UTSA Business Affairs

eForm Action Types
Appointment (Faculty)

e Hire

* For brand-new hires

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs m

Initiate New eForm Request %

Initiate New eForms Request

Actions T | Status Request ID

Processing Messages

Appointment )
Reqguest History

On the Initiate New eForm

Contract Additions and Changes

= Request page, click on
Entered By Create Person of Interest Ap po | ntm ent from the
Name End Appointment
Phone dropdown box
Email ID | Leave Of Absence
Dept ID FRVIC
P Mew Fosition Request FRVICES
Secondary Co
Retirement
Name
Phone Return From Leave
Termination
=] Motity | | ! Sl

Human Resources



rsity of Texas at San Antonio

UTSA Busmess Affairs

New Appt: New Hires, Add'l Appts, Rehires, Ext Transfers

Actions Appointment Y Status
In the Justification box,
explain the purpose of the
request

* Justification |Hire new Professor

Empl ID QL Search

Empl RCD .Job Indicator Company HR 5tatus  Payroll Status  Eff Date Action Reaszon

1 0

Human Resources



rsity of Texas at San Antonio

UTSA Busmess Affairs

New Appt: New Hires, Add'| Appts, Rehires, Ext Transfers

Actions Appointment ¥ | Status

* lustification |Hire new Professor

Use the Search button to
search for an employee

Empl ID QL Search

Empl RCD Job Indicator Company HR Status Payroll Status  Eff Date Action Reason

1 0

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

Search Match

First Name [—ount
Last Name |Cracula
Empl ID a

Search

B Phone Address

Source 1D Company Empl ID Universal 1D

Cancel

Type of Name

First Name

Search for your employee by First
and Last Name. Use the National
ID and BirthDate fields to filter
your search results.

= 4] L1

Middle Name | Last Name BirthDate MNational 1D

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

Search Match

First Name [—ount
Last Name |Cracula
Empl ID a

Search

B Phone Address

Source 1D Company Empl ID Universal 1D

Cancel

Type of Name

Last Name BirthDate MNational 1D

If your employee is not listed, click

on Cancel.

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

L L

*Hire Type “Hire Reason

*Start Date - Expected End Date e End Job Automatically
*Position Hire

Empl 1D Empl Rcd MName

Rehire Select the Hire Type

Posting I1D¢ | ) 0

Hire = Brand new employee
Rehire = Former UTSA employee

*Empl Class

*Pay Group

FICA Status v
Comp Frgncy

FTE

*Rate @ 100%

Rate @ FTE

Monthly Rate @ FTE
*Hourly Rate

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

*Hire Type | HIre ¥ | *Hire Reason v

. -
Position Q Hire
Posted Flag Empl 1D S e | Position Entry Date

Posting 1D 0

*Empl Class r Se|eCt the Hire Reasorl

*Pay Group

FICA Status v Hire = Hire
Comp Frgncy

FTE . . - -
Rate @ 100% Rehire = Rehire Same Institution

Rate @ FTE or Rehire Return-to-Work Retiree

Monthly Rate @ FTE
*Hourly Rate

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

*Hire Type | HIre " | *Hire Reason |HIre bl
*Start Date (08132018 M Expected End Date El End Job Automatically
*Position Q
STARS Posted Empl ID Empl Red | Name
Requisition 0
D Enter the Start Date.

Tenure/Tenure Track faculty do not

have end dates.
Comp Frgncy ¥

FTE

*Rate @ 100%

Rate @ FTE

Monthly Rate @ FTE

*Hourly Rate

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

*Hire Type | Hire ¥ | *Hire Reason |Hire M
“Start Date [08/15/2018 Ml Expected End Date El End Job Automatically
*Position 10027457 Q)
¥| STARS Posted N&mpl ID Empl Rcd  Mame Position Entry Date
Requisition [T 7201845678 ,m
ID Enter the Position number.

