Yale

Submit a Tuition Reimbursement Request

for Non-Yale Courses

If you have questions about this employee benefit, please visit the Benefits Tuition
Reimbursement web page.

IMPORTANT

For employees who are paid monthly, tuition reimbursement will be included in the current month’s paycheck if
their claim is submitted and approved at least one week prior to the date payroll is scheduled to be processed.

Employees who are paid weekly can expect to see the tuition reimbursement appear in the first or second
paycheck following submission and approval of a claim.

Click here (http://www.yale.edu/finance/controller/payroll/payschedule.html) to view the payroll schedule.

Open an internet browser and type in the following address to access the portal: www.yale.edu/portal.

Click Login to the portal, then log in using your NetID and password.

Click My Benefits on the upper right side of the screen.

In the “My Spending Accounts” box on the left side of the screen, click Tuition Reimbursement.

Click on the Education tab at the top of the screen.

Click Request Education Reimbursement in the drop-down menu that appears.

Complete the online form for Reimbursement.

Provider: Yale University.

Institution: the name of the College or University where you completed the course.

Degree Type: the type of degree to which this course is being credited.

Grant/ Scholarship $: financial assistance received from another source (e.g. scholarship, grant or program
for educational funding).

Note: Scholarship and grant awards will be subtracted from your out-of-pocket tuition and lab fee expenses.

Course Amount: the Tuition Fee or Lab Fee you paid for the course.

Supervisor (if applicable): enter the name of your Yale Supervisor if he/she authorized you to take a non-
degree course because it is related to your job.

Courses taken at Yale are ineligible for Tuition Reimbursement for Non-Yale Courses. Please refer to the
Tuition Reduction Program at http://learn.med.yale.edu/lcdb/webdev/html/educservices.htm.

8. Click Add New Expense if you wish to be reimbursed for more than one expense.

9. Click Continue once you have finished entering information for all of the expenses for which you are
applying for reimbursement.

10. Review the Reimbursment Request.
Note: The Adjusted Amount may not equal the Course Amount. Please refer to Yale University Tuition
Reimbursement for Non-Yale Courses Policies and Procedures.
If the information is accurate, click Continue and proceed to step 11.
If changes are necessary, click Make Changes. Once you have made the changes, return to step 9.
To discard the Tuition Reimbursement Request, click Cancel.

11. Click Submit Request.

12. Click Print. Please follow the directions on the Cover Sheet, sign and date the Cover Sheet and include all

required documentation with the Cover Sheet when you fax or mail your Tuition Reimbursement Request.
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ILLUSTRATED INSTRUCTIONS BEGIN ON THE NEXT PAGE
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Open an internet
browser and
type in the
following
address to
access the
portal:

www.yale.edu/portal

‘-_ i Ve 'I £ | www.yale.edujportal Iv

n Click Login to the
portal, then log
in using your
NetID and
password.

Please enter your Yale NetID and
password to see customized and
personalized content:

Login to the portal

BN Click My

Benefits on the
upper right hand
corner of the
Portal.

My Benefits

& Employee Service Center
« My Benefits resources & Human Resources
& My Pay and Info & lLearning Center
* My Pay and Info & Managing at Yale
FES0Urces # Recreation-Gym Membership
* My Time s STARS - lobs at Yale
& My Time resources ® TMS-Training & Certification
* Yale HEALTH
# Yale HEALTH Online
s Mors...

n In the

“My Spending
Accounts” box,
click Tuition
Reimbursement.

= My Spending Accounts View

Health Care Currenthy not enrolled

Child/ Dependent Care Currenth not enrolled

Commuter

Tuition Reimbursement
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H Click on the
Education tab.

Health Care Dependent Care Education Knowledge Center

e Recent Activity

Click Request
Education
Reimbursement.

Dependent Care Education Knowledge Center

Request Education Reimbursement

Recent ACthlt‘y’ View Reimbursement Requests

Eligible Education Reimbursement
Account Expenses

Requests Payments &)

Learn About Education
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Complete the Enter Expenses
online form for

Reimbursement.

