Employee/Dependent/Spouse/Domestic Partner Tuition Remission Processing

Temple University has implemented a new online system to submit and process Tuition Remission
for University employees, dependents, spouses/domestic partners starting Monday, April 7, 2014.

As a result, the Bursar’s Office will stop accepting paper Tuition Remission forms for these
students.

Once the student has registered, Temple University Employees must log into TUportal to submit the
online Tuition Remission form for their Dependent, Spouse, or Domestic Partner or themselves,
respectively.
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2. Scroll down to “EMPLOYEE FORMS?” , click Bursar form
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3.

Select Tuition Remission Tab
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This section will display
"Employee Information
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b INSTRUCTIONS

+ Select the TERM tuition remission wil be applied to.
» Select the RECIPIENT type: Dependent, Spouse/Certified Domestic Partner, or Self/Employee.
» Select PROCESS REMISSION next to the name of the student you want to receive tuttion remission. If N/A is displayed under Process Remission, the student is not eligible for tution remission

based on the reasons displayed under Reasons for Ineligibiity.
« Click the SUBMITbutton.
Note: The student's Financial Aid package may change once tuttion remission is processed.

b Select Term & Recipient
REQUESTED FOR

TERM 2014 Summer IIE

RECIPIENT ' Dependent ©  Spouse/Certified Domestic Partner | Self/Employee

Note: If you are trying to submit tuition remission for a term not listed here, email the Bursar's Office at tutrem@temple.edu. Please include the TUID of the student, requested term, and your
contact information.

Employee’s information will be displayed in the ”Requested By” frame

Select Term from Drop Down Box
a. Select Recipient — Dependent or Spouse/Certified Domestic Partner/Self/Employee

b. Once the term and Recipient are selected, employees Dependents are displayed
c. Click the Radio button for the student to be processed
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Note: If vour dependant is not listed here, please emall the Benefits Office in Human Resources at benefits@temple.edu or cal 215.926.2270,

} FORM ACTIONS C Click Submit j

Cancel Print

T

Click Submit

You may select the “Print” option for your records — Please DO NOT send any paper forms to
the Bursar’s Office

An e-mail notification will be sent to the STUDENT once the tuition remission is posted to their account.

For questions about this new process, please email tuitrem@temple.edu.
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