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Creating an Assistantship Agreement

Assistantship agreements are created in the Graduate Financials System in the GradInfo intranet. They begin with the entry of an
assistantship offer or an assistantship award. Below is an overview of Awards and Agreements areas in the Graduate
Financials System.

Awards

The Awards tab serves as the entry point for entering your assistantship agreement details. If you have access to the Graduate
Financials System, you can view data entered into Awards. However, only those who have access to a specific program will be able to
enter assistantships and modify assistantship details.

Only enter assistantships in Awards if you do not wish to send an assistantship offer e-mail to your students. For more information
about sending offer e-mails, see Assistantship Offers (https://graduate.ucf.edu/graduate-guide/).

The Awards page has two important features: entering Awards data and creating an agreement.
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The New Award button allows you to add an assistantship award for your student. These details will be used to create your agreement.
After selecting the assistantship terms and hours per week, you will be able to:

e Select your assistantship type, job code and funding program.

* Select nonstandard hours per week, if applicable for this assistantship.

e Enter the total assistantship stipend for each term and, if applicable, additional tuition or fees amounts.

* Add comments (optional).

* Select Tuition Payment and GTA Waiver levels. The GTA Waiver Department number will default to your funding program.
However, it can be changed to 9999 for a supplemental assistantship or 2044 for a student who has a university fellowship.

* Enter the Faculty Supervisor EMPLID, if available at this time.
e Enter Assistantship Assignment details, if available at this time.
* Add a stipend funding department (optional).

* Add a tuition funding department, if available at this time.

Data entered into Assistantship Offers and Fellowship Offers copy into the Awards so you will not have to re-enter this information.
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Page 2 of 17 Creating an Assistantship Agreement (continued)

In addition to entering your assistantship details and creating an agreement, you will be able to view Student Information (from
PeopleSoft), Assistantship Awards, and Fellowship Awards data. If an assistantship or fellowship offer was sent to the student, you

will be able to view the assistantship offer and fellowship offer details.
To view the fellowship or assistantship entry, click Link to Fellowship Offer or Link to Assistantship Offer.

Fellowship Awards

2012 Graduate Deans Fellowship

Package Information

Status Term Program Stipend Health Insurance Waiver View
Accepted Fall 2012 - Link to Fellowship Offer Accounting MSA $0.00 No $0.00 View
Accepted Spring 2013 - Link to Fellowship Offer Accounting MSA $0.00 Yes $0.00 View
Accepted Summer 2013 - Link to Fellowship Offer Accounting MSA $0.00 Mo $0.00 View

To view the Award details, click Details under View. To edit details that were previously entered, click Edit, make your changes and

Submit your changes.
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It’s important to note that GTA Waiver and Tuition Payment changes entered in Awards update automatically in your Budget.

Therefore, ensure that your GTA Waiver and Tuition Payment information is correct and up-to-date.

Once you have entered and reviewed your Awards data, you may create an agreement by selecting the assistantship terms and clicking

the Create Agreement button.
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Page 3 of 17 Creating an Assistantship Agreement (continued)

Agreements

After you have created and saved an assistantship agreement, the Agreements page is where you may view and make changes to it and

manage the agreement approval.
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In the Search Agreements box, you can enter search criteria to view an assistantship agreement for an individual student or for a
group of students. As search criteria are entered, the total number of agreements, ePAF IDs Assigned, and number of GS Approved
agreements for that criteria appear on the right. This information helps you keep track of your assistantship processing.

Search Results for the criteria selected appear as a table on the bottom of the page and may be exported to an Excel spreadsheet.
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Page 4 of 17 Creating an Assistantship Agreement (continued)

Information provided in the Search Results will be helpful to you as you review your agreement data:

* Each Assistantship Agreement is assigned an ID for tracking purposes in the system. It helps to distinguish one agreement

from another.

® The Timestamp indicates the date and time a change was saved on the agreement.
¢ The Job Code displays the Assistantship Type abbreviation (e.g., GTA, GRA, or GA) and job code (e.g., 9181-9187).

* The Hours per Week displays the work hours (i.e., Standard Hours that will be entered on ePAF) for the assistantship agreement.

¢ The Funding Program is the program or department that is providing the assistantship.

* When tuition payments and optional fees have posted to Student Accounts, the term is highlighted in Payments to SA.

Actions

After creating an agreement, you may initiate an Action. Actions include:

This Action: Does This:
View View the assistantship agreement that has been saved.
Edit Edit agreement details. You may also view Approver and Student comments, History, and other agreements the
student may have.
Delete Delete the agreement.
Start Workflow | Begin the agreement approval workflow.
Stop Workflow | Stop the agreement approval workflow.
Status

Once an action has been initiated, the agreement Status updates. The Status will help you determine where your agreement is in the
Agreement Approval process. Agreement statuses include:

This Status: Means this:

Not Evaluated | Agreement details were created and saved, but the agreement has not been sent through the Agreement Approval
workflow.

