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EXPENSE FORM SUBMISSION INSTRUCTIONS 

Employee Learning & Development – Tuition Reimbursement 

 
Upon successful completion of each semester of study, the Tuition Reimbursement – 
Expense Form and supporting documentation must be submitted via the Expense 

Module in PeopleSoft.   
 

Approved reimbursement requests will be deposited directly into the same bank account 
as your regular pay.  
 

1. Navigate to Evolve → My Self-Serve → Travel and Expenses → Expense 
Reports → My Expense Reports 

 

 
 

    



Employee Learning & Development   
Tuition Reimbursement – Expense Form Submission Instructions  Page 2 of  6 

2. Click on “Create Expense Report” 
 

 
 

3. Complete the information in the following fields: 

 

 
 

• Business Purpose: Leave as “General Travel & Expense”. 

 

• Description: Type “Tuition Reimbursement”. 

 

• Default Location: Click on the magnifying glass  and select the campus 
where you work, or primary location your job is affiliated with. 

1. Sutherland Campus 

2. Frost Campus 
3. Cobourg Campus 

4. Haliburton Campus 
 

• Expense Report Action: Use the drop-down menu to select “Add Expense 

Lines”. 
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4. Complete the information in the following fields: 
 

 

• Date: Click on the calendar and input today’s date. 
 

• Expense Type: Click on the magnifying glass  and search for “Tuition 
Reimbursement”. 

 

• Description: Include a description of what the reimbursement request is for.  

Please include information on the semester of study and what course(s) were 
completed.  

 

• Payment: Leave this as “Out of Pocket” 
 

• Amount: Include the amount you’re requesting to have reimbursed.  This 
amount would have been determined on your Program Application.  Employees 

are eligible to receive a maximum of 50% reimbursement.   
 

• Attach Receipts: Your expense report must include the following attachments: 

o A completed “Tuition Reimbursement – Expense Form” 
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o A fee breakdown issued by the institution 
o Proof of payment  

o Proof of successful course completion 
 

• Exceptions: Leave all as “Off” 
 

5. Click “Review and Submit”  

 

 
 

6. Review the summary of your submission.  If you need to make changes, click on 
“Update Details”.  If the information looks correct, click “Submit”. 
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7. Your expense report has now been submitted and will go through the necessary 
levels of approval.  During the review process, you will receive an email letting 

you know the outcome. 
 

If your submission requires editing (i.e.: changes to information in the report, 
additional supporting documentation is needed, etc.), you will receive an email 
that looks like this: 

 

 
 

Follow the link to go back into Evolve, make the necessary updates, and 
resubmit your expense report.  There will be more information in Evolve letting 
you know why your submission was sent back to you and what edits need to be 

made. 
 

If your submission is approved, you will receive an email that looks like this: 
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8. When the expense report is paid out, you will receive another email notification 
with a receipt.  Your reimbursement will be deposited into the same bank account 

as your regular pay. 
 

 
 
 
 

Please reach out to PD@flemingcollege.ca if you need more information or assistance. 
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