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Curated catalog of 
business-aligned programs with 
tuition payments facilitated 
directly to the school 

Congratulations, you’ve created an 
account! What’s next? 

Select foundational, college 
prep, certificate, and 

Associate’s degree programs

Other certificates, 
Associate’s, Bachelor’s and 
Master’s degree programs in 

select fields of study

Program options: Your Funding Option

Tuition Assistance (TA)
100% of tuition and fees 
covered

Tuition Reimbursement 
(TR)
$5,250 covered annually

Employee pays tuition expenses 
out of pocket or sets up deferred 
tuition with the school. Deaconess 
reimburses tuition upon approval 
of reimbursement request

If you have not created an account yet, refer to the Getting Started Guide.
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* For Tuition Reimbursement *
View and access other funding options on your education 

benefits portal for more information & next steps.

* For Tuition Assistance *

Where to go next

Explore available learning programs eligible for upfront 
tuition payment within your education benefits portal.

Once you’ve set up your account, you will be able to access the Deaconess / Guild platform. Based on the 
program you’re looking for, navigate to the following pages:
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Tuition Assistance 
(TA)

4Confidential Material of Guild Education | Do Not Forward



Select business-aligned programs are available in the catalog via Tuition Assistance

Step 1. Explore the catalog
Not sure which program is right for you? 

Reach out to a Guild support specialist.

Step 2. You found the program for you!

Next Steps:

1

2

3

Submit an application on the program 
page

Follow the instructions and complete the details on 
your application

Wait to be pre-approved by Guild. You will receive 
an email once your application is approved.
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Tuition Assistance Program Application Process (cont.)

Step 3. Once you submit your 
Guild application, monitor your 

application on your portal

Step 4. You will receive an email 
once you are approved by Guild

Step 5. Complete required next 
steps with your Learning Partner

Make sure you’ve completed all the 
steps for your Guild application

Visit your Guild portal to ensure that you 
complete all required next steps to enroll.

Review any next steps to complete the 
application process
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Tuition 
Reimbursement (TR)
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Submit a reimbursement 
application for review.

Guild will review the 
application for eligibility 

and field of study 
requirements.

After payment, use the 
reimbursement tool to 
submit your proof of 

payment.

Either pay tuition out of 
pocket or set up deferred 

tuition with the school.

Get reimbursed by your 
employer

Reimbursement 
Application

Approval Payment
Reimbursement 

Request
Reimburse

Overview of Tuition Reimbursement Process

Gather everything you’ll need for 
this section:
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Tuition Reimbursement Timeline

+ 14 daysTerm Start- 30 days Term End + 90 days

Application Open

STEP 1: APPLICATION

Eligibility Check

STEP 2: REQUEST

Reimbursement Open Reimbursement ClosesDocumentation Review

Application Closes

STEP 3: PAYMENT

Request Approval Date
+ 3 pay periods

Process Reimbursement (5-7 business days)

If your field of study is eligible, you may be able to submit for reimbursement. It is highly recommended that you 
complete your TR application prior to term start.

Available 14 days 
after term start

Available 30 days 
before term start

Highly recommended to 
complete prior to term start

Important: You must be employed by Deaconess when a reimbursement request 
is submitted and remain employed until the reimbursement is received.



Phase 1: Submit 
Reimbursement Application
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Step 1:

Go to reimbursement.guildeducation.com or log into your 

account on deaconess.guildeducation.com

NOTE: If you’re navigating from the ‘Home’ page, click the 

‘Funding’ tab at the top of the page and select the 

‘Tuition Reimbursement’ option from the drop down

Step 2:

Log in to your account.  

Phase 1: Reimbursement Application Tuition Reimbursement Process

Navigate to the reimbursement 
page or to the funding tab on 

your home page

http://reimbursement.guildeducation.com
http://deaconess.guildeducation.com


12

Step 3:

Click on ‘New Request’

Step 4:

Select what you are submitting for:

● New degree or certificate (tuition, required books & fees)

● Enrollment fees & professional expenses (transcript and 

application fees, eligible certification exam or license fees)

Phase 1: Reimbursement Application Tuition Reimbursement Process

Confidential Material of Guild Education | Do Not Forward



13Confidential Material of Guild Education | Do Not Forward

Step 5:

How is your tuition paid?