Workflow in Agreement is pending approval from DAL and Agreement approvers.

Progress
Note: You cannot edit the agreement until the approval workflow completes or the workflow has been stopped.

Ready for EPAF | Agreement has been approved by all agreement approvers and it is now ready for the ePAF.

Cancelled Agreement details were cancelled. A cancelled agreement cannot be un-cancelled.

GS Approved Graduate Studies has approved the ePAF and agreement.

GS Hold Graduate Studies has placed the agreement on hold.

Resubmitted Changes were submitted to the agreement after it was approved by Graduate Studies.

After Approval

Denied The agreement was not approved by one of the agreement approvers or by Graduate Studies. You will need to
edit the agreement and then send it back to your approvers by clicking Start Workflow in the Actions column on
the Agreements homepage.
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Page 5 of 17 Creating an Assistantship Agreement (continued)

Here is how the Actions and Status columns change while your agreement is in the agreement workflow:
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1. Agreement details have been entered and saved.

2. The Agreement Workflow has begun and it is pending approval from your agreement approvers.
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3. Your agreement has been approved by your approvers and it is now ready for ePAF.

4.  Graduate Studies has reviewed and approved your ePAF and agreement.

View

Once your agreement is saved, you may view a draft or edit the information by clicking View in the Search Results box.

This is what a draft of the agreement looks like:

Assistantship Agreement - 532 -I

& UCF 8°mum°§m Graduate Assistantship Agreement

student: Graduate Student

©On behalf of the Prasident and Bo:
and in sccordance with the regulat
state of Florida, you are offersd =

v of Floriiilng the Board [lliEcvemars,
il b furt) ct tol ution llisws of the

Assistantship Details

Start Date: 08(15/2010 End Date: 05/05/2011 Hours per week: 20.0
Assistantship: 8184 - Graduate Teaching Assistant

GFA 1000 0001

GTA Assignment:
GFA 1000 0002

Faculty Supervisor Debra Winter

Hiring Department or Program: ‘Accounting MSA Prof track

College or Cffice:
Your sppointment under this sgreement will cease on the dste indicated. No further notice of cessstion of
emplayment iz required. This appeintment may ke renewsd only by 3 mutual sgreement between the student and

the University of Central Florida

Funding - Total Stipend: $10,000.00

ferm  Waiver  DeptProj UsedFor  Opfional Credit  Percent Resident .
Deptlo. Mo, Stipend Fees Hours  Distribuion  Tuition

Fall 2010 5555 o 50.00 50 100% $2,308.04

Spasosn o $0.00 20 100% $2,308.04

Conditions of Assistantship

1. Graduste students are not allowed to be sppointed more than 20 hours per week in fall and spring semesters.
2. Agresment is cantingent upan fulltime enrcllment s spacified in the Graduate Catalog.
B may be curtsiled, or terminated st sny time, by resson of any ane of the following
=. failurz of the employee, in the scademic judgment of the Callege or University, to maintain
satisfactory student status or to make appropriste progress towards the degree

b. which is , or mit of the employes

G completion of degree requirements

4. lack of funds =5 2 result of sdverse financial conditions

e. no further need, in the opinion of the University, Department or ather unit, for the functions being
parfermed

f. for intemational students, if viss status is not maintained

Approval Signatures

Type Name Decision Decision Date

Agreement Approver

Student

T Lmars ) of e isrise 1 a7 s 5930mun, S5 S25a5s, 25 sraTe Srmoe aEier
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Page 6 of 17 Creating an Assistantship Agreement (continued)

Edit

You may edit the agreement before starting the agreement workflow. You may also edit the agreement after the agreement workflow
has finished and after the agreement has been approved by Graduate Studies.

Note: You cannot edit the agreement while the approval workflow is in progress (Status = Workflow in Progress).
You must stop the workflow.

In addition to editing the agreement, you may:

e Enter comments that are to the student and comments that are for your reference only and not visible to the student.

Comments

Agreement Custom Message

This message will be visible to the student.

Comments.

Your comments on the changes you made [NOT visible by the student).

* View the history of comments that you have entered in the User Comments section.

User Comments

Comments History

Comments

History

Versions / Workflow

Change Logs

Ver. #
5
4

Y

OOoOOooQO

Date

04/03/2012
04/03/2012
03/28/2012
03/28/2012

03/28/2012

Usemame:
Lavonda Walker
Lavonda Walker
Student
Lavonda Walker

Lavonda Walker

Date Usemame

Workflow Status.
Ststus Type Nsme Title
GS Approved Agreement Jennifer Assoc.
Approver Parham Director
GS Approved
Student Graduate g qont
Ready for EPAF Student

Show/Hide All Workflow History
‘Workflow in Progress -

Not Evaluated

Show / Hide

|

* View the agreement Versions/Workflow history and Workflow Status.

