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Appointment

• Hire

• Rehire

• Rehire- Same Institution

• Return to Work Retiree



Navigation
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From the PeopleSoft start 

page, click on the Create 

New Request link under 

the eForms section



Initiate New eForm Request
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On the Initiate New eForm 

Request page, click on 

Appointment from the 

dropdown box



In the Justification box, 

explain the purpose of the 

request
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Either type in the Empl ID 

for an existing employee or 

click the Search button to 

search for an employee
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Type in the employee’s 

First Name, Last Name, 

and/or Empl ID, and click 

Search
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The results can be filtered 

by any of the column 

headers.  Click Select to 

pull in the employee’s 

information into the form

If the employee doesn’t 

exist, click Cancel to return 

to the form
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National ID will display last 

4 of SSN

Review the SSN and DOB 

to complete your search
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If the employee doesn’t 

exist, click Cancel to return 

to the form



Human Resources 04/2018

Select the Hire Type

Hire = New to UTSA
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If Hire is selected, then the hire 

reason will be Hire.

Type: Hire = Reason: Hire



Rehires

• Returning to work at UTSA
• Rehire- Same Institution

• Rehire- Return to Work Retiree

• Only used for employees who have retired from UTSA
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Select the Hire Type

Rehire = Existing/Former UTSA 

employee
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If Rehire is selected, then the hire 

reason will be one of the following: 

Rehire: Same Institution

Rehire: Return-to-Work Retiree
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If Rehire is selected, the personal 

information section will load with 

the data already in PS. Use the 

Proposed Personal Information 

section to update, as necessary.
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Enter the Start Date and End 

Date.

If and End Date is entered, click 

the End Job Automatically 

button
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Enter the Position number.  

Click the Magnifying Glass to 

search for positions
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The search results will default 

to your current Department
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On the Look Up Position 

screen, a position can be 

filtered by any of the search 

criteria
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The search results can be 

sorted by clicking on any of the 

column headers
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If the Empl ID and Name show 

as ‘Blank’, this indicates the 

position is currently vacant

Click on the position to bring it 

over to the form
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If the Position was filled now or 

in the future, the Incumbents 

information will appear
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If the job was posted in 

STARS, click on the Posted 

Flag and enter the 

Requisition ID in the Posting 

ID field

This will determine the form’s 

routing
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The Empl Class, Comp 

Frequency, and FTE will 

populate based on current 

position data.
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Enter the Proposed Salary.

One field will calculate the 

other two.
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Monthly salary of $800 

calculated the Annual Rate of 

$19,200.



Beware of changes to hours/fte
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Hours were changed from 

20 to 10. The monthly rate 

of $800 was changed to 

$400 automatically. 
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Enter the employee’s 

biographical data.  All 

Required fields are marked 

with an asterisk.
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Click the Clean Address link 

to verify the address against 

USPS.
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Use the Validate Address link 

to verify the address against 

USPS.
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Once the social security 

number is entered, the field will 

only display the last four 

numbers for security purposes
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The eForm will display all of 

the Current position attributes
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Some position attributes can 

be modified, including 

Reg/Temp, FTE/Standard 

Hours, Reports To, Location 

Code, and Mail Drop ID



Position Information

• Regular
• Employee will work more than 135 days

• Temporary
• Employee will work less than 134 days

• Full Time
• Employee works 40 hours per week

• Part-Time
• Employee works 39 hours or less per week
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The Current Funding section 

displays the current effective 

funding on the position 

selected.
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Under the Proposed Funding 

section, the Start Date will 

default to the Hire start date 
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Enter the Cost Center and/or 

Project/Grant and Distribution.

All funding periods must equal to 

100% distribution

If using a Project/Grant, the Funding 

End Date will default to the Project 

End Date
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Answer the appropriate form 

questions
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Click the Save button

This has to be done prior to 

adding attachments or 

comments
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Click Add/Delete to add 

Attachments
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Click the Add/Edit button to add 

form Comments.

All comments will be visible to 

everyone in the approval chain
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Click the Submit form to forward 

the request for approval



Department Approvals

Once the form has been 

submitted, the workflow approval 

steps will be show.

Click on the Multiple Approvers 

link to display who can/will 

approve the form on the 

respective steps



Questions?

Contact:
Human resources
(210) 458-4648

dayone@utsa.edu
compensation@utsa.edu
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