EMPLOYEE DIRECTIONS F
MARKTHON / EDUCATIONAL REIMBURSEME

This quick reference guide will walk you through
the steps for submitting requests for educational
reimbursement in Workday.

for Employees

24z Click each number for detailed instructions on how to
?lb complete the action.

@ STEPS TO REQUEST APPROVAL OF A DEGREE
: PROGRAM, NGBEGREE COURSE, OR C&L PROGRAM

. STEPS TO REQUEST TUITION REIMBURSEMENT AFTER
. COMPLETING A COURSE

. STEPS TO REQUEST C&L REIMBURSEMENT AFTER
: COMPLETING THE PROGRAM

. CHECK THE STATUS OF A DEGREE PROGRAM REQUEST, NON
DEGREE COURSE REQUEST, OR C&L PREGBEAST




Educational Reimbursement Requests

Steps to Request Approval of a Degree Program, Nlmygree Course, or C&L Program

Before you begin a Degree Program, a-degree course, or a Certification & Licensing (C&L)
Program, you must obtain approval from your manager and Human Resources Business Partr
(HRBP) by submitting an online request through Workday. Depending on your individual situat
you should submit one of the following requesgtsor to beginning the program/enrolling in the
first course;each request will be routed to your manager and HRBP for approval.

1. Degree Program RequesShould be submitted prior to enrolling in a degree program at an
accredited college or university.

2. Non-Degree Course Requesshould be completed prior to beginning a staaldne course
(not part of a degree program).

3. C&L Program requestBhould be submitted prior to enrolling in a C&L program.

Each of these requests can be initiated by following the steps below.

1. Log into Workday.
2. | tAO01 2y (KS avdzAa Ol ! 00Saaé¢ odzit2y Ay (K

Q Search g 0O ﬁp i

Welcome It's Friday, September 17, 2021
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Steps to Request Approval of a Degree Program, Nlmyree Course, or C&L Program
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My Shortcuts Edit

No Shortcuts yet. Add your favorite tasks, reports,
and more.
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Steps to Request Approval of a Degree Program, Nlmyree Course, or C&L Program
(Cont.)
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Create Request

b

Create Request

Request Type * | EDUCation X
Request Type * | EDUC )4
Search Results (5)
Search Results (5)
EDUCATION - C&L Reimbursement EDUCATION - C&L Reimbursement
Request Request

EDUCATION - Degree Program Request
EDUCATION - Degree Program Request

EDUCATION - Nen-Degree Course

EDUCATION - Non-Degree Course Request
Request

EDUCATION - Tuition Reimbursement

Request

EDUCATION - Tuition Reimbursement
Request

Create Request

Request Type * | EDUC »

Search Results (5)

@ EDUCATION - C&L Program Request

EDUCATION - C&L Reimbursement
Request

EDUCATION - Degree Program Reguest

EDUCATION - Non-Degree Course
Request

EDUCATION - Tuition Reimbursement
Request
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Steps to Request Approval of a Degree Program, Nlmyree Course, or C&L Program
(Cont.)

7.

8.

9.

Provide the required information for each request by filling in each field, including:

Degree Program Request Non-Degree Course Request C&L Program Request

f
1
il

Attach required documentation.

T

T

T

Employee # 1
Hire Date 1
University q
Degree Type 1
Field of Study q
Description of Degree 1

Program/how it relates to
your job at MPC

Total Credit Hours q
Cost per Credit Hour 1
Session Type i

(quarters/semesters)

Estimated start andend
date of Program

Employee # 1
Hire Date 1
University |l
Course Name il

Reason for taking course 1
How course relates to your
job at MPC

# of Credit Hours i
Cost per Credit Hour a1

Estimated start and end date
of course

Cost of Textbook, if
applicable

Estimated total cost

Employee #
Hire Date
Name of Certification/License

How Certification/License
relates to your job at MPC
Program Cost

Travel Required

Estimated start and end date of
Program
Tentative Exam Date

Review Course information, if
applicable

Degree Program Program Description, List of Curriculum & Courses, Total Cost &

Cost per Credit Hour.

C&L Prograng Description of Certification or License, Total Cost, Duration, travel
information, review course information.
NonDegree CourseDescription and Duration of Course, Total Cost & Cost per
Credit Hour, and Textbook Cost.

] £A0] 2y G{doYAGE 6KSYy I ff
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Steps to Request Approval of a Degree Program, Nlmyree Course, or C&L Program
(Cont.)

10. Once you click submit for a Degree Program and/or a-Negree Course request, you will
be sent an email within Workday to complete the process by reviewing and signing a
Repayment Agreement. To finish the process, you must take the following steps:

A V' YRSNI GKS aG! gl AGAYy3 @2dzNJ ! OGAazyé aSoi
submitted.

