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

o GO to www.utsa.edu.

* Once the UTSA page appears then use your
mouse to select myUTS[A at the top of the page.
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Ahout UTSA UTSA Today Search UTSA | : E GD'
Arademics UTSA participates in Recyclemania
Atademics 2009 competition Events Calendar

The entire UTS4A community can help
recycle,

Administration


http://www.utsa.edu/�

Connecting to UT Direct

« Atthe myUTSA page scroll down to the Web
Access section and select UTDirect

myUTSA Calendars Campus Maps Site Map Directories

TE

Emplo Alumni rnrnunit

Search UTSA Gﬂl

ASAP SSAP Horme Page £ Login to ASAP 4 Class Schedules / ASAP FAD

w I CT Login to WwebCT / WwebCT Contact Page / WebCT FAQ

mg Login to myUTSAmail if you have your myUTSA ID and password.,
wu I SAmaII Login to ASAF to activate your myUTSAmail account,

UTSA Students Information about myUTSAmail and myUTSA 1D,

Lonestar has been replaced with myUTSAmail, the new student email

systermn powered by Google,

Lonestar emails will be autornatically forwarded to myUTSAmail,
UTSA Students | ocrar {login to lonestar) will be available through April 30th, 2008,

Y

Web A

weh Mail / anti-Spam Settings / Account Passwaord Rese(Ll-'I_'Direct !
BAMMNER Staff Login / RowdySpace

UTSA Faculty & Staff UTSA e-mail, anti-spam, UTDirect, BAMMER, RowdySpace and password
reset for faculty & staff.




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

UTQ)EID

THE UNIVERSITY OF TEXAS

m=ecure UT Service - please log in!

I don't know my UT EID or Password,
Velp for former students,

elp for job applicants,

Help for prospective students,

Quick Password Change and Login,

If you have never logged on to a
University of Texas secure web

service before, click here for help, Privacy Information

General UT EID Help




Viewing Information

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

THE UNIVERSITY OF TEXAS

m SEARCH | UT HOME | SITEMAP | UTDIRECT HELF | LOGOFF

My Home | My Bookmarks My Job Edit Tabs

thoose Content | Change Layout

UT Direct - My Home

UT DIRECT STICKIE E | RELATED CATEGORIES AMD SERVYICES
UTDIRECT Stickies 4 — \@
- « Personal Info )
ﬂ < Employee Biographical

S—— Info /

< Ethics Statement
:' < Parking Citations
< Paycheck Profile

Save Stickie | Clear Stickie I o Personal Information

Status

Mote that your stickie will be limited to S lines of S0 characters each. o Verification of

Employment
-\@/gﬁckfe!fel_u ..
< See full category listings

UTSA FYI [x]|




Updating Personal Information

e There are a series of screens containing
different data about you. Select the applicable
area that you want to view/update.

THE UMIVERSITY OF TEXAS

SEARCH | UT HOME | &

Employee Biographical Info My Home My Bookmarks MMy Job
UT Direct 3 Working at UT % Emploves Biographical Info
NAYIGATION MENU UT Direct » Personal Info » Employes Biographical Info

HELP Update of Personal Information

Employee Mame:
EIS Home

Information Release -- Do Mot Release My...: (Mark all that apply)
M sSocial Security Murmber Last Update: 10/24/2004

Personal Info V¥ Family Information  Last Update: 10/24/200<4

™ Home addressi{es) Last Update: 09/17/2004

Addresses & Email T Home Phone Mumberis) Last Update: O5/27 /2004

Telephone Numbers o
Ethnicity:

Emergency Contacts 0 American Indian or Alaskan

_ Asian or Pacific Islander
Education

7 Black (not Hispanic)
Teaching Experience i Hispanic

0 white (not Hispanic)
Yeteran Status
Appointment Info sender:

~ Female

0 Male

NEW! Personal Information = h I
Status ave anges

wWehbh Privacy Policy

LOGOFF




Updating Personal Information

For Example

 If you need to change your phone number, select the
Telephone Number link on the bottom left hand side.

UTSA

Employes Biographical Info

UT Diract > Workdng at UT = Emplavea 2lographical 1nfo baolrriarts
UT Cwect ¥ Persenal Indfo # Ernploves Bicarap hical InfFa

HE Update of Phone Numbers

Employes Mame:
El5 Honme

¥ Do Mot Release Home Fhone Humber

Home I[nformation
Home Phone '_ZI | I

= Home Phone =: | | I

Perspnal Info

Work Information
Zampus Phone 1: | | |

-
Campus Phonz 2 | | |
I
[m]

Telephone
Mumbers

Emwergency
Contacts

Education

Teaching ™ Don't werify my phone numbers
EIIPBI"IEI‘H’.E

| Saue Changes I

Yeteran Status

Appointment Info Last Update: O7/22/2003

Lovg off

Sa i toi Records Managemns ot

Hurmzan Resources

MHEW! Fersona | ST The University of Tegss 2t San Ardenio 2005
Information Status ek Privecy Policy | scces sibility




Updating Personal Information

« Once you have the Update of Phone Numbers information area on
your screen, then place your mouge/cursor in the field that has the
number you need to change and gnter the updated number.

