
USING THE TUITION MANAGEMENT SYSTEM:

Step-By-Step:

Log onto:  http://www.hr.upenn.edu/tuition
Enter in your PennKey log-on & password

TUITION BENEFITS FOR YOURSELF

1. On the left hand side of the screen, please choose “Tuition Benefits for Myself”

2. Click on “Request Payment” at the bottom of the “Benefit History” box.

3. Choose the term for which you would like to request benefits

4. Read the information, check off the box affirming this and click on “submit” when done.

5. After 24 hours, you can return to your account for that term to view your “net benefit” that will be paid to your account on the next specified date (listed on the welcome page of the system).
TUITION BENEFITS FOR DEPENDENTS

1. On the left hand side of the screen, please choose “Tuition Benefits for Dependents”

2. Enter in your dependent’s personal information (if it is not already there).  

a. For a dependent who is attending Penn, you should enter in her/his Penn ID along with their personal information.  

b. For a dependent who is attending a school other than Penn, do not enter in anything under “PennID”.  You will enter in her/his school ID later in the process.

3. Once you have saved your dependent’s information, where you see her/his name listed, you should click on view/manage to enter her/his record
4. Then you will see a button at the bottom that says “Request Payment”

5. If you click on this button, then you must choose the school, then the term (Fall ’07).

6. If your dependent is attending Penn, then choose UPenn and the term.  After this, you can skip ahead and complete just #8 below and then you are finished.
7. If your dependent is attending another school, then choose the school name.  You must then enter in the tuition amount (either 40% of Penn’s tuition, or the school’s tuition-only, whichever is less) and enter in her/his student ID at that school
8. You then must indicate yes or no to answer the question of whether she meets the federal definition of a dependent for tax purposes.  If s/he does not meet the federal definition and you chose no, then your benefit will be taxed.

9. Lastly, print out the confirmation page.  On this page, you can also click on the link at the bottom of the page that says “Confirmation of Benefit Statement”.  This is a letter from Penn that verifies that Penn will be sending payment covering 40% of Penn’s tuition per semester, or the schools tuition, whichever is less.  You can mail this letter to your dependent’s school as a guarantee of payment.
10. For dependents attending schools other than Penn, fax the confirmation page along with a copy of the tuition bill (showing your dependent’s name & the tuition cost as a line item) to the number on the confirmation page.

11. After 24 hours, you will be able to return to the system and see the “net benefit” that will be paid on your behalf.  Just go back to “view/manage” for your dependent and enter in the term on which you requested benefits.

Note:  To access the “Confirmation of Benefit Statement” letter, go into your dependent’s record and review the “Benefits History” box.  Follow the row across to the right for the term you just requested – at the end of the row you will see a link for “confirmation”.  Clicking on this link will bring up the original confirmation page. Click on the second link at the bottom of the page that says “Confirmation of Benefit Statement” and print this out.  You can then send it to your dependent’s school to verify that Penn will be covering a portion of the bill.
Questions?  E-mail:  tuition@hr.upenn.edu
