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Tuition Fee Waiver Workflow

For additional information regarding Tuition Fee Waiver policies or other questions, contact the
University Benefits Office at benefits@kent.edu or 330-672-3107. For technical assistance, contact the
IS Help Desk at 672-HELP (4357).

©2011 This information is provided by the Division of Information Services, Kent State University and is proprietary and confidential. These
materials are made available for the exclusive use of Kent State University employees, and shall not be duplicated, published or disclosed for
other purposes without written permission.
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Tuition Fee Waiver Workflow

About the Tuition Fee Waiver Workflow

Employees should not begin the process unless they are currently eligible for tuition benefits under
university policy 3342-6-09.1 and the student is registered for classes. A tuition benefit will not be
approved for a student who has not registered for class.

Full-time employees must apply for tuition benefits the first time each student enrolls for classes, and
do not have to apply again each semester unless the employee changes departments or employment
status; or the student has not taken any classes for three consecutive years.

Part-time faculty members and part-time staff employees must apply for tuition benefits every semester
they will utilize the benefit.
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Submitting a Tuition Fee Waiver Workflow

Entering FlashLine

Text Only Maps Ask Kent State Phone Directories FlashLine Login

xnce in Action
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Explore KSU

Follow these steps to submit a Tuition Fee Waiver Workflow:

1. Open a web browser
2. Go to www.kent.edu

A FLASHLINE LOGIN

User Name: | fiash1 bient.edu

Password: | [seessessssese oot our

Password?

Login

» GetUserhame and Login Help

This secure web site uses encryption and authentication
standards to protect the confidentiality of web
transactions

3. Enter your FlashLine User Name and Password
4. Click the Login button
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Locating the Tuition Fee Waiver Workflow

® Kent State U ersity Flashline - Windows Internet Exploren

@.\— y~ ‘s https: jfflashline.kent.edujtag.FE33bazabeanzbed render . userl ayoutRootMode, UPPUP_root=root&uP_sparam=activeTab&activeTab=u810291s82uP_tparam=frm&frm= "‘ % ‘ 42| % ‘

File Edit “iew Favorites Tools  Help

@convert - ) Select

T Is Kent State University Flashline I 1 ﬁ A 5 | @ - |k Page - ,’:ETDDE ©
-~
Welcome Estelle Employee i
Welcome to o s = & ]
. Content Layout | You are currently logged in. N7, 5 & £
F IaShLl ne == Yy E-mail Groups Logout  Help
My Campus My Courses Student Tools Library Student Career Path My HR BT Help My Tab April 16, 2009
My Banner OEE & workflow & Utilities \of BEEE | | FAMIS Resources i=1{E[ES)
Banner INB Utilities FAMIS Forms
Authorized users, access Banner's adminstrative services Access information for Campus Environment and Qperations
from the headline. FlashCart Tap into this resource for employees: access to service requests, work orders,
purchasing power, FLASH equipment records, warehouse inventory, purchasing and
Finance Self-Service Banner CART receiving farms and data.
Authorized users, access Banner's finance self-service Imaging Resources - FAMIS Online Store
from the headline. Request maintenance and operations materials from
. . . Campus Environment and Operations Stockroom. =
Please note: If your user account has not been granted * l?_aéﬂlsirgilggig;':;egrgﬁgpiﬁ%magmg Applications FAMIS Self Service
{4 .
permission to access certain areas of Banner INB, these Stand Alone D L1 ' Applicat Available upon request. Used to review service requests
links will not work for you. ¢ Stand Alone Document Imaging Applications and related information for budget reconciliation.
" To enter a request for work to be done, please use this link:
Reporting (Cognos) htty orkrequest.kent.edu.
The Kent State Help Desk does not handle support for
workflow FAMIS. For all FAMIS suppaort please contact:
Electronic PAF - Part-Time Faculty and Grad Assistant Cindy Gary
ectronic art-Time Faculty and Grad Assistants FAMIS System Specialist
Expense Reimbursement Office - 330-672-2886
. . E-mail - cgary@kent.edu
MNotice of Voluntary Separation
Position Request Authorization
Scholarship Payment Authorization Helpful Hints oEE
Tuition Waiver Benefit Request Access Information
,ﬂ"h Please note: when accessing resources through the 7
T ety U g iy PR SRR b
Done \off € Internet 00 v

5. FlashLine will open
6. Click the My Action Items tab
7. Under the Workflow tab, click the Tuition Waiver Benefit Request

Tuition Benefit Request

Begin a New Workflow. ]

&

_OR-

Click here to search for Historical Workflow

Tuition Fee Waiver Workflow

8. Click the Begin a New Workflow checkbox
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Submitting a Tuition Fee Waiver Workflow for a Family Member

Tuition Benefit Request

TEST VERSION .01

Important Notes:

= Sfudent must be registered for credit class{es) prior to initiating this workflow for a tuition
waiver benefitIf student is NOT registered for class(es), tuition waiver request will
autommatically be denied until registration has occurred and a new request for tuition waiver is
submitted.

