
Instructions for Submitting a 
 Tuition Reimbursement Request 

 
 

1. Open the Request Form.  
 

**After the initiator opens the link (above or from HR webpage), they will be able to enter the details of 
the request. ** 

 

2. Initiator information: this will be the name of whoever is completing the form.  

 
 

 
 
 

 
3. If the Electronic Record and Signature Disclosure appears, check the box to acknowledge.  

Click Continue. 
 

 
 
 
 
Please follow the instructions to complete the form: 

 
4. Click Continue to begin 

 
 
 
 
 
 
 
 
 
 
 
 
  

https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=264421fc-9fc1-4ade-8fd4-2d93d1d7c523&env=na3&acct=9723b502-2a00-4fde-aa0e-260c246c824c&v=2
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5. Complete the required fields and sign. 
 
 
 

 
 

6. When finished, click the Finished button at the bottom of the screen: 
 

 
 
7. After all departments have reviewed the application, an approval or denial notice will be sent from Human 

Resources.  


