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Long Term Goals of New Contract System

* 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




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




New System Functionality

» Student data is validated at contract creation (1D, 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




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




System Limitations

* No automatic routing of workflow

e Users cannot terminate pending contract (emaill for
assistance)

¢ System inquiry exists, reporting has not been refined
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Browse Categories

Graduate Contract & Signin ~
Graduate Contract Sl | © start
Enter and approve GA, GRA, GTE, and Tuition On.'y contracts
(0)
Description User Reviews Related Tasks Announcements

Description Contacts

A, For all roles University Bursar

Enter and approve GA. GRA, GTE, and Tuition Only contracts (540) 231-6277

bursarvt.edu

bu I"SEI"@V[.E‘CIU
Screenshots

LL' Vi I‘gl niaTi c Contract System

To Do Items
Contract Generation Contract Offers
Mo items found No contract oifers pending review found

https://onecampus.vt.edu/



https://onecampus.vt.edu/
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To Do ltems

Contract Generation Contract Offers

Mo items found

No contract offers pending review found

\.I{IEIE?_II NIA Graduate Contract System

Browse & Search Contracts
Contract Offers

No items found Mo contract offers pending review found
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Enter New Contract

Select Student

ISearch students by id number, pid, or last name Q




Enter New Contract

Rose, Hallie
ID Number PID Major Class Level - Code Campus
_ —— Material Culture and Public Regular Masters - 70 Blacksburg
Humanities
Awarding Department 044100 - University Bursar - Operating ~ Use d rop down
a
menu to select
Contract Type & Graduate Assistantship ~
Contract Type & | Graduate Assistantship
Campus Blacksburg ~

Graduate Assistantship
Campus Graduate Research Assistantship
Graduate Teaching Assistantshi
on




VIRGINIA
TECH.

Graduate Contract System

Enter New Contract

Student

]
Select the name of the department that Major Class Level - Code Campus

is offering employment. The awarding Civil Engineering Regular Post Masters - 80 Blacksburg
department does not have to be the
same as the student’s academic
R raduate School v
Contract Type & Graduate Assistantship ~

Campus Blacksburg “
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Appointment Details

Position Number l 055555 l v Payroll Effective Dates
_ (—— Academic Year August 10 - May 9
Payroll Effective Start l 08102017 = l v
Date © " « Fall Semester August 10 - December 24
Payroll Effective End 05/09/2018 = l v Spring Semester December 25 - May 9
Date @ *
Summer Semester | May 10- August 9
Hours Per Week * l 20.00 l + 20.00 hours per week equals 100.00% of FTE
Enter FTE

Monthly Pay Amount * ﬂ 5 3.500.00 l v
Cost Actual Projected
Pay Period Contract 8 Month 12 Month
$1,750.00 $31,500.00 $31,500.00 $42,000.00
Funding * Fund Number Percent Amount Actions
121632 100.00% $31.500.00 =
Total: 100.00% $31,500.00

\u LT

Assistantship
Supervisor PID




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
* |nsurance subsidy

« Comp-fee contribution built into stipend table

Banner entry dates = Payroll effective dates

« When the PAF process is integrated in Phase I, will be
significant
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mion ana rFees

Tuition scholarship will be offered by the depariment.
Academicyeares  2017-2018 Includes in-state tuition, program fee,
Applicable Term(s) * Fall 2017 Spring 2018 [] Summer 2018 v technu|.u.g}r fee and ||brarjt chntract 1]
; Percent of In-State 100.00 % v Tuition may be optional if stipend
Turtion and exceeds 9-month total at Step 36 or
Mandatory E&G Fees
[ more.
In-State Tuition and Fund Number Percent Actions
Mandatory E&G Ifees Enter the fund information below and click add.
Funding *
% | KB = ) )
k Inclusion of these fees are optional;
student El'.'-ti'q.r'itjf_. student cultural
Percent of % = e = "
Comprehensive Fees activities, health, athletic, transpnr‘tatlnn
o 4 services, recreational SPIJI"tS, and
Percent of % StudEHt SEWiBES fEES.
Commonwealth
Facility and

Equipment Fees

Other Fees ® . % |100.00 -l

Description of Other

Inclusion of these fees are optional;
Fees” L ees includes laboratory fees and other
miscellaneous fees. Commonwealth
Facility & Equipment (CFE) fee only is
applicable to out of state students.

