[bookmark: accesssystem]Frequently Asked Questions (FAQs)

1. How do I access the fee waiver system?
Answer
1. Log-in to My Missouri State
2. Search/Discover “ Fee Waiver Benefits” 
3. Credit Fee Waiver Request
[bookmark: deadline]2. Is there a deadline for submitting a few waiver request?
Answer
You can request a fee waiver up until the end of the term in which classes are taken (the day before graduation). Fee waivers will NOT be processed for previous terms. Requests should be made as early as possible to prevent processing issues. Also, requests must be made and processed prior to dropping a class.
[bookmark: childspoousesponsored]3. I want to use the waiver for my child, spouse, sponsored dependent.
Answer
If this is the first time using the system you will need to add them as a recipient in the system. The recipient will need to have a BearPass M# to add them. They also need a university email and to complete a FERPA; see FAQ 7
[bookmark: whenprocessed]4. When will my fee waiver and applicable fees be processed?
Answer
Fee waivers and applicable fees are processed at the end of the first week of class.
[bookmark: droppedcancelled]5. What if I dropped a class or cancelled and want to use the fee waiver again?
Answer
You'll receive an email stating the class was dropped or cancelled and will indicate if you have any available credit hours remaining.  You can check the current balance screen to see the hour(s) added back on. Note: Credit hours are processed in whole increments and not in partial increments. Greenwood is an exception and 7.5 hrs are allowed per academic year.


[bookmark: financecharge] 


[bookmark: ferparequest]6. I'm trying to complete a fee waiver for my student/child but the system said they needed to complete a "fee waiver FERPA request". What do I do?
Answer
1. Make sure the student/child is added as a recipient. 
2. At the bottom of the Current Balance screen, click on Send Email next to the student/child name.
3. Send an email requesting they sign a FERPA Waiver Agreement.
[image: Send email link. ]
OR
For the Springfield campus - the student, your child, can go to the electronic contract page and simply check that the release is signed.
1. Have the student log into My Missouri State portal.
2. Click on the three-bar menu icon in the upper left corner, then select Discover. 
(see example)
[image: cid:image004.png@01D96614.6E272AE0]
3. Type Online agreements in the search bar and hit enter.
4. Select the Online Agreements link on the Personal Information card.
In addition, the student/child may or will need to set up an email address as a regular MSU student. create email
For the West Plains campus:
To Log into the Faculty/Staff Fee Waiver FERPA release form follow these directions:
1. Log into  http://mygrizzlyden.missouristate.edu using your Bearpass ID
2. Click on the Fee Waiver FERPA Release Form under Student Resources section of the My Enrollment tab.
[image: My Grizzly Den page with Fee Waiver FERPA release form highlighted]
3. Please read the Release of Confidential Information statement and choose "Yes, I agree with the above release." and click Submit.[image: Release of confidential information agreement]
Please Note: Greenwood students do not have to complete a release.
[bookmark: emeritus]7. I’m retired (Emeritus) and want to use the fee waiver for my spouse or children. This wasn’t a problem on the old system. The new system doesn’t give me an option on the pull down menu. What do I do?
Answer
You’ll need to add the spouse and or children as recipients first. The recipients of retired spouses and children weren't carried over on the new system.
[bookmark: percourse]8. I'm a Per Course Instructor at the Springfield Campus. Can I use the fee waiver?
Answer
Per Course instructors, other than those from the West Plain Campus, are not eligible for the fee waiver.
[bookmark: cooperative]9. Does the fee waiver cover MSU’s cooperative program with the University of Missouri Columbia and Missouri University of Science and Technology. 
Answer  
Yes, it covers charges billed through MSU as a part of this program
[bookmark: newemployee]10. New employee starts work on October 1st. The new employee’s dependent child started classes on August 18. Is the new employee eligible to use the fee waiver?
Answer
No, the employee handbook states that in order for the University to pay the required student fee, employees must be employed by the University prior to the start of the semester for which they have enrolled and intend to use the fee waiver benefit.
[bookmark: partime]11. Are part-time employees whose status changes to full time during the semester eligible for the fee waiver?
Answer
No, they would have to be full time at the beginning of the semester.
[bookmark: SOAR]12. Does the fee waiver cover the SOAR program?
Answer
No.
[bookmark: intersession]13. When are intersession classes paid?
Answer
They are posted after the first week of classes. For example, if classes start on Monday, the payment will be posted on the Friday of the same week.


[bookmark: retireddualcredit]14. If an individual is a retired staff/faculty and is a dual credit instructor are they eligible to use both benefits for themselves? 
Answer
Yes, the total hours for themselves would be 8 (5 per term for retired staff/faculty and 3 per academic year for dual credit).
15.  Can I apply for the fee waiver to a dropped class?
Answer
Only if the fee waiver was requested and applied prior to the student dropping the class. 
 
For additional questions about Course Fee Waivers please contact hrbenefits@missouristate.edu
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Release of Confidential Information

Missouri State University complies with the Family Educational Rights and Privacy Act, 20 U.S.C. § 1232g ("FERPA") and
FERPA’s implementing regulations, 34 C.F.R. § 99.1, et seq. Subject to certain exceptions, the University does not
disclose a student’s educational records and information to others without the student’s written authorization. Students
may sign this Release of Information Authorization Form to authorize the University to disclose the students’ records
and information subject to the law, applicable policies, and the parameters and restrictions set forth below.

By checking the "Yes" box below, I understand that I am authorizing the release of confidential academic information to
certain third parties, namely the eligible person whose Tuition Waiver Benefit is being used and members of the
University’s Office of Human Resources. Specifically I authorize the release of information related to registration,
courses being taken or having been taken, number of credits being taken or having been taken, billing questions that
are related thereto and credit fee waivers being requested or having been requested for this and all future semesters in
which I request the use of the eligible person’s Tuition Waiver Benefit. This Release does not apply to grade
information, except when reviewing issues related to the course being dropped.

I understand and agree that choosing "No" on this Release will result in any current and/or pending Tuition Waiver
Benefit being immediately revoked and a revised bill being issued.

® Yes, I agree with the above release.

No, I do not agree with the above release

Submit




