Employee Central: Submit External

Request Form (formerly Tuition Reimbursement)

This Quick Reference Guide shows the steps needed for a user to submit an
External Training Request Form through Employee Central’s Learning portal.

Learning tab

Home drop-down menu

lccd
A Home~ QSearch for actions or people A SAMANTHAPOKLEMBA +  NMOHAWK

Home

Goals

Performance

Development

Sort by Date | Type Links

Org Chart

Directory

DocAgent Employee Files

Company Info My Learning

My Employee File

& Edit

Links tile External Requests

@ Learning v

My Learning My Classes

Links My Curricula v

0 Congratulations! All req
curricula are complete.
~ DUE ANYTIME My Orders Go to Curriculum Staf

My Learning Assignments H Sort By Date | Priority 'Y Filter

rd ©. Course name or ID Select All All Assignment Types ~

News

REQUIRED R
CONTINUE COURSE | Options and Settings

El Cholesterol Preview Reports

: m ©

CONTINUE COURSE |

Bookmarks

;l Dal Tile Mexico Training Schedule

7
MOHAWK | | EARNING

INDUSTRIES, INC

LN R Work EMPLOYEECENTRAL




Employee Central: Submit External
Request Form (formerly Tuition Reimbursement)

New Request

Below is a list of all of your External Requests. Click the Request ID for more information about the request. Click Copy Req or Withdraw Req button
and click Go to Copy or Withdraw from an External Request. Click the New Request button to initiate a new request.
External Requests Viewing Optons:Allrequests ) SonBy:( Reauest > ¢

13001 Intro to Mechatronics ~ 12/12/2016 12/16/2016 Expired None
Copy Request
Resubmit
12001 Test 1 12/12/2016 12/14/2016 Expired None
Copy Request
Resubmit
1 Test 10/10/2016 10/12/2016 Expired None
Copy Request
Resubmit

Section A trainee’s information

« Back
Request, Authorization, Agreement & Certification of Training

Complete the form below in order to request training outside of your agency. Be certain to complete all of the required fields.
* = Required Fields

Submit Save

REQUEST, AUTHORIZATION, AGREEMENT & CERTIFICATION OF TRAINING
SECTION A: TRAINEE INFORMATION

B. Record Action
| |
Add Delete
A.1. Employee's Name First Five Letters of Last Name A.3. Date of Birth
Last Name First Name Middle Initial POKLE l:l =
[PokLEMBA | [sAMANTHA ] [MARIE |
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Employee Central: Submit External
Request Form (formerly Tuition Reimbursement)

Office Address

A.4. Office Address (Optional) |

Street Address 160 S Industrial Blvd
City State / Province Postal Code Country
s0701

« Back
Request, Authorization, Agreement & Certification of Training

Complete the form below in order to request training outside of your agency. Be certain to complete all of the required fields.
* = Required Fields

s

Unilin EU use only

—
A.7. Training Content Materials (Unilin EU Only) l

For we need a Nl of the g Please send this information to: training@unilin.com. I I
After approval of the training, you can sign up for the training. All must be to Inter

Services bvba, attn. Accounting Department, Ooigemstraat 3 box 5, 8710 Wielsbeke, BE 0459.510.180. The invoice must be sent in pdf
to invoices@unilin.com. We will process the invoice.
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Employee Central: Submit External
Request Form (formerly Tuition Reimbursement)

Section B Training/Class

Unilin EU Only

SECTION B: TRAINING INFORMATION |

B.1a. Address of Training Institute (if you don’t' find the Training Institute in the ID list, choose Other)

=20) Ql | Name ) Other If Other, please specify

\ |

Street Address City State / Province Postal Code  Country
L 1 L 1 | | [ | [

B.1b. Location of Training Site (Unilin EU Only)

| If Same, mark box.

Street Address City State / Province Postal Code Country

1 1 L 1 | | | |

B.1c. Training Institute Email Address (Unilin EU Only) B.1d. Tr g Institute Teleph (Unilin EU Only)

+ B.2a. Training Title + B.3. Training Start Date + B.4. Training End Date
(MMWDD/YYYY) (MMWDD/YYYY)

L 1 L1 (I

B.5. # Hours Work Time (Unilin EU Only) B.6. # Hours Personal Time (Unilin EU Only)

I 1

B.11. TrainingType (Unilin EU Only)

-- Please Select One -- %

B.14. Will training lead to certification?

* B.18. Training Objectives
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Employee Central: Submit External
Request Form (formerly Tuition Reimbursement)

Section C Costs and Billing Information

SECTION C: COSTS AND BILLING INFORMATION

C.1. Direct Cost C.2. Indirect Cost

Item * Amount Currency Item * Amount Currency

a. Training Price [ | [ ] a. Travel & Hotel * | [ |
b. Books or Materials “f | [ ] b. Per Diem “f | [ |
c. Total * : c. Total * |:|

Submit  Save

Show All

Submit

External Learning Request Form

Training Title: Korea's Law

Your External Learning Course Request is Successfully submitted to the specified approvers for the approval.
Please check the external learning request list for the approval status.

Submit for Approval

Supervisor/Manager Approval

HR Partner Approval

The item/request selected requires approval using the steps listed below.

Any step that do not have a user listed must have a name filled in before the request can be submitted.

Supervisor/Manager Level 1 (Show All)

HR Business Partner (Show All)

Submit
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Employee Central: Submit External
Request Form (formerly Tuition Reimbursement)

External Requests homepage Status

Request ID print
Concur payment

External Requests Viewing Options: (" All requests

«»

] Sort By:( Request ID 4

42001 Korea's Law 2/3/2017 2/28/2017  Submitted Pending
Supervisor/Manager Copy Request
Approval
Withdraw Request
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