Select “I pay my tuition out-of-pocket”

Note:  
● The “My employer pays my tuition directly to my learning 

provider” option will only be used by those attending tuition 
assistance programs (i.e. programs within the Guild catalog) 
to be reimbursed for out-of-pocket books & fees expenses

Phase 1: Reimbursement Application Tuition Reimbursement Process
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Step 6:

The Welcome page has a link to the steps to receive tuition reimbursement via Guild.

Use the sidebar
for easy

navigation within
your request

Save your request 
and return later

Phase 1: Reimbursement Application Tuition Reimbursement Process
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Step 7:

Enter the name of the school you’re attending. 

Phase 1: Reimbursement Application Tuition Reimbursement Process

Reminder:  
● Not seeing your school in the dropdown? 

Make sure you’ve selected the “I pay my 
tuition out-of-pocket” option when 
starting your request (see step 5)
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Step 8:

Enter your:

● Program type 

● Field of study

○ Fields of study will note which are eligible 

/ ineligible

● Program name

● Expected graduation or completion date

● How you attend class

Phase 1: Reimbursement Application Tuition Reimbursement Process
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Step 9:

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.

Phase 1: Reimbursement Application Tuition Reimbursement Process
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Step 10:

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:  
● If it’s your first semester at the school, select I 

do not have a GPA for this institution”
● Most schools provide a GPA if you have 

attended previous semesters at your school. 
Please record and upload a full cumulative 
GPA document. Supported file formats are 
JPEG, PDF, PNG, DOC, and DOCX

Phase 1: Reimbursement Application Tuition Reimbursement Process
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Step 11:

Please read the agreements and select the checkboxes 

to agree to the terms of agreements 

● FERPA

● Employer Policy Acknowledgement

● Employee standing attestation

● Tax Implications Acknowledgement

● Work commitment agreement)

Phase 1: Reimbursement Application Tuition Reimbursement Process
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Step 12:

Review your reimbursement application summary to 

ensure all of the information is entered correctly. Certify 

that you have read and agree with your employer’s policy 

by checking the required box. Then submit the request. 

Phase 1: Reimbursement Application Tuition Reimbursement Process
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Phase 1: Reimbursement Application Tuition Reimbursement Process
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Phase 1: Reimbursement Application Tuition Reimbursement Process

Optional:

If your application is approved and the 

school is on Guild’s list for Deferred Tuition, 

a Letter of Coverage will be generated. 

You can provide this letter to your school 

alongside any additional documentation they 

may require to defer your tuition.  

Note: 

● If you aren’t provided a Letter of 

Coverage, you can still work with 

your school to defer tuition/set up a 

payment plan if they allow it. 

● Guild’s Letter of Coverage isn’t a 

guarantee your tuition will be 

deferred, as the decision ultimately 

lies with the school. 



Phase 2: Start Courses
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Start your courses. No action required on Guild’s website.

14 days after your term start, your request will move from 

Step 2 to Step 3.

Note:  
If you are submitting your application after 
completing your term or a program you will 
be passed to Step 3 when your application 
is approved

Phase 2: Start CoursesTuition Reimbursement Process



Phase 3: Submit 
Reimbursement Request
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Step 1:

Ensure you have all of the necessary documentation to submit for 

tuition and books and fees expenses:

● Unofficial transcript

● Tuition bill

● Proof of payment (either paid in full, or proof of deferred tuition 

/ payment plan set up with the school) 

● Grants and scholarships (if applicable)

Phase 3: Reimbursement RequestTuition Reimbursement Process
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Step 2:

Select “Yes” to submit any tuition and mandatory fees for 

your term.

Phase 3: Reimbursement RequestTuition Reimbursement Process
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Step 3:

Enter your total number of attempted credit hours. 

Step 4:

Add the course information for each course you are enrolled in 

Phase 3: Reimbursement RequestTuition Reimbursement Process

Note:  Make sure your course credit inputs add up to your total attempted credits 
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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).

Step 6:

Upload an unofficial transcript or proof of enrollment

Note:  
● View the example transcript linked within the request to ensure yours includes all 

the necessary details (your name, major/program name, course titles, etc.)

