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[image: ][image: ]Start by entering your username and password.
Read the statement and click I acknowledge to gain access to the system.





[image: ]Click on reimbursement application.




For the next part there will be 2 different types of reimbursement applications. Please use the below links to be directed to the page that is specifically to which reimbursement application applicant would fall under. (note use CTRL + click to follow the link)

Continuing Education Reimbursement Application
Tuition and Salary Reimbursement Application












[bookmark: _Continuing_Education_Reimbursement] Continuing Education Reimbursement Application
[image: ]Click on the top link.

[image: ]Select the course list and your police department then click search.


[image: ]Select the officers that completed the training and then click create application.

[image: ]Review page for accuracy and then click next.

[image: ]Click on upload for the Invoice from School and  proof of payment then attach the document that is on your computer. The next page will show what pops up when you click on upload. After you upload the documents click on next.

[image: ]
[image: ][image: ]Read the acknowledgement clause and then sign and date the application. Then hit the submit button.

Notification will pop up showing that the application was submitted successfully. Click ok to be returned to the main page.


[bookmark: _Tuition_and_Salary]Tuition and Salary Reimbursement Application
[image: ]Click on the bottom link.

[image: ]Click on create application.




[image: ]Complete the Tuition and Salary categories. All boxes must be completed then click on next.




[image: ]Click on upload for the Invoice from School , invoicing letter, and Proof of beginning hourly rate and attach the document that is on your computer. The next page will show what pops up when you click on upload. After you upload the documents click on next.


[image: ]



[image: ][image: ]Read the acknowledgement clause and then sign and date the application. Then hit the submit button.

Notification will pop up showing that the application was submitted successfully. Click ok to be returned to the main page.
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