
 

You must update all education and active certifications in Workday. Updating your profile helps 

us better understand the programs you are in and requesting reimbursement for and assists 

with career pathing development. You can update this information by accessing your career tab 

in Workday in your employee profile. If you do not have a specific field of study at this time you 

can select field of study as general.  

1. Log Into Workday 

2. Select your Menu in the top left corner. 

 

 

 

3. Select your Benefits and Pay Tab 

 

 

 

 



 

 
 

4. Select Education Assistance 

 

 

 

5. Request One-Time Payment for Myself to start the reimbursement process. 

Tuition Reimbursement Process 

• Complete the required * fields in the One-Time Payment Summary 

• Date of Request- Use the date that you submit.  

• Why are you requesting payment? Tuition or Certification  

• Click add One-Time Payment  



 

 

 

• What type of payment are you requesting?  

• Fill in amount you are requesting 

 

 

 

 

Optional –  If you need to add more than one tuition request at once, press Add. 



 

 

• Attach all required documents for your tuition reimbursement request. You can either 

drop files or select files. Please refer to the Tuition Guidelines at the top of the Request 

One-Time payment page for clarification on documents required for your request. 

 

• Select upload if you need to add another additional document. 

 

 

• Select submit once documents are uploaded. 

 



 

 
 

• You will have a “Review Documents” prompt show. 

 
• There will be a delayed action that will come into your Workday inbox to complete. 

Select your inbox. 

 
 

• You will need to select the action that states, “One-Time Payment for Self”. 

 

 

 

• This will prompt your retention agreement that is completed through DocuSign: to 

complete select the eSign by DocuSign. 

 



 

 

 
 

 

 

• The DocuSign will populate: Please review and complete this DocuSign. 

 

 
 

 

• Once your DocuSign has been completed, you will have your review documents page 

prompt, if you wish to review the retention agreement this will be visible here. If you are 

done, please select submit at the bottom of this task. 

 



 

 

 

 

• After you hit submit, this request will be sent to the HR Service Center for review and 

approval. If more documentation is needed, this will be sent back to you with comments 

requesting more information. It will be visible in your Workday inbox. If no more 

documentation is needed, this will be approved and sent to payroll for processing for 

your reimbursement payment. 

 

Certification Reimbursement Process  

Certification and licensures that are required for your position are not eligible for reimbursement. 

• Complete the required * fields in the One-Time Payment Summary 

• Date of Request- Use the date that you submit.  

• Why are you requesting payment? Tuition or Certification  

• Click add One-Time Payment  



 

 

• What type of payment are you requesting?  

• Fill in amount you are requesting 

 

 

 

If you need to add more than one certification request at once, press Add. 



 

 

 

• Attach all required documents for you tuition reimbursement request. You can either 

drop files or select files. Please refer to the Certification Guidelines at the top of the 

Request One-Time payment page for clarification on documents required for your 

request. 

 

 

 

• Select upload if you need to add another additional document. 

 

 



 

• Select submit once documents are uploaded. 

 

 
 

• After you hit submit, your request will be sent to HR Service Center for review and 

approval. If more documentation is needed, this will be sent back to you with comments 

requesting more information. It will be visible in your Workday inbox. If no more 

documentation is needed, this will be approved and sent to payroll for processing for 

your reimbursement payment. 

 

 