= [f you are a full-time faculty/staff member and you or your qualified dependent(s) have an active
tuition waiver benefit on file AND your job classification and department has not changed. itis
not necessary to submit an additional workflow request for the tuition benefit as benefit will
continue into future semesters. All part-time faculty and staff are required to submit a request
each semester.

Employee Status: Unclassified Full Time

Tuition Benefit For:

Employee-Self
[Tuition *Indi Employee-Spouse

Employee-Domestic Partner
—— Employee-Daughter
Ermployes-Son
Employes-Step-Daughter
Employee-Step-Son
Part-Time-Faculty-Self

Benefit >

9. Select the family member from the Tuition Benefit For pull-down list
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Tuition Fee Waiver Workflow

Employee Status: Unclassified Full Time

Tuition Benefit For: | Employee-Daughter v

[Tuition Benefit > Employee-Daughter “Indicates Required Field

Name Of Student To Receive This Tuition Benefit

*Last: | Student *First: | Sally Middle:

- 660666668 . Month Day Year
Student Banner ID Student's DOB: auG ) [26 | [1990 =

Employee Name

Last: Employee First: Estelle Middle: M

Position Information

Department: Alumni Relations Date OFf Hire: 4/26/1999
Type Of Position: Unclassified Full Time

| certify that | am a Full-Time employee or retired Full-Time employee of Kent State
University. The above named person is a dependent of mine, and is applying for Tuition
Benefit for the following Semester

Year: 2009 ~ O Fall © Spring ®Summer

Suhmit_

10. Fill in the required information as indicated by the asterisk*
11. Select the year and semester
12. Click the Submit button

MNeed help?
You have successfully submitted this Tuition Benefit Request.
Ta return to your "My Action ltems” window, you must close this window.
To view or track the progress of this document, it can be retrieved from the historical

documents view. The historical view can be accessed by selecting the application from the
"Workflow & Utilities” channel an the "My Action ltems" tab in Flashline.

13. A message will appear that the workflow has been successfully submitted
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Tuition Fee Waiver Workflow

How to Locate a Student ID Number

KENT STATE

m Back to ) é% 1
Student Tools Tab E-mail Groups Logout  Help

Student ID Number

Kent State University Self Service
Personal Information Advancement Officers Employee Finance
RETURM TO MENU EI'['!MAP HELP EXIT

Registration Term 586868686 Sally Q. Student
April 21, 2009 03:30 pm

Select a Term: |Fall 2009 v

RELEASE: 7.2 T
1. Have the student sign into his or her FlashLine account
2. Click the Student Tools tab
3. Click on the Print Student Schedule link
4, The Student ID Number is located in the upper-right-hand corner of the page
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Tuition Fee Waiver Workflow

Submitting a Tuition Fee Waiver for an Employee

Tuition Benefit Request

TEST VERSION .01

Important Notes:

= Student must be registered for credit class(es) prior to initiating this workflow for a tuition
walver benefitlf student is NOT registered for class{es), tuition waiver request will

automatically be denied until registration has occurred and a new request for tuition waiver is

submitted.

If you are a fulltime faculty/staff member and you or your qualified dependent(s) have an active

tuition waiver benefit on file AND your job classification and department has not changed, itis

not necessary to submit an additional warkflow request for the tuition benefit as benefit will

continue into future semesters. All part-time faculty and staff are required to submit a request
each semester.

Employee Status: Unclassified Full Time
Tuition Benefit For:| w

Employee-Spouse
Employee-Domestic Partner
— Employee-Daughter
Employee-Son
Employee-Step-Daughter
Employee-Step-Son
Part-Time-Faculty-Self

Tuition “Ind
Benefit >

1. Follow steps 1 - 8 as listed above
2. Select Employee-Self from the Tuition Benefit For pull-down list

Employee Status: Unclassified Full Time
Tuition Benefit For: | Ermployee-Self A

|Tuition Benefit > Employee-Self “Indicates Required Field

Employee Name

Last: Employee First: Estelle Middle: I

Position Information

Department: Alumni Relations Date Of Hire: 4/26/1999
Type Of Position: Unclassified Full Time

“Semester in which classes are to be taken Select the Year
and Semester
Year:[2009 ~| O Fall © Spring ® Summer then click Submit

| certify that | am a Full-time employee or retired Full-Time Employee of Kent State
University. | am aware that any time taken away from warking hours to attend classes
must be made up.

3. Select the Year and Semester
4, Click the Submit button
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Tuition Fee Waiver Workflow

Meed help?
You have successfully submitted this Tuition Benefit Request.

Tao return to your "My Action ltems” window, you must close this window.
To view or track the progress of this document, it can be retrieved from the historical

documents view. The historical view can be accessed by selecting the application from the
"Workflow & Ulilities” channel on the "My Action ltems” tab in Flashline.

