KENT STATE

ISTECHNICAL TRAINING

Human Resources
University Benefits

Tuition Fee Waiver Workflow

October 2016
Revised




Table of Contents

About the Tuition Fee Waiver WOrkflIoW ...........coceeiieiiieiiieeieeeeeeee e 3
Initiating a Tuition Fee Waiver WOrKFlOW .........ccuviiiiiiiiie e 4
ACCESS FIASNLING ...t st e b e e nne e e n e e nnne e 4
Accessing the Tuition Fee Waiver Workflow .........occuveeiiiiieiiiniiiie e 5
Submitting a Tuition Fee Waiver WOrkfloOW .........occuiveiiiiiieiiieec e 6
LOCAtiNg @ KSU ID NUMIDET ..cciiiiiiie ettt e e s st e e e e nbae e e s sabeeeesennaeeesnnnns 8
Viewing TUItion FEE WaIVEr HISTOIY .....uiiiiiiiiiiiiiiiiiiiiiiriieeiiiieerierereseeerrrrrerere———.—.——————. 9

© 2016 Kent State University

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.

Tuition Fee Waiver workflow 10/2016 Page 2



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).
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Initiating a Tuition Fee Waiver Workflow

Access FlashLine

1. Opena Web Browser
2. Navigate to www.kent.edu

& FLASHLINE LOGIN = CALENDARS | PHONE DIRECTORY | MAPS & DIRECTIONS

=7
UNTIVERS.]I ,

ABOUT KSU ~ ACADEMICS ~ ADMISSIONS, TUITION & AID ~ CAMPUS LIFE ~ ATHLETICS ~ RESEARCH ~ LOCATIONS ~

THN -

y
.

&

3. Open FlashLine

CALENDARS | PHONEDIRECTORY | MAPS & DIRECTIONS

ST B P .

FLASH

Username jrocco2@kent.edu WHAT IS FLASHLINE?
FlashLine is your key to all things
Password | | seessseesesess "Kent State," providing access to:

« Email, Google Drive and
« Registration, Scheduling and

Advising
« Employee resources and records

Forgot your username or password?

4. Enter your FlashLine User name and Password
5. Click the Login Button
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http://www.kent.edu/

KENT STATE
FLASHI!ine

Welcome
KSUView
Student
Employee
I Dashboard
Workflows

I HR & Employee Workflows

Maintenance/FAMIS

FlashCart

Tap into this resource for

purchasing power.

Employee Transaction
Workflow (ETW)

Notice of Voluntary
Separation Archived
Check status (initiated prior to
8/13/2013)

Scholarship Payment
Authorization

Banner Security
Workflow(for Sec. Admins
and Data Stewards)

Equipment, Vehicle & Vessel
Acquisition

Position Request
Authorization (PRA)

Tuition Waiver Benefit
Request

Electronic Personnel Action
Forms

Notice of Separation
Begin new or check status
({initiated on or after 8/13/2013)

Position Request
Authorization (PRA) Tutorial

Section Meeting Time
Location

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

X
Tuition Benefit Request
Begina New Warkflow] [
-DR- b
Click here to search for Historical Warkflow
Tuition Fee Waiver Workflow
Clicking the Begin New workflow checkbox opens the tuition Benefits Request window.

uition Benefit Reguest

TEST VEREION .01

Important Maotes:

= Studert must be registered for credt class(es) prior to initiating this workfiow for a tuiion
walver beneftif student is NOT registered for classies), tuition waiver request wil
altomatcally be denied uniil regisration has occurred and a new request for tuiion waiveris
submitted.

If you are a full-ime facufty'staff member and vou or your qualified dependent(s) have an active
tuition waiver benafit on file AND your job classification and department has not changad, itis
not necessary to submit an additional workflow request for the tuition bensfit as banefit will
continue into future semesters. All pan-time faculty and staff are required to submit a request
each semester.

Employse Status: Unclassified Full Time
Tuition Benefit For:

Employee-Self
ey l Employ=e-Spouse
AL Ind Employee-Domestic Partnar
Employze-Daughter
Employze-Son
Employ=e-Step-Daughter
Employze-Step-Son
Fari-Time-Faculty-5elf

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

e Employee-Self

e Employee-Spouse

e Employee-Domestic Partner

e Employee-Daughter

e Employee-Son

e Employee-Step-Daughter

e Employee-Step-Son

e Part-Time Faculty-Self
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Employee Status: Unclassified Full Time

Tuition Benefit For: | Employes-Daughtsr w

|Tui|ion Benefit > Employee-Daughter “Indicates Required Field|

Name Of Student To Receive This Tuition Benefit

“Last: |Ei1udem | *First: |Sa||y | Middle:
Day e
*Student Banner 1D BE3EEEE3E Student's DOB: fonth = LS

AUG | [26 % [1990 @

Employee Name

Last: Employee First: Estelle Middle: I

Position Information

Department: AlUmni Relatons Date Of Hire: 4/25/1999
Type Of Pesitdon: Unclassified Full Time

| certify that | am a Full-Time employee or retired Full- Time emplovee of Kent State
University. The abave namad person is a depandent of mine, and is applving for Tuition
Beneft for the following Semester

Year: 2009 v O Fall & Spring ®iE

2

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.

