
EMPLOYEE DIRECTIONS FOR 
EDUCATIONAL REIMBURSEMENT

This quick reference guide will walk you through 
the steps for submitting requests for educational 

reimbursement in Workday.

for Employees
Click each number for detailed instructions on how to 
complete the action.

STEPS TO REQUEST APPROVAL OF A DEGREE 
PROGRAM, NON-DEGREE COURSE, OR C&L PROGRAM

1

STEPS TO REQUEST TUITION REIMBURSEMENT AFTER 
COMPLETING A COURSE

2

STEPS TO REQUEST C&L REIMBURSEMENT AFTER 
COMPLETING THE PROGRAM

3

4
CHECK THE STATUS OF A DEGREE PROGRAM REQUEST, NON-
DEGREE COURSE REQUEST, OR C&L PROGRAM REQUEST
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Educational Reimbursement Requests

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

Before you begin a Degree Program, a non-degree course, or a Certification & Licensing (C&L) 

Program, you must obtain approval from your manager and Human Resources Business Partner 

(HRBP) by submitting an online request through Workday. Depending on your individual situation, 

you should submit one of the following requestsprior to beginning the program/enrolling in the 

first course; each request will be routed to your manager and HRBP for approval.

1. Degree Program Request. Should be submitted prior to enrolling in a degree program at an 

accredited college or university. 

2. Non-Degree Course Request. Should be completed prior to beginning a stand-alone course 

(not part of a degree program). 

3. C&L Program request.Should 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. /ƭƛŎƪ ƻƴ ǘƘŜ άvǳƛŎƪ !ŎŎŜǎǎέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊΦ
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Educational Reimbursement Requests

Steps to Request Approval of a Degree Program, Non-Degree Course, or C&L Program
(Cont.)

3. ²ƘŜƴ ǘƘŜ ōƻȄ ƻǇŜƴǎΣ ǎŜƭŜŎǘ ǘƘŜ άwŜǉǳŜǎǘǎέ !ǇǇΦ LŦ ȅƻǳ Řƻ ƴƻǘ ǎŜŜ ǘƘŜ wŜǉǳŜǎǘǎ ŀǇǇΣ ŎƭƛŎƪ 
ƻƴ ά±ƛŜǿ !ƭƭέ ǘƻ ŘƛǎǇƭŀȅ ŀŘŘƛǘƛƻƴŀƭ ŀǇǇǎΦ

4. ¦ƴŘŜǊ !ŎǘƛƻƴǎΣ ǎŜƭŜŎǘ ά/ǊŜŀǘŜ wŜǉǳŜǎǘΦέ 

5. ²ƘŜƴ ǘƘŜ wŜǉǳŜǎǘ ōƻȄ ƻǇŜƴǎΣ ǘȅǇŜ ά95¦/έ ƻǊ ά95¦/!¢Lhbέ ǘƻ Ǉǳƭƭ ǳǇ ǘƘŜ ǊŜǉǳŜǎǘ 

options.
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Educational Reimbursement Requests

Steps to Request Approval of a Degree Program, Non-Degree Course, or C&L Program
(Cont.)

6. {ŜƭŜŎǘ ǘƘŜ ƻǇǘƛƻƴ ōŀǎŜŘ ƻƴ ǿƘŀǘ ȅƻǳ ŀǊŜ ǇǳǊǎǳƛƴƎ ǘƘŜƴ ŎƭƛŎƪ ƻƴ άhYΦέ
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Educational Reimbursement Requests

Steps to Request Approval of a Degree Program, Non-Degree Course, or C&L Program
(Cont.)

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

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

¶ Employee # ¶ Employee # ¶ Employee #

¶ Hire Date ¶ Hire Date ¶ Hire Date

¶ University ¶ University ¶ Name of Certification/License

¶ Degree Type ¶ Course Name ¶ How Certification/License 

relates to your job at MPC

¶ Field of Study ¶ Reason for taking course ¶ Program Cost

¶ Description of Degree 

Program/how it relates to 

your job at MPC

¶ How course relates to your 

job at MPC

¶ Travel Required

¶ Total Credit Hours ¶ # of Credit Hours ¶ Estimated start and end date of 

Program

¶ Cost per Credit Hour ¶ Cost per Credit Hour ¶ Tentative Exam Date

¶ Session Type 

(quarters/semesters)

¶ Estimated start and end date 

of course

¶ Review Course information, if 

applicable

¶ Estimated start and end 

date of Program

¶ Cost of Textbook, if 

applicable

¶ Estimated total cost

8. Attach required documentation. 

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

Cost per Credit Hour.

