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Tuition Reimbursement 
Instructions 

 
 

 Go to Lawson Self-Service and click on “My Benefits”

 

 Under “Other Benefits”, click on “Tuition Reimbursement”

 
 

 

 
 Click on “Add New Course” icon and complete the form.






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 If you do not have a degree in the system, you must add your degree before entering 
any class information.

o Degree seeking – for those who are currently in or plan to use the course 
requests to untimely complete a degree 
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 Click on the drop down menu for the reason for taking the course and click “Enter a New 
Degree”


 
 

 You must complete all information indicated with *



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 Complete the information for your course, you must complete all information indicated 
with *




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 Click the check box to certify that all information is correct.

 Repeat this process for all classes that you are requesting tuition reimbursement.




 
 

 Once all classes are submitted, you must submit your class schedule, detailed billing 
and final grades (unofficial transcripts) to the myhr.helpdesk@carle.com. Please write 
your badge number on all documents and your name must be displayed by the 
college on all documents. 

 To view the details of each course, click “View”
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 Once all steps have been completed above, we will then review to process your request for 
payment.  All documents are to be submitted to: MyHR.Helpdesk@carle.com.

 

 Once the payment has been made, you will be able to view the Amortization Table for 
each class within the Course details. This information is also emailed to employees 
when the class has been approved and processed.

 


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