m DISTRICT OF COLUMBIA
"] PUBLIC SCHOOLS

Overview

This guide will walk you through submitting eligible tuition reimbursements for payment processing.
Upon notification from the Compensation Team that you are qualified to receive a reimbursement, you
will create an Expense Report in the DIFS system, attaching all your supporting documentation, including
a memorandum from the Office of Employee Services.

Key Links

e DIFs Portal

Step 1: Login to DIFs
All reimbursements must be completed through a DIFs
(District Integrated Financial System) account.
1. Please use the following link to access the sign-on
page: https://emsm.fa.us8.oraclecloud.com/ DIFs Stands for District Integrated
2. You can use your k12 e-mail to log in
3. Note when accessing DIFS
a. You must be on Google Chrome or Microsoft
edge
b. Ifaccessing DIFS remotely (not a school on
DCPS mesh) VPN access is required
c. 2-Factor authentication with a phone is required
Received an error message? Click here and follow these steps

What is DIFs? @

Financial System. This new system
was launched by OCFO and provides
options to streamline cash advances,
reimbursement payments, and the
approval process.

Step 2: Compile Supporting Documentation
Along with the Authorization Memorandum, submit:

1. Proof of Payment
2. Course Description
3. Tuition Reimbursement Approval Memo

Step 3: Submit an Expense Report in the DIFS Portal

Complete the following steps in DIFs to submit your expense report.
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https://emsm.fa.us8.oraclecloud.com/
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Navigate to the Expense Report by &= Show More
selecting Expenses from the navigator

(") Home >
menu.

Me ~

“=| Checklist Tasks

Payables v
Procurement v
Tools v

DIFS COA & LiabilityOffset

Extensions 4

Others v
Click
Create Expense Reports
Report.

Create Report
Available Expense Items (14)
Actions » | == Create Item |
Date w Type

Select +
Create
Item.

Purpose

Attachments None ==

Expense ltems

Actions v Add Existing ) Apply Project w

No data to dispiay.

Apply Account
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Enter Expense Type, Location, Amount, * Data | 12028 E*¢|
Description, and Merchant Name.

& Typs |'|"111EEE Tuition for Emplayee Ir w* |

Expense Location |LI-|i|r.-d States | - |

|| 'IIIEIIIEI|

Dascription Tuition Reimbursement for [FIELD

OF STUDY] courses [SEMESTER]
al [SCHOOL NAME] o

Merchant Mame | [SCHOOL NAME] |

Center

1010001 GAO 400286 40104 713 1020

Account ‘ 1010001-GA0-400286-40104-71 3@

x
4 Hide 3sgmants
Fumndd | 1070001 - | LOCAL FUNDE
Click on the dropdown arrow to the right to Agency | GAD | DISTRICT OF COLUMELA
. : - PUBLIC SCHOOLS
enter funding attributes.
Project, Award, Interfund, Futurel and Future2 Program | 400288 - g.?ilﬁlﬂllnE -
can be left at defaults. i o
cost Canter | 40104 v | s
Tt
TUITEIN FOR
Account | 7131020 | w | EMPLOYEE
TRAINING

Project | 00000 - | WO PROJECT

Awand | 0000000 - |"-|Cl.-".'n".'-'-RD

rvberfund |n:mmn = |::r.u:
Futurai ||:|s|:-:| = |::r.n.1_'

Future? | 0ooo - |::r.n.1_'

| Seareh || Rosst | | | O || concal |
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Fund Agency | Program | Cost Account | Project Interfund | Future 1
Center

1010001 GAO 400286 40104 7131020

Enter data Search and Select: Program X
in the
Value field. 4 Search ‘ Advanced ‘
Select .
Search.

Select the -
value and Value ‘ 400286 ‘

Match (@) All () Any

description
in the box Description ‘
below and
select

OK. Repeat
for all Value Description
attributes
provided.

400286 COLLECTIVE BARGAINING-SWS

|Anutunnpurt ER

M W———

attachments
X
.-‘ Diraag files here or dick to add attachment  w

Authorization Mone =

Account | 1010001 -GAD-A002RE-40104-7 1531 20

=

Projsct Number | Q| Attach required documentation (see Page 1).
Task Humber
Contract Humber Select SBE/CBE status

Funding Source

sBENGE | Mo - Mo Avsilable CBE D

Procurement Contract Number

Add email under Employee/Traveler

Click Add to Report

Employes/Tra
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Add
Purpose
L [y - . SIS WD MWW WY R o
(Tuition
H Purpose |Tuition Reimbursement, [YEAR] 4 Report Total
;Rneel:l-f)urse A its Payment Method ‘ Check ‘ v ‘
[YEAR]) Employer Pays You | 1Al Wire
and SElECt 1 000 BOFA Check Payment Method
P t ‘7| | have rea BOFA EFT Payment Method
aymen O
Check
Method of Expense Items (1) Electronic
Check or ‘
Electronic.
Note: if selecting electronic payment, please update bank account in DIFS by selecting
the gear icon -> Manager Bank Account -> Add Bank Account Info
Accept the
Corporate
& Travel
Expense Create Expense Report @
Policies and : ;
save and Purpose | 4 Report Total
Submlt the Attachments None == Payment Method i Check v
eXpeI’lse Employer Pays You 0.00 USD
report.

cept the corporate travel and expense policies.

Expense Items

Actions v ‘ + Create Item ‘ Add Existing Apply Project w Apply Ac

No data to display.

Need additional support?

Call DIFS Support : (202) 671-DIFS (3437)

Submit a Ticket: OCFODC Zendesk

DIFS Weekly Office Hours : DIFS Weekly P2P PASS to DIFS Integration Office Hours | DIFS (dc.gov)
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https://dc84.zendesk.com/hc/en-us/requests/new?ticket_form_id=360000074054
https://difs.cfo.in.dc.gov/event/difs-weekly-p2p-pass-difs-integration-office-hours