Decision  Decision Date

03/28/2012
11:00:05AM

03/28/2012
11:00:484M

Approved

Approved

Comment
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Page 7 of 17 Creating an Assistantship Agreement (continued)

e Compare and review agreement versions. To do so, select the checkboxes in the Versions/Workflow section and click Compare.

Veraions | Warksio
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There are differences in the versions

Graduate Sugen
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Graduan Teaching As:

Graduate Teachk
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Busingss Administraton
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Accounting MSA Prof tack ALcouning MEA Fref rack

2000 HE 2000 Hes

$10.000 50 $10.000 00

Apgrovers

Jannifer Patham Jannifes Pasham

0x2B2012
* View a history of agreements created for your student.

Show / Hide
Agreements for Student
o Financial Hiring Department Status Assistantship Category Hours Start Date End Date ePAF ePAF Last User
Year Form Mumber
526 2010-2011 Electrical Engineering Headijon Graduate Assistant (9186) 200 08/20/2010 1211012010 Student
MSEE EPAF

527 20102011 ;';EQCE'E”Q'"“”"Q Not Evaluated  Graduate Assistant (9186) 200 01A0/2011 051052011 Kari Siles
530 20102011  Accounting MSA Proftrack  GS Approved [Gg'fsdr)a‘eTE““”“SS'S‘E"‘ 200 0BAS/2010 05110/2011 Hire 123456 !‘fg"f";‘:a
532 20102011  Accounting MSAProftrack Nt Evaluated [Gg’,f;f)a‘eTeacn'”g"ss's‘am 200 0BAS/2010 05052011 Hire 123456 !‘&“"i’;‘r’a
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Page 8 of 17 Creating an Assistantship Agreement (continued)

Agreement Approval

Assistantship agreements are approved in the Assistantship Agreements Approval website. Both DAL and agreement approvers, as
well as the student, receive an e-mail notification when the agreement is ready for their review and decision. DAL and agreement
approvers log into the Agreement Approval website using their official UCF Business E-mail address and password. Student login
using his/her UCF Knights E-mail address and password. First-time login requires the UCF E-mail address and the month and date of
birth; after logging in, they create a password, which does not expire.

&(_ UNIVERSITY OF CENTRAL FLORIDA UCF SIGN IN + Search UCF

College of Graduate Studies

About Programs Admissions Funding Students  Postdoctoral Scholars  Faculty & Staff Apply Now!

Graduate Financials System

Beer

1am a(n). @ New User O Existing User

sign them. Birthdate:
Ex: May 12 = 0512

Sign Up

This is a UGF College of Graduate Studies website used by hiring department and program

officials and students to review graduate i a online and

When logged into the Agreements Approval website, DAL and Agreement Approvers can:

¢ View all assistantship agreements pending approval.
* View Approval History.

* Enter and view DAL and Agreement Approver comments. Note: The agreement originator may view comments by viewing the
agreement in the Graduate Financials System > Agreements > Search for the student > click Edit > scroll down to the Approval
Workflow section.

* View the PDF version of the agreement.
e Approve or Decline the agreement.
If the Agreement Approver and DAL is the same person, they will only approve the agreement once.
The student cannot view approval history or DAL/Agreement Approver comments. The student can view all assistantship agreements

awaiting a decision and accompanying PDF agreements, enter a comment for review by the agreement originator, and Accept or
Decline the agreement.
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Page 9 of 17 Creating an Assistantship Agreement (continued)

Sample Agreement

This is what your agreement will look like as you enter the details:

Home: Agreements | Edd

Assistantship Agreement - New Templates. =
vA Aot e | BEMSERM 5= orerere |

Stadent Information (Pecple Soft) il

Empal HIT Hara Genser Favideray E-mail Insemadianal
Graduate Student Femalg: FL-Resident testing@notmad com Mo

Pragram Subgplan Arndecic Lival Admil Tam

Accouniing MSA UASTR Fall 2010

Ervolimant Suatus Ervoiad Houn Thasa Houn Ciananon Houn UGRD Haun

Not Enrelied Full Time 30 0.0 on 0.0

Highae GTA Engitilay righmt SPEAK Tast Scor Panding GTA Parformacos Asssasmant Falicwhip Hama for 2011

Assistaniship Details i kil
Aamiansinip Categeny iy Far Wess et Dain fing Date
Gradusée Tesching Assatsat ($184) [=] 20.00[=] BHS200 BT
Hiing DepactmantProgram College WPAF Type WPAF Humber
Acceunting WSS Prod irack [=] Details Busieas Admnairation [=] Hire [=]  tzms
GTA Axpigment Facully Supsrvinors} Agreement Appevecit)

Couns Prafix Humser Sactian Ergii . Emplil  Mae=s Tiss

(ico] @

t GFA 1234 0001 | o t Drra Wintee o : ;‘;ﬂm m:‘-m
T GFA 1234 0002 o

|} = Row has been lotked bicause the LockoulDate for that Term has passed. You must unlotk the row of change he tem to be able to modiy.
Clicking the unlock icon will uniock the row

