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To prepare to start the application process for educational incentive first review the Educational 
Incentive Guidelines, Timeline, Workflow, and FAQ’s which can be found in the Employee 
Resources section of the Human Resources website.  

Please Note: For a more seamless experience when submitting your eForms we suggest using 
Google Chrome as it is the most compatible with NeoEd.  

 

Step 1:  

Log into My SWC and click on the NEOED tile. From your Dashboard click on Forms.  

 

 

Step 2:  

Select the Educational Incentive Program Application.  
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Step 3:  

Once you have read the overview and are ready to start click on Start Process.  

 

 

 

Step 4:  

After clicking on Start Process you will be prompted to confirm that you want to start the process.  
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Step 5:  

Click on Complete Form 

 

 

Step 6:  

Complete the required fields in the Application form. Please note that only one course can be 
entered per application. If you need to request approval for more than one course, you will need to 
submit a separate application for each course.  
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Step 7:  

Upload all required supporting documents.  

 

 

Step 8:  

Select the appropriate option as to which Educational Incentive this course will count towards:  



        HUMAN RESOURCES   

 

Step 9:  

Select which Job-Related Criteria this course applies to 

 

 

 

Step 10:  

Select the appropriate Unit Type.  

 

 

Step 11:  

Select an option for work schedule impact  
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Step 12:  

If you indicated in Step 10 that the course will be taken during work hours, you will be prompted to 
describe what type of schedule adjustment you are requesting.   

 

 

 

 

 

 

 

 

Step 13:  

Sign the application and click Accept to submit.  
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