Minnesota State Colleges and Universities Tuitidraiver QRG (Employee)

Tuition Waiver Quick Reference Guide (Employee)

Purpose

The tuition waiver application provides employeaaline application to submit their tuition waiver
application for Human Resources to review and approve.
Employees will also be able to view the followimjarmation on-line:

I View Summary of Requested and Approved Tuition Waiver i&ed

I View Assignment and Bargaining information that impactsryequest

I Apply for Tuition Waiver

I View Applications

I View MnSCU Tuition Waiver Benefits for Employees Matrix

NOTE: The tuition waiver system is not integrated wtiitb student registration system. Normal
registration procedures must be followed and the expp@cta that course registration would occur
prior to the completion of the tuition waiver applioat

Log In

To log in to the Tuition Waiver application:
1. Enter your Username (Tech Id).
2. Enter your PIN or Password.
3. Click Login.
4. If you need help with your ID or password, use the Helpfukd.in
MINNESOTA STATE COLLEGES & UNIVERSITIES

ﬂ;ﬁ\(ﬂ Office of the Chancellor Login %L)

: * Login ID or Username:
Minnesota g
STATE COLLEGES
EUNIVERSITIES * PIN or Password:
s I ’ /| P,
Display Name: [~ Display and print your name on certain pages until your next login, To protect your L L
identity, you may wish to print web pages only at a secured printer, i -

Login

Helpful Links —

At end of your login session, you must 'Logout’ to ensure that nobody else can access your records, Forgot your ID?

Forqot your

PIN/Password?
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Minnesota State Colleges and Universities Tuitidraiver QRG (Employee)

Apply For Tuition Waiver For 2008-2009

The navigation area where you have options to AppWiew Applications.

Select the credit year the waiver applies to. Defaults to current credit year and you have the
option to select future credit year.

Displays summary of Requested and Approved creattit&mployee and Spouse/Dependent.
Identifies the information you will need to apply for a veaiv

Link to MnSCU Tuition Waiver Benefits Employees matrix.

Displays assignment information for employee. Uitiple assignments are displayed,
employee selects which assignment they are appfginipe waiver under.
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5 3 Apply For Tuition Waiver For 2008 - 2009

g W Set credit year to 2010
b .
@

[’
By gup
Requests for 2009 | Requested | Approved
Tuition Waiver Employves 0.0 0.00 w
fpply Spouse/Dependent 0.00 0,00

View Applications ) . .
Click on View dpplications to see details for the requested and approved credits,

Before you apply for a waiver
4
In order to apply for tuition waiver, you will need:

w Student ID at the institution where the waiver will be used

w Institution Name where the waiver will be used
w Humber of credits

‘fou must fill out ane waiver request per student per institution courses are registered through,

Apply for Tuition Waiver

The fallowing sections list your assignments far 2009, Click on Apply for Waiver Under this Assignment to apply for a tuition waiver under an assignment. The assignment specifies which
bargaining rules impact your request,

Please refer to the MnSCU Tuition Waiver Benefits for Employees matrix for more information on eligiblity.TG)

Chancellor’s Office - 214 - MAPE 6

Credit Year: 2009 (Fall 2008 - Surnmer 2009)

Bargaining Unit; 214 - MAPE

Emnplayment Condition: 11 - Full-Time Unlimited

Appointrent Status: Probationary, Permanent

Credit Limit; Not to exceed 20 credits per year, 16 of which can be used by your spouse/dependents,

fipply for Waiver Under this fAssignment

Please cantact your HR representative if you have any questions,
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Apply For Tuition Waiver

1. Displays credit year of tuition waiver application.

2. SeleciRelationship to Employdeom drop-down menu.

3. EnterFirst 3 letters of student last nanfeDependent or Spouse was selecteRealsitionship
to Employee

4. Select institution fronCourses registered througirop-down that classes will be registered at.

5. EnterStudent ID

6. SelectAcademic Ternfrom drop-down.

7. Enter number dndergraduate Credit<sraduate Credit®r Doctoral Creditsregistering for.

8. EnterAdditional Infothat would assist Human Resources in reviewing g@ptcving the
waiver. For example, class begins 10/1/08.

9. SeleciNextto continue oCCancelto cancel this waiver.

MINNESOTA STATE COLLEGES & UNIVERSITIES
| Logout

Apply For Tuition Waiver

This waiver request will be reviewed by the HR office at Chancellor's Office, based on vour eligibility criteria, If needed, select a different eligibility criteria from the Apply page. Click an the
ks ynp g "Apply" link an the left to select a different eligibility criteria,

1f vour request falls autside the normal baunds of yaur eligibility or your course starts after the normal semester start date, please enter additional infarmatian in the box to describe your

Tuition Waiver
situation,

Please contact your HR representative if you have any questions,
Vigw Applicatians

Tuition Waiver Application

Credit Year: 2009
* Relationship to Emplovee: Dependent j
Please enter the first three letters of the student last name for verification purposes, If the last name is shorter than three characters, enter the entire last name instead,

* First 3 letters of student last name:
* Courses registered thraugh: j <@
F * Student I0:
Please enter the student 1D at the institution where courses are registered through,
* headermic Term: Fall20na | /@
IUndergraduate Credits: credits
F Graduate Credits: credits
Doctoral Credits: credits
Additional Info: :@

450 characters remaining

= =g
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Confirm Information

1. Displays summary of waiver application for employee revie

2. Click Edit to modify waiver information o€ancelto cancel this application.

3. Displays Terms and Conditions of tuition waiver appiacathat employee must agree to prior
to submitting to HR.

NOTE: Terms and Conditions vary depending on the criterilaeofuition waiver applying for.

4. Click Submit Application to HR.

NOTE: This field will be available once employee checksheTerm and Condition.

—
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Minnesota State Colleges and Universities Tuitidraiver QRG (Employee)

1. Message area letting employee know waiver was saved.
2. Displays summary information of tuition waiver applicas that have been submitted to HR
for review and the status of each application.

—0
0
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After clicking Details the following fields are displayed:

1.
2.
3.

4.

Displays summary of waiver information.

Displays summary of requested credits and registeeglit€for this waiver.

Click Addto enter additional information pertaining to this veaito assist Human Resources
with their review. By clicking Add, a new effective dated nail be created.

Displays message area of previously entered irgthom ClickEdit to add additional
information to this message. The Date field will updatthe date record was modified.

To delete Additional Information, click and then clickOK to delete information o€ancel
to return to Waiver Information page.

—0
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Minnesota State Colleges and Universities Tuitidraiver QRG (Employee)

O

The Cancel Waiver Requesipage is returned
1. Summary of waiver you selected to cancel.

2. Displays Terms and Conditions of tuition waiver appiorathat employee must agree to prior
cancelling waiver.

3. Click Submit Cancellation RequestDon’t Cancelto return to View Applications page.
NOTE: This field will be available once employee checks Term and Condition.
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—=0

—0
—0

1. Message area letting employee know waiver was cancelled.
2. Summary of remaining waiver applications.

If you have any questions about using the new tuition wanagtule please contact (**campus contact
name**),



