
HOW TO APPLY FOR TUITION ASSISTANCE

1. Create an Account

2. Complete Personal Information

3. Create Request for Reimbursement

4. Review Acknowledgement Package

5. After Request Submission



CREATE AN ACCOUNT

 Click on Create an Account below the Sign-In

 Provide the requested information

 You will be asked to provide your email address, name, 

DoD ID, and telephone number

 Where can I find my DoD ID?

 For CACs (Common Access Card) issued after June 2011, 

the 10-digit DoD ID number is displayed on the back of 

the card

 You will receive an email when your account was 

successfully created

 (!) Use the code in the email to verify your account 

 After verification, you can login into the system.
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COMPLETE PERSONAL INFORMATION

 Login with your username (email) and password

 You will see your homepage

 Click on “Create/Update Reimbursement Request”

 The button is greyed out when the STAP Window is closed or there is a 

hold on your account.

 In three steps you will be asked to provide your personal and 

National Guard information

 Have the following information at hand:

 Address, Highest Degree Completed, Branch, Unit, Rank, Basic 

Training Completed (Y/N), Pay Entry Base Date (PEBD), ETS Date,

and Drill Status

 In step 3, when ready, click on Save & Close. The system will 

automatically forward you to the Request page.
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CREATE TUITION REQUEST FOR REIMBURSEMENT

 It takes 4 steps to submit your request for reimbursement

 You will be asked to provide the degree you are working on 

and your major in step 1.

 Provide the school, your student ID, if it is an online program, and 

credit hours in step 2

 In step 3, enter the cost of tuition and expected aid other than state 

tuition assistance. These can be estimates.

 Read and check the acknowledgements in the last step. 

 When your request is complete, click on the red Submit button

 You will be sent to the homepage.
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REVIEW ACKNOWLEDGEMENT PACKAGE

 Check your email inbox for the Reimbursement Request Acknowledgement Package. It was automatically sent to 

you went you submitted your request.

 Carefully read through the attached document and contact the Education Office if you have any questions.
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AFTER REQUEST SUBMISSION

 The tuition assistance staff will get notified of your submission.

 They will review your request

 Personal information including eligibility

 Request for tuition reimbursement

 They may contact you if there are any questions.

 You will receive an email if there is a change in your request status.  If the provided information is correct and 

complete, your status will change to ‘Registered for Reimbursement’. Note that this is only a confirmation of 

registration.

 Remember to send the following documents within 30 days after semester end: signed Promissory 

Note (see last page of Package, grade report, and a bursar’s statement or tuition bill).

 The final approval will contain the amount of tuition reimbursement that you will receive.
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