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Getting Help / Contacting Bright Horizons Bright Horizons.

If you have questions about your application, you have a few ways to get help from
a Bright Horizons Administrator.

= Chat: For immediate assistance, access Vanderbilt EdAssist Website and go to
Support Services, then select Get Live Help.
= Chat hours are between 9am -4 pmET

= Support Ticket: Access Vanderbilt EdAssist Website and go to Support
Services, then select to create a Support ticket.

= Customer Support: Call Customer Support number 844.266.1532
= Support hours are between 8 am — 8 pm ET, Monday through Friday



https://sso-login.vanderbilt.edu/idp/startSSO.ping?PartnerSpId=https%3A%2F%2Fssoportal.brighthorizons.com%2Fprdfederated
https://sso-login.vanderbilt.edu/idp/startSSO.ping?PartnerSpId=https%3A%2F%2Fssoportal.brighthorizons.com%2Fprdfederated
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Submitting Your Employee Tuition Application
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Good Morning

‘Welcome! To learn more about your employer's program and policy, please review
documents in the "Using your Benefits" section of the home page. When you are
ready to get your education started, click "Apply Now" to get the ball rolling.

APPLY NOW

Action Needed

APPROVED #7949333

Vanderbilt University
Aug 25, 2021 - Dec 15, 2021

Upload Documents

v’ VANDERRBILT
UMNIVERSITY,

Please make sure to always check
Messages for recent updates.

Under Using Your Benefits, you
will find Vanderbilt University’s
Education Assistance Tutorial

Please make sure to become
familiar with requirements,
deadlines, and approval process
before submitting your application.
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Applications that require your
Home page attention will be listed under Action
Needed.

2 i - VANDERRBILT
Bright Horizons. | \A/orkforce Education UNIVERSITY.

——=== EdlAssist Solutions

Home History NEW APPLICATION o 9

+ Messages Good Morning

‘Welcome! To learn more about your employer's program and policy, please review
documents in the "Using your Benefits" section of the home page. When you are
ready to get your education started, click "Apply Now" to get the ball rolling.

s
U, APPLY NOW

View Discounts from Network Schools

Action Needed

Using Your Benefits

APPROVED
[2) Vanderbilt University Education #7949333
Assistance Tutorial
Vanderbilt University
Aug 25, 2021 - Dec 15, 2021

Upload Documents
e —
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Start Your Application
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Good Morning

‘Welcome! To learn more about your employer's program and policy, please review
documents in the "Using your Benefits" section of the home page. When you are
ready to get your education started, click "Apply Now" to get the ball rolling.

APPLY NOW

Action Needed

APPROVED #7949333

Vanderbilt University
Aug 25, 2021 - Dec 15, 2021

Upload Documents

A new application should be
created for each semester or
quarter.

To create and submit your
dependent application, click New
Application.

e
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The first step in the application
process is to confirm your Contact
Information.

Contact: Your Information

Contact Information
Contact Information Please select the email address

where you wish to receive
Your Address notifications for this application.
. Use Home Address

Please contact

tuitionbenefit@vanderbilt.edu if

changes are needed to your contact
information.

‘Your Phone Number

Click Continue

@ Use Work Phone Use Home Phone Use Other Phone

Your Email Address

@ Use Work Email Use Home Email Use Other Email

tamssupport@edassist.com tamssupport@edassist.com

e
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mailto:tuitionbenefit@vanderbilt.edu

In second step of the application,
Programs, you will select

Prog =111 F Student information regarding the

purpose of the application.

Home Education Coaching History NEW APPLICATION

Begin by selecting your name in
@ Contact Information @ Programs 3 Exy ses nents > m the Student drOp-dOWI‘I

New Application Click Continue

Programs

0
Who is this application for? ADD DEPENDENT OR SPOUSE

Student

Select

e
Bright Horizons.
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Programs: Education Objective

Bright Horizons Workforce Education

— EdAssist Solutions
Home History NEW APPLICATION

@ Contact Information
New Application

Programs

Who is this application for?

Student

You

What is your education ohjective?

Select both fields below to identify education objectives.