500 Characters remaining

Other Fees Funding * Fund Number Amount Actions

Enter the fund information below and click add.
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Conditions of Offer

Is student required to attend the GTA workshop? @ *
O wes O Mo O Defer decision

Special Conditions Check with your supervisor regarding your work schedule over
University holidays" will automatically populate on the contract
Free form entry of additional conditions may be included

500 Characters remaining

Student Approval 10/01/2017 =i v
Deadline *

Approver PID *

Contact Details

500 Characters remaining

Submit to Approver
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Approver Screens




ell me what you want to do...

& To Manager ¥ . @ﬂ E —~ ==I > D
v Done =1 > [E= Address Book
_ Move Rules OneMNote Assign Unread/ Categorize Follow ) . My
£ # Create New T = = Policy ~ Read = Up~ Y Filter Email - Account ~
luick Steps (F] Move Tags Find Adobe Send & Track M

£ Reply @_ Reply All £} Forward
pleasedonotreply@vt.edu Kass, Sue 10:41 AM

Graduate Contract Review Required -

Graduate Contract #1872 requires your review. The contract can be reviewed here: https://webapps-dev.es.vt.edu/gradcontract/create/contract/review/show/6399
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Review Contracts

Created Mo contracts reviewed YE,‘L
#  Student Type ByiOn Awarding Dept
1872 GA  sjkass 034900
03-0ct-2017  Dean - Graduate
- School

1849

GTA sjkass 034900

12-Sep-2017 Dean - Graduate
School
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Review Contracts

Created # Student Type Review Status

# Student Type By/On Awarding Dept
1572 - Retumned For Returned for View R

197 I G~ csjkass 034900 - Correction Correction
- 14-Dec-2017 Dean - Graduate 14-Dec-2017
School

1840 N GTA sjkass 034900

12-Sep-2017 Dean - Graduate
Schoal

Conditions of Offer

GTAworkshop  No
required?

Student Approval 31-Dec-2017
Deadline

Approver PID  sjkass (Susan Kass)

Your Review * Select One... i

Approve
Reject

Return For Correction




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.
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Contract Generation ~

Enter New Contract

To Do

Revie

Contract Offers

No items found No contract offers pending review found

¥IERC?'|I NIA Graduate Contract System

Browse & Search Contracts

Show entries Search: || |
#  Student Student ID Awarding Dept Type Created On Created By Status
1052 adams, NGB 034900 GA 11/29/2017 sjkass Student Accepted ViewR
1872 - Anne 034900 GA 12/14/2017 sjkass Awaiting your review
1849 Jones | 034900 GTA 09/12/2017 sjkass Awaiting your review

Showing 1 to 3 of 3 entries Previous 1 Mext
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Contract #1952 has been offered to Thomas Adams and is awaiting review. The review deadline is 29-Dec-2017

]V

Adams, Thomas
ID Number PID Major Class Level - Code Campus

- Civil Engineering Regular Post Masters - 80 Blacksburg

Awarding Dept 034900 - Dean - Graduate School
Contract Type Graduate Assistantship

Enterer sjkass (Susan Kass)

Campus Blacksburg

Appointment Details

Position Number 011521

Payroll Effective 25-Dec-2017 - 09-May-2018
Dates

Hours Per Week 20
Percent FTE 100%
Monthly Pay Amount $2,000.00

Cost

Actual Projected



Contract #1952

Page: 10of 3 £ Previous Mext » Download &

@ VirginiaTech

B
Invent the Future B Adams

3943
CONTRACT PERIOD: 25-Dec-2017 to 09-May-2018 IN-STATE TUITION: 100%
AWARDING DEPT/UNIT: Dean - Graduate School COMPREHENSIVE FEES: 0%
CONTRACT TYPE: Graduate Assistantship CFE FEES: 0%
CAMPUS LOCATION: Blacksburg OTHER FEES: $0.00

MONTHLY PAY: %$2,000.00

This appointment is for 20 hours a week, which is equivalent to 100% of full-time graduate employment. Your
assistantship supervisor is Monika Gibson.

Details of Appointment: You will be paid semi-monthly. As with any professional appointment, the amount of
waork-time may vary from week to week. Specific assignment of duties will be made at a later date. University
policy requires you to receive payment via Direct Deposit.