Stipend and Tuition T
Totsl Stpend ® 1000000 |

Taem Waiver Dupt Mo DegtPro) Mo Lha for Stigend Cpticral Faes Cowait Moun Perosnt Disvibution  Resdent Tumon DAL Emglid Title
t [Fazie  [=] =5 [ W [«] S0 90 [=]His [1e0[=]% $2.309.04 ]
t [Seng20m [w] 5555 [ W [=] 5000 98 [w]Hrs [1eo[=]% 5230904 o

ADD

1 authorize the Office of Student Accounts to process a Depanment/Project payment from the Depamm-ﬁom: specified above for the student
indicated on this assistantship agreement. | certified that funds are available and may be used 10 pay tuition and fees

Sho | Hie
C eTuTid i,

Agreement Contom Mestage. Comments

Trrin mamage will e vistle 1 the student Four commants o the charges you made (HOT wiible Sy the ttudent)

Remenber to meet with yousr faculsy superviscr before = Check GTA Training eligibility and enroliment. -
classes begin.

S Srow | Hide
Agreements for Student
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Page 10 of 17 Creating an Assistantship Agreement (continued)

This is what your agreement will look like after receiving approval:

Home: Agreements | view

Assistantship Agreement - 530

6 UCF G:mcmsgmas“m Graduate Assistantship Agreement

Student Graduate Student

On behall of the President and Board of Trustees of the University of Central Flonda and the Board of Govenmaorns.
and in accondance with the reguiations appenaining thereto and funher subject to the constituion and laws of the
state of Flonda, you ane offered a graduale assistant appoiniment

Assistantship Details

Saan Date: 08152010 End Date: 051072011 Hours per wesk 200

Assistantship: G124 - Graduate Teaching Assistant
GFA 1234 0001

e L GFA 1234 0002

Faculty Supervisor Diebra Wirkes

Hiring Depariment or Program: Accourting USA Prof rack

College or Difice. Busingss Adminisirasen

Your appointment unger this agreement will cease on e dale NACaled No Tunner Nolce of cessation of
emgloyment is required. This appointment may be renewed only by a mutual agreement between the student and
e Unsversity of Central Fionda

Funding - Total Stipend: $10,000.00

Jerm Walver  DeptProj UsedFor Optional Credit Percent Resident ..
DeptNo. Mo, Stipend  Foes Hours  Distribution  Tuition
faly  |ssss o £0.00 20 100% 5230004
o o $0.00 20 100% 5230904
Conditions of Assistantship

1. Graduate SIMGEnts ané not alowed 1o De IPPOINEd Mone than 20 Rours Per wiek in fall and Spring
SEmEsters.

2. Agreement is conbngent upon full-time enroliment as specified in the Graduale Catalog

3 Assistantship may be cumaied, diminished, of 1eNMinaled at any time. by reason of any one of the 1okwing

falure of the employee, in the academic judgment of the Colege o University, 1o maintain satsfactory

Stisdent Status of b Make ApPropfiate progress WWarss the degree

Incompetence, which (s documented, or msconduct of the empioyes

compietion of degree requirements

lack of funds as a result of adverse financial conditions

no further nésed, in ihe opnion of the University. Depanment or other unit, for the funcions being

perfarmed

1. for infemational students, If visa status (s not maintained

LN-T -

Approval Signatures

Type Harme Tithe Decigion Decigion Date
Agresrnent Appeover Jenrifer Parham Assoc Director Approved [eelrcledil b
Student Graduate S3adent Student Approved O2ER012

Tha Univenity of Ceniral Flonda ia an eg.al cpeomsny, squsl s, and sfemacve action amplayer

Step-by-step Instructions

Let’s walk through completing the Assistantship Agreement, step by step.

Enter Awards Details

1.

2.

Log into the Graduate Financials System and click on the Awards tab.

Enter your student’s EMPLID and click Submit.

Review the Student Information (from PeopleSoft) and Program Information section to be sure this is the correct student.

In the Program Information section, click the New Award button.

Under Select Offer Options, select the radio buttons associated with the assistantship and click Continue.
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Page 11 of 17 Creating an Assistantship Agreement (continued)

Example: If you want to enter an Award for a 20 hours per week assistantship for fall and spring, select “Single 20 Hour Assistantship”
in the Fall and Spring rows and select “None” in the Summer row.

Select Offer Options:

Asst Terms: Offer Options:

Fall 2010 © None @ single 20 Hour Assistantship © single 10 Hour Assistantship © Two 10 Hour Assistantships
Spring 2011 @ None @): single 20 Hour Assistaniship @ Single 10 Hour Assistaniship © Two 10 Hour Assistantships
Summer 2011 @ None (@ Single 20 Hour Assistantship @ Single 10 Hour Assistantship (© Two 10 Hour Assistantships.
A

Continue

6. Under New Award Package, enter the details of the Award to be included in your agreement. Each assistantship term that you
selected has its own tab.

