
Dependent Child Tuition – Job Aid  
Johns Hopkins Care at Home and Suburban Hospital follow a different process for dependent child 

tuition. Employees should work with their local HR team for tuition assistance.  
 

  December 2024 

 

1. Go to hopkinsbenefits.org 
a. Single sign-on will log you in. 
b. You must select the agreement to continue. 
c. Click on the Dependent Child Tuition button. 

2. Select the view/edit magnifying glass to the left of your child’s name to access an existing file 
(you applied for this dependent before). 

a. Or select Add Request for New Dependent. 
 
 
Application Instructions: 

1. All fields in the application must be complete. 
a. In the Coursework Start Date field, enter the day that you are applying. If you put in 

different day other than the date you are putting in the application, you risk being 
outside the 30-day window for applications and the system won’t let you apply. 

i. The admins will correct this date during the review process to the actual 
coursework start date. 

2. Eligible tuition and mandatory fees does not include housing/room and board, meals, 
transportation, student government, fraternity/sorority fees or internet charges. 

3. List any financial aid (scholarships, awards, grants, etc.) received on the Support Info tab 
under Tuition Support for Other Sources. 

4. Upload the required documents (the first three must include the student and school’s name): 
a. Detailed list of courses: must include course term, course name and number of credits 

(a class schedule without the details will not be accepted) 
b. Tuition invoice: itemizing tuition and fees 
c. Scholarship, grants and financial aid documents 
d. Proof of relationship (first application only) : birth certificate and/or legal 

documentation 
5. Check the My Certification box. 
6. Click Save and Submit for Approval. 

a. This will move your application to the Under Review status and your documents will 
show as Complete. 

b. If you see Incomplete, something is missing and your application has not been sent for 
processing. 

i. Repeat the steps to ensure everything was completed. If you still have a 
problem submitting the application, call the HR Support Center at 443-997-
5400 or email them at hrsc@jhmi.edu. 

  

https://hopkinsbenefits.org/
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Correctly Format Documents from Student Portal: 

1. Find the tab/screen you need and right-click your mouse. 
2. Select print and set the printer to Save a PDF. 
3. Select settings/options to include headers and footers. 
4. Save the file. You will be prompted to save it on your computer and can easily upload 

it when submitting the tuition application. 

Note: Having documents incorrectly formatted is the top reason for an application denial. Please do 
not skip this step. 

 

Application Statuses: 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Under Review: The application was successfully submitted and is pending review (up to a six-week processing 
period). 

Awaiting Final Approval: The first approval was complete and the application is pending final review (for 
compliance and auditing purposes, two approvals are required). 

Released to Payroll: The request has been fully approved and the file has been sent to payroll. This could take one 
to two pay cycles to reflect in the employee’s paycheck. 

Incomplete: The employee has not completed the application. 

• Ensure all documents have been submitted to each required document field. 
• Go to the last page of the application and confirm you have selected “Save and Submit for 

Approval.” 
 

Missing Documents: During the review process one or more documents did not meet the requirements and was 
rejected for you to resubmit. 

 

Immediate Action Required  

Good to Go 
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Coursework Start Date: 

 

 

Add Financial Aid Details: 
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Upload My Documents: 
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Submit the Application for Approval: 

 

How Application Appears When Correctly Submitted: 

 


