
Graduate Assistant Rehire Contracts 
 

Power Apps Portal for GA rehire contracts: https://make.powerapps.com 
 
REFRESH 
To ensure you have the latest version of Power Apps, the following message may appear at 
the top of the screen.  Click Refresh. 

 
 
NEW REHIRE APPOINTMENTS 
 
Click on Rehire GA Contract.   

 
 
Enter the Student’s AIS number and Submit. 

 
 
Every contract will be assigned a Contract ID number.  Make a note of the number for 
future reference. 
The student’s information will populate with the data from the AIS system. 
Enter the name of supervisor and indicate the Major Reporting Unit. 
Click Add Position to enter the position information.   

https://apps.powerapps.com/play/e/default-d57a98e7-744d-43f9-bc91-08de1ff3710d/a/d952ccb7-9a96-4a84-b24f-b14ac52b5cb6?tenantId=d57a98e7-744d-43f9-bc91-08de1ff3710d&sourcetime=1744136818525


 
 
Enter the Position Information, click Add Position.  Repeat to enter multiple positions.   
When you add a position, a box and number will appear under the FTE box.  Please ignore.    

 
 
When the position (TA, RA, TA/RA/, Admin, Law Clerk) is checked, only the Effective Dates 
options for that position will be available.     

• Teaching and TA/RA will only allow Academic Year Basis effective dates and include 
the option to enter dates for partial semesters.  

• Administrative positions will only allow Fiscal Year Basis effective dates. 
• Research positions will allow both Academic and Fiscal Year Basis effective dates 

and include the option to enter dates for partial semesters, only needed for 
Academic Year Basis appointments.    

 



if you add anything in those columns and you change your mind you must take out the 
incorrect information before sending the contract for signatures. 
 
Enter a Budget Purpose number and click Search. 

 
 
The budget informatin will populate.  Click Add BP. 

 
 
Enter the AIS Proportions. Mulitple BPs can be entered. They must equal 100%, or there will 
be an error message (below in red). 

 
 
Enter a brief description of the position and list the major duties  

 
 

Enter Other, Present Status, and Total Months of financial support information.  Do not 
enter anything into the Graduate Schol Use Only box. 

  



 

 
 
Enter the signers in order of approval.  Enter the Signer’s Email.  Enter or click the Signer’s 
Position dropdown.  The last two signatures must be GAapproval@siu.edu  -  Dean of the 
Graduate School and then Student.  If the transaction has not been saved or the budget is 
not 100% there will be a reminder message (below in red). 

 

 
 
Save the transaction by clicking the floppy disk at the top of the contract.  The order of the 
signers can be rearranged by changing the Order section and clicking on Refresh  and 
save again.   After Saving, click Send for Signatures. 

 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:GAapproval@siu.edu


EDITING EXISTING REHIRE CONTRACTS IN POWER APPS 
 
Click Edit Existing GA Contract 

 
 
Enter the GA Contract ID Number  

 
 
Make necessary changes and save. 
 
 
 

 
 
 
 
 



RECEIVING CONTRACTS FOR APPROVAL 
 
Approvers will receive an email from ITSM Team with a link to Power Apps. 

 
 
Signing the Contract 
Before signing, if a signer wants to contact another signer regarding the contract, they can 

send an email by clicking the envelope  on the right side of the screen.  The dropdown 
will include all the signees. 

 
 
To sign the contract, click the highlighted Approve button.  The popup to Approve or Reject 
the contract will appear.  Sign or sign as designee and click Approve. 
 
To reject the contract with comments, they must click Approve first.  After clicking Approve, 
the signer has the option to sign and approve or click Reject.  After clicking Reject, the 
signer can enter a comment and reject the contract.   The contract can be corrected and 
resubmitted by the signer that received the rejection notice. 
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Jane Doe 



 
 
Click Send for Signatures to forward the contract to the next signer.  After everyone has 
signed the contract, all signers will receive a pdf copy of the contract from ITSM Team. 

 

 
 
ANALYTICS 
 
At the top of the home screen, click  for Analytics.   
Analytics will show the approval status of each contract.   

 
 
 
Click GA Contract. Enter search information into the Filter By… section.  
Contract ID - Unclick the Select All box and scroll to Contract ID number. 
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