Dependent Fee Waiver

The purpose of this reference guide is to provide an overview of the Dependent Fee

PROCESS OVERVIEW Waiver. This document is set up according to the various tasks that may be performed
when using the Dependent Fee Waiver
1. Begin at the bgsu.edu home page
2. Click MyBGSU
3. Enter Username and Password
4. Navigate: Employees > Fee Waiver Request >Dependent Fee Waiver
Where do | go? MyBGSU > Employees > Fee Waiver Request > Dependent Fee Waiver
SECTION |
NAVIGATION
Begin the process at the _
bgsu.edu home page. <§:| @‘ @ http://www.bgsu.edu/ o~ ‘

Note: Please use Internet Explorer

1. Click MyBGSU BGSU
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2. Enter USERNAME and BOWLING GREEN STATE UNIVERSITY
PASSWORD
Note: These will be your BGSU BGSU@
network Credentials ACADEMICS ADMISSIONS ABOUT ATHLETICS ALUMNI RESEARCH STUDENT LIFE INTERNATIONAL MYBGSU EMAILES SEARCHQ
3 C||Ck Log | n USERNAME PASSWORD
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4. Click Employees MyBGSU.
5. Under Fee Waiver
Requests, Click
Dependent Fee Waiver BURSAR BILL VIEW/PAY v
Request BGLCARD SERVICES A e
ADVISING EMAIL CANVAS
Advisement
Student Degree Audit TOOLS
Faculty Center
Sl
PAYROLL INFORMATION
e &l 2= [
View Paycheck
R VIEW PAYCHECK TIME & LABOR UPDATE PERSONAL INFO BEMEFITS
‘W-4 Tax Information
Direct Deposit
R Consent IT SECURITY ACCESS FORMS
View W-2/W-2c Forms
‘Web Report Library
BENEFITS INFORMATION )
. FMS Web Report Library Access
Family Status Changes/Life Event Form
If off-campus, call 419-372-8421
Benefits Summary
Benefits Enrollment
FEE WAIVER REQUESTS
Employee Fee Waiver Request
lDeEendentFeeWawenguest I
TIME AND LABOR EMPLOYEE
My Student Timesheet (view only)
SECTION Il
DEPENDENT FEE WAIVER
REQUESTS
The Dependent Fee Waiver
Request page allows the
employee to request a fee Dependent Fee Waiver Requests
waiver. Sharon Wiemken
. Add Request
Click the .
button to initiate the request
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1 Select a Career (Graduate
Dependent Fee Waiver Request

or Undergraduate). Once
M Note: This form must be completed for each semester and may be submitted & weeks prior to the beginning of the semester through
a Career IS Chosen, you 5:00 p.m. on the Friday before that semester's Commencement. Late and penalty fees are the student's responsibility. For policy
. details, please visit the following web page: hitpfwww.bgsu.edu/human-resources/ibenefitsfee-waiver-policy.html
will be able to select the

term. Request Details
2 Selecta Term by clickin
(2% y 9 sesu D oool  sharon wiemken
the . Career ' Graduate '® Undergraduate
3 |f the dependent’s name Note: The excess of Graduate level classes where the benefit exceeds $5,250.00 in a calendar year are
" R taxable for the employee. All graduate students enrolled in undergraduate courses will be assessed
appears’ C|ICk on the i graduate level fees.
N Term 2162 (@, Spring Semester 2016
bubble beside the name
to Select Dependent Selection
4. C"ck on NO that th|s is not The dependents listed below are not necessarily your insurance dependentsibeneficiaries,
d d Dependents
anewdepen ent. Dependent BGSU ID Name
= UE- Rachel Wiemken
Is this a new dependent? O Yes ® No

