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 Tuition Reimbursement Guide 

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 
• 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/

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. If accessing 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 

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. 

What is DIFs? 

DIFs Stands for District Integrated 

Financial System. This new system 

was launched by OCFO and provides 

options to streamline cash advances, 

reimbursement payments, and the 

approval process. 

https://emsm.login.us8.oraclecloud.com/oam/server/obrareq.cgi?encquery%3DCK5GELBIX95mFnscZdU4PsLQ1c%2Bk1NnoGZxBy2Q0Es%2FWtjTphY4meB4%2BpoyO4CUCYwqAV38Mk8X9INkxGgKTP00juCaJUZq5IAnb3GnDkB3Za0paGmrPpLJCFm2AblhLelSCwEDKgRh8mQaIAXNurrHZeo0ILVVr8eseveqv8M8WTxi33yi44h2LHdigbOpjN1dcz8v2YrRYhA3WbPmpWHvclYOgynM377xi6BebaSzWmuLtSnRnJA6Fum5cUSw32mPgY%2B0lCVUvo6kuZXqMIParj8OEAJe%2BINs4wsWdwYp4Yi6WNx64tc7uiedrXPNGbVfCzIkiB7a3gBt10xv%2B%2FmsTvMO8S769YQqKR0D%2Fl9TZ241IpP%2FZG%2FTkJQhEDHZRsXa%2FW9FhmmKC2fgsxGd9sHZaf%2F%2Ffu%2BmCe2DehrYd8HrY0YBVsH2haJO246MrpuppPAfL25gDhx4I%2FR%2F0tAFi0AY2kenlRwFByKqDYfOynaG7VLbOoGYxepoUl1Q1M7SekMqaTwLbt%2BA63Yh6gRYfbB3ZmwdwsNQT8NmZJtQ39DDmYA5KPQrnWqW%2BfaBB66zYsS31KU%2BzuwkbdbNvkWyJsTqNxJQyQv5r4rADfnd5K0IT9SyP2rLOvmo4vJKMD2mRPvzkM9sVdctVcebXqxoXMGq0h4BFKjzcylTKGJwst1fsqXShm%2FnrvOL7uAW62QRUb9ctxOCDBEbrCDzHCghhIXZChkdEIjD7npxo%2B0iaUBLtNVjA42%2BSy9GJLten2jMWexQ3oKshjVtFXt%2FJtBdBXwW0Yxq4Jgd7ux%2FdPnbJ9%2BChibEuEndZKU7t6VvH2RufIAlsEhom9xEwScV8BXlds0N7krQ3ZGyr8TzHAVSziARHyniYQMoqfHWF1WBXUVaC0XQO3SuRUUcjgmXkePd2bace7ue3sdhMAiePb9EkYtbIxNDcb2MGVxu2DlgKhwqqV58fTPoRGCuCninZ4hvFMp%2BNbM39btP5Wb1VRDGAfDepCkEJGbgOkrzk%2F%2BF7mN49vCxIITC9zKKEA225iFCE38uTkKwxnijZJoxvgiUwq1%2FyZtTuWwwc%2FEIS%2FzhBI1FkkeO8bRUO7d%2BUmLjLau2BEQ%2FQ9xLyZ6iSEsOi%2BNpHxW%2F4hnWrqwyLjKvQuGd7ACPNXZxCAb0dNYJLGfMDHiAvnNO3YAmse1spIdnXRgmmbtmbKlRWRoO3LvXso9pqwPxgckOo1hc9OOo0fOSM31STpi95FNeX9nUHU%2BItC8JoW7%2F6bY0WVBIIKPv1cSRi%2BL4gY9mug%2BYC5ktLch9VnMGyLKkYLe75qYpJuaNcqhIP9YDMedK0ncWbzU6IFgdbLfC8ceMCJcbURc6mCEsodlmpbbUnZerDzdr951sI%2Fl9ixECGNb1bSr4zu8XQeSNR5dFJQpAmPoDxPVve6eOnODwkzbdLNQi%2FDW0a1%2BTubwunppxhDxGFv%2BkhNIzI88I9qHFkQHkqmhlUlsQYzCMhqazNsrvE9KOW8mgya9oKbXqBA0KaIBMROfmBWxsC%2Fy0Ko49aVWy5WKElaCp4oqosAVnAnLUZAOkxa2RqBy3F%2BjZ8VjICfAPYDbWduEIV9EreLwytXUJk%2B0TMwayWpmCAUIGjZVzDg%2FkmrgqioR0PfTbd%2FTDmGEdzuZruxARh4nU2JQBJ%20agentid%3DOraFusionApp_11AG%20ver%3D1%20crmethod%3D2%26cksum%3D900bdaccb053690ef533637f6a2a806d8972bfe6&ECID-Context=1.0061DapPjMp3z0Q5ubs1yX0005ZF0005iA%3BkXhgv0ZCLILIGVAPnJPRLPJBXKQP1LSTcLQRoPROXKTQjUO
https://emsm.fa.us8.oraclecloud.com/
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Navigate to the Expense Report by 
selecting Expenses from the navigator 
menu. 

Click 
Create 
Report. 

Select + 
Create 
Item. 
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Enter Expense Type, Location, Amount, 
Description, and Merchant Name. 

Click on the dropdown arrow to the right to 
enter funding attributes. 

Project, Award, Interfund, Future1 and Future2 
can be left at defaults. 
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Enter data 
in the 
Value field. 
Select 
Search. 
Select the 
value and 
description 
in the box 
below and 
select 
OK. Repeat 
for all 
attributes 
provided. 

Attach required documentation (see Page 1). 

Select SBE/CBE status 

Add email under Employee/Traveler 

Click Add to Report 
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Note: if selecting electronic payment, please update bank account in DIFS by selecting 
the gear icon -> Manager Bank Account -> Add Bank Account Info 

Add 
Purpose 
(Tuition 
Reimburse
ment, 
[YEAR]) 
and select 
Payment 
Method of 
Check or 
Electronic. 

Accept the 
Corporate 
& Travel 
Expense 
Policies and 
save and 
submit the 
expense 
report. 

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) 

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

