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Congratulations on taking a leap to 
being a continuous learner

Before diving in there are a couple of things to note

1 This guide outlines the overall application process, when 

logging into your account the process might be slightly 

different based on your employer.

2 Before starting an application, please read the Frequently 

Asked Questions carefully

3 If you have questions at anytime during an application, feel 

free to reach out to your reviewer by messaging them



Start by selecting the 
Tuition Assistance 
menu item or tile.

1. Navigate to the ‘Tuition Assistance’ section

If you have messages 
awaiting, this icon with a 
dot will indicate that.



If you have started an 
application under a 
program, it will show 
in this section.

2. Tuition Assistance Dashboard

Once a program has 
active applications, a 
card like this will 
appear. Click on the 
card to view details.

This section shows 
programs offered by 
your employer. Click 
on a card to view 
more details and 
apply when ready.

This section shows 
programs that you 
have completed, 
withdrawn from, or 
abandoned.



3. Program application: program details

Clicking on ‘dashboard’ will take you to the page where you 
can view your active programs, programs you can apply to 
and past programs.

Select ‘Start Application’ to begin an application under this 
program. Once an application has been started in a 
program, the “Start Application” button will disappear but 
the overview details are visible at any point in time.

This is an overview of 
the application process.

Before starting your 
application be sure to 
read the frequently 
asked questions in 
detail.

View the annual benefit amount that corresponds to your 
employment status.



4. Program application: employee information

Modify your email address if 
needed.

The information displayed in 
these fields are provided by 
your employer and are not 
editable. If these fields need to 
be updated, please reach out 
to your employer. 

You can always click here 
to save progress of an 
application and return.

Clicking next will take you to 
the next part of this 
application process.

Clicking cancel will close 
this application without 
saving progress.



5. Program application: program information

Select an institution from 
the dropdown list.

Enter the program name 
(the name of this field might 
vary)

Enter a program begin and 
end date

Please note that when you 
see a red asterix like this, 
this indicates that it is a 
required field.

If you notice you are not 
able to click ‘next’, this 
means that there are 
required fields you will 
need to fill to move to the 
next step.



6. Program application: application review

Clicking into this card will 
allow you to update 
information before 
submitting the application.

If there are terms and conditions that 
need to be accepted, you are required to 
read and accept the terms and conditions 
to continue. 

Once done check the box to proceed to 
the next step. The submit button will now 
be active.



7. Program application: application submitted

Once your application is 
submitted, you will get a 
confirmation similar to this 
with details. 



8. Program application: program details

This section is a breakdown of your Tuition 
Assistance benefit which will show you how much 
you have used and how much is remaining. 

The program information section shows you the 
information submitted in the application.

Selecting ‘click here’ will take you to the program 
overview page where you can review details of the 
program which includes annual benefit amounts, 
the application process and FAQ’s.

If you have unread messages, this icon will have a 
dot. Click on ‘details’ to navigate to the application 
details page where you can message your 
reviewer at any time and view details.

You can navigate to this page by clicking on a 
program under “my active programs” section on 
the dashboard.



9. Courses application: program Details 

Once your program application has 
been approved, you can now start 
your courses application by clicking 
on ‘apply for courses’.



10. Courses application: dates & scholarships

Start your application by entering 
your courses begin and end dates. 
These fields are required to 
proceed to the next step of this 
application.

If you have received any 
scholarships for this program, 
please enter it by clicking on this 
button. 



11. Courses application: course information

Next, enter your 
course information. 
Fill in required fields 
to proceed to the next 
step. 

If you have any 
attachments please 
enter them here. 
Details of required 
attachments are 
specified by your 
employer.



12. Courses application: application review

Feel free to change your 
courses begin and end 
dates if needed.

If you would like to add 
more courses click on this 
card.

Course details can also be 
modified at any time before 
submitting this application.

Courses can be removed at 
any time.

Your annual benefit and 
remaining benefit amounts 
will get updated as you add 
courses. 

When read to submit your 
application click ‘submit’.



13. Courses application: application review

If you added any 
scholarships, this card will 
show. Click on edit 
scholarships to modify. 



14. Courses application: application submitted

Once your application is 
submitted, you will get a 
confirmation similar to this 
with details of your 
application. 

Courses added will show here.

Scholarships added will show here.



15. Courses application: application approved

Once your courses application has 
been approved, you can click on this 
card to navigate to the application 
details page where you can add course 
grades

You can also start another course 
application at any time



16. Courses application: adding grades

Enter the grade you 
received for your 
course here.



17. Courses application: submitting grades

The ‘submit for payment’ button to 
submit an application for 
reimbursement will be inactive until 
grades and attachments are added for 
each course.

When you see this icon with a link, select “click here” to 
view and send messages from your approver

Once grades and 
attachments have been 
added, a green check mark 
will indicate it.



18. Messaging your reviewer

When you see the message icon with a 
link, click on it to navigate to this page 
where you can view and send 
messages to your reviewer.Clicking on this icon will allow 

you to create a new message.

You can view the name of the reviewer 
as well as the date and time of when 
the message was sent.

Click on this icon when you are 
ready to send a message to the 
employee.



19. Closing a program 

You can ‘mark a program complete’ or ‘withdraw from 
a program’. Clicking on these links will open a modal 
where you can confirm this action. Once confirmed, 
your reviewer will need to approve for the action for it 
to be complete. 

You can also start a course 
application at any time by clicking 
on this button.

This icon indicates that there are 
unread messages. Click on this to 
navigate to the messages page.



20. Application history

This column will 
show you when the 
application history 
event occured.

This column will 
tell you the name 
of the person who 
performed the last 
action in the 
application.

Actions could 
be Approved, 
Rejected etc.

When an event 
occurs in the 
application history, 
there could be a 
reason associated 
with it.

Click here to view all events in the 
application history.


