
How To: Submit a CGA Tuition or Book/Material Fees Reimbursement  
 
Step 1: Within 60 days of finishing your class and once your grade has posted, please go 
to CGA website for tuition and/or textbook 
reimbursement: https://www.cgaef.org/tuition-reimbursement/ 
 
Step 2: Click on "Tuition Reimbursement,” then "Apply Online" 
 
Step 3: Fill out the form with all information requested and course information 
 
 
Here are print screens to help you find this information and the required attachments via 
your MyCerritos portal: 
 

1. Verification of course dates:  

Log in to your Cerritos Portal and click the “MyCerritos” tile: 

 
 
On your MyCerritos homepage, select the “Student Center” tile: 

 
 
 
 

https://www.cgaef.org/tuition-reimbursement/


In your Student Center, click the drop down for “Other Academic Information”. Select 
“Grades” and click the blue arrow to proceed: 

 
 
 
Select the term you wish to view the course information for (remember: this should be 
the term of the last course you took), then select “Continue” to proceed: 

 
 
 
 

Student 

Student First and Last Name 



Click the class you wish to view the course information for: 

 
 
Print or take a screenshot of the course information: 

 
Document must include applicant’s name, course title, and course end date 

Student First and Last Name 

BA 107 

Student First and Last Name 

Human Relations in Bus 3.00 B 9.000 

BA 107: Human Relations in Bus 

Instructor Name 

BA 107 



2. Grade sheet and proof of completion Download and attach your 
unofficial transcript which will have your grade: 

 
Return to your Student Center on MyCerritos. Click the drop down for “Other Academic 
Information and select “Transcript: View Unofficial” then select the blue arrow to 
continue: 

 
 
Verify that Academic Institution says “Cerritos Comm. College Dist.” And Report Type 
says “Unofficial Transcript”, then click “View Report” (This may take a few minutes, do 
not press any other buttons while unofficial transcript is processing: 

 
 

Student First and Last Name 



Your unofficial transcript will open in a new tab. Downoad your transcript to upload to 
the reimbursement form: 

3. Please also include upload(s) of your proof of payment.

For textbook reimbursement: 

This will be the receipt from Lumen Learning that was emailed to you after 
making textbook payment. 

For tuition reimbursement (If your employer hosted/sponsored your course 
tuition fee, skip this step as these costs are not reimbursable by CGAEF): 
This will be a screen-print of your Account Activity on your Student center 

Return to your Student Center on MyCerritos. Click the dropdown menu for “Other 
Finance Information”, select “Account Activity”, and then click the blue arrow to 
continue. 

Student Info 



In your Account Activity, under “View by” you will select the date range you wish 
to view payment history for (Tip: For “From”, select a date that is at least a 
semester before. For “To” select the current date).  
 

 
 
Click the drop down for that says “All Terms” and select the term that you are 
viewing the payment information for. Then click “go”. 
 

 
 

Student Name  

Student Name  



Take a screen-print or screenshot of your Account Activity page. Please make 
sure your student name and “Self Service Payment” transactions for the term are 
visible.  
 

 

 

Should you run into any issues with the reimbursement form, please contact the 
CGA by clicking here: Contact CGA 

 

If you need a copy of your textbook receipt, please reach out to Lumen 
Learning at info@lumenlearning.com 

 

Student Name  

https://www.cgaef.org/about/contact-us/
mailto:info@lumenlearning.com

