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Workday Fee Waiver Application Process 

Workday Fee Waiver Application Process 
 

Purpose This quick reference guide (QRG) covers how to submit an employee 
fee waiver for themselves or a spouse/dependent for CSCC classes 
through Workday. 

 
Overview Workday allows employees to submit fee waivers for themselves or a 

spouse or dependent to cover the cost of CSCC courses.  
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Workday Fee 
Waiver 
Application 
Process 

 
Step Action 

1. In the search bar type “Create Request”. Select the report 
with the same title. 
 

\  
 
Note: You can select the Create Request Task from the 
drop-down menu or select Create Request on the next 
screen. 

2.  In the Create Task screen enter Fee Waiver Request 
Form. 
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Workday Fee 
Waiver 
Application 
Process, 
continued 

Step Action 
3.  If submitting a fee waiver for a spouse or dependent 

search for their name under “On Behalf Of” field. 
 

 
 

4. Enter the information for each question including: 
• Relationship to the student 
• New or revised fee waiver 
• Employment Status 
• Acknowledgement of Fringe Benefit Policy 3-08(G) 
• Student enrolled in CCP 
• Semester  
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Workday Fee 
Waiver 
Application 
Process, 
continued 

 
Step Action 

5. Enter the courses in which the fee waiver will be applied. 
Use the following format: 

• Course Subject, Number and Section (ENGL 1101 
001) 

• Course Title (Example: Composition I) 
• Day(s) & Time(s) Offered (Example: MWF 9:00-

9:50am) 
• Credit Hours (Example: 3 Credits) 

 

 
6. Once all fields are complete click “Submit”. 
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Workday Fee 
Waiver 
Application 
Process, 
continued 

 
Step Action 

7. You will receive a message when the fee waiver is 
submitted and it will be routed to the supervisor for 
approval. 
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IMPORTANT 

Employees must submit Fee Waiver requests through Workday. When submitting a Fee 
Waiver on behalf of a spouse or dependent, the employee should use the “On Behalf 
Of” search field referenced in Step 3 of the process to select the appropriate individual. 

Once a spouse or dependent Fee Waiver is initiated in Workday, the request is routed 
to the spouse or dependent for review. The spouse or dependent must log in to 
Workday, access the Fee Waiver from their “My Tasks” inbox, verify that all information 
is accurate, and submit the request. The Fee Waiver will then be routed to Human 
Resources for approval. 

If the Fee Waiver is incomplete or contains incorrect information, it may be denied or 
returned for correction. If the request is returned, the employee must update the 
information and resubmit the Fee Waiver. The request will then be routed back to the 
spouse or dependent, who must review and resubmit it before it can proceed to Human 
Resources for approval. 

 
 
 
If you have additional questions, reach out to the Fee Waiver inbox at 
feewaiver@cscc.edu. 
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