MNeed help?

You have successfully submitted this Tuition Benefit Request.

To return to Flashline, you must close this window.

To view or track progress of this document, it can be retreived from the Historical
documents view. The historical view can be accesssed by navigating in FlashLine
to the Workflows page, HR & Employee Workflows section, and selecting the
firnk for Tuition Waiver Benefit Request.

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

® Q Search everywhere in FlashLine =z 0 O Log Out

KENT STATE
FLASH!/ ne

Home Welcome @ Retum to FlashLine Classic

One Test
otest@kent.edu ' 810008947

Autumn
has arrived

ﬂ Welcome

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.

A um\/ # 0 Ologout

® Return to FlashLine Classic

Home My Profile ® Retumn to FlashLine Classic

My Profile

Profile Options
One Test Default Landing Page
otest@kent.edu My Dashboard
Welcome

My KSU ID Number

810008947 Student Dashboard

Faculty Dashboard

My Alternate Email

] Address
@ Update Profile Picture Opted Out

[] Never blur tiles

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

KENT STATE
e FlashCart Banner Security Workflow(for Electronic Personnel Action
F'.As"“n e Tap into this resource for Sec. Admins and Data Forms
Stewards)

purchasing power.

{ ; ; Employee Transaction Equipment, Vehicle & Vessel Notice of Separation
3 Workflow (ETW) Acquisition

Begin new or check status (initiated
on or after 8/13/2013)

John Rocco
Jrocco2@kent.edu

Welcome

Notice of Voluntary Position Request Position Request

KSUView Separation Archived Authorization (PRA) Authorization (PRA) Tutorial
Check status (initiated prior to

Student 8/13/2013)

Employee

I Dashboard . - . . . . .
Scholarship Payment Tuition Waiver Benefit Section Meeting Time
Workflows Authorization Request Location
I HR & Employee Workflows I
Maintenance/FAMIS Section Title Change Course Catalog Update CampusWorks

Resources

Tuition Benefit Request

Begin a New Workflow:

-0OR -

Click here to search for Historical Workflow

Use the link labeled Click here to search for Historical Workflow to access previous requests.
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MName: Estele Employes Submission Date: 6I4/2009

Tuition Benefit Request

|<= Go Back to M, 1

Workflow Information
Workflow Spacific Name: | |
Use the percent (*o) character as a wild card in the Workflow Specific Name field to match on similar values.

Organization: Alurni Relations:

N N—
AN 09/01/2008 = To 05012009 =
TR | — "

= . =
(mmidiinny] Enter the search ||

Search | | Glear | | React criteria and select

‘-—._ﬁ____‘ Search
<+ Go Backto Main Menil I

2 record(s) found.
T o Jame Current State Running|Start ———[Stop |

2164361 TB216435 Employee, Estele 2009 Spring stoppad completed 12/18/2008 01/02/2009
Select | 2152856 TH215285 EMplovee, Estele 5009 Spring stopped completed 12/16/2008 12/18/2008

N

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.

Name: Estelle Employes Submission Date: 642009

KENT STATE

- - Al 1
Organization: Jumni ReBtons

Tuition Banefit Request
<< Return to Search Results

VWorkflow Informafion

Workflow ID: TB2164351

Workflow Name: TB216435 Employes, Estelle 2009 Spring

Current Status: Completad

Current Approver: Not Applicable

Workflow Start: 15.DEC-02 Workflow End: 02-JAN-09
Application Term: Spring 2009 ( 200670 )

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

lsweetwowwawon. _________.._.....................5n5B5 |
Student ID:

Student Name:

Student Birthdate:

|sponsor weormagon. ... |
Employee ID: 8882828881

Employee Name: Emplayee, Estelle

Work Term: Fall 2006 (200620)
I Depariment Approval (Where Applicable)
User Name yywest03

Full Name: William West
Approval Status: true
Comments:

[Fungngwformatony —————— — ]
Banner Index: 999999 - Alumni Relations

Banner Account: 62201 Adm Waiver-Employoe

I Benefit Office Processing (Where Applicable)

User Name: mlalonde

Approval Status: true

Comments:

Regular Tuifion Waiver
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