¶ C&L Program ςDescription of Certification or License, Total Cost, Duration, travel 

information, review course information.

¶ Non-Degree Course - Description and Duration of Course, Total Cost & Cost per 

Credit Hour, and Textbook Cost.

9. /ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ ǿƘŜƴ ŀƭƭ ŦƛŜƭŘǎ ŀǊŜ ǇƻǇǳƭŀǘŜŘ ŀƴŘ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ƛǎ ŀǘǘŀŎƘŜŘΦ
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Educational Reimbursement Requests

Steps to Request Approval of a Degree Program, Non-Degree Course, or C&L Program
(Cont.)

10. Once you click submit for a Degree Program and/or a Non-Degree 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:

Å ¦ƴŘŜǊ ǘƘŜ ά!ǿŀƛǘƛƴƎ ȅƻǳǊ !Ŏǘƛƻƴέ ǎŜŎǘƛƻƴ ƛƴ ²ƻǊƪŘŀȅΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ǊŜǉǳŜǎǘ ȅƻǳ 

submitted.

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

Å 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.
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Educational Reimbursement Requests

Steps to Request Approval of a Degree Program, Non-Degree Course, or C&L Program
(Cont.)

¶ 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.

Å After you sign and date the agreement, you will have one final chance to review or 

ǇǊƛƴǘ ǘƘŜ ŀƎǊŜŜƳŜƴǘΦ hƴŎŜ ŦƛƴŀƭΣ ŎƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ ŀǘ ǘƘŜ ōƻǘǘƻƳΦ

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

¶ ¸ƻǳ ǿƛƭƭ ŀƭǎƻ ǎŜŜ ǘƘŀǘ ŀƭƭ ǘƘŜ ǘŀǎƪǎ ƘŀǾŜ ŎƭŜŀǊŜŘ ŦǊƻƳ ȅƻǳǊ ά!Ŏǘƛƻƴέ ǎŜŎǘƛƻƴ ƻƴ ǘƘŜ 

landing page.

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 details). See the steps below for requesting 

reimbursement.  
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Educational Reimbursement Requests

Steps to Request Tuition Reimbursement After Completing a Course

Once you have completed a course (including a non-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. /ƭƛŎƪ ƻƴ ǘƘŜ άvǳƛŎƪ !ŎŎŜǎǎέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ-hand corner.

3. ²ƘŜƴ ǘƘŜ ōƻȄ ƻǇŜƴǎΣ ǎŜƭŜŎǘ ǘƘŜ άwŜǉǳŜǎǘǎέ !ǇǇΦ LŦ ȅƻǳ Řƻ ƴƻǘ ǎŜŜ ǘƘŜ wŜǉǳŜǎǘǎ ŀǇǇΣ ŎƭƛŎƪ 
ƻƴ ά±ƛŜǿ !ƭƭέ ǘƻ ŘƛǎǇƭŀȅ ŀŘŘƛǘƛƻƴŀƭ ŀǇǇǎΦ
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Educational Reimbursement Requests

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

4. ¦ƴŘŜǊ !ŎǘƛƻƴǎΣ ǎŜƭŜŎǘ ά/ǊŜŀǘŜ wŜǉǳŜǎǘΦέ 

5. ²ƘŜƴ ǘƘŜ wŜǉǳŜǎǘ ōƻȄ ƻǇŜƴǎΣ ǘȅǇŜ ά95¦/έ ƻǊ ά95¦/!¢Lhbέ ǘƻ Ǉǳƭƭ ǳǇ ǘƘŜ ǊŜǉǳŜǎǘ ƻǇǘƛƻƴǎΦ

6. {ŜƭŜŎǘ ά¢ǳƛǘƛƻƴ wŜƛƳōǳǊǎŜƳŜƴǘ wŜǉǳŜǎǘέ ŀƴŘ ŎƭƛŎƪ ƻƴ άhYΦέ
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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. 

¶ Official grade report.

¶ Itemized statement of tuition fees, less financial aid.

¶ Receipts for required textbooks and supplies. 

¶ Statement of financial aid, if applicable.

9. /ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ ǿƘŜƴ ŀƭƭ ŦƛŜƭŘǎ ŀǊŜ ǇƻǇǳƭŀǘŜŘ ŀƴŘ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ƛǎ ŀǘǘŀŎƘŜŘΦ