Education Program Field of Study

Select

Associate's Degree
Bachelor's Degree
Doctorate Degree
Juris Doctor {].D)
Master's Degree

Professional Degree

V VANDERBILT
UNIVERSITY,

ADD DEPENDENT OR SPOUSE

plutions LLC All Rights Reserved Terms & Conditions  Privacy Policy

Next, select your education
objective for this application.

Under the Education Program,
select your degree type.

For Field of Study, enter your
program of study for your
degree.

Note that for you as an employee,
any classes offered for academic
credit as part of an associate,
baccalaureate, or post-graduate
degree are eligible for the benefit.

Click Continue

e
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Program: Program Selection

Programs

0
Who is this application for?

Student

You

‘What is your education objective?
Select both fields below to identify education objectives.
Education Program Field of Study

Bachelor's Degree v Business

‘What Program would you like to use?

Staff attending Vanderbilt &

Staff attending another University &

Spouse of Staff attending Vanderbilt (ineligible) &

DEP attending Vanderbilt Uni hired before 9/1/12 (ineligible) &
DEP attending Another UNIV hired before 9/1/12 (ineligible) &

o

2020 Bright Horizons Family Solutions LLC

Based on your eligibility and the
education objective selected,
you will choose a program
available to you under What
Program would you like to
use?

Staff
» Staff attending Vanderbilt
» Staff attending another University

Faculty
» Faculty attending Vanderbilt

* Faculty attending another University

ROTC
* ROTC attending Vanderbilt

Select your program and click
Continue

e
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Program: Education Provider

‘Who is your Education Provider?

Name

Vanderbilt University

Address
PMB 401671

2301 Vanderbilt Place
Nashville, TN 37240

20 Bright Horizons Family Solutions LLC

Student |ID (Optional)

Search Providers

Vanderbilt University is the only school accepted under this program. Search for and select Vanderbilt University
using the Name field below.

Name (Optional)
Wanderbilt University
Narrow results or search based on location or aceredittion
City (Optional) State (Optional) Country {Optional)

Select

Accreditation [Optional)

Select v

Network schools offered by your employer that provide tuition discounts and/or other benefits.

o

Network School
(Discounts & Other
Name Address Benefits)

Vanderbilt University PMB 401671, 2301 Vanderbilt No
Place, Nashville, TN

Vanderbilt University OGSM Executive Programs, 401
21st Ave South, Nashville, TN

X

You will be prompted to search and
select the Education Provider you
will attend.

The search may return the same
school name with different
addresses. Please make sure to
select the first school that matches
your school name.

e
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Once you have selected your
education provider, review your
application before continuing to
the next step.

Program: Education Provider

@ Contact Information

When ready click Continue.

What Program would you like to use?

@ Stoff attending Vanderbilt &
Staff attending another University &
Spouse of Staff attending Vanderbilt (ineligible) &
DEP attending Vanderbilt Uni hired before 9/1/12 (ineligible) &
DEP attending Another UNIV hired before 9/1/12 (ineligible) &

Who is your Education Provider?

Name Student ID (Optional)

Vanderbilt University

Address

PMB 401671
2301 Vanderbilt Place
Nashville, TN 37240

L —

CONTINUE Cancel Bright Horizonsx

© 2020 Bright Horizons Family Solutions LLC




Expenses: Session Information

@ Contact Information @ Programs
New Application

Expenses

Session Information

Session Start Date Session End Date

g | 08/23/2021 B | 12/14/2021
Are you graduating or completing your education program with this session?

Yes ® rno

Expected Completion Date (Optional)

88 | 12/15/2023

Course & Expense Information

ADD A COURSE & RELATED EXPENSE

comar

0 Bright Horizons Family Solutions LLC

Under Expenses, you will enter
the session information as well
as your tuition related expenses

Enter your attendance dates for
this application under Session
Information.

Also, please indicated if you are
graduating with this session

e
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New Application

Expenses

Session Information

Session Start Date Session End Date

8 | 08/23/2021 B | 12/14/2021

Are you graduating or completing your education program with thij

Yes ® rno

Expected Completion Date (Optional)

88 | 12/15/2023

Course & Expense Information

ADD A COURSE & RELATED EXPENSE

comar

‘Add a Course & Related Expense X
The amount you list is used to estimate the benefit amount and does not reflect the final payment amount from
the tuition benefit plan.