3. If the dependent’'s name

does NOT appear, Click on o sovendent? oy .
P s this a new dependent? =Yes "~ No
Yes that thIS IS a new Please enter the dependent's BGSU ID, name, and birthdate below.
d.ep.endent' *BGSUID *Name *Birthdate [
4. Fillin the BGSU ID, Name
and Birthdate.
5. If the dependent is your This dependent is my ® Child © Child of Same-Sex Domestic Partner
Ch|ld, CIiCk on Chlld . ) Spouse ) Same-Sex Domestic Partner ) Same-Sex Spouse
6_ When Select'ng Ch||d' four Dependent Child Information
questions appear. An swer Doyou pro_vide more th_an one-half of the child's support which includes lodging, ® Yes O No
these fOUI‘ q UeStiOnS . food, clothing, and medical expenses?
7. C||Ck on Subm|t Did you claim the child as a dependent on your last Federal income tax return? ® yes ' No

If not, please explain

Are you planning on claiming the child as a dependent on your next Federal income ® Yes ) No
tax return?

If not, please explain

Is the child married? O Yes ®Ino

| Ssubmt |

Cancel and Return

5. If the dependent is not your

X _ This dependent is my ' Child '~ Child of Same-Sex Domestic Partner
child, click on Spouse or — )
. '® Spouse ' Same-Sex Domestic Partner '/ Same-Sex Spouse
one of the other options.
6. Click on Submit Submit

Cancel and Return
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You will receive confirmation of
a successful submission.

. Dependent Fee Waiver Request
Click the OK button.

Submit Confirmation

e You will be returned to the
Dependent Fee Waiver
Request Page to add ok |
another fee waiver request
or to review the details of
the newly submitted
request.

V The Submitwas successful.

SECTION Ill
REVIEWING DEPENDENT FEE
WAIVER REQUESTS

You are returned to this page
after submitting your Dependent
fee waiver.

Dependent Fee Waiver Requests
Transaction Number: This

number is systematically Sharen Wiemken
assigned by the system and
may be used for traCkmg Transaction Dependent Fee
purposes Number Waiver Number
1| Details | 14 Rachel Wiemken Undergraduate

Waiver Requests

Dependent Name Career

Dependent Fee Waiver
Number: [ Add Request |
This number is assigned upon
approval by the Office of
Human Resources.

Career: Indicates the career
selected on the Dependent Fee
Waiver application.

Term: Indicates the term
selected on the Dependent Fee Personalize | Find | View Al | Z5 [ First ‘4 1081 2 Last
Waiver appllcatlon. Career Term Submitted Status Indicator
Submitted: This is the date the Undergraduate Spring Semester 2016 09/29/2015 In Approval Process
date the Dependent Fee Waiver
was submitted.

Status Indicator: This
indicates where the Dependent
Fee Waiver is in the approval
process.
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SECTION IV
REVIEWING DEPENDENT FEE
WAIVER REQUESTS

You may review a Dependent
Fee Waiver request by logging
into My.BGSU.edu

Follow the steps in Section | to
navigate to the Dependent Fee
Waiver Request.

e  Click on the Details
button.

The Request Details page will
open to show the details of the
Dependent fee waiver as well
as the workflow. In this
example the supervisor must
approve before it will be
submitted to the Office of
Human Resources.

Note: the Dependent fee waiver
will not be submitted to Student
Financial Aid, Bursar or Student
Financials until it has been
approved by the Office of
Human Resources.

Click on the Return to Previous
Page link to return to the
Dependent Fee Waiver
Requests page.

Request Details
Transaction Numbar 12

scsuin i

Graduate = Undargraduate

Hota: The ewcsss of Gradusis bevel dlasses whare e benstl axcesds 35 25000 In 3 calendar year ars faxatis
for ihe empiayee. Al graduaie studemis enndailiad in undengraduaie courses will D2 assessad gradugie level fees.

