
Employee Tuition Waiver Fall 2021 Guide

This guide is intended to simplify the registration process for employee tuition waivers applicants registering for LTEC courses during
the Fall semester. See the UH System Tuition Waiver page for a comprehensive guide for UH Employee Registration & Tuition
Waivers.

N
o Start Time Instruction Notes

1
Locating
CRNs

● Locate 5 digit CRN(s) for courses you intend to
register through UHM Fall 2021 Class Availability
List (not Fall 2021 Extension)

○ DO NOT use 4-digit CRN for Fall 2021
Extension.

https://www.hawaii.edu/ohr/benefits-leave/benefit/tuition-waiver/
https://www.hawaii.edu/ohr/benefits-leave/benefit/tuition-waiver/
https://www.sis.hawaii.edu/uhdad/avail.classes?i=MAN&t=202210&s=LTEC
https://www.sis.hawaii.edu/uhdad/avail.classes?i=MAN&t=202210&s=LTEC


2

Email
Instructor
and cc’

LTEC Office
to obtain

registration
override in
advance.

● Email the Instructor and cc’ LTEC Office to obtain
registration override in advance.

○ Finding the Instructor’s Email
■ Click on the Course CRN in the Course

Availability
■ Hover over the instructor’s name, and

the contact email will appear on the
bottom left corner

● (Obtaining registration override does not mean
you are already registered for the particular course,
you will still need to register for the course through
MyUH, just as you would for any semester).

● IMPORTANT NOTE for UH Employees and their
Spouse/Partner: **University Board of Regents policy
restricts registration to the late registration period.
Late registration begins on the first day of the term or
Varied-Date course and ends on the last day to
register, as listed on the Academic Calendar

○ PLEASE NOTE: Graduate Assistants are not
bound by the University Board of Regents
policy and as such may register when the
registration period opens (see GA Tuition
Waiver Guide)

Finding the Instructor’s Email:

mailto:ltec@hawaii.edu
https://manoa.hawaii.edu/registrar/academic-calendar/
https://docs.google.com/document/d/1GtsD-c9YQL9Oz7_i5PlJ0ah1FlT5yILMYLWFo6iWeAI/edit?usp=sharing
https://docs.google.com/document/d/1GtsD-c9YQL9Oz7_i5PlJ0ah1FlT5yILMYLWFo6iWeAI/edit?usp=sharing


3

Register
through

STAR GPS

1. Register course through STAR GPS during late
registration period (as described above).

a. Maximum credits allowable for tuition waiver: 6
credits

2. Select Register (Fall 2021)
3. Select Register- Add/ Drop Classes (blue button)
4. Select Add Personal Choice (button in the bottom left

corner)
5. Select Select a Course (blue link in center)
6. Select Manoa for Campus
7. Select Fall 2021 for semester (NOT Fall 2021

Extension)
8. Search by Course Reference Number(s)

a. Enter the 5 digit CRN(s) from Step #1 into the
CRN text input field. Click the bottom blue
Search button to refresh the results.

9. Select your desired course
10. Select Back to Requirements (top left corner)
11. Select Submit Registration (blue button in the top

right corner)
12. Carefully review the Status column for registration

error messages
a. Successfully-registered courses will show the

status in green as "Registered" next to a green
checkbox.

b. To clear registration error messages, see the
section on Registration Error Messages

13. Review classes, meeting times, credits, and grading
options; and make adjustments as needed

https://www.star.hawaii.edu/studentinterface/
https://www.star.hawaii.edu/studentinterface/
https://manoa.hawaii.edu/registrar/registration/errors-overrides/




4

Submit a
tuition
waiver
request

● Submit a tuition waiver request by the published
payment deadline. (Consult the Academic Calendar
for exact dates.)

● UH employee and spouse/domestic partner tuition
waivers are not accepted or processed after the last
day of the 50 percent tuition refund period. If you fail to
apply the waiver on time, payment will not be made
and a financial obligation will be placed on your
account.

● Note: You will be responsible for all applicable tuition
and fees if you register before the late registration
period. No refunds will be issued.

● Submit request and payment for tuition waiver
Online (Spring and Fall semester only)

Instructions for UH Employees:
1. Login to MyUH Services by the payment deadline
2. Search for waiver
3. Click on Faculty and Staff Waiver
4. Select Fall 2021 and Submit

a. After the waiver is processed, a message will
appear stating the account will be updated
within 48 hours.

Instructions for UH Employee Spouse/Domestic Partner:
1. The UH employee must declare employee spouse or

domestic partner status online in MyUH Services:

Instructions for UH Employees:

https://manoa.hawaii.edu/records/calendar/spring_2020.html
https://myuh.hawaii.edu/


a. Login to MyUH Services by the payment
deadline

b. Search for waiver
c. Click on Designate a Spouse or Domestic

Partner for Tuition Waiver
d. Select Edit to declare the student as a spouse

or domestic partner
2. The student (i.e., the employee's spouse/domestic

partner) applies the tuition waiver online in MyUH
Services:

a. Login to MyUH Services by the payment
deadline

b. Select the Student role
c. Search for or click on Student Payments and

Financial Resources
d. Click on Faculty and Staff Tuition Waiver
e. Select Fall 2021 and Submit

i. After the waiver is successfully
processed, a message will appear
stating the account will be updated
within 48 hours.

Instructions for Graduate Assistants:
1. Please see the GA Tuition Waiver Guide.

To Verify that your waiver has been applied to your
student account in MyUH Services:

● Search for or click on Student Services Menu
● Select View My Charges/Make a Payment
● Click on View My Account (charges and

Payments) for Each Term

Instructions for UH Employee Spouse/Domestic Partner:

https://myuh.hawaii.edu/
https://myuh.hawaii.edu/
https://docs.google.com/document/d/1GtsD-c9YQL9Oz7_i5PlJ0ah1FlT5yILMYLWFo6iWeAI/edit?usp=sharing


● Alternate Method (STAR GPS):
○ Log into your account through STAR GPS
○ Click Register- Add/ Drop Classes button for

the Fall 2021 semester
○ Click View/Pay button in the top right corner

Verify that your waiver has been applied:

https://www.star.hawaii.edu/studentinterface/
https://www.star.hawaii.edu/studentinterface/




Alternate Method (STAR GPS):

You do not need to submit a paper application if you have gone through the online process above (no employer/
department signature required).

See below link for a comprehensive guide for UH Employee Registration & Tuition Waivers:
https://www.hawaii.edu/ohr/benefits-leave/benefit/tuition-waiver/

Email the LTEC Office if you have trouble registering.
Mahalo!

https://www.hawaii.edu/ohr/benefits-leave/benefit/tuition-waiver/
mailto:ltec@hawaii.edu