Note: Enter only up to 3 credit hours and the corresponding tuition estimate. If there is a required lob that is part of
the course and has extra credit, then enter 4 credit hours.

Course Nome Course Number

Amount Credit Hours Instruction Type

H Select v

Important Tox Information
In compliance with IRS regulations, employer provided educational assistance is exempt from toxation up to o
maximum of $5,250 per calendar year, unless said expenses satisfy the requirements for @ "working condition fringe
benefit.” Taxes will be assessed if, ot the time of payment processing. your total amount of tuition assistance paid in
the calendar year exceeds the allowable non-taxable amount.
Does this education maintain or improve skills needed in your present work?

Yes No
Is this education required to meet the minimum education requirements of your current trade or business?

Yes Mo

Is this education part of a program of study that will qualify you for a career in @ new trade or business?

Yes Mo

ADD COURSE

To add your course details, click
Add A Course & Related Expense.

A pop-up will prompt you to enter
your course(s) details, course fees,
and select answer a few related tax
questions.

Please note that the benefit
contributes only toward the cost of
tuition. Registration fees, books, and
other expenses are not eligible for
the benefit.

Please refer to the Vanderbilt
University’s Education Assistance
Policy and Employee Tuition
Program FAQs for full details.

When finish, click Add Course.

e
Bright Horizons.



Your course will appear under

Expenses: Course Summary the Course & Expense

Information section.
@ Contact Information @ Programs

New Application Click Continue.

Expenses

Session Information

Session Start Date Session End Date

8 | oa/23/2021 B | 1211472021

Are you graduating or completing your education program with this session?

Yes ® o

Expected Completion Date (Optional)

# | 12715/2023

Course & Expense Information

COURSE intro to Finance (FINC101)

Amount Related Expenszes Tax Exempt Credit Hours
$1.500.00 $0.00 YES 3

Total: $1.500.00

e
Bright Horizons.
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Agreements: Confirm and Sign Application

New Application

Agreements

. Did you receive any grants, scholarships, or discounts?

® v Mo

Scholarship/Grant Type (Optional) Amount

State Grant $ | 5000.00

. Agreements

Participation Agreement

haove reod and understand the terms and cenditions set forth in the Vonderbilt University Tuition Assistance Policy. As o condition
of participating in this program, | agree to abide by these terms ond conditions. | understand that my participation in this program is
neot a condition of my employment or continuation thereof. | further understand thot grades or other evidence of satisfactory
completion, as well as an itemized invoice for all expenses must be provided,

affirm that any documentation | have submitted in connection with this program is complete and accurate. | acknowledge that if |
knowingly submit false, deceptive or misleading information in order to receive benefits under the program, this may result in
adverse tax consequences and discontinuance in my tuition assistance

| agres

FERPA Agreement
The Family Educational Rights and Privacy Act of 1974, as amended (FERPA) ensures students of the right to privacy and

confidentiality with respect to their educotional records and limits access to the information contained in those records. Under
FERPA. you have the right to deny authorization to release your educational records. However. in order to receive tuition ossistance

© 2020 Bright Horizons Family Solutions LLC

In the Agreements section, you will
have the opportunity to enter financial
assistance received, agreements, and
sign the application.

Start by indicating if you will receive
any financial assistance. Enter the type
of Scholarship/Grant followed by the
Amount.

e
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Read each agreement carefully and
select | agree.

Agreements: Confirm and Sign Application

@ Contact Information @ Programs @ Expenses 0

Schelarship/Grant Type [Optional) Amount

State Grant $ | 5000.00

Agreements

Participation Agreement
N
have read and understand the terms and conditions set forth in the Vandeshiltddpiver.  itior, «e Policy. As o condition
of participating in this program, | agree to abide by these terms ond cap” Sderst. that my participation in this program is
not a condition of my employment or continuation thereof. | furtherunr  stond tr.  Sedes  “her evidence of satisfoctory
completion, as well as an itemized invoice for oll expenses mustbe” ¥ ided

affirm that any decumentation | have submitted in connecliengvith . Nporamisc  plete and accurate. | ocknowledge that if |
knowingly submit false, deceptive or misleading informa? Serto) "g_lze@e’ under the program, this may result in
adverse tox consequences and discontinuance inmy ' .naos.  Nge.
p—

