
Step 1: Log In 

Go to the EdAssist/Bright Horizon’s website at   
Edwardjones.edassist.com or https://
clients.brighthorizons.com/edwardjones and 
login using your user name (P or J Number or 
custom created username) and password.  If 
site is not loading, try to clear your cache.

First time logging in? 

Click on Not Signed Up Yet? Register Now 

Enter your Employer info: 

Username:EdwardJones

Password: Benefits4You 

You will need to create your Bright Horizon 

profile including a password.  The password 

must be a minimum of 8 characters and in-

clude an upper and lower case letter and also 

a special character. 

http://tamsonline.org/EdwardJones
http://Edwardjones.edassist.com


Step 2: Start New Application 

• On My Activity menu bar, click New

Application, verify all personal infor-

mation is correct and hit continue.

• Click on the drop down for education

objective and enter Certification/

Designation and Field of Study.

• Under What Program Would you like

to Use click on Professional Designa-

tion Program.

Step 3: Start New Application 

Used the program before? 

• Your most recent Education infor-

mation will populate.

• Review Education Information

If correct hit continue.

If not correct, edit as described  in

Step 4 

  First time using the program? 

Enter Education information as described in 

Step 4. 



Step 4: Enter Education Information 

• Under Education Information, click the

Edit link near the Provider field

• Use Search for Education Providers dialog 
box:

• Type provider name or part of provider
name in the Name field

• Click Search button

• First 3 results will display, to view more click
show more results.

• Click the button for the correct provider

• Under Education Provider, click the edit Link
near the Student ID field

• Use Add Student ID dialog box:

Enter Student ID or leave it  blank if you do not 
know it. 



Step 5: Enter Session Information 

• Enter Start Date (most common-
ly the date study material were
purchased)

• Enter End Date (most common-

ly the exam date)

• Click correct radio button if com-
pleting program with this session

Step 6: Enter Course & Expense Information 

• Under Course & Expense Infor-
mation, click the Add Course &
Related Expense link.

• Use Edit Course dialog box:

Enter Course # as it appears on

itemized invoice (if no course 

number provided, enter 123) 

Enter Course Name as it ap-

pears on itemized invoice 

Enter Tuition Amount to be reim-

bursed. Enter in Add a 

Course & Related Expense 

for books. 

• Click Add an Expense

• Add book expense if any.  Hit Save
expense and the Add Course.

• If no other expenses hit Continue.



Step 7: Enter Agreement Information 

• Review all the agreements and
click the radio button and check
boxes to accept.  Hit continue.

• Review all the information, and
sign your name and hit continue.

Step 8: Review and Submit your Application 

A summary of your course information will be 

presented 

Review Education Information 

• If correct, click the Next button

• If not correct, edit by selecting the
Edit or Delete button under Action,
then click the Next button



Step 9: Submit Supporting Documents 

Go to the tabs at the top of your page and go to 

your history. Click on your application #. You can 

submit documents by uploading or faxing.  

o To upload, only upload one document at a time.

Either drag your document or select your file to 

upload. Chose your documentation type from the 

drop down list; grades, proof of payment, correc-

tions. If entering grades, remember to enter in 

your grade you received. Click Submit Document.  

o To fax, click the What document types are sup-

ported. From there, a box pops up to print off a fax 

cover sheet. Fill out the fax cover sheet and includ-

ed the necessary documents. Click Print Fax Cover 

Sheet and it will populate. See fax number on the 

form.  




