuition assistance.  One of the most exciting services is the “one-stop-shop” web site that allows employees to easily manage the entire tuition assistance process.
On-line applications are a required step in the Edcor reimbursement process.  The Application process is completed at 
https://firstdata.tap.edcor.com
.  Applications should be submitted within 14 days of the start of the course and will require manager approval.  After completing the course, fax your request for reimbursement to Edcor at 248-732-1300.  You can check the progress of your submission at 
http://www.trackmystatus.com
.  Upon approval, checks are issued to your home address.
)



















 (
Edcor Data Services
Customer Service: 888-622-0150
Reimbursement Fax Number: 248-732-1300
          Application web site: 
https://firstdata.tap.edcor.com
Check the status of your request:
http://www.trackmystatus.com
) (
First Data is committed to employees’ educational pursuits.  We support your efforts in higher learning and professional development.
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