Awaiting Your Action

a Request Process : EDUCATION - Non-Degree Course Request _

Inbox - 2 days ago

a Request Process : EDUCATION - Degree Program Request :_

Inbox - 2 days ago

A Go to your inbox and click on the pending request.

% Actions Archive

Viewing: All v Sort By: Newest v v

Request Process : EDUCATION - Non-Degree Course
Request I
2 day(s) ago

A The screen below will be displayed. You can click on the PDF to review the
agreement, but you must click on the blue button to sign the agreement and
complete the process.

_———— e ————
Review Documents % FH ™

Review Documents for Request Process : EDUCATION - Non-Degree

Course Request : | NN - !
2 day(s) ago
Documents

On this page, you can only download the original, unsigned version of the document

Tuition Aid Repayment Agreement
Document a g =y =

Instructions  Please click the blue Adobe E-Sign button below to review and sign the Tuition Aid Repayment Agreement.

when signing documents you will be leaving Workday Service. You may need to wait a few
1s 1o be updated in Workday before you can submit the Inbox task. Please wait until you are

E-sign by Adobe Sign

_______— &
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Steps to Request Approval of a Degree Program, Nlmyree Course, or C&L Program
(Cont.)

1 Once you click on the blue button, review the agreement, scroll to the bottom and
sign and date the form to agree to the terms of the agreement.

and conditions and | accept and agree to be bound by the terms and conditions of this Repayment

Agreement.
son [cick hertosig I R S—
Employee Signature Employee Number Date

A After you sign and date the agreement, you will have one final chance to review or
LINAYG GKS F3INBSYSyluod hyOS FAylLfsxs OfAO

Review Documents Review Documents for Request Process : EDUCATION - Non-Degree Course Request :

" Documents

On this page, you can only download the original, unsigned version of the document

Tuition Aid Repayment Agreement
Document

Instructions  Please click the blue Adobe E-Sign button below to review and sign the Tuition Aid Repayment Agreement

Comment

Save for Later Cancel

1 If you have successfully submitted your request, you will see the following message:

' You have submitted -

Up Next:_pproval by Manager
View Details

'gram
f ,2dz gAtf Ffaz asSsS OGkKIFra Fff GKS dFatla |
landing page.

N

Awaiting Your Action

You're all caught up on your inbox items.

11. You may request reimbursement for a course or program after it has been successfully
completed per the terms of the Plan (see Plan for deta#isg. the steps below for requesting
reimbursement.
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Steps to Request Tuition Reimbursement After Completing a Course

Once you have completed a course (including a-degree course), you can submit an online
request for reimbursement through Workday. The steps to request reimbursement are outlined
below. Note: Each course is submitted and reimbursed individually as it is completed.

Each of these requests can be initiated by following the steps below.

1. Log into Workday.
2. /| tA01 2y UGUKS avdzA O] !"Ma@@dingre odzidz2y Ay (K

Welcome It's Friday, September 17, 2021
3. 2KSy GKS 0602E 2L)yasx aStS0Oi (GKS awSljdzSaisa
2y a+ASg ffté¢ G2 RAaALIX L& | RRAGAZYIFE | LI
ALLAPPS 5% %

My Shortcuts Edit

g = Y, No Shortcuts yet. Add your favorite tasks, reports,
© @@ and more.

Pay Personal Favorites Help
Information

My Most Used Apps  View All

e 06 & ¢ c B OB O

Requests Absence Talent and Learning
Performance Pay Personal Favorites

Information
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Educational Reimbursement Requests

MARATHON
®

Steps to Request Tuition Reimbursement After Completing a Course (Cont.)

4. ' YRSNIJ ! OlA2yasx asSt SO
Q Search
< Requests
Actions
Create Request
5 2KSy (KS wSljdsSaili o62E 2LSyaxzr Gé
x
Create Request
Request Type * | EDUC| =
All >
Request Types by Workday Object >
Request Types without Workday >
Objects
Cancel
6. { StSOU a¢dAlGA2Y WSAYOd2NESYSy

Create Request

Request Type * | % EDUGATION - Tuition

x|

Reimbursement Request

Cancel
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Educational Reimbursement Requests

Steps to Request Tuition Reimbursement After Completing a Course (Cont.)

7. Provide the required information by filling in each field, including:

Tuition Reimbursement Request
Employee #
Hire Date

Course Type*
(* if you select course under a degree program, it will ask if this is the last course to complete your degree)

Course Name

# of credit hours

Course start and end date

Tuition Fees

Textbook fees and supplies, if applicable

Total amount being requested

8. Attach the required documentation.

1 Official grade report.

1 Itemized statement of tuition fees, less financial aid.
1 Receipts for required textbooks and supplies.

1 Statement of financial aid, if applicable.
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