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Overview
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• Navigating the GA website
• Guidelines for Departments
• Guidelines for Students

• Offer Letter Workflow
• New Hire Paperwork
• Submitting ePAFs for New GA Hires
• Tuition Scholarships & Modifications
• Background checks – changes to processing

https://www.utoledo.edu/offices/provost/academic-administration/graduate-assistantship-employment/
https://www.utoledo.edu/offices/provost/academic-administration/graduate-assistantship-employment/
https://www.utoledo.edu/offices/provost/academic-administration/graduate-assistantship-employment/new-hire-paperwork-graduate-assistants.html


Offer Letter Workflow
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Offer letters should be placed in the college’s offer letter folder on the 
share drive in order to go through the signing process.

All College folders have been standardized to look like this:

• 1st signer:  The college/departments signing authority will sign the
letter and place it in the college folder. Offer letters ready for Dr.
Molitor's signature should be put in the College offer letter folder
and should not be put in a specific subfolder.

• Please send an email to gradassist@utoledo.edu and cc: Scott
Molitor indicating letters are awaiting signature.

• 2nd signer:  Dr. Molitor, Senior Vice Provost for Academic & Graduate Affairs, will then sign the letter 
and return it to the AY 25-26 folder for the final signature.​

• 3rd signer:  The department will send the offer letter to the student for the final signature. Once signed 
colleges should add the offer letter to the Student signed offer letter folder

Offer letters should be saved as the student’s full name and 
rocket number in the document title:
Example:   25-26_GA Offer Letter_John_Smith_R01234567



Submitting GA New Hire ePAFs 
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GA-Additional/New Position – This is what should 
be used for New GA Hires unless the GA has 
worked at UT previously​

GA-Rehire – This is what should be used for 
returning GAs OR if a New GA Hire has worked at 
UT previously

https://bannerepaf.utoledo.edu/

https://bannerepaf.utoledo.edu/


What is our office looking for? 
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Once an ePAF reaches our queue we will check the following for New Hires:

1. Offer letter – Is there a fully signed offer letter in the GA Offer letter share drive?

2. Offer letter – Does the information provided in the offer letter match what was submitted in the ePAF?

3. Current Enrollment – Is the student currently enrolled in the number of credit hours noted in the offer
letter

4. Background check – Was a domestic and/ or international Background check submitted for this student?

5. New Hire Paperwork – Has the student completed the required new hire documents?

6. I-9 – Has the student fully completed their I-9?

7. I-9 – Does the start date listed on the I-9 match the start date on the ePAF?

8. I-9 – Was the I-9 completed no more than 3 days after the listed start date?

9. Exemption code – Was an exemption code entered for the ePAF? Or was there a note provided indicating
that the tuition would be covered by a grant?

If an ePAF is missing or has errors in any of the above 
items we will make note of the corrections needed in 

the comment section of the ePAF



Reviewing Submitted ePAFs
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This is where submitted ePAFs can be reviewed to determine where they are in 
the approval process and to check if any comments have been added about 

missing required documents:

https://bannerepaf.utoledo.edu/

https://bannerepaf.utoledo.edu/


ePAF Comments and Return 
for Corrections
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Please make note of the following when submitting ePAFs: 

1. Our office will add comments while the ePAF is in our queue for 14 days.

2. After 14 days the ePAF will be returned for correction and will need to be resubmitted and
go through the approval process again.

3. ePAFs will not be approved if there is no fully signed offer letter on file for the student

4. ePAFs will be returned for correction immediately if there is no exemption code or note that
the tuition is being covered by a grant. They are also returned for incorrect information in
the ePAF that cannot be corrected by the department (i.e., exceeds 12 credit hours; exceeds
.5 FTE; etc.)



Tuition Scholarships
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• Complete the Tuition Scholarship Offer Letter. The template is 
available in the share drive. Return fully signed letter to the designated 
Student Signed Folder.

• Complete the Tuition Scholarship form found
at https://www.utoledo.edu/offices/provost/academic-administration/
graduate-assistantship-employment/ and email the

• We are in the process of transitioning Tuition Scholarship processing 
to the colleges. Please check with your Business Manager prior to 
sending any Tuition Scholarship forms to gradassist@utoledo.edu.

completed form to GradAssist@utoledo.edu.

https://www.utoledo.edu/offices/provost/academic-administration/graduate-assistantship-employment/
https://www.utoledo.edu/offices/provost/academic-administration/graduate-assistantship-employment/
mailto:GradAssist@utoledo.edu


Tuition Modifications
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• Complete the Tuition Modification form found
at https://www.utoledo.edu/offices/provost/academic-
administration/graduate-assistantship-employment/  and email the
completed form to GradAssist@utoledo.edu.

• A modified offer letter or the student signature must accompany the form. 
We require student acknowledgement to make any changes.

https://www.utoledo.edu/offices/provost/academic-administration/graduate-assistantship-employment/
https://www.utoledo.edu/offices/provost/academic-administration/graduate-assistantship-employment/
mailto:GradAssist@utoledo.edu


Background Checks – 
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• Departments will be responsible for initiating background checks for 
domestic and international students through Candidate Direct.

• Departments will not complete PDF authorization forms. Domestic and 
international forms are completed through the process including uploading 
other required materials (i.e., passport, 2 x 2 photo)

• At this time, departments will only be billed for domestic background 
checks.



Background Checks
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• In order to run a background check both the employee and their supervisor 
will have to complete a background request form. Please reach out
to GradAssist@UToledo.Edu if you need a request form.

• We will create an user account for you in Intellicorp for you. Once this has 
been completed within 48 hours you will receive an email from us with your 
user name and temporary password as confirmation your account has been 
created.

• If you are currently set up to process I9s for assistantships your account will be modified to 
allow you to also process background checks as well. We will confirm your account has been 
updated, however, we will not need to provide you with a user name or temporary password.

mailto:GradAssist@UToledo.Edu


Background Checks
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• Once your account is set-up you will have access to enter and submit a 
background and the system will provide you with an invoice on the last screen.
• Please be sure to keep invoices for your records. At the end of each month your charges 

will be billed back to the index listed.

• Intellicorp will electronically deliver all results back to our office. Departments 
are only contacted if there are concerns with the results and an adverse letter is 
required.

• Background checks typically take 3-5 days for results to be returned. International 
background checks have a longer process time.



Questions?
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