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KC SCRIPT PORTAL QUICK START GUIDE: 
REQUESTING A FEE WAIVER 

 
This quick start guide will show you how to submit a request for a fee waiver on a case. 
 
Note: To do this, you must be logged in to your Portal account. 
 

1. Click on Case Search in 
the top navigation bar. 

 

 
 

2. Choose the correct case 
type search. 

 

 
 

3. Enter your case 
information. Press the 
Search button. 
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4. Click the blue case 
number hyperlink. 
 

 

 
 

5. Click the Request Fee 
Waiver button. 

 

 
 

6. Read through the fee 
waiver information. 

 

 
 

7. Select your reason for 
requesting a fee waiver. 
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8. Complete the required 
fields and/or upload the 
required documents.  

 

 
 

 
9. Type your name in the 
box and choose either Yes 
or No. 
 

 

 
 

 
10. Click the Proceed 
button. 
 

 

 
 

 
11. Your request will be 
reviewed within 1-2 
business days. You will be 
notified via email and My 
Messages of your request 
status. 
 

 

 