Click the Magnifying Glass to

Comp Ergney | Contract = search for a vacant position

FTE 0.200000

*Proposed 9mo Academic Rate @100%
Proposed 9mo Academic Rate @FTE
Proposed Monthly @FTE

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

*Hire Type | HIre ¥ | *Hire Reason |HIre hd
“Start Date [08/15/2018 Ml Expected End Date El End Job Automatically
*Position 10027457 |
#| STARS Posted | Empl ID Empl Rcd  Mame Position Entry Date
Requisition TT201845678 0
1D

This field can be skipped for
faculty. Posted Flag and

FTE J.20000g Posting ID are not mandatory
*Proposed 9mo Academic Rate @100%

Comp Frgncy | Contract v

Proposed 9mo Academic Rate @FTE
Proposed Monthly @FTE

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

*Hire Type | HIre ¥ | *Hire Reason |HIre hd
“Start Date [08/15/2018 Ml Expected End Date El End Job Automatically
*Position (10027457 |
¥| STARS Posted |Empl ID Empl Rcd  Mame Position Entry Date

ID

Comp Frgncy | Contract \

FTE 0 200000 Tip: Before you enter salary,

update the position

*Proposed 9mo Academic Rate @100%
Hours/FTE.

Proposed 9mo Academic Rate @FTE
Proposed Monthly @FTE

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

*Hire Type | HIre ¥ | *Hire Reason | Hire v

*Start Date (08/15/2018 [  Expected End Date [54) End Job Automatically

*Position  |10027487 |Q

¥| STARS Posted Empl ID Empl Rcd  Name

ID
Comp Frgncy | Contract v
FTE 1.000000 Comp Frequency, and FTE
*Proposed 9mo Academic Rate @100% 47769.231 will auto-populate based on
Proposed 9mo Academic Rate @FTE 47769.231 the pos entered
Proposed Monthly @FTE 5307 692
Contract Action Create Mew Contract T Contract #

Contract Start Date [08/15/2018 |5
Contract End Date [08/31/2018 [5)]
Contract Worth 3000000

Renewal Indic Renewal Count
Recalculate Flag: ¥

Human Resources



rsity of Texas at San Anton

UTSA Busmess Affairs

Comp Frgncy | Contract v

FTE 1.000000

*Proposed 9mo Academic Rate @100% 47769.231
Proposed 9mo Academic Rate @FTE 47769.231

Proposed Monthly @FTE 5307 .692

Contract Action | Create New Contrac v Contract #

Contract Start Date (08/15/2018 |[5] Enter the Contract Wor

Contract End Date |08/31/2018 [ This will guarantee they r
Contract Worth 3000.000 what is owed to them for
last 2 weeks of Augus

Renewal Indic Renewal Count
Recalculate Flag: ¥

Human Resources



rsity of Texas at San Anton

UTSA Busmess Affairs

Contract Action Create New Contract v Contract #

Contract Start Date [08/15/2018 4 Enter the Contract Start and

Contract End Date |08/31/2018 [z End Date
Contract Worth 3000.000
Renewal Indic Renewal Count

Recalculate Flag: ¢

Do not check the Renewal
Indic box or Renewal Count

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

*First Name Count

Mid Name

*Last Name Dracula

*Address 1 1 UTSA Circle Clean Address

i?:reas 2 Sam Anioma Enter the employee’s
biographical data. All

State T Required fields are marked

*Zip 75249 with an asterisk.

*County Bexar

*Country USA Q) United States

*Birth Date 017011970 [+

*Q SN AR AE0803

*Gender Male ol

*Home Email thecounti@yahoo.com

*Home Phone 210-789-3080
Business Phone 210-453-4248

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

*First Name Count

Mid Name

*Last Name Dracula

*Address 1 1 UTSA Circle Clean Address

Address 2

*City San Antonio

State TX

Zip 78749 Click the Clean Address.link

“County Bexar to verify the address against
USPS.

