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This guide will walk you through the detailed process of applying for the Career Development 
Fund.
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Go to hr.umich.edu

 01  Introduction

To get started, access our Career Development Fund for Staff web page.

https://hr.umich.edu/working-u-m/professional-development/career-development-fund-staff


 02  Select "Career Development Fund Application"

Scroll to the portion where it says "follow these steps to access the form." Select Career Develop-
ment Fund Application to open the link.



 03  Start your application on InfoReady

You will then be taken to the Human Resources page within InfoReady where you can begin your 
Career Development Fund application.



 04  Select "Apply"

Select apply to begin.



 05  Select "University of Michigan Weblogin"

Select the "University of Michigan Weblogin" button to proceed to the single sign-on to enter your 
U-M login credentials.



 06  Select  "Log In"

Enter your uniqname and your U-M password. Select log in to complete the single sign-on process.



 07  Select "Next"

Carefully review the instructions for the application process. When you are ready to begin, select 
the next button.



 08  Fill in your University Information

Fill in your personal information. You'll write your first name, your last name, your U of M ID 
number, confirming that it is 8 digits long, and your umich email. As you will see in the example, 
please use your uniqname@umich.edu.



 09  Select "Next"

The application is broken into different pages of information. When you complete one page, you 
will select the next button to proceed to the following page of the application.



 10  Select "Save as Draft"

At any point of filling out your application, you can save it as a draft. Perhaps, you decide you would 
like to do more research and come back and fill out your application later. If that's the case, select 
the save as draft button to save your application.



 11  Select "Preview"

The final page of the application will prompt you to review it. Please carefully read the instructions 
and then select preview to go back and review your answers on the application.



 12  Select "Edit"

As you go back to review your application, if you notice there are any sections where you need to 
update your answer, select the edit button underneath that section to change your answer.



 13  Select "Next"

As you are reviewing your application, select next to proceed through each portion of the appli-
cation.



 14  Select "Submit"

When you have completed the review of your application, select the submit button to finalize the 
submission of your application.



 15  Check for "Application submitted successfully."

You will see a screenshot of your application that you just submitted. Please scroll up and look for 
the message that says "application submitted successfully" to confirm your submission.



 16  Select "PDF"

If you would like to download a PDF of your application, select the PDF button in the upper right 
corner.



 17  Select "APPLICATIONS"

Your application history can be accessed by selecting the applications tab from the global naviga-
tion bar at the top of the screen. Select applications to view the status of a current application or 
to edit a draft.



 18  Review "Status"

Check the status of your application by reviewing what it says in the status column. If you had 
previously saved a draft, it will say draft here. You can simply click on the application title to open it 
up and continue your application. To ensure that you've successfully submitted your application, 
make sure it says "submitted" under the status column.



Thank you for your interest in the Career Development Fund for staff. We hope you found this 
video useful as you fill out your application. For more information, visit our website, http://myu-
mi.ch/uhr-cdf.
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