You can enter up to 8 expenses. Choose Add New Expense if you have more expenses to enter.

Expense 1
Provider: Yale Type of Expense
UniverSity- Submission Date |:| =
. . Pravider | |
Institution: the
name of the Course Name and Nurmber | |
College or Course Start Date l:l =
University where Course End Date [ =
you completed the
course Institution |
Degree Type | —Choose One - Vl
Degree Type: the Course Grade
type of degree to
yp_ . 8 Grant/Scholarship $ $|:|
which this course
is being credited. Course Amount sl ]
Supervisor (if applicable) |
Grant/ . Individual Course Business
Scholarship $: Relsted?
financial Was this course taken at Yale?
assistance

received from
Add N E
another source @ ew Expense ‘4'

(e.g. scholarship,

arant or program | | | I |

for educational -'1
funding).

e Scholarship and grant awards will be subtracted from your out-of-pocket tuition and lab fee expenses.

Course Amount: the Tuition Fee or Lab Fee you paid for the course.

Supervisor (if applicable): enter the name of your Yale Supervisor if he/she authorized you to take a
non-degree course because it is related to your job.

Courses taken at Yale are ineligible for Tuition Reimbursement for Non-Yale Courses. Please refer to
the Tuition Reduction Program at http://learn.med.yale.edu/lcdb/webdev/html/educservices.htm

Click Add New Expense if you wish to be reimbursed for more than one expense.

n Click Continue once you have finished entering information for all of the expenses for which you are
applying for reimbursement.

Revision 10/2011 4



http://learn.med.yale.edu/lcdb/webdev/html/educservices.htm

Yale

Review the
Reimbursment

Request.

The Adjusted

Amount may not
equal the Course
Amount. Please

refer to Yale

University Tuition

Reimbursement

for Non-Yale

Courses Policies
and Procedures.

If the information
is accurate, click

Continue and
proceed to step
11.

If changes are

necessary, click
Make Changes.
Once you have

made changes to
the information,
return to step 9.

To discard the
Tuition

Reimbursement

Request, click
Cancel.

Review Expenses

Expense 1

Type of Expense

Submission Date

Provider

Course Name and Number
Course Start Date

Course End Date

Institution

Course Grade
Grant/Scholarship

Course Amount

Supervisor (if applicable)
Individual Course Business Related?
Was this course taken at Yale?

Adjusted Amount

Total Adjusted Amount

128714991-01 Change This Expense
Tuition Fee

10-14-2011

Yale University

Intro to English - ENG101

01-10-2011

05-06-2011

Mystic College

A

$0.00

$2,200.00

Mo
Mo

%1,250.00
{The expense amount has been adjusted based on your employer's rules.}

%1,250.00
{The total expense amount has been adjusted based on your employer's rules.)
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Click Submit Submit Education Reimbursement Request
Request.

Enter Expenses Review Expenses

Fax or Mail Documents

To send receipts or documentation for expenses by fax or mail:

1. Choose Submit Request below to create a cover sheet, which wil open in a secondary window.

2. Print the cover sheet and include it with your documents when you s

= account hasn't been reimbursed,

Mote: By cresting and sending the cover shest by fax or mail, you certify Ense
that are paid by the zccount.

and you agree not to sesk reimbursement from another plan for

B T

12 Click Print. To have your reimbursement request processed:

Con't mark this bar
code, It dossn't
contsin =ny persons
b and obtain the approprizte approval information, znd i
necassary to spesd
up procsssing.

Sign and date
signatures before

3. Send this page by fax or mail with your receipts ar other
documentation.

After your documentation has been received, your reimbursement request will typically be processed within 10 days. Your
reimbursement request wil be denied if receipts or other documentation aren't received.

Please follow the directions on the Cover Sheet, sign and date the Cover Sheet and include all required
documentation with the Cover Sheet when you fax or mail your Tuition Reimbursement Request.
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