Sharan Wismiean

Carsar

Dep Fee Waiver Req Approval

* :Pending
Depander Fas Watoer Requect
Pending Mot Routed
Snerl Rk — WMuigie Appravers
AdmiriClassHed Supenidsor E HR Appcier

Feturn 1o Pravious Page

e

Tarm  2&2 Soring Sameasiar 2016
Dependent Selecion
Ie thie a new dapendent? Y88 = No
scsun N Name Racnal VWismiEn srtnasts (N
This dapandant Is my = Chil Child of Same-Sex Domestic Partnar
Spouss Same- Sex Domestic Partnar Same- 5ax Spouse
Dependent Child Informaton
Do you provide mone than one-half of the child®s support which Includes ledging, # Yaom Ho
food, clothing, and medicsl sxpeneas?
Did you clalm the child ae a dapandant on your last Fedaral Incoms tax return® = Yom Ho
If not, pleass suplain
)
Areyou planning on cisiming the child as a depsndant on your next Federal Income = Yab Ha
ta reburn?
If not, pleaes sxplain
A
In the child married ¥ Yee = Ho
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This frame demonstrates a
Dependent Fee Waiver that has

been approved by the Term 2162 Spring Semester 2016
Supervisor. Dependent Selection
) . Is this a new dependent? Yes * No

The Dependent Fee Waiver is
Stl” “In Approval PrOCeSS” BGSUID 0020184606 Name Rachel Wiemken Birthdate 07/22/1904
because it is now awaiting the This dependent is my * Child Child of Same.Sex Domestic Partner
approva' Of the Ofﬁce Of Human Spouse Same-Sex Domestic Partner Same-Sex Spouse
Resources. Dependent Child Information

Do you provide more than one-half of the child's support which includes lodging, * Yes No
The WOI’kflOW Status fOI’ the food, clothing, and medical expenses?
Supervisor iS now green and Did you claim the child as a dependent on your last Federal income tax return? * Yes No

says approved.

If “01, please explain
Note: the Dependent Fee P
Waiver W||| not be Submitted to Are you planning on claiming the child as a dependent on your next Federal income * Yes No

. . . tax return?
Student Financial Aid, Bursar or _
Student Financials until it has ffnot. please explain
been approved by the Office of )
Human Resources. Is the child married? Yes “ No
Click on the Return to Previous Dep Fee Waiver Req Approval
Page link to return to the ~ :Approved
Dependent Fee Wajver Dependent Fee Waiver Request
- .

Requests page A oo T

Admin/Classficd Superdsor | 7| B9 == Azamaer
10/28M5 - 1:21 PM L

Return to Previous Page
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This frame demonstrates a
Dependent Fee Waiver that has
been approved by the Office of
Human Resources.

Term 2162 Spring Semester 2016

Dependent Selection

The Dependent Fee Wavier Is this a new dependent? Yes * No
Number has been assigned. BGSU ID 0020184606 Name Rachel Wiemken Birthdate 07/22/1894
. This dependent is my ' Child Child of Same-Sex Domestic Partner
The Status Indicator has been Spouse same-Sex Domestic Partner Same-Sex Spouse
Updat9d to Success Dependent Child Information
The workflow box for the Office Joon CIthing: and medical oxpongeet - ¢ UPport Which includes locging: o ves No
of Human Resources is now _ ) ) _
Did you claim the child as a dependent on your last Federal income tax return? * Yes No

green and says approved.

If not, please explain

Note: the Dependent Fee
Waiver has now been submitted

) A ; Are you planning on claiming the child as a dependent on your next Federal income * Yes No
to Student Financial Aid, Bursar faxreturn?
& Student Financials. If not, please explain
Click on the Return to Previous 5
Is the child married? Yes * No

Page link to return to the

Dependent Fee Waiver Dep Fee Waiver Req Approval

Requests page v :Approved

Dependent Fee Waiver Request

Approved Approved
Sheri Kellogg » Rochelle Meyer
« Admin/Classified Supervisor ¢ HR Approver
10/28/15 - 1:21 PM 10/28/15 - 2:23 PM

Return to Previous Page
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