New Award Package

[[IDean's Fellowship

(UL Spring 2011 - 20 Hrs

Standard Hours Non Standard Hours Assistantship Type: Job Code Funding Program
20 Hours 0.00 [+] Graduate Teaching Assistant [+ 9184 Accounting MSA Prof track [=]
Total Assistantship Stipend# Standard Resident Tuition ~ Additional Tuition or Fees Amount Total Tuition
$ 3,300.00 52,309.04 50.00 §2,309.04
Comments Tuition Payment Level GTA Waiver GTA Waiver Department
@ 5555 (Linked to Funding Program)
- E 1.0 E © 9999 (Supplemental Assistantship)

© 2044 (The student has a Felowship Award)

Faculty Supervisor Assistantship Assignment Stipend Funding Department Tuition Funding Department
Add
Debra Winter
RITTIETE - nnn-
Delete Delete

Standard Hours selected on the Select Offers Options page appear here.

* Non-Standard Hours should be selected from the drop-down list if the student is not working 10 or 20 hours per week. This is
the total hours per week for the appointment, and the Standard Hours that will be on the ePAF. It will replace the standard hours
selected from Select Offers Options.

Assistantship Type — Select Graduate Assistant, Graduate Research Assistant, or Graduate Teaching Assistant.

Job Code — Optional field. Enter the job code for the Assistantship Type you selected. For example, if you selected Graduate
Teaching Assistant from the Assistantship Type drop-down list, enter 9187 if the student will be a Graduate Teaching Grader, 9184
if the student will be a Graduate Teaching Assistant, or 9183 if the student will be a Graduate Teaching Associate. A complete list of
assistantship job codes can be found online in the Graduate Guide: https:/ /graduate.ucf.edu/graduate-guide/

Funding Program — Select the Funding Program from the drop-down list.

¢ Total Assistantship Stipend — Enter the total assistantship stipend for the term in the box.

Tuition — The system automatically fills in the Standard Resident Tuition amount for 9 credit hours in the Fall and Spring and
6 credit hours in Summer. You may add an additional amount by entering a dollar amount in the Additional Tuition or Fees
Amount box (Optional field).

¢ Comment —Optional field. Include additional comments that may be useful to you when processing the agreement or may help
your program.

NOTE: It is important to understand the difference between a tuition payment and a tuition waiver.
A tuition payment is authorization to charge your department or project fund for the cost of the student’s resident tuition or part of
it, depending on the details of the student’s assistantship and if there are other fund sources sharing the responsibility for paying the

cost. This authorization must be done by someone who is on the Department Authorization List (DAL) to authorize charges against the
department or project fund.
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Page 12 of 17 Creating an Assistantship Agreement (continued)

GTA tuition waivers are allocated from the College of Graduate Studies to graduate programs for use in covering the tuition remission
for GTAs. Each graduate program with a GTA tuition waiver allocation has a Waiver Department Number (4-digit number) that
identifies its GTA tuition waiver budget. In order to assign a GTA tuition waiver to a student, you will need to fill in the Waiver
Department Number on the student’s Assistantship Agreement. GTA tuition waivers may be used as Full (1, for 20 hours per week
assistantship) or Half (.5, for 10 hours per week assistantship).

Waiver department number 2044 should be used for university fellowship students.
Waiver department number 9999 should be used for student’s receiving a supplemental assignment.

¢ Tuition Payment Level — Select the Tuition Payment (.5 for a half tuition payment and 1.0 for a full tuition payment) level for the
hours per week selected. Note: Graduate Assistants, Graduate Research Assistants, and Graduate Teaching Assistants beyond your
GTA waiver allocation must have a tuition payment.

* GTA Waiver — Select the GTA Waiver level (.5 for a half tuition payment and 1.0 for a full tuition payment) level for the hours per
week selected. Note: Graduate Teaching Associated, Assistants, and Graders and university fellowship students may receive a GTA
Waiver.

* GTA Waiver Department — The GTA Waiver Department is linked to the Funding Program that is selected. If the student will
be on a Supplemental Assistantship, select the 9999 (Supplemental Assistantship) button. If the student will receive a university
fellowship that includes support paid for by Graduate Studies, select the 2044 (The student has a Fellowship Award) button.

Faculty Supervisor — Optional field. Enter the EMPLID of the faculty who will supervise the student. For GTAs, this is the same
faculty member who will complete and submit a Graduate Teaching Performance Assessment.

Assistantship Assignment — Optional field. Enter comments about the assistantship assignment such as course number and prefix.

Stipend Funding Department — Optional field. Enter the eight (8) digit account number that will fund the assistantship stipend and
click Add. Note: This account does not copy into the Agreement is only available to view in Awards.

