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Graduate Contract Authorization, Requirements and 
Notifications – Student Instructions    
This guide offers step-by-step instructions on how to authorize your graduate contract within OnBase. 
Additionally, this documentation offers contract requirements that must be met prior to contract 
completion, as well as sample notifications you may receive throughout the process.  

Note: For information on Graduate Contract policies, visit the Graduate Assistantship 
website (https://www.mines.edu/graduate-studies/graduate-assistantship/). For a high-level overview 
of the entire graduate contract process, see the Graduate Contracts Process Flow PDF. 

Authorizing your Graduate Contract
Perform the following steps to authorize your contract within OnBase. 

1. When your contract is ready for authorization (digital signature), you will receive an email
notification titled “Action Required: Authorize your Graduate Contract”

2. Upon opening the notification, please review the message in its entirety. Additional
information and resources are displayed to assist you in completing your graduate contract in a
timely manner. Resources include:

a. Graduate Assistantship Policies website

b. Registration Requirements
i. Reduced Registration website

ii. TIAA website

c. OGS Guidelines on the Responsible Conduct of Research (RCR) requirements

d. Student Health Insurance Plan (SHIP) website

e. Authorization link

f. Campus Administration (Department Representative) contact information

https://www.mines.edu/graduate-studies/graduate-assistantship/
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After reviewing all information in the notification, click on the Authorization Link to display your 
contract.  
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3. Upon clicking the Authorization Link, the contract will open in a new browser window.
Please review the contract in its entirety, including each contract section:

a. Student Details – Summary of your student record
b. General Contract Details – Outlines Contract Type(s) and Term
c. Contract Types – Provides contract details by contract type(s)

Possible types include:
i. Fellowship Contract

ii. Hourly Contract
iii. RA/TA Contract
iv. Student Lecturer Contract

d. Student Authorization – Displays contract requirements

4. After reviewing all information on the contract, click on the Authorization checkbox and then
the Submit button. Note: Each contract type will require its own authorization

Example of part of an Hourly Contract Authorization:

5. For International student on an F-1 or J-1 visa (if applicable)
Upon authorizing your contract, you will receive an email notification titled “Important:
Immigration Status and On-Campus Employment Certification” from the International Student
and Scholar Services Office.

This email is evidence of your On-Campus Employment Authorization. Please retain this with
your immigration records. You may also use this email to support your application for a Social
Security Number. For questions related to your immigration status and this authorization, please
contact ISSS.

International Student & Scholar Services
924 16th Street, Suite 219
Golden, CO 80401
Green Center
303-273-3210
isss@mines.edu
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Contract Requirements 

Perform the following steps if you are missing graduate contract requirements. 

1. Following the completion of contract authorization, your contract may be flagged if one or more 
of the following requirements are not met: 

a. HR Paperwork – Missing employment documentation 
b. Background Check – Missing pre-employment background check 
c. Registration Requirements – Below registration requirements as outlined on the 

Graduate Assistantship website (https://www.mines.edu/graduate-studies/graduate-
contracts/) 

2.  If you are missing one or more of the requirements listed above, you will receive an email 
notification titled “Action Required: Missing Contract Requirements”  
 
Example of the Missing Contract Requirements Notification: 

 

 
 
 
 
 
 

https://www.mines.edu/graduate-studies/graduate-contracts/
https://www.mines.edu/graduate-studies/graduate-contracts/
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3. Upon opening the notification, please review the message to determine which requirement(s)
you are missing. Additional resources are displayed to assist you in completing your
requirements in a timely manner. Resources include:

a. MAPS website to locate HR Paperwork: https://www.mines.edu/human-resources/new-
employee-information/

b. Link to complete Background Check: https://thecube.infocubic.com/cgi-
bin/pub/unsolicited_portal?guid=bFODtrbPH9vCBMCyFM00zucO36NbpLGH#select_pro
ducts

c. Trailhead link to adjust registration: https://trailhead.mines.edu:8447/cas-trailhead-
web/login?service=https%3A%2F%2Ftrailhead.mines.edu%2Fc%2Fportal%2Flogin

4. If requirements are not met, the notification will continue to be resent to your inbox every 48
hours.
Note: Your contract will not be processed until this is corrected. Without your timely action, your
pay check and tuition payment may be delayed. Contracts must be authorized and
Employment/Registration requirements must be met by the following deadline for each contract
term: Fall (September 1st), Spring (January 1st), Summer (May 1st)

https://www.mines.edu/human-resources/new-employee-information/
https://www.mines.edu/human-resources/new-employee-information/
https://thecube.infocubic.com/cgi-bin/pub/unsolicited_portal?guid=bFODtrbPH9vCBMCyFM00zucO36NbpLGH#select_products
https://thecube.infocubic.com/cgi-bin/pub/unsolicited_portal?guid=bFODtrbPH9vCBMCyFM00zucO36NbpLGH#select_products
https://thecube.infocubic.com/cgi-bin/pub/unsolicited_portal?guid=bFODtrbPH9vCBMCyFM00zucO36NbpLGH#select_products
https://trailhead.mines.edu:8447/cas-trailhead-web/login?service=https%3A%2F%2Ftrailhead.mines.edu%2Fc%2Fportal%2Flogin
https://trailhead.mines.edu:8447/cas-trailhead-web/login?service=https%3A%2F%2Ftrailhead.mines.edu%2Fc%2Fportal%2Flogin
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Completion, Incomplete, and Cancellation Notifications 

The following notifications may be applicable to your graduate contract. 

1. Cancellation – You and/or the appointing department may determine the need to cancel the 
contract. If your contract is cancelled, you will receive an email notification titled “Contract 
Cancelled for [Your Name]” 

 
 

2. Incomplete Contract – A MAPS representative may require additional information from you for 
payroll purposes. If additional information is needed, you will receive an email notification titled 
“Action Required: Payroll Documentation Required” 

 
 

3. Payroll Complete – Upon completion of payroll processing, you will receive an email notification 
titled “Payroll Setup Complete” 
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4. Payment Process – Upon completion of payment distribution, you will receive an email
notification titled “[RA/TA or Fellowship] Payment Processed”

5. Living Expense Award Complete – Upon completion of living expense disbursement, you will
receive an email notification titled “Living Expense Award has been processed”
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6. Update to your Graduate Contract – Your appointing department may need to modify details of
your contract during the review process. If additional changes are made, you will receive an
email notification titled “Update to your Graduate Contract”




