UTSA Business Affairs

eForm Action Types
Contract Additions and Changes

« Update an existing contract
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UTSA Business Affairs “eForms |
| @
What does this form do? i

Changes

* Make a changes mid-
contract

 Make fte changes as
well as salary
changes
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The University of Texas at San Antonio

UTSA Business Affairs m

Initiate New eForm Reguest %

Initiate New eForms Request

Actions ¥ | Status Request D

Processing Messages

Appointment On the Initiate NeW eFOI‘m Reguest History
Contract Additions and Changes Request page’ CliCk on
Entered By | Create Person of Interest Contract Additions and
Name | £ng Appointment Changes from the
Phone
Email ID | Leave Of Absence dropdown bOX
Dept ID FRVICES

Mew Fosition Request

Secondary Co

Fetirement
Mame

Phone Return From Leave

Termination
=] Motity | | ! el
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The University of Texas at San Antonio

UTSA Business Affairs

In the Justification box,

Contracts: Add New or Change Existing explam the purpose of the

request
Actions Contract Additions and Changes ¥ | Status e
*Justification §|change contract amount eff July Request Date

Processing Messanq

1%

Fequesi History

o
Select Emplid and Position Below
Empl ID 5001213465 &'} Hernandez, Sam Show Current Additional Pay
Select Empl RCD Job Indicator Company HR Status  Payroll Status  Eff Date Action Reason Dept 1D
1 0/ Primary SAM Active Active 0902017 Data Change Contract AEHOOTY
2 |# 1 Secondary SAN Active Active 06/01/2018 Hire Hire AEHODOT

Effective Date [07/01/2018 |5

Human Resources




The University of Texas at San Antonio

UTSA Business Affairs

Contracts: Add New or Change Existing

Actions Contract Additions and Changes v Status Type in the Empl ID fOI‘ an ‘equest 1D
* Justification |change contract amount eff July existing employee ‘equest Date

rocessing Messages

Heguest History

S
Select Emplid and Position Below
Empl ID 6001213485 QL Hemandezy Sam Show Current Additional Pay
Select Empl RCD Job Indicator Company HR 5Status  Payroll Status  Eff Date Action Reason Dept ID
1 0| Primary SAN Active Active 089/01/2017 Data Change Contract AEHOOT
2 |# 1 Secondary SAMN Active Active 08/01/2018 Hire Hire AEHOOT

Effective Date[07/01/2018] |5
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The University of Texas at San Antonio

UTSA Business Affairs

Contracts: Add New or Change Existing

Actions Contract Additions and Changes ¥ | Status Se|eC’[ the CheCkbOX Of the
*Justification |change contract amount eff July .- : .
position associated with the
contract
Select Emplid and Position Below
Empl ID 6001213465 3 Hemand_eZ, Sam
Select Empl RCD Job Indicator Cofhipany HR Status  Payroll Status  Eff Date Action Reason
1 0_BrMary SAM Active Active 0902017 Data Change Contract
2 |# 1 Secondary SAN Active Active 06/01/2018 Hire Hire

Effective Date [07/01/2018 |5
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Request ID
Request Date

Processing Messanq

1%

Fequesi History

Show Current Additional Pay

Dept 1D

AEHOOT

AEHOOT




The University of Texas at San Antonio

UTSA Business Affairs
This information auto-populates
and can'’t be changed.

Empl Class | Mon-Standard Semester Faculty v Empl Class | Non-Standard Semester Faculty v
Pay Group | UTSA Monthly v Pay Group | UTSA Monthly v
Comp Frgncy | Confract v Comp Frgucy  Contract v
FTE 0.740000 *FTE 0.740000
Current 9 Mo Academic Rate @ 100% 34459 458 *Proposed 9 Mo Academic Rate @ 100% 36486.486
Current 9 Mo Academic Rate @ FTE 25500.000 Proposed 9 Mo Academic Rate @ FTE 27000.000
Current Monthly@FTE 2833.333 Proposed Monthly@FTE 3000.000
Expected Job End Date 08/31/2018 Auto End Job Expected Job End Date 08/31/2018  [54 Auto End Job
Contract # 4 Contract Actn | Update Existing Confract T Contract # 4
Pay Type Pay Over Confract ¥ *Pay Type Pay Over Confract v
Payment Term | Fay over X’ months ¥ Payment Term | Pay Over "X’ Dates v
Contract Start Date |06/01/2018 *Contract Start Date [06/01/2018 |[5]
Contract End Date [0&/31/2013 *Contract End Date |[08/31/2018 [+
Payment End Date |08/31/2018 Contract Worth 8000.000
Contract Worth 2500.000
Renewal Indic Renewal Count
Renewal Indic Renewal Count
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The University of Texas at San Antonio

UTSA Business Affairg

FTE, Salary, and End Date can
be changed.