Tuition Funding Department — Enter the eight (8) digit account number that will pay the tuition remission for the assistantship.
Note: Up to four (4) account numbers will copy onto the Agreement.

7. Repeat step 6 for all award terms. Select the tab for the award term you want to complete.

8. When entry is complete, select Submit.

Create an Agreement

9. Review the award details in the Assistantship Awards section. You may view individual details for each term by clicking Details
under View. You may edit the details of the award by clicking Edit.

10. Once you have reviewed all of the Award details, click the assistantship terms to be included in the agreement and
click Create Agreement.

Asst Status  Asst Term Supporting Program AsstType JobCode Standard Hours Non Standard Hours  Total Stipend  Total Tuition  View Edit Renew Create Agreement

Comments

Accepted  Fall 2010 Accounting MSA Prof track GTA 9184 20 = $5,000.00 $2,309.04 Details Edit Renew

Accepted  Spring 2011  Accounting MSA Proftrack  GTA 9184 20 = $500000 5230004 COTTEMS oy poney

Details
| Craate Agreement
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Page 13 of 17 Creating an Assistantship Agreement (continued)

11. Review the Student Information (from PeopleSoft) to verify the students enrollment and GTA Eligibility, if applicable.

Home: Agreements - Edit

Assistantship Agreement - New Templates:

[-]

[ Apoly | Ciear |

Show / Hide

Student Information (People Soft)

EmplID NID Name Gender Residency E-mail Internaticnal
Graduate Student Female FL-Resident testing@hotmail com Mo

Program Subplan Academic Level Admit Term

Accounting MSA MASTR Fall 2010

Enrcliment Status Enrclled Hours Thesis Hours Dissertation Hours UGRD Hours

Not Enrolled Full Time 3.0 0.0 0.0 0.0

Highest GTA Eligibility Highest SPEAK Test Score Pending GTA Performance Assessments

12. In the Assistantship Details section, enter the agreement start/end dates.

Fellowship Name for 2011

13. Inthe GTA Assignment box, enter the Course Prefix, Number, and Section and click Add. Repeat this step for multiple GTA

course sections. Note: Course Prefix and Number must be entered for GTAs.

14. Faculty Supervisor data copies from Awards. To add a faculty supervisor, enter the EMPLID and click Add.

15. Enter the Agreement Approver EMPLID, Title (optional) and click Add. Note: Agreement Approvers should be entered in the
order you want them to approve the agreement. If you want the Faculty Supervisor to approve the agreement, enter the supervisor’s

EMPLID as an Agreement Approver.

Assistantship Details Show [ Hids
Assistantship Category Haours Per Week Start Date End Date
Graduate Teaching Assistant: (9184} El 20.00 El 8152010 552011
Hiring Department/Frogram College =PAF Type =PAF Number
Accounting MSA Prof track [+] Details: Business Administration [+] Hire [+] 123456
GTA Assigment Faculty Supervisor(s) Agreement Approver|s}
Course Prefix  Number Section EmpliD Name EmpllD  Name Title
ADD ADD ADD
- :
o L M| [ | |
1 GFA 1234

16. In the Stipend and Tuition section, ensure that the Total Stipend (copied from Awards) is correct. If you missed entering a
Waiver Dept. No. or Dept./Proj. No. in Awards, you may add or update this information on the agreement. Note: If tuition changes

are made on the agreement, remember to edit your entry in Awards to ensure that your Budget information is correct.

I ¥ = Row has been locked because the LockoutDate for that Term has passed. You must unlock the row or change the term to be able to modify.
Clicking the unlock icon will unlock the row.

Stipend and Tuition Show/Higs
Total Stipend $ 10000.00

Term Waiver Dept. No.  Dept/Proj No Use for Stipend Optional Feas Credit Hours Percent Distribution  Resident Tuition DAL Emplid Title
t [Fal2010  [+] 5855 0 No [] 5 0.00 9.0 [w]Hrs [100[+]% $2,309.04 (]
t [spring2011 [+] 585 0 o [+] $ 0.00 9.0 [+]Hrs [100[+]% $2,309.04 (=]

| authorize the Office of Student Accounts to process a Department/Project payment from the Depariment/Project specified above for the student
indicated on this assistantship agreement. | certified that funds are available and may be used to pay tuition and fees.
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Page 14 of 17 Creating an Assistantship Agreement (continued)
Remember, there are three ways to pay tuition remission:

¢ By tuition payment.
* By tuition waiver (reserved for GTAs and university fellowships only).

* By a combination of tuition waiver and tuition payment (for GTAs only, when the hiring department does not have enough GTA
tuition waivers to pay solely by GTA tuition waiver).

Tuition data copies from Awards, however, you may add or edit information in the Agreement. If you make tuition remission changes
on the agreement, remember to update your entries in the Awards page. This will ensure that your GTA Waiver and Tuition Payment
data in your Budget is correct.

