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Getting Started 
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Once you have logged 
into the site, click “New 
Application” on the home 
screen to begin. 



© 2018 Bright Horizons Family Solutions LLC 4

Some of your demographic 
information will be entered as a 
default. Please select if you 
would prefer to be contacted at 
work or at home. 
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For the Continuing 
Education (Non-Degree) 
workflow, you will identify 
your learning type from the 
drop down. 

You will have the option to 
select:

Certification/Designation or 
Continuing Education Units
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Once you have selected your 
area of study from the drop 
down, please select the 
category that best fits the type 
of learning you will pursue.  
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Select Education Assistance –
Continuing Education Program

Please note: this outcome is 
based on selections made 
earlier in the application 
process. 
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Your education provider may be 
pre-populated based on a 
previous application. If the 
provider listed is not accurate, 
you may start a new provider 
search by selecting “edit”

Complete the questions 
pertaining to your session 
information to proceed to the 
next step in the application.
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Enter specific details 
associated with your course 
by selecting “Add A Course 
& Related Expense”. 

If you have a book you are 
looking to have reimbursed, 
you can include that here. 
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If you have received a grant 
or scholarship, those details 
can be entered at this point. 
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Review and acknowledge 
the agreements to move to 
the next step in the 
application workflow.
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Select how you would like to 
receive your reimbursement. 
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Enter your name exactly as it 
appears above. 

You will receive confirmation 
your application has been 
approved after you submit it. 
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Once your course is 
complete, please submit 
your final grade documents 
to close out your 
application. 

Select the document type 
from the drop down and 
enter the grade earned in 
each course you were 
enrolled in. 
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Once your documents have 
been submitted, it will show 
they are in a pending status.

Bright Horizons will review the 
documents for accuracy. 
Once that review is complete, 
the status will change to 
resolved. 
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The “History” tab will 
give you an overview 
of all past 
applications and 
statuses. 



Applying for Degrees and 
Academic Credit

Traditional Reimbursement



Getting Started 
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Once you have logged 
into the site, click “New 
Application” on the home 
screen to begin. 
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Some of your demographic 
information will be entered as a 
default. Please select if you 
would prefer to be contacted at 
work or at home. 
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For the Degree and 
Academic Credit (Traditional 
Reimbursement) program, 
you will select the type of 
degree you will peruse. You 
will then identify your 
intended Field of Study 
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Select the program you would 
like to submit your application 
for reimbursement.

Please note: this outcome is 
based on selections made 
earlier in the application 
process. 
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Your education provider may be 
pre-populated based on a 
previous application. If the 
provider listed is not accurate, 
you may start a new provider 
search by selecting “edit”

Complete the questions 
pertaining to your session 
information to proceed to the 
next step in the application.
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Enter specific details 
associated with your course 
by selecting “Add A Course 
& Related Expense”. 

If you have a book you are 
looking to have reimbursed, 
you can include that here. 
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If you have received a grant 
or scholarship, those details 
can be entered at this point. 
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Review and acknowledge 
the agreements to move to 
the next step in the 
application work flow.
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Select how you would like to 
receive your reimbursement. 
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Enter your name exactly as it 
appears above. 

You will receive confirmation 
your application has been 
approved after you submit it. 
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Once your course is 
complete, please submit 
your final grade documents 
to close out your 
application. 

Select the document type 
from the drop down and 
enter the grade earned in 
each course you were 
enrolled in. 
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Once your documents have 
been submitted, it will show 
they are in a pending status.

Bright Horizons will review the 
documents for accuracy. 
Once that review is complete, 
the status will change to 
resolved. 
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The “History” tab will 
give you an overview 
of all past 
applications and 
statuses. 



Getting Help – Additional Resources 
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General Questions? Create a Support ticket
To create a support ticket, navigate to the Support Page and select Create A Support Ticket.

Application Questions? Submit an application comment directly on the application. 
To submit an application comment, open your application to the application summary page and 

select “Add New Comment”

Support tickets and application comments will be reviewed by a support member within 1-3 
business days. 

Need a faster response? Use Live Chat to speak with a representative directly in real 
time. 

Live chat is available Monday – Friday 7am – 2pm EST.
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