
Tuition Reimbursement Process
A step-by-step guide designed to help you navigate the 
reimbursement process 

Additional Questions? Contact Guild Support. 

https://www.google.com/url?q=https://guildeducation.zendesk.com/hc/en-us/requests/new?ticket_form_id%3D8504414370971&sa=D&source=docs&ust=1673001430389651&usg=AOvVaw1_5OGDbgbgLobi4otk8DDL


Key items to know about the new process with Guild.

Steps to getting reimbursed:
1. Confirm eligibility - by submitting a reimbursement 

application with Guild. 
2. Start your courses - you will not be able to access 

your request at this step.
3. Submit your expenses - once your application is 

approved and two weeks after your term start.

Reimbursement is a three-step process.

You will now be able to submit a tuition reimbursement 
request as early as 30 days before your term start date and 
no later than 90 days after the term or certificate end date. 
You don’t need to wait until you get your final grades to 
submit your expenses.

You can request reimbursement earlier.

Including:
● Unofficial transcript for degree programs, or proof 

of enrollment for certificates/certifications 
● Itemized bill with proof of payment
● Course syllabus and receipts for books and supplies 

expenses 

Documentation is required.

We check your cumulative GPA (cGPA) at the beginning 
of your term rather than checking each course grade at 
the end of your term to make sure you’re meeting 
requirements.  You do not need to submit proof of course 
completion or final grades. 

Guild uses cumulative GPA (cGPA).

Reimbursement Process

          All Degree Programs and Schools for Existing Students Remain Supported.
Programs need to regionally or nationally accredited and located 
within the United States. Non-degree programs are also covered if 
not related to a game, sport or hobby



Confirm Eligibility: Reimbursement Application



Reimbursement Application

Step 1:

Go to reimbursement.guildeducation.com. 

If you’re navigating from the Guild home 

page, click the reimbursement tab at the top 

of the page.

Step 2:

Log in to your employer account.  

http://reimbursement.guildeducation.com


Reimbursement Application

Step 3:

Click on “New Request.”



Reimbursement Application

Step 4:

How is your tuition paid?

Select “I pay my tuition out-of-pocket 

Reimbursable expenses: Approved tuition, 

books, supplies, and fees.”



Reimbursement Application

Step 5:

This welcome page has a link to your 

company’s policy and a reimbursement FAQ 

document. 

Use the sidebar
for easy

navigation within
your request

Save your request 
and return later



Reimbursement Application

Step 6:

Enter the name of the school you’re 

attending. 



Reimbursement Application

Step 7:

Enter your:

● Program name or major name

● Degree type (e.g., bachelor’s, 

master’s, etc.) and

● Expected graduation date.



Reimbursement Application

Step 8:

Enter the term start and end dates.

Note:  

Reimbursement requests need to be submitted 

for each term, individually. Every school has 

their own definition of a “term,” but they are 

typically called a semester, trimester, or quarter.



Reimbursement Application

Step 9:

Please provide any cumulative GPA 

information from your school. In your 

documentation we need to see:

● Your name

● Your school name

● Most recent cumulative GPA prior to the 

current term you are applying for

● Program name if applicable

Note:  

Most schools provide a GPA if you have attended 

previous semesters at your school. Please record and 

upload a full cumulative GPA document.



Reimbursement Application

Step 11:

Please read the agreements and select the 

checkbox’s to agree to the terms of 

agreement. 



Reimbursement Application

Step 12:

Review your reimbursement application 

summary to ensure all of the information is 

entered correctly. Certify the request and 

submit. 



Reimbursement Application

Step 13:

Start your courses, you will not be

able to access your request in this

step.

No action required on Guild’s website.

Two weeks after your term start, your 

request will move from Step 2 to Step 3.



Submit Expenses: Reimbursement Request



Reimbursement Request 

Step 1:

Ensure you have all of the necessary 

documentation:

● Unofficial transcript

● Tuition bill

● Grants and scholarships (optional)



Reimbursement Request 

Step 2:

Select “Yes” to submit any tuition and 

mandatory fees for your term.



Reimbursement Request 

Step 3:

Enter your total number of attempted 

credit hours. 



Reimbursement Request 

Step 4:

Add the course information for each course 

you are enrolled in 



Reimbursement Request 

Step 5:

If you took more than one course in this 

term, please make sure to add each 

individual course to your request (repeat 

step 4 for each course).



Reimbursement Request 

Step 6:

Upload an unofficial transcript.



Reimbursement Request 

Step 7:

Enter the total amount of tuition and 

mandatory fees charged for the term.



Reimbursement Request 

Step 8:

Enter your total amount received in grants 

or scholarships.

Enter the total required for room and board 

fees.

Note: Choosing “No” will allow you to move 

past this section, if not applicable.



Reimbursement Request 

Step 9:

Upload a tuition bill that includes all 

necessary information.



Reimbursement Request 

Step 10:

Select “Yes” if you need to request 

reimbursement for required books and 

supplies for this term.

Note: You should submit all book expenses for 

this term at this time. 

→ If you select “No”, you will move forward 

to submit your reimbursement request for 

tuition costs only (skip to step 15).



Reimbursement Request 

Step 11:

Select the type of expense that you are 

submitting for reimbursement. 



Reimbursement Request 

Step 12:

You will need to have different materials ready for 

each type of expense (i.e., book, fee, supply). 

Step 13:

Once you select the expense type and have your 

documentation on hand, follow the prompts:

● Supported file formats are JPEG, PDF, PNG, DOC, 

and DOCX.

● Each syllabus (required for books/supplies) should 

include the course name and/or code and all 

required materials.

● Each receipt should include the name of the item 

purchased, vendor name, item cost,and 

confirmation of payment.

Book 

Fee 

Supply 



Reimbursement Request 

Step 14:

If you have additional items to add, select 

your next expense type.

If you do not need to request reimbursement 

for any other expenses, select “Nope All 

Done.” 



Reimbursement Request 

Step 15:

Review your request before you click 

“Submit.”

Certify your request!

Once you click “Submit” your request will be 

processed within 5-7 business days.


