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• Provide a fully integrated, centralized system and 
process to manage assistantships from contract creation 
through PAF entry and tuition remission management

• Allow electronic approval, acceptance and storage of 
contracts

• Authenticate student information and funding account 
details during entry

Long Term Goals of New Contract System



Phase 1

• Web-based tool to create, submit, and document 
approval and acceptance for assistantship contracts

• Meets records retention requirements of the 
University Legal Counsel & Library of Virginia

• AIS, HR, Controller, Bursar, Graduate School 
working to develop better process 
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New System Functionality

• Student data is validated at contract creation (ID, major, 
level, campus)

• Funding must be defined at the time of contract creation 
(funding may be updated later)

• Electronic approval, acceptance and storage of “signed” 
contracts (print copy available but not required, saving contracts as PDF is 
recommended)

• System access mirrors HR/PAF, Enterer/Approver access
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New System Functionality cont.

• Tuition scholarship stated in percentages rather than 
actual amounts

• Single contract may cover only dates within the same 
academic year (fall, spring, summer)

• Student may only accept up to 1.0 FTE of contract(s)

• “Tuition only” contract
Ex: Students who 

• Enroll in 3 credit hours for final semester/term

• Plan to graduate early in the term

• Receive funding from an external source
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System Limitations

• No automatic routing of workflow

• Users cannot terminate pending contract (email for 
assistance)

• System inquiry exists, reporting has not been refined



One Campus

https://onecampus.vt.edu/

https://onecampus.vt.edu/






Use drop down 
menu to select







Importance of Using Banner Entry Dates

• Banner entry dates reflect standard approximate overlap 
with fall/spring semester start and end dates
• Provides 9 even pay periods for each semester

• Some assistantship benefits are distributed in 9/18 
installments; students receive full benefit only if paid for 
all 18 pay periods between Aug 10 – May 9
• Insurance subsidy
• Comp-fee contribution built into stipend table

• Banner entry dates = Payroll effective dates
• When the PAF process is integrated in Phase II, will be 

significant



100.00

Lab fees





Approver Screens







After Approver’s Review

 An email will be sent to the enterer indicating approved, 
rejected or returned for correction

 If approved, an email is sent to the enterer and the 
student

 After reviewing contract, student will select Accept 
Contract or Decline Contract. 

 Email notification will be sent to enterer after student 
response is sent. 

 Once a graduate contract has been rejected, it cannot 
be undone. In order to resubmit, a new contract must be 
created.

 Only approver and/or student may reject contracts.









Save PDF File – Keep Original 5 yrs







Newly accepted students:
 Students who have not yet created a PID will receive their 

contract link in an email sent to the address submitted on 
their application.

 If a student has created a PID, the link will go to their VT 
email. 

 The email they receive will explain how to create a PID 
and create the 2 factor authentication with the following:

 “You have a Graduate Assistantship Contract offer available here: [weblink]

 In order to accept this offer, you must have a VT Username (also known as 
PID) and you must be set up for 2-factor authentication. If you do not have a 
VT Username yet, you can find instructions on how to create it at 
https://vt4help.service-now.com/kb_view.do?sysparm_article=KB0010299, 
and enroll in 2-factor authentication at http://www.tech.it.vt.edu/2factor/.”

https://vt4help.service-now.com/kb_view.do?sysparm_article=KB0010299
http://www.tech.it.vt.edu/2factor/


Other important notes:
 Terminating a Contract

 Email gradcontracts@vt.edu. Include the following:

 Contract #

 Student name & last 4 digits of ID#

 Reason for termination

 Changes to a Contract (i.e. salary increases, reporting 
dates, supervisor changes)
 Keep an addendum in your department file explaining the changes.

 Changes in FTE: 
 if decreasing – a new contract

 If adding additional hours (cannot go over 1FTE), a 2nd contract for 
additional hours (50%+ 25% = 75%) or terminate old contract and create a 
new contract (75%).

mailto:gradcontract@vt.edu


Assistance

• For system issues email gradcontracts@vt.edu

Assistantships and UF differentials
• Graduate School: Sue Kass 1-4558

Rachel Morgante-Richmeier 1-0060
email: amg-g@gmail.com

Policies and compliance issues
• Graduate School: Monika Gibson 1-9564

Will Walton 1-6550

Late fees, retroactive waivers
• Student Accounts: Kelly Perkins 1-6277

HR Help:
Retro appointments, PHAHOUR, Manual Checks, 

Student Wage, Employment Eligibility, Stipend Recovery     
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