Evaluation/Contingencies: Evaluations of your work performance will be accomplishment based. This
appointment is contingent upon satisfactory performance of assigned duties and continued academic and
employment eligibility.

Tuition: For the duration of this assistantship (except in summer and winter), students will receive a tuition
scholarship for the in-state tuition, program fee, technology fee, and library fee, in an amount that is at least
proportional to the assistantship appointment. This benefit is not extended to professionalfexecutive fees.
Students who are paid more than the threshold amount set annually by the Graduate School may need to pay
their tuition and technology and library fees from their assistantship stipends, which should be stated under
Special Conditions.

Out-of-State Fee Waiver: Non-resident tuition differential is waived under the following conditions: Fall: earn
at least $2000 on assistantship stipend; Spring: earn at least $2000 on assistantship stipend; Winter: earn at
least $4000 on assistantship stipend in fall; Summer: earn at least $4000 in fall and spring or in spring. For Level
46 accelerated undergraduate/graduate degree students the out-of-state fee differential cannot be waived.

Comprehensive/CFE/Other Fees: You will be responsible for all fees not covered by this contract. Check
bursar.vt.edu for fee amounts.




Save PDF File — Keep Original 5 yrs
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Invent the Future®

"Acceptance of this offer of financiel support for

student com an agre=ment thae both stusd
jonz i ﬂguﬂ’ssundths'umept
Students are under no Son to to d

obligation to respond
mcceptance of such offers vialate the intent of
offer before 15, and subsequently desires 4
rcn?\dian ‘the sppointrment at any tirme throd
April 15 commits the student not to accept anot]
institution to which a commitment has been mad
on presentstion by the student of the written rel

Virginia Tech supports the Council of Gradust= 5
Trainees and Assisants.

nt may be slectromcal]

The parbes sgee that thiz
ndwriites ngnetunes for the)

agresmant se e seme an
Diepartment Hesd or Designes: Cherrie Ros

Stuwdent:

O &ccept  [] Decline assistantship offer. Offg
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ASSISTANTSHIP CONTRACT

I VirginiaTech
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Termination of Contract: Changes to any of thd
any reason you leave the assistantship appointmdg
page for tuition responsibility. You must inform yo
terminating the assistantship prior to the contract]
eligibility for appointment as printed in the followi

Assistantship Appointment Eligibility
To be eligible for an assistantship. graduate stude|
= Maintain at least a 3.0 grade point average.
= Be enrolled for 12-18 credit hours for duration g
= Make satisfactory progress toward degree as dg
= Meet the requirements to be eligible for emplo

Selective Service Registration for All Males
An amendment to the Code of Virginia requires se
MNewly hired male students must complete the Sel
work. Prospective employees who indicate on the
must present verification from the Selective Servi
terminated or inactive before they can be hired.

If You Have Applied for Federal Financial Aid
Motify the Office of Scholarships and Financial Aid
of-state fee waiver. These additional awards must
result in the reduction of your total loan amount fg

Tuition Obligation When Students Leave Assg
This table is based upon the university refund poli
students who leave the assistantship appointment]

Semester Class Day St
Prior to first day of classes 1009
One through eight 9|
Mine through nineteen 5

Twenty through thirty-seven
After day thirty-seven

The comprehensive, technology, library and Comn
reduction will be made after the beginning of the §
* Student responsible for any amount not paid by
*= Percent of tuition paid by department.

Council of Graduate Schools Resolution Regd
Ascistants
"Acceptance of this offer of financial support for th

GRADUATE ASSISTANTSHIP CONTRACT

Shobal

@ VirginiaTech

Invent the Future®

CONTRACT PERIOD: 19-Jun-2017 to 30-Jun-2017 IN-STATE TUITION: 100%
AWARDING DEPT/UNIT:
CONTRACT TYPE:
CAMPUS LOCATION:

MONTHLY PAY:

COMPREHENSIVE FEES: 100%
CFE FEES: 100%
OTHER FEES: $500

Business App & Integration Services
Graduate Assistantship

Blacksburg

£1200

This appointment is for 12 hours a week, which is equivalent to 60% of full-time graduate employment. Some
Addi I E are d

ils o pointment: You will be paid semi-monthly. any professional appointmen € amount o
work-time may vary from week to week. Specific assignment of duties will be made at a later date. University
policy reguires you to receive payment via Direct Deposit.

