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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. 

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).   

file://///kent.edu/shares$/ishome/jrocco2/Projects%202016/Training%20Doc%20Upodates%20due%20to%20FlashLine/Finance/benefits@kent.edu%20
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Initiating a Tuition Fee Waiver Workflow 

Access FlashLine 
1. Open a Web Browser 
2. Navigate to www.kent.edu 

3. Open FlashLine 

  

4. Enter your FlashLine User name and Password 
5. Click the Login Button 

http://www.kent.edu/
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Accessing the Tuition Fee Waiver Workflow 
The Tuition Fee Waiver workflow can be accessed by navigating in FlashLine through the 

Employee Category, the Workflows page, the HR & Employee Workflows section and using the 

link for Tuition Waiver Benefit Request.  
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Submitting a Tuition Fee Waiver Workflow 

Clicking the Begin New workflow checkbox opens the tuition Benefits Request window. 

The Tuition Benefit For drop down selection box allows for choice of the student. Select from 
the options of: 

 Employee-Self 

 Employee-Spouse 

 Employee-Domestic Partner 

 Employee-Daughter 

 Employee-Son 

 Employee-Step-Daughter 

 Employee-Step-Son 

 Part-Time Faculty-Self 
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Required information on the remainder of the form is notated by an asterisk *. 
With the Academic Year and Term also selected, the Submit button can be clicked to certify the 
information and enter the workflow. 

A confirmation message will appear as notification that the workflow has been successfully 
submitted for review and approval. 
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Locating a KSU ID number 

Have the student log into FlashLine. If the KSU ID number has not been requested to be hidden, 
it will be displayed under the student name at the top of the Left Navigation menu. 

If the KSU ID number is not shown, the student can click on the Account Profile icon to view 
their personal information including the KSU ID. 
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Viewing Tuition Fee Waiver History 

Again, access the link to the Tuition Waiver Benefit Request page through FlashLine. 

Use the link labeled Click here to search for Historical Workflow to access previous requests. 
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Enter search criteria in the Workflow Information fields and click the Search button to execute 
the search. 
Click the Select button for the appropriate workflow to display details for the selection.  
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