FERPA Agress-=*

The For  cducational Rights an’ rivacy # (o, 1974, as amended (FERFA) ensures students of the right to privacy and
confif  sality with respeetio the  Qucgl” al records and limits access to the information contained in those records. Under
FERF  you havesh”™ deny  Jtion to release your educational records. However, in order to receive tuition ossistance
throu, Sdaés™ wece. Yy for usassist to receive and share your educational records with your employer. By checking *1
Agree’ | -uagreeast s
= Educotional institutior  .chools, ogencies or individuals holding my educational records may release such records to
EdAssist”
» EdAssist. e my educational records [whether received from educational institutions, schools, ogencies or individuals)
o my employer.
= This consent shall remain in effect until | submit o written request to cancel the authorization

i you do not agree with the above terms, please understand that we will be unable to process your tuition assistance application,
and your application will be cancelled

e
Bright Horizons.
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At the bottom of the page, you will have
the opportunity to electronically sign the

Agreements: Confirm and Sign Application application.

@ Contact Information @ Programs @ Expenses | 4)

Scholarship/Grant Type [(Cptional) Amount Slgn your appllcatlon eXaCtIy aS It
State Grant s [s00000 appears in bold.

. Agreements » ) C“Ck Contlnue

Participation Agreement

have read and understand the terms and cenditions set forth in the Vanderbilt University Tu#” T ance ¢ As o condition
of participating in this program, | agree to abide by these terms ond conditions. | understane  atmy . Spati his program is
not a condition of my employment or continuation thereof. | further understond that gro® N [otherevia. Yofso  Jctory
completion, as well as an itemized inveice for all expenses must be provided

affirm that any documentation | have submitted in connection with this progp™ Swplete  Naccurgf  ocknowledge that if |
knowingly submit false, deceptive or misleading information in order toreced’  _en=.  Ngdert . this may result in
adverse tox consequences and discontinuance in my tuition assistance ey

| agree
Yowr Moeme

FERPA Agreement

The Family Educational Rig’
confidentiality with respec  (tH]
FERFA, you have the right g
through EdAs it is neces.

Agree” below, you agree as foli

Enter your name exactly as it appears above.

= Educotional institutions, s
EdAssist

» EdAssist may release my 4
o my employer.

* This consent shall remain

i you do not agree with the above terms, please understand that we will be unable to process your tuition assistance application,
and your application will be cancelled

C] | ogree e
Bright Horizons.

20 Bright Horizons Family Solutions LLC




The final step in the application is to
review your application before
submission.

Review: Submit Application
When ready, click Submit Application

@ comren @ mon @ trene @ e | D oo at the bottom of the page.

Education Provider

Name Provider Code
WVanderbilt University 221999

o You will receive a confirmation message
2301 Vanderit Ploce that you have submitted your
Nashville, TN 37240 ; . . .

application and you will be given an
Epenses application number.

Session Dates Completion Date
Aug 23, 2021 - Dec 14, 2021 Dec 15, 2023

Your application has been Forward to
| e e Supervisor For Review. Bright Horizons
; ves WA will notify you via email upon approval.
e e Upon satisfactory completion of the
course, you may submit your grades
and proof of payment for
reimbursement.

TOTALS Ei o S1.500.00

Tuition application # 7970537 was submitted

Your application has been Forwarded to Supervisor For Review

This application has been reviewed for eligibiity by Bright Horizons and has been forwarded to the
designated company approver for final review.

Agreements

Grants, Scholarships & Discounts [ Return to Home Page ] [ Log Out ]
State Grant $5,000.00

L —

o | Bright Horizons.

2020 Bright Horizons Family Solutions LLC



—
Bright Horizons.

Submitting Grades and Proof of Payment for
Reimbursement
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Submitting Your Grades Bright Horizons.

Please remember to submit grades no later than 30
days after the course end date in order to receive
reimbursement.




