SUBMITTING EXEMPTION REQUESTS IN WORKDAY

There are at two ways to submit your exemption request in Workday. We'll discuss
both.

e First, from your dashboard in Workday, click the three lines next to the word
“MENU” in the upper left corner of the screen.
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Scroll to the right by clicking the arrow on the far right of the screen until you
see the “Financial Aid Requests (waivers, exemptions and aid adjustments).”
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Click on the Financial Aid Requests box.
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e A new box will pop-up with the same heading: “Financial Aid Requests
(waivers, exemptions and aid adjustments)

Financial Aid Requests (waivers, exemptions and aid
adjustments)

State of Texas Exemption Program

Exemptions are a type of financial assistance allowing some Texas residents ta
attend a public college or university in Texas without paying tuition or, in some

cases, tuition and fees.

Submitting in a Timely Fashion

Please remember there are hundreds of students using exemptions at the College

Please submit your applications/letters as early as possible to prevent delays.

If you submit your application, for example, the week before payment deadline or
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e Scroll down until you see the list of options.

If you submit your application, for example, the week before payment deadline or
later, we cannot guarantee it will be posted to your account in time te held your

classes

In these cases, you will need to pay for your classes out-of-pocket, and once
processed, and if you are still eligible for the exemption, it will be posted to your
account, which will generate a refund to you

State of Texas Exemptions at Collin College

Click on the appropriate link below to see information and eligibility requirements

for your specific exemption.

Adoption

Child of Clinical Nurse Preceptor
Child of Disabled Fire/Police
Child of POW/MIA

Child of Professional Nursing
Child/Spouse of Deceased Public Servant
Clinical Nurse Preceptor

Deaf and Blind

Disabled Firefighter
Disabled Police Officer
Einancial Aid Cancel Aid Request

Einancial Aid Loan Request
Financial Aid Reduce Loan Request
Einancial Aid Reinstate Aid Request

Foster Care
Law Enforcement
Fire Science




Click on the exemption you are wanting to submit. The choices include:

Adoption

Child of Clinical Nurse Preceptor
Child of Disabled Fire/Police
Child of POW/MIA

Child of Professional Nursing
Child/Spouse of Deceased Public Servant
Clinical Nurse Preceptor

Deaf and Blind

Disabled Firefighter

Disabled Police Officer

Foster Care

Law Enforcement

Fire Science
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Once you click on your exemption, a new window will open with the
appropriate form with instructions and a place to upload your documentation.

For example, let’s say you want to submit an Adoption exemption. You will
click on “Adoption” in the list. This will open the form for that exemption.

Exemption - Adoption s

Used for students to request a Adoption Exemption.

On Behalf of [

Adoption Exemption Program

Program Purpose
This is a state law that exempts or waives payment of tuition and fees at state supported colleges or universities for foster youth currently or formerly in the conservatorship of the Texas Department of Family and Protective Services
(DFPS) and for those adopted from DFPS

Eligibility Requirements
To be exempt from the payment of tuition and fees, youth or young adults must have been adopted from DFPS care:

+ Onthe day the youth was adopted and the adoption occurred on or after September 1, 2009. These young adults must be enrolled in a Texas state supported college or university no later than their 25th birthday. (TEC
54.366)

OR

« Adopted youth who are subject to an adopticn assistance agreement that provides monthly stipends and Medicaid benefits. For these students there is no age limit to enroll in cellege in order to take advantage of the tu-
ition and fee waiver. (TEC 54.367)

Application Process
Attach the tuition waiver letter from the Texas Department of Family and Protective Services (TDFPS) to this request. To obtain the tuition waiver letter from TDFPS, contact your Regional Adoption Staff or call (800) 233-3405.

Additional Information
To read more about this program check out the TDFPS website

Check out Fostering Success at Collin College to know your additional student support benefits.

CWID

(Required) -

(oot ) (oo )




CWID

|

Student Name:

(Required)

(Required)
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Please attach:

The tuition waiver letter from the Texas Department of Family and Protective Services (TDFPS). To obtain the tuition waiver letter from TDFPS, contact your Regional Preparation for Adult Living (PAL) Coordinators or
call (512) 460-7394 or (737) 239-6407.

{Required)

Drop files here
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Required Statement of Selective Service Status

In accordance with Texas Education Code, Section 51.9095, male students must file 2 Selective Service Statement of Registration Status with their institution or other entity granting financial assistance. For more information
about Selective Service, visit s3s.gov.

(Required)

() 1was bomn female and not required to register S | t . S . S t .
) 1 was bom male and am under the age of 18 and not currently required to register. elective service >ection

) I was bom male and am REGISTERED with the Selective Service.

1was born male and am over the age of 18. 1 am not registered with Selective Service and | am not exempt from registering with Selective Service.

) | was bom male and am EXEMPT from registration:

| acknowledge that all of the information stated is true and accurate.

(Required)

enter your comment

|
\

Attachments

-ﬁ Save for Later

o Read the instructions and fill in all required spaces (including the
Selective Service section).

o Then, scroll down until you see the box to upload your Adoption letter
from the Department of Family & Protective Services (DFPS).

o Then click the “Submit” button.
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Your exemption request will now be routed to the appropriate person for
processing. Please note it is unlikely that your exemption will be posted the
same day you submit it. For that reason, please submit your exemption
request as soon as you know you will attend that semester.

SECOND METHOD FOR SUBMITTING AN EXEMPTION REQUEST

e From your dashboard in Workday, type “Create Request” in the search bar.
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Create Request

e Click the “Create Request” link under Tasks and Reports.
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e A small box will pop-up:

Create Request

Request Type *

e Use the 3 lines in the Request Type box to drop down the menu. Click “All.”

Create Request

Request Type % | Search
Al

Request Types by Workday Object

Request Types without Workday
Objects

Cancel

e The box will extend with all the possible choices of requests. Scroll down until
you find the one you’re looking for (let’s stick with the Adoption Exemption as
in our previous section).
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e When that type loads into the Request Type box, click the “OK” button at the
bottom of the box.

Create Request

RequestType*‘[ x Exemption - Adoption -

Cancel

e This will open the form for that exemption. This is the same form that we
completed in the first method on pages 4-5. Follow the instructions on those
pages to submit your exemption request.