Empl Class Mon-Standard Semester Faculty v Empl Class Mon-Standard Sekester Faculty v
Pay Group | UTSA Monthly v Pay Group | UTSA Monthly v
Comp Frgncy | Contract v Comp Frgucy Contract v
FTE 0.740000 *FTE 0.740000
Current 9 Mo Academic Rate @ 100% 34459 459 *Proposed 9 Mo Academic Rate @ 100% 36486.436
Current 9 Mo Academic Rate @ FTE 25500000 Proposed 9 Mo Academic Rate @ FTE 27000.000
Current Monthly@FTE 2833.333 Proposed Monthly@FTE 3000.000
Expected Job End Date 08/31/2018 Auto End Job Expected Job End Date 08/31/2018 [5) Auto End Job
Contract # 4 Contract Actn | Ypdate Existing Contract T Contract # 4
Pay Type Pay Owver Contract v *Pay Type Pay Cver Conftract v
Payment Term | Pay over "X’ months v Payment Term | Pay Over "X’ Dates v
Contract Start Date |06/01/2013 *Contract Start Date [06/01/2018 [x]
Contract End Date |08/31/2018 *Contract Fod Date 08/31/2018 5]
Payment End Date |08/31/2013 Contract Worth 9000.000
Contract Worth &500.000
Renewal Indic Renewal Count
Renewal Indic Renewal Count
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The University of Texas at San Antonio

UTSA Business Affairs

Empl Class | Mon-Standard Semester Faculty v
Pay Group UTSA Monthly -
Comp Frgncy  Contract -
FTE 0.740000

Current 9 Mo Academic Rate @ 100% 344509 459
Current 9 Mo Academic Rate @ FTE 25500.000

3

Ead

Current Monthly@FTE 233323

Expected Job End Date 08/31/2013 Auto End Job

E:::: Do not update the payment
Payme type or term.
Contra

v

Contract End Date [0&/31/2013

v

Payment End Date |02/31/2018

Contract Worth 2500000

Renewal Indic Renewal Count

Empl Class | Non-Standard Semester Faculty v

Pay Group UTSA Monthly T
Comp Frgucy Contract r

*FTE 0.740000

*Proposed 9 Mo Academic Rate @ 100% 36486 436
Proposed 9 Mo Academic Rate @ FTE 27000.000
Proposed Monthly@FTE 3000.000

Expected Job End Date 08/31/2018  [54 Auto End Job

Contract Actn | Update Existing Contract v Contract # 4
*Pay Type Pay Over Confract r
Payment Term | Pay Cver X Dates v

*Contract Start Date [06/01/2018 [4]
*Contract End Date |[08/31/2018 [+
Contract Worth 000,000

Renewal Indic Renewal Count
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The University of Texas at San Antonio

UTSA Business Affairs

Change funding if
necessary

Start Date 08/01/2017
Chartfieids Project Info =2k

Funding End Distrb % Est. Expense

Ermm Cd Cost Center Cost Center Descr Project/Grant Projgct Descr Date
EGDO024 DEPT OF EDUC LEADERSHIP 100.000
*Start Date [09/01/2017 [5 [+][=]
Chartfields Project Info B>
Em Cd CostCenter CogsdCenter Descr Project/Grant Project Descr Funding End Date | Distrb % Est. Expense
- DEPT OF EDUC - Py . =
EGD034 Q, LEADERSHIP Q, 5 00.000 +][=]
¥
2
»

Save Submit Approve De CallBact Sendbaci Cance Copy Check Funds
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The University of Texas at San Antonio

UTSA Business Affairs

Start Date 09/01/2017
Chartfields Project Info [Z=T W

Funding End

ErmCd CostCenter CostCenter Descr Project/Grant Project Descr Date Distrb % E=t. Expensze
EGDO034 DEPT OF EDUC LEADERSHIP 100.000
*Start Date |09/01/2017 |[& : [+][=]
Chartfields | Projectinfo | JE=H Click the Save button
ErmnCd |Cost Center Cost Ceptertg=cr . . unding End Date Distrb % E=t. Expensze
o orenuk This has to be done prior to
EGDO34 i H # 100.000 +l| 1=
2 | EADERSHIP adding attachments or . 4+ (=]
comments

Save Approve Cien CallBac sendbac Cance Cof Check Funds
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UTSA Business Affairs

click Add/Delete to
add Attachments

-
Type Note Attached File Attach Date/Time By
i
AddDelete ) )
Click the Add/Edit button to add
form Comments.
=
All comments will be visible to [ S| addEdt
everyone in the approval chain
Comment By DateTime
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The University of Texas at San Antonio

UTSA Business Affairs

Start Date 09/071/2017
Chartfields Project Info [==2 K,

Funding End

ErnCd CostCenter |CostCenter Descr ProjectiGrant Project Descr Date Distrb % Est. Expense

EGDO34 DEFT OF EDUC LEADERSHIP 100.000

*Start Date (0012017 [5
Chartfields Project Info [Z=k

Date Distrb % Est. Expense

ErnCd | Cost Center Cost Center Descr Pro CI|Ck the Smelt button

o DEPTgFEDUC 7 [ 100000 3567150 [+ (=]

2
ECDO4 LEAERSHIP

................................

Save Submit Approve Den

................................
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Cancel Copy... Check Funds