Evaluation/Contingencies: Evaluations of your work performance will be accomplishment based. This
appointment is contingent upon satisfactory performance of assigned duties and continued academic and
employment eligibility.

Tuition: For the duration of this assistantship (except in summer and winter), students will receive a tuition
scholarship for the in-state tuition. program fee. technology fee. and library fee, in an amount that is at least
proportional to the assistantship appointment. This benefit is not extended to professionalfexecutive fees.
Students who are paid more than the threshold amount set annually by the Graduate School may need to pay
their tuition and technology and library fees from their assistantship stipends. which should be stated under
Special Conditions.

Out-of-State Fee Waiver: Non-resident tuition differential is waived under the following conditions: Fall: earn
at least $2000 on assistantship stipend; Spring: eamn at least $2000 on assistantship stipend; Winter: earn at
least $4000 on assistantship stipend in fall. Summer: earn at least $4000 in fall and spring or in spring. For Level
46 accelerated undergraduate/graduate degree students the out-of-state fee differential cannot be waived.

Comprehensive/CFE/Other Fees: You will be responsible for all fees not covered by this contract. Check
bursar.vt.edu for fee amounts.

Taxes: Federal and state taxes, if applicable, will be withheld from your semi-menthly stipend check.

Medical Insurance Benefits: Students who maintain 50-100% assistantship appointments and who purchase
the university-sponsored health care plan are eligible to receive a contribution towards their health insurance
premiums. Visit http-/igraduateschool vt edu/financial/assistantships/health/benefits for more information.

Additional Employment: Full-time graduate assistants are not prohibited from seeking additional employment
(restrictions may apply to international students). Students should consult with their academic advisor and
assistantship supervisor, and must notify the Graduate School of any additional employment agreements. For
details refer to the Graduate Catalog.

The parties agree that this agreement may be electromcally
agreement are the same as handwrittan signatures for the

Department Head or Designee: Matthew Cup

student: Shobal SR

Special Conditions: Check with your supervisor regarding your work schedule over University holidays.

agre: ram the me ashandm'iman ignaﬁl‘ures Fnr purposes
- Matthew Cupp

validity, enforceability and admissibility.

19-jJun-2017

Department Head or D Date:

student: Shobal 19-jun-2017

Date:
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Status

version #2 Awaiting Student Review Most Current Version

version #1 Returned for Correction

ing version #2 of contract #1952

Contract #1952 has been offered to Thomas Adams and is awaiting review. The review deadline is 28-Dec-2017

Adams, Thomas

ID Number PID Major Class Level - Code Campus
Civil Engineering Regular Post Masters - 80 Blacksburg

Awarding Dept 034800 - Dean - Graduate School
Contract Type Graduate Assistantship
Enterer g]kass (Susan Kass)

Campus Blackshurg

Appointment Details

Position Number 011521

Payroll Effective 25-Dec-2017 - 09-May-2018
Dates

Hours Per Week 20
Percent FTE 100%
Monthly Pay Amount $2,000.00

Cost Actual Projected




Taxes: Federal and state taxes, if applicable, will be withheld from your semi-monthly stipend check.

Medical Insurance Benefits: Students who maintain 50-100% assistantship appointments and who purchase
the university-sponsored health care plan are eligible to receive a contribution towards their health insurance
premiums. Visit http://graduateschool.vt.edu/financial/assistantships/health/benefits for more information.

Additional Employment: Full-time graduate assistants are not prohibited from seeking additional employment
(restrictions may apply to international students). Students should consult with their academic advisor and
assistantship supervisor, and must notify the Graduate School of any additional employment agreements. For
details refer to the Graduate Catalog.

Special Conditions: Check with your supervisor regarding your work schedule over University holidays. You
must participate in and successfully complete the GTA workshop. Information about it will be sent to you under

The parties agree that this agreement may be electronically signed. The parties agree that the electronic signatures appearing on this
agreement are the same as handwritien signatures for the pumposes of validity, enforceability and admissibility.

Department Head or Designee: 2Usan Kass Date: 27-Feb-2018

Student: Date:

[l Accept [] Decline assistantship offer. Offers not accepted by 29-Mar-2018 are no longer valid.

PAGE 1

Accept Contract Decline Contract Go Back




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 2"d 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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