
 

 

 
 

 

 
 

 
 

 
 
 
 
 
 

		

Employee Central: Submit External 
Request  Form (formerly  Tuition Reimbursement) 

This Quick Reference Guide shows the steps needed for a user to submit an 
External Training Request Form through Employee Central’s Learning portal. 	

1. After signing into Employee Central, select the Learning tab from the 
Home drop-down menu. 

2. Next, locate your Links tile and select External Requests. 
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3. If any current External Requests have been saved or created, they will be 
listed on this page.  To start a new request, select New Request. 

4. Section A contains the trainee’s information. Several fields are pre-populated. 
Complete the fields that are not. 
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5. The Office Address is pre-populated from Employee Central. 

6. At any point during the Request Form process, you can save your progress 
by scrolling to the top or bottom of the page and selecting Save. 

7. Some fields on the form, like A.7., are required for Unilin EU use only. 
These fields can be left blank. 
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8. Section B contains information about the Training/Class you wish to attend. 
All fields marked with a red asterisk (*) are required fields, however, the more 
information you can provide, the better. Again, there are fields marked with 

(Unilin EU Only) and those fields can be left blank. 
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10. The next screen provides the details of the approval process. Select Show All will show 
the individuals assigned to your specific workflow. Select Submit once again to proceed. 

9. Section C includes Costs and Billing Information. All amount totals are 
required, if one does not apply to you simply put a 0. Next, select Save to 

save your request and submit at a different time, or select Submit. 

11. This message indicates your External Request was successfully 
submitted. You will also receive an email, if your notifications for 
Employee Central are on. 
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13. To check on the progress of your External Requests, simply go back to 
the External Requests homepage. From here you can view the Status of your 

request, as well as where the workflow is currently sitting. Selecting the 
Request ID allows you to view to whole request, and print a copy to be 

submitted into Concur upon time of payment. 
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