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Process Overview 
This guide provides Otsuka employees with details on the steps required to login to Workday to submit a Tuition
Reimbursement Application Form and Tuition Reimbursement Payment Request Form. 

Click here for more information related to the Tuition Reimbursement Plan. For additional inquiry, submit a request via 
the AVA Service Portal. 
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https://www.otsukabenefits.com/_files/ugd/eddecd_85d814b9785343ffa50cf84457825ba3.pdf
https://otsukaus.service-now.com/ava


Tuition Reimbursement Application Form
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Step 1. To begin, click on the WORKDAY icon on the Vine homepage. 

Step 2. The Workday homepage is displayed. Click on Request under Your Top Apps or View All Apps if the 
Requests icon is not available under Your Top Apps
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Step 3. Click on Create Request. 

Step 4. Select All in the Request Type drop down. 

Step 5. Select Tuition Reimbursement Application Form in the drop down then click OK
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Step 6. Complete the Tuition Reimbursement Application Form and select Submit. 

Note: Prior to submitting the application, it is encouraged that you review the Tuition Reimbursement Application Form 
and Tuition Reimbursement Plan Document in details. Failure to complete a Tuition Reimbursement Application and 
have it approved prior to course commencement will result in denial of tuition reimbursement payment requests. 

Step 4. To check on the status of your Tuition Reimbursement Application Form, select My Requests under the Requests
Apps In Workday. 

https://www.otsukabenefits.com/_files/ugd/eddecd_85d814b9785343ffa50cf84457825ba3.pdf


Tuition Reimbursement Payment Form
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Step 1. To begin, click on the WORKDAY icon on the Vine homepage. 

Step 2. The Workday homepage is displayed. Click on Request under Your Top Apps or View All Apps if the 
Requests icon is not available under Your Top Apps
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Step 3. Click on Create Request. 

Step 4. Select All in the Request Type drop down. 

Step 5. Select Tuition Reimbursement Payment Request in the drop down then click OK



9
CONFIDENTIAL. FOR INTERNAL USE ONLY. DO NOT DUPLICATE, DISTRIBUTE, OR USE IN DETAILING.

Step 6. Complete the Tuition Reimbursement Payment Request and select Submit. 

Note: Prior to submitting the application, it is encouraged that you review the Tuition Reimbursement Payment Form and 
Tuition Reimbursement Plan Document in details. Failure to meet requirements of the Plan will result in denial of tuition 
reimbursement payment requests. 
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Step 4. To check on the status of your Tuition Reimbursement Application Form, select My Requests under the
Requests Apps In Workday. 

https://www.otsukabenefits.com/_files/ugd/eddecd_85d814b9785343ffa50cf84457825ba3.pdf
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