Tuition Payment

Use the Add button to add a tuition row for each term of the assistantship. You can also add multiple rows for the same term, if you
need to split the stipend and/or resident tuition remission charges across multiple Department/Project numbers.

For each term of the assistantship:
(1) Enter the Department/Project number that will pay the student’s resident tuition remission.

(2) Select “Yes” from the Use for Stipend drop down list if the assistantship stipend will be charged to this Department/Project
number. When a Dept/Proj No. is C&G funds, the percentage of a student’s total earned salary assigned to the project should match
the percentage of the student’s total tuition charges assigned to the project.

NOTE: If you have questions about C&G projects and tuition payments, see the interview with Douglas Backman from the UCF Office
of Compliance in the October 2008 Graduate News: http://www.gradnews.graduate.ucf.edu/article.aspx?id=986&nid=974

(3) Enter the amount to pay toward Optional Fees (local fees), if this applies.

NOTE: You will need to calculate the Optional Fees amounts yourself. Refer to the current Tuition and Fees Schedule. If the student
is a Non-Florida resident and will receive the Differential Out-of-State rate (i.e., will have full assistantship and full resident tuition
remission), figure Optional Fees only for resident charges.

(4) Select the total Credit Hours the student will be enrolled in the term. When you tab out of the Credit Hours field, note that the

Resident Tuition Payment calculates. Resident Tuition Payment is based on the Graduate Credit Hour Fee, the Standard Hours Per

Week (e.g., 20 hours per week, 10 hours per week), and the Percent Distribution field. It is important to enter the correct total credit
hours.

(5) Percent Distribution defaults to 100%. Change this percentage only if you wish to split the tuition payment across two or more
Department/Project numbers.

(6) Enter the DAL EMPLID and Title (optional).

GTA Tuition Waiver

Use the Add Tuition Line button to add a tuition row for each term of the assistantship.
For each term of the assistantship:

(1) Enter the Waiver Department Number that will pay the student’s resident tuition remission. The Waiver Department Number is
a four-digit number used in PeopleSoft to identify GTA tuition waiver budgets. The College of Graduate Studies uses this number to
enter a student’s GTA tuition waiver in a PeopleSoft GTA tuition waiver budget.

If you do not know your GTA Waiver Department Number, contact Pam Scaltsas at 823-1504 or gradassistantship@ucf.edu.

NOTE: For university fellowship students whose awards include a College of Graduate Studies tuition waiver, enter 2044 for the
Waiver Department Number on any Assistantship Agreements.

(2) Select the total Credit Hours the student will be enrolled in the term.

NOTE: GTA tuition waivers do not require DAL authorization, so the DAL area remains blank.
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Page 15 of 17 Creating an Assistantship Agreement (continued)

Combination of GTA Tuition Waiver and Tuition Payment

A GTA tuition waiver may only be awarded as Full (1) or Half (.5). A tuition payment may be split across multiple Department/Project
numbers, as needed. In these instructions, it is assumed that the student has a full (20 hours per week) assistantship and will receive a
Half GTA tuition waiver and a Half tuition payment paid from one fund source.

For each term of the assistantship, use the Add button to add a tuition row for a half GTA tuition waiver and a tuition row for a half
tuition payment. Then, follow these instructions for each term of the assistantship:

(1) On the first tuition row, enter the Waiver Department Number that will pay the student’s GTA tuition waiver and the total Credit
Hours the student will be enrolled in the term. Then, change the Percent Distribution from 100 to 50.

(2) On the second tuition row, enter the Department/Project number that will pay the student’s tuition payment, check the stipend
box, and enter the total Credit Hours the student will be enrolled in the term. Then, change the Percent Distribution from 100 to 50.

(3) Enter the DAL Signature details (name, initials, EMPLID, phone no., date). Then, enter the DAL initials at the end of the tuition
payment row above.

17. Include Comments that may be useful when processing the agreement or may help your program. Comments entered into
Agreement Custom Message will be made visible to the student.

Show / Hide
Comments
Agreement Custom Message Comments
This message will be visible to the student. “Yfour comments on the changes you made {NOT visible by the student).
Meet with your faculty supervisor to go over the f Check GIL Training eligibility and enrollment. -

details of your GTA assignment prior to the start of
classes.

18. Review all data entered into the Agreement and click Save Changes.

Start Agreement Workflow
19. On the Agreements homepage, enter the student’s EMPLID into the Search Agreements box and click Search.

20. Find your agreement in the Search Results. In the Actions column, click Start Workflow.

= (1] s Timestamp ; Emplid | First ; Last  Job | Hours | Start + End + Funding | Financial ; Actions | Status ; Enro
Name Name Code per Date Date Program Year Colle
Week
[ [ [ [ [ [ [ [ [ [ [ [ [ [
l\"ie'ﬂ'
532 Accounting e Mot
o 04/02/2012 GTA - - — Delete g Busine
(1_,- 01-35: 4671 Graduate Student 9184 20 08M5/2010 0%/05/2011 MSA Prof  2010-2011 Start Evaluated agmini
History track I =)
Workflow
LS Hold

Click OK in the message box.