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

FTHE UMIVERSITY OF TEXAS

LHSA SEARCH |/ /T HOME | STTE-AP | UTDIRECT HELP | LOGOFF
Employes Biographical Info My Home MMy Bookrmarks g Job Edit Tabs

UT Diract = Waorking at UT = Emplaveas 2igaraphical Info bood rrarts
NAYIGATION MEMU UT Dwect * Persconal Info * Ennplovee Bigaraphical Info
HELP Update of Phone Numbers

Employee Mame:
El5 Home

¥ Do HotRalease Home Phone Himber

Home Infg

Home phone '_ZI |
|

Personal Tnifo

Addresses & Email Hoarme o Eil I
Telephone YWork Information
rMumbers Campus Phone 1: | | |
Emergency Campus Phone 2: | | [
Contacts Fa: | | I
Fager
Educ ation
Teaching I T A A PR S eIl 4= g
Experience
| Save Changes I
¥eteran Status
ok Lt v 07 oo a0n s
Appointment Info Last Undate: 07/29/2003
Logoff
Garmrnents tei Records Managers ot
Hurmzn Besouroes
MHEW! Personal @The University of Tesss a2t Gan drtonic 2005
Information Status Meb Privecy Palicy | Acces sikilits



Updating Personal Information

« Make sure to input all the required information in
the appropriate fields.

THE UNIVERSITY OF TEXAS

SEARCH | UT HOME | SITEMAP | UTDIRECT HELP | LOGOFF

Employee Biographical Info [0 T = T G ET RN 1R 1 Edit Tabs
UT Direct » Working at UT » Emmploves Bloagraphical Info boolkmark
RO ALY RN ISRl  UT Direct * Personal Info » Employee Bipgraphical Info
HELP Update of Addresses and Email

Employee Mame:
EIS Home

W' Do Mot Release Home Address

Personal Info W2 {Permanent) Address Last)pdate: 01/28/2005
| S treet 1
<.&ddresses & Email et 2 |

Telephone City: I
Numbers State: | Texas =] zip: | I
[T This is a foreign address
Emergency
Contacts
US {Local) Address Last Update: 01/29/2005
Education Street 1 I
Teaching SFrEEt = I
Experience City: |
State; [Texas =l zip: | |

Yeteran Status

Appointment Info | Campus Mail Information  Last Update: 09/17/2004
Mail Code: | Human Resources - Uh




Departmental Information Incorrect?

W2 (Permanent) Address Last Update: 01/29/200

Personal Info

Street 1. |
Addresses & Email Straat o I
Telephone Numbers City: |

State: | Texas =l zip: |
Emergency Contacts [T This is a foreign address
Education

US {Local) aAddress Last Update: 01/29/005
Teaching Experience Street 1: | /
¥Yeteran Status Street 2: I

City: |

Appointment Info State: |Texas

MEW! Personal
Information Status

dfithis: mMuMber-is.Wrong

E-mail .mjdress

Web Privacy Policy

LOGOFF Last Update: 10/24/2004

[T Bypass address stan

Save

Changes!

rdization

< Save Changes I >

Please inform the department administrative

person or email hr@utsa.edu



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

Pdrsonal Info
Adresses & Email
Tefephone Numbers
Emgrgency Contacts
Edufation

Teadqhing Experience

Yetefan Status

Appofntment Info

Information Status

Web Privacy Policy

W2 (Permanent) Address Last Update: 01392005

Street 1. |

Street 2! |

City: |

State: | Texas = zip: | |

T This is a foreign address

US {Local) Address Last Update: 01/29/2006

Street 1: |

Street 2! |

City: |

State: | Texas =l zip: | |
\ Cam i i Last Update: 09/1F /2004

NEW! Personal CMail Code: | Hurnan Resu@ces - Uk

Office Location Last Update: 10/24/2004

Building 1. |_ Room 1; |

Building 2: I_ Room 2: |

v

LOGOFF

Wpdate: ooy o

[T Bypass addre

Sawve Changes

standardjZation

Save Changes!



Check your emergency contacts!

THE UNIVERSITY OF TEXAS

SEARCH | UT HOME | SITEMAP | UTDIRECT HELP | LOGOFF

Employee Biographical Info

My l ome My Bookmarks My Job

NAYIGATION MENU

HELP

EIS Home

Personal Info
Addresses & Email

Telepho umbers

Emergency Contacts

Education

Teaching Experience
¥eteran Status

Appointment Info

NEW! Personal
Information Status

Web Privacy Policy

UT Direct » Working afjUT » Employes Biographical Infao
UT Direct * Personal Iffo » Ernployee Biographical Info

Update of Emergency Contacts

Employee cH

Primayf Contact

Ma :|

wiffk Phone: | | |

Edit Tabs

boolmark

Ma |
work Noone: | | |
Home Phe: | | |

Save Changes!

Relatinnship:"\/

[T Don't verify these phone numbers,

Ge Changes |

Last Update: /f

Lagoff

Cornrments to: Records Managernent

Hurnan Resources

@The University of Texas at San Antonic 2005
We'eh Privacy Policy | Accessibility




Mission Accomplished!
* You may now log off using

THE UNIVERSITY OF TEXAS

the ‘log off' button

SEARLY | UT HD.AE | SITEMAP | UTDIREC THELP | LOGOFF
Edit Tabs

Employee Biographical Infio NG ST 0N =500 FGTETE BRI P TER 1

Web Privacy Policy

UT Direct * Working at UT * Emplovee Biographical Info bookmark
NAYIGATION MENU UT Direct = Personal Info » Ermployee Biographical Info
HELP Update of Emergency Contacts
Employee Name:
EIS Home
Primary Contact
Mame: |
Personal Info Wark Phone: I I I
Home Phone: | | |
Addresses & Email ) :
Relationship: |
Telephone Numbers
Secondary Contact
Emergency Contacts Mame: |
Education Waork Phone: | | |
Home Phone: | | |
Teaching Experience Relationship: I
¥Yeteran Status
[T Don't verify these phone numbers,
Appointment Info
Save Changes |
NEW! Personal Last Update: /f
Information Status /\
Logoff

rds Managernent
Hurnan Rezources
@The University of Texas st San Antonic 2005
Web Privacy Policy | Accessibility

Carmrm s to! B




Questions or Comments?

 \We appreciate your comments on this
presentation. Please call 4250 or emall
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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