Sample Transcript for Grades

Student Detail Schedule:

|F._u| Semester ZO1F

Rraegistration Stabus
RE - Rogigteren
AN - Wiiel R lstecdd
Wi - Wiakisted

Waltlkst Priority

& = pashon on the waldlsr affered
Offered - s=at |5 ewallnble for reg strubiar, raglstrazon s acos” within alietted 7ra peried

datedent access to DesirnZunarn 15 avallable sk hbtp: /S d 2k enne: Sanw. edu
Stpdents WIH héve asscoes b thelr cowrsals) o few days before the seart of aach tarm uslng thelr KSU MelID to loaln,

=

Coorse Deiail
Infermakion

” Hours

Mpeting !

Time ||Location ||l1r.nuln!

oo s (U1)

Serdsr, Rece and
reexdla

“rgeust Hialn
Campus
Part of Termne Bl

Lecturs

5

2] 2k ||Socal
ga:is |[Selencas

Fall Satenber mig Fuikion and Faas

Balance

l Cradibs
| 375480

a0

0 Bright Horizons Family Solutions LLC

Grade reports/transcripts should
contain the following:

School letterhead /information

e Studentname
e Coursename
* Grade received

e
Bright Horizons.



Submitting Grades

2 i - VANDERRBILT
Bright Horizons. | \A/orkforce Education UNIVERSITY.

——=== EdlAssist Solutions

Home History NEW APPLICATION o 9

+ Messages

N
J,

View Discounts from Network Schools

Using Your Benefits

[2) Vanderbilt University Education
Assistance Tutorial
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Good Morning

‘Welcome! To learn more about your employer's program and policy, please review
documents in the "Using your Benefits" section of the home page. When you are
ready to get your education started, click "Apply Now" to get the ball rolling.

APPLY NOW

Action Needed

APPROVED #7949333

Vanderbilt University
Aug 25, 2021 - Dec 15, 2021

Upload Documents

To submit your grades:

= Go to Action Needed section of
the Home page.

= Click Upload Documents to
upload your grade
report/transcript.

NOTE: You can also upload
documents by going through
History and clicking on the
application number.

e
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In the Supporting Documentation
section, select to either drag the

U pload I ng You r G rades document to that location or Select

File.

Tuition Application ¥7949333

AFPPROVED Emplovee

Supporting Documentation What document types are supported? &

Flease uplood completion documentation. Only one Document Type can be selected ot a time. Acceptoble document formats are _pdf,
JPg. jpeg, and .png. File size limit is 3 ME.

|T| I Drag Document here to upload or Select File I

e
Bright Horizons.
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Uploading Your Grades

Tuition Application #7949333

AFPPROVED Emplovee

Supporting Doc|

Flease uplood com
Jpa. jreg. and .pn|

The file grades.png is ready to uplood. The file will not upload until Submit
Document button is clicked.

Document Type

| Select

Corrections

Grades

Proof of Payment

SUBMIT DOCUMENT

kypes are supported? &

le document formats are pdf,

2020 Bright Horizons Family Solutions LLC

You will be prompted to select the
Document Type from either

corrections, grades, or Proof of
Payment.

Select Grades

e
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For each course, select the

confirming Your Grades Grade that matches your grade

report/transcript you uploaded.

Add a comment if needed and click
Submit Documents.

Supporting Documentetion What document types are supported? &

Flease uplood completion decumentation. Only one Document Type can be selected at o time. Acceptable document formats are pdf,
jpg. jpeg. and png. File size limit is 3 MB

IE The file Grade Passed.jpg is ready to upload. The file will not upload until
Submit Document button is clicked.

Document Type

Grodes

Course Name

Fundamentals of Finance

Comment (Optional)

SUBMIT DOCUMENT Cancel

e
Bright Horizons.
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After submitting your grades, your
application status history will
reflect the status of your uploaded
documents.

Document Status

If additional information is needed,
Supporting Documentation What document types are supported? &

you will be notified by Bright
Flease upload completion documentation. Only one Document Type can be selected at a time. Acceptable documenit formats are pdf, . . .
ipg. jpeg. and _png. File size limit is 3 MB. HOI’IZOI’]S via ema”.

|T| Drag Document here to upload or Select File

grades.png

From Uplooded Stotus Date Reviewsd
T2y Pending NfA

e
Bright Horizons.
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Submitting Your Proof of Payment Bright Horizons.

Please remember to submit proof of payment no later
than 30 days after the course end date in order to
receive reimbursement.