,
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A workflow started message displays and the agreement Status changes to Workflow in Progress.

Workflow started message:

Agreement ID 532 workflow has been started for student Graduate Student

Status changes to Workflow in Progress:

(2} 04:26 06PN Graduate Student

Agreement Approval

oTA Accounting
T 20 08152010 05/05/2011 MSA Prof
S track

2010-2011

View
Stop
Workflow

Workflow in
Progress =

Busir
Admi

The first agreement approver receives an e-mail from gradassistantship@ucf.edu sent to their official UCF Business E-mail address.

Agreement approvers login to the Assistantship Agreements Approval website to review and approve/decline assistantship
agreements. Login instructions are provided in the e-mail they receive. Agreements are approved by the DAL(s) (if included in the
agreement), Agreement Approver (s), and Student. If there is more than one DAL or Agreement Approver, the agreement will go to

them in the order they were added to the agreement. After logging into the Agreements Approval website, the approver:

1. Clicks on the student's agreement to review and scrolls down to see the agreement details.

2. Inthe Approval Signature area at the bottom of the page, approves or declines the agreement, enters a comment (optional; others
in the approval workflow will see the comment, but the student will not see it), and submits the decision.

3. Selects another student's agreement to review or logs out.

Graduate Financials System

Wekcoma, et Partarm)

Graduate Assistantship Agreements Approval

T 13 353le 38U SeArTATES 11 Dok 418 80RO LI SN 0 OIS

1 agreermant jouwsh:
2 e oo moiTapae
: e B commaet, A

artnr 3 comemati
00 Satet

uizize
3 SUlch o S0Hnl s IRl R i o lageud

- ek 3 Tack Mae o DL B Sgrkaact (e % e stk b

Deny shops T warchew vd ot ACTEBPIAT Tl 8 V006 of o SHOSH Piead Bl why pou 30 e T

BN Sudest Mg LeptPiogran  Aslastihg donCade StanDase
EE TR 1T
¥
Appreval Sigaature
L] B
Comment;

S

& UCF st

Stusent Graduate Student [1745254)

Graduate Assistantship Agreement

Qn Beralf of the Fresicent and Board of Trugsees of the Uriverny of Cenil Fionda and e Ssard
1 acserdance win thacats and furthar aubpect 5 e
SoraITAGn 303 e o1 Tha 3135k of Flarda. yow 3 ofTaned 3 graduste S8H43IA1 Spgoniment

Assistantship Details

BEASI0ID End Date DSOAT0NT | Hows per ween 20.0
3184 - Graduate Teaching Assiztant
GFA 1000 D001, OFA 1000. 0002
et Wi

Bccounting LA Pret track

Facuny Suparveser
i Daparsmant oo Progeam
Colege or Cifice:

Vit BEAIARAL U I Bl S CERSE 06 T D31 SDEIIRT 15 Tullhe Sbew of
caweation of ampicyment in requnes. T 4 canwwet sody By 3 mutal gresmant
Datares B Sudest and T Uniersity of Castal Flanss

Business Administration

Funding - Tatal Stipand: $10,000.00
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Condiions of Assistantship
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Once the agreement has received approval from all DALs and Agreement Approvers, the student receives an e-mail from
gradasssistantship@ucf.edu sent to their UCF Knights E-mail address. After logging into the Agreement Approval website, the student:

1. Clicks on the assistantship agreement and scrolls down to see the agreement details.

2. In the Student Signature area at the bottom of the page, accepts or declines the agreement, enters a comment (optional; hiring
department will see this comment), and submits the decision.

3. Logs out or selects another assistantship agreement to review.

After the agreement is fully approved, the agreement Status changes to Ready for ePAF.

Ready for ePAF

Remember to periodically check the status of your agreement. When you see that the agreement Status has changed to Ready for ePAF,
save a copy of the agreement as a PDF before generating your ePAF. To save a copy of your agreement:

1. Loginto GradInfo > Graduate Financials System > Agreements.

2. Enter your search criteria into the Search Agreements box and click Search.

3. Find your student in the Search Results. Click View under the Actions column.

4. Click the PDF button to open a PDF version of your signed agreement.

5. In the PDF File Download message box, Open or Save the PDF to your computer.

6. Create the ePAF and attach the PDF agreement.

7. Once you have your ePAF form type and number, return to your agreement in the Graduate Financials System.
8. Enter your search criteria into the Search Agreements box and click Search.

9.  Find your student in the Search Results. Click View under the Actions column.

10. Click the Edit button to open the Edit view of your agreement.

11. Select the ePAF Type from the drop down list, enter the ePAF number, and Save Changes.
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