
Tuition Benefit Application Process 

Brief Description 

This web application allows faculty and staff to begin the process of certifying and/or 

recertifying themselves for a tuition waiver, and their child for tuition exchange, fachex, and/or 

tuition waivers. 

Authentication 

Faculty, staff and adjuncts log into myCanisius with the usual type of Canisius username (NetID) 

and password form. 

 

Once logged on, go to Tuition Waiver and Benefits under Human Resources. 

 

 



After you click on Tuition Waiver and Benefits, the following screen appears. 

 

 

Select a beneficiary in the drop down list and the following screen appears.  If your beneficiary 

does not appear contact the office of Human Resources - at hr@canisius.edu.  Once HR adds 

your son, daughter, spouse or yourself as a beneficiary they will appear in the list.  You cannot 

move forward until you are able to select a beneficiary. 

When a beneficiary is selected, you get the choice of 

 Canisius Tuition Waiver or Initial Certification for Tuition Exchange or Fachex. 

 Recertification 

 Click on the link to Tuition Exchange/Fachex EZ Application. 

If this is the first time your beneficiary is applying for tuition waiver, tuition exchange or Fachex, 

you must complete option number 1.   

Option 2 is for yearly recertification. Click start after option 1 or 2.  

Option 3 is a link to the TE EZ application. 

For options 1 and 2, the Standard Tuition Waiver Request Form is displayed.  Note that this is 

required for all exchange and fachex applications as well.   You must complete this form for any 

tuition benefit.   Spouse and self beneficiaries will only be required to complete the top half 

of the screen.  The following screen appears: 
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Click on Calculate Dependency.  (If the dependent is either yourself of your spouse, there will be 

a Submit button instead of the calculate dependency option.   Just click submit.) 

 



 

Click Sign Certification and Submit. 

Once you have completed the Initial certification or Recertification, you will see this listed in the 

Personal Requests portion of the screen in a submitted status.   HR will approve or deny your 

request. 

 

 

 

Once HR has either approved or denied your request, you will see the status of that request in the 

Processed Requests Portion of the screen. 

 

 

Recertification of a beneficiary for the tuition benefit: 

Select your beneficiary from the drop down list. 

 

When a beneficiary is selected, you get the choice of 



 Canisius Tuition Waiver or Initial Certification for Tuition Exchange or Fachex. 

 Recertification 

 Click on the link to Tuition Exchange/Fachex EZ Application. 

 

Select Option 2: Recertification.  

Note that this is required for all waivers, exchange and fachex annually.  HR sends out an email 

notification for all persons who are required to recertify each year in the spring.  The following 

screen appears:  (If the dependent is either yourself of your spouse, there will be a Submit button 

instead of the calculate dependency option.   Just click submit.) 

 



 

 

 

Click on Calculate Dependency. 

 

 

Click Sign Certification and Submit. 

 

 


