
 HOW TO SUBMIT AN APPLICATION FOR ETAP/PDA 
GUIDE FOR EDUCATION REPRESENTATIVES 

Log in to ONTAAS at http://www.myuawford.com .  

After the employee logs into the employee portal, click on the link Employee Tuition Assistance Applications then 

click the link to Submit a New Application for IRCP, ETAP or PDA. 

Read the terms and conditions thoroughly and if in agreement with them, click .  



1. Step 1:  Click on the link Find My Provider.  Enter the first few letters of the provider’s name, then click search

and select the provider from the list of providers that appears on the screen.

2. Step 2:  Use the drop down boxes to select the Program Type and other fields, add Term Begin/End Dates, and

add the Student ID. Click

. 



3. Step 3:  Add your course information, or click the link to Find My Course and select it.  If your course is not found

then click the link indicated and enter your course information into the fields provided.  If you have more than

one course then click  and additional course lines will appear.

4. Step 4: Enter fee types and amounts.  If more fee types are needed, click .  

5. Step 5:  Add financial aid information into the appropriate fields.  Click  if more 

data entry lines are needed.  If no financial aid has been received then select “None”.

Verify the screen contents are accurate and click . 



6. Finally, complete Step 6 Add Contact Information.  Verify all screen contents are correct and click

. 

7. Your application has been sent to the Joint Trust Center (JTC) for review.  You will receive emails from the JTC

regarding the status of the application.