Phase 3: Reimbursement RequestTuition Reimbursement Process
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Step 7:

Enter the total amount of tuition and mandatory fees 

charged for the term.

Step 8:

Enter your total amount received in grants or scholarships.

Enter the total required for room and board fees (if applicable).

Note: 
Choosing “No” will 
allow you to move 
past this section, if 
not applicable.

Phase 3: Reimbursement RequestTuition Reimbursement Process
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Step 9:

Select your payment type and upload a tuition bill that 

includes all necessary information.

Note:  
● The itemized bill must include all items on the right. 

Please make sure proof of payment or proof of 
deferment is included. 

● Supported file formats are JPEG, PDF, PNG, DOC, 
and DOCX.

Phase 3: Reimbursement RequestTuition Reimbursement Process
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Step 10:

If you’ll be including required books, supplies or exam 

fees on your reimbursement request, select “Yes” and 

follow the prompts to upload your syllabi and receipts.

Otherwise, select “No.”

Phase 3: Reimbursement RequestTuition Reimbursement Process

Review your request before you check the “I certify…” 

box and click “Submit.”

Your request will be processed within 5-7 business days.



Additional Learner Resources for Tuition Reimbursement

Reimbursement Tool
Information on all requests, and available resources are aggregated 

for ease of access.

Use the available tools to make sure you receive your reimbursement.
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Guild Help Center
Articles addressing common FAQs and step-by-step instructions on 

reimbursement processes. 

http://reimbursement.guildeducation.com
https://guildeducation3.my.site.com/helpcenter/s/


Student Loan 
Optimization (SLO)  

Student Loan 
Reimbursement (SLR)
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Accessing student loan support
From your Guild account homepage, scroll down to the bottom-right to access Candidly 

Follow the prompts in Candidly to input your loan 
details and access the resources available to you
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http://home.guildeducation.com


Other resources
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Chat Submit TicketCall

Live Chat on the 
Guild platform

Support ticket via 
Guild's Help Center

Call Guild’s toll-free number at 
1-800-985-4027

Note: Guild’s hours of operation are 8am to 8pm Central Time Monday through Friday*
*subject to change on holidays

I need help! How do I get support?

Use Case: Best for quick 
answers on things like logging 
in, account set up, policy etc. 

Use Case: Best for more 
detailed guidance such as 

funding limits, process 
clarification, navigating 

programs & funding options, etc

Use Case: Best for questions 
on your specific use case such 

as your current program 
coverage or payment questions 
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https://guildeducation3.my.site.com/helpcenter/s/contactsupport
https://guildeducation3.my.site.com/helpcenter/s/


Tuition Assistance (TA) or Guild 
Learning Marketplace

Curated catalog of programs based on Deaconess’ business-aligned priorities in Guild’s Learning 
Marketplace catalog where tuition payments are made directly to the school

Payment Network Refers to all other payment options outside of Guild’s Learning Marketplace (i.e. Tuition 
Reimbursement, Professional Expenses Reimbursement) 

Tuition Reimbursement (TR) Available for employees attending an accredited institution outside of Guild’s Learning Marketplace in 
which a learner pays the school directly and is reimbursed via payroll after a 2-step reimbursement process

Student Loan Optimization (SLO) Student Loan Optimization: Eligible employees can access tools and coaching services in the Candidly 
platform intended to help employees more effectively manage existing student loan debt 

Student Loan Repayment (SLR) Student Loan Repayment: Eligible employees in high priority roles can receive monthly student loan 
repayment installments from Deaconess administered by Candidly, in addition to SLO tools outlined above

Guild terminology
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Email Notifications for Tuition Reimbursement
If you are conditionally approved, Guild will let you know when reimbursements can be submitted. Be sure to check the email you 
used for your account creation and return to the portal to complete your request.

Eligibility Review Conditional Approval Submit for Reimbursement

If approved, you will be able to submit for 
reimbursement 14 days after the term start 

you indicated during your eligibility check. 

Be sure to hold on to your 
transcript and tuition receipts. 

They are required for 
reimbursement.

Once you submit your TR application, 
Guild will confirm receipt. It will take 

approximately one week for Guild to 
complete its review.
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