
 
 

BenefitEd: Quick Reference Guide 

 

Welcome to BenefitEd! This Quick Reference Guide will assist you in navigating the tuition 
reimbursement process on the BenefitEd dashboard. 

 

1. To access the BenefitEd dashboard, please find the SSO option through Workday. 
 Note: Workday>Menu>Benefits Portal>BenefitEd US 

 

 

 

 

 

 

 

2. You will then be taken to the BenefitEd dashboard. To begin the tuition 
reimbursement process, click ‘Start Application’. 
 

 



 
3. From there, you will be taken to the Tuition Program Application page. Once you fill 

out the prompts, read and check off the ‘Policy and Clawback Agreement’ box, enter 
your first and last name at the bottom and click ‘Submit Application’. 
 Note: Please make sure to review the policy on the clawback terms. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Note: You can click ‘Save as Draft’ to go back to the application at a different time. 

 

Once the application has been submitted, BenefitEd will review. If approved, your manager 
will be notified via email. They will then be able to approve or deny your application. Once a 
determination has been made, you will receive an email with the decision of your 
application 

 

 

Financial Request: This section will go through submitting the Financial Request form. 

 



 
 

4. After receiving the email confirming your approval or denial, it will be displayed on the 
BenefitEd dashboard. If approved, you can click ‘Submit Financial Request’. 
 
 

 
 
 
 Note: If the application or financial request has been denied, you may request an 

appeal. You will need to provide an explanation for the appeal as well as supporting 
documents. If you do not need to request an appeal, please continue to step 5. 

 



 
 

5. You will then be taken to the Tuition Program Request page. It will ask you to enter 
the course details: course title/number, tuition cost, scholarship grants, and fees.  
 Note: The bottom will show the total reimbursement and remaining amount (the 

annual limit is $5,250 per calendar year). 
  

 

 

 

 

 

 

 

 

 

 

 

6. The bottom portion of the application is where you will upload copies of your final 
grades and billing statements by selecting ‘Choose Files’. Make sure to select 
whether you received scholarships or grants for your program. After that, click 
‘Submit Financial Request’. 

 



 
Once approved, BenefitEd will coordinate with HR to include the reimbursement in your next 
available paycheck. 

 

 

 

 

 

 


