
Updating Your Employee Information
Using UT Direct

Instructions



It’s Important to Stay Current!
• Human Resources and Payroll actions 

are based upon data that exist in your 
automated record. This data is also used 
to populate various directories and other 
locator type applications. It’s very 
important that you keep your data 
current.



Connecting to UT Direct
• Go to www.utsa.edu.
• Once the UTSA page appears then use your 

mouse to select myUTSA at the top of the page.

http://www.utsa.edu/�


• At the myUTSA page scroll down to the Web 
Access section and select UTDirect

Connecting to UT Direct



Log In
• Once the UT EID screen appears you will need to 

enter your UT EID and your Password.
• Then press the ‘Log In’ button with your mouse.

– If you have not activated your UT EID you will need to register for a UT EID 
activation session by calling ext. 4230 or 4658

– If you’ve forgotten your EID or password call DEFINE administration ext. 4230



• Click on  Employee Biographical Info under 
Personal Info in the Related Categories and 
Services by using your mouse.

Viewing Information



Updating Personal Information
• There are a series of screens containing 

different data about you. Select the applicable 
area that you want to view/update.



Updating Personal Information
For Example
• If you need to change your phone number, select the 

Telephone Number link on the bottom left hand side.



Updating Personal Information
• Once you have the Update of Phone Numbers information area on 

your screen, then place your mouse/cursor in the field that has the 
number you need to change and enter the updated number. 

• Then using your mouse select the ‘save changes’ button in the 
middle of the screen.



Updating Personal Information
• Make sure to input all the required information in 

the appropriate fields.



Departmental Information Incorrect?

Please inform the department administrative
person or email hr@utsa.edu

Save Changes!

If this number is wrong

mailto:hr@utsa.edu�


Check your email address!
If your campus mail or emails are not reaching you, 
check your addresses 
Many different departments use this email to keep
you informed

Save Changes!



Check your emergency contacts!

Save Changes!



Mission Accomplished!
• You may now log off using the ‘log off’ button



Questions or Comments?

• We appreciate your comments on this 
presentation. Please call 4250 or email 
hr@utsa.edu.

• Your Human Resources department is here 
to assist you if you have questions about 
maintaining your record. Call ext. 4250 to be 
connected to the correct HR Professional to 
resolve your issue. 

mailto:hr@utsa.edu�
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