Sample Detailed Receipt

Bussar's Office
4501
Kannesiw, Guorgh 30464
| FFO-AIeR

Y PO 1

Account Activity

Wi Irrsacticns by ke Fall 2043 0.00

Eatimated Financial Aid

Gurmenlly you da ng: hevs pending fnancial afd for o advcled tern.

Fall 2013 Account Activity
o 5arl, wich on e dewimad Galumn hesder.

Deacription

Rafund o Student

Sty Porking Non<Suluction-Fall
Web Chack Paymant

16 Fulthon Uts Pall

s Paridng Non-Saleatian-Fali
Insthutlonal Fow Walwer-Fall
Instiutions Fow - Foll

Sports & Ruc Purks Foo-Fall
‘Transportatipn Fos-Foll
WGIIHW Esa-Fall

0 Bright Horizons Family Solutions LLC

0 Chawialin Road ME1T 0593

Dala
18-00T-2013
18-00T013
2021162003
4ALGA0E
TH-AE-2013
HALG-2013
14-ALG2013
1A GRS
TeALRG201 S
TeAUG2013
Ae 552013

Receipts should contain at a
minimum the following information
for approval:

School letterhead / information
Student name

Course names or term
(information that shows
when/what the charges are)

Tuition amounts:

Itemized list of specific fees
charged

Shows associated charges have
been paid for in full

If paid using financial aid, must
list the type of financial aid
received

e
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Submit Your Proof of Payment

2 i - VANDERRBILT
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Good Morning

‘Welcome! To learn more about your employer's program and policy, please review
documents in the "Using your Benefits" section of the home page. When you are
ready to get your education started, click "Apply Now" to get the ball rolling.

APPLY NOW

Action Needed

APPROVED #7949333

Vanderbilt University
Aug 25, 2021 - Dec 15, 2021

Upload Documents

To submit your tuition for
reimbursement, go to Action
Needed section of the Home page
and find your application.

Click Upload Documents

e
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: In the Supporting Documentation
U pload ing Proof of Payment section, select to either drag the

document to that location or Select
File.

Tuition Application #7949333

APPROVED Emploves

Supporting Documentation What document types are supported? 8

Flease upload completion documentation. Only one Document Type can be selected at a time. Acceptoble document formats are pdf,
Jpa. jpeg. and _pna. File size limit is 3 MB.

|T| Drag Document here to upload or Select File

This application currently has no supporting documentation.

e
Bright Horizons.
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You will be prompted to select the
Document Type from either corrections,

Uploading Your Proof of Payment grades, or Textbook Receipts.

Select Proof of Payment

Tuition Application #7949333

Click Submit Document

APPROVED Emploves

Supporting Documentation What document types are supported? &

Flease upload completion documentation. Only one Document Type can be selected at a time. Acceptoble document formats are pdf,
Jpa. jpeg. and _pna. File size limit is 3 MB.

The file payment.jpg is ready to upload. The file will not upload until Submit
Document button is clicked.

This application curren Document Type

Proof of Payment

Comment (Optional)

SUBMIT DOCUMENT

e
Bright Horizons.
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After submitting your receipt, your
application status history will reflect

Docu ment Sta‘tus the status of your uploaded documents.

You will be sent an email notification
- = - - e . . . . .
R that your application is being reviewed

. APPROVED Frmelouee after you submit your documents.

Bright Horizons will process your
Supporting Documentation What document types are supported? 8 reimbursement application W|th|n 5
Flease upload completion documentation. Only one Document Type can be selected ot o time. Acceptable document formats are pdf,

9. jpeg. ond png.File size imicis 3ME. days of receipt of your documents.
Tuition reimbursements are processed
m Drag Document here to upload or Select File and pald thrOUgh Vanderbilt
University’s payroll system.

PROOF OF Tuition.png

PAYMENT

From Uplooded Stotus Date Reviewed Employees should expect to receive
e rendna s their reimbursement on their next

available paycheck after receiving the

Bright Horizons e-mail notification that

Status History payment is being processed.
. APPROVED & Status Change Jul 15, 2021
01:43 PM COT
SUBMITTED — PENDING Status Change Jul 15, 2021
REVIEN @ 01:43 PM COT
e .
Bright Horizons.
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