5. A message will appear that the workflow has been successfully submitted
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Tuition Fee Waiver Workflow

Viewing Tuition Fee Waiver History

Kent State University Flashli Windows Internet Explorer

=g
h

File Edit View Favorites Tools  Help

@ comvert PR Select

s https:/fflashline. kent eduftag. Fe33bazebe902b4d render . userLayoutRookhode, UPPUP _root=root&uP_sparam=activeTab&activeTab=ug102911s820P _tparam=frmafrm= V| E | +1 [ X% ‘ 2 |-

W Is Kenk State University Flashiine l I -8 - b Page - {0 Tools -
-~
Welcome Estelle Employee 7
e WOICOME O oy et | i = ¢ 1
: FIaShL| ne 7 ' E-mail Groups Logout  Help
My Campus My Courses Student Tools Library Student Career Path My HR Help My Tab April 16, 2009
My Banner EEH | | workflow & Utilities EEE  FAMIS Resources =15 ]ES)
Banner INB Utilities FAMIS Forms
Authorized users, access Banner's adminstrative services Access information for Campus Environment and Operations
from the headline. FlashCart Tap into this resource for employees: acce:jss to ser}:ice requests, work oLders, y
. . Dur’chasmg power, FLASH EQUIPI‘ITEH;Z recor Sd, \glfatre ouse |nventmv, purchasing an
Finance Self-Service Banner CART [ = receiving forms and data.
Autherized users, access Banner's finance self-service Imaging Resources FAMIS Online Store .
from the headline. Request maintenance and operations materials from
. T Campus Environment and Operations Stockroom. =
Please note: If your user account has not been granted * tfilfgn_er Integraéed Dacument Imaging Applications FAMIS Self Service
permission to access certain areas of Banner INB, these amissions an Procurement) . Available upon request. Used to review service requests
links will nat work for you. + Stand Alone Document Imaging Applications and related information for budget reconciliation.
. To enter a request for work to be done, please use this link:
Reporting (Cognos) http jorkrequest.kent.edu.
The Kent State Help Desk does not handle suppart for
Workflow FAMIS. For all FAMIS support please contact:
Electronic PAF - Part-Time Faculty and Grad Assistant Cindy Gary
ectronic art-Time Faculty and Grad Assistants FAMIS System Specialist
Expense Reimbursement Office - 330-672-2886
. . E-mail - cgary@kent.edu
Motice of Voluntary Separation
Position Request Authorization
Scholarship Payment Authorization Helpful Hints @EE
Tuition Waiver Benefit Request Access Information
pﬂ'h Please note: when accessing resources through the 3
bt i o b it e m s e i G il Tham bt
Dane \af & 1nternet F100% <
1. Open FlashLine
2. Click the My Action Items tab
3. Under the Workflow tab, click the Tuition Waiver Benefit Request
3 3 p 3 009 £3
A
ganiza anag
Tuition Benefit Request

Begin a New Workflow: [
-OR -

Click here to search for Historical Workflow

O

4, Select the Historical Workflow link
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Tuition Fee Waiver Workflow

MName: Estelle Employee Submission Date: 6/4/2009

Organization: Alumni Relations

Tuition Benefit Request

< Go Back to Main Menu
th

Workflow Information

Waorkflow Specific Name: | |

Use the percent (*s) character as a wild card in the Workflow Specific Name field to match on similar values.

SISl Fange mom Bome
(rmmiddiyy) 09/01/2005 = To 050172009 =
£nd Date Range: L ] I

(rrnfddivy) = =

Enter the search

Search | | Clear | | Reset criteria and select
e — Search
<< Go Back to Main Menii

2 record(s) found. ’

2164351 TB216435 Employee, Estelle 2009 Spring stopped.completed 12/18/2008 01/02/2009
Select | 2152856 TB215285 Emplayee, Estele 2009 Spring stopped.completed 12/16/2008 12/18/2008

s

5. Enter your search criteria; use the wildcard (%) if necessary
6. Select the Search button
7. When the record(s) are returned, click the Select link for the record you want to view

Name: Estelle Employes Submission Date: 6i4/2009

Alumni Relations

" Organization:

Tuition Benefit Request
<< Return to Search Results

Workflow ID: TB2164351

Workflow Name: TB216435 Employee, Estelle 2008 Spring

Current Status: Completed

Current Approver: Not Applicable

Workflow Start: 18-DEC-08 Workflow End: 02-JAN-09
Application Term: Spring 2009 ( 200910)

Benefit Type: Full-Time Employee-Self (FTES)

Student ID:

Student Name:

Student Birthdate:

Employee ID: 658335381

Employee Name: Employee, Estelle
Work Term: Fall 2006 (200680)

Department Approval (Where Applicable)

User Name yest03

Full Name: William West
Approval Status: frue
Comments:

Banner Index: 999999 - Alumni Relations

Banner Account: 62201 Adm Waiver-Employee
Benefit Office Processing (Where Applicable)

User Name: mlalonde

Approval Status: frue

Comments:

Regular Tuition Waiver

8. View your history
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