*Country USA Q United States

*Birth Date 01/011970 |[5)

*SSN sEr=.0808

*Gender Male v

*Home Email thecounti@yahoo.com

*Home Phone 210-789-3080
Business Phone 210-453-4248

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

Rocition 0027487 Profile 10

Effective Date  |01/16/2016

Status Active ol

Company University of Texas, San Anton v

Business Upit (U T302 VP of Academic Affairs

Department AENDD4 COE MECHANICAL ENGINEERING

Job Code 10010 PROFESSOR

Job Title PROFESSOR

Reg/Temp Regular v

Full/Part Time | Fart-Time v
Exempt T

FLSA Status

Mon-Tenure Track Far v

Empl Class

FTE 0. 200000

Stnd Hrs/Wk 5.00

Max Head Cnit 1
1026955

Reports To Pos
Reports To Name|Hai-Chao Han

Reports To Email |Hal-Chao.Han@utsa.edu
Location Code |EB

Mail Drop ID 01360

Position 0027487

Effective Date  |01/16/2016

Status Active v

Company University of Texas, San Anton Y

Busines§ U . _

neparen;  1HE €FOrm will display all of = c

1ondod. | the Current position attributes

Job Title | ) g mCe T L

Reg/Temp Regular v

Full/Part Time | Full-Time v
Exempt T

FLSA Status
Mon-Tenure Track Facu

Empl Class

*FTE 1.000000
Stnd Hrs/WK 40.00
Max Head Cnt 1

Reports To Pos 10026955 QY

Reports To Name |Hal-Chao Han

Reports To Email |Hai-Chao.Han(@utsa.edu
Location Code |[EE Q

Mail Drop ID 01360

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

Position 0027457 Profile 1D
Effective Date  |01/16/2016

Status Active ¥

Company University of Texas, San Anton Y
fus Freve
Dep Some p05|t_|c_)n a'_[trlbutgs can
o be modified, including

o Reg/Temp, FTE/Standar_d
Reg Hours, Repor_ts To, Location,
I and Mail Drop ID.

FLSA Status Exempt .

MNon-Tenure Track Fai v

Empl Class

FTE 0.200000
Stnd Hrs/Wk 5.00
Max Head Cnt 1

_____

Reports To Fos
Reports To Name Hai-Chao Han
Reports To Email [Hai-Chao Han@utsa. edu

Location Code |EB

Mail Drop ID 01360

NHERING

Position
Effective Date
Status
Company
Business Unit
Department
Job Code
Job Title
Reg/Temp
Full/Part Time
FLSA Status
Empl Class
*FTE

Stnd Hrs/Wk
Max Head Cnt

Reports To Fos

0027487
01/16/2016

Active Y

University of Texas, San Anton T
uTs02 VP of Academic Affairs
AEMNOD4 COE MECHANICAL ENGINEERING
10010 PROFESSOR
PROFESSOR

Fegular T
Full-Time A
Exempt T

MNon-Tenure Track Facu v
1.000000
40.00
1
10026955 |

Reports To Name |Hai-Chao Han

Reports To Email [Hai-Chao Han@utsa. edu

Location Code

Mail Drop 1D

EE Q
01360

Human Resources



niversity of Texas at San Antonio

UTSA Business Affairs

Position Information

Regqgular
« 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

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

The Current Funding for the
position is displayed; use the
Proposed Funding section to
make any changes to the
existing funding source(s) or
distribution(s).

Start Date 09/01/2017
Charffields Project Info

Em Cd CostCenter Cost Center Descr Project/Grant Project Descr Elg?;jing £ Distrb % Est. Expense
DEPT OF MECH 1 f
EGEOTS ENGININEERING 00.00a
*Start Date 08/15/2018 |[5 ][]
Chartfields Project Info
Em Cd Cost Center Cost Center Descr Project/Grant Project Descr Funding End Date  Distrb % Ei::;ense
BEUDGET FLAMMING & - 1 . =
EGX010 R | DEVELOPMENT a, 5 00.000 [+]|[=]

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

The Proposed Funding
section has been added. The
total distribution percentage

must always equal 100% K404
Start Date 09/01/2017

Charffields Project Info

Ermn Cd Cost Center Cost Center Descr Project/Grant Project Descr E';:'Sing =il Distrb % Est. Eypense
DEPT OF MECH 4 f
2= ENGININEERING LLLil

*Start Date [08/15/2018 [

(] [=]
Charffields Project Info
Ern Cd Cost Center Cost Center Descr Project/Grant Project Descr Funding End Date Distrb % Ei::;ense
EUDGET PLANNING & Py ; =
EGX0T0 | DEVELOPMENT < Y| 100.000 +]|[=]

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

Answer the appropriate form

guestions

¥
»
-

CBC Submitted?

Date of CBC Submission :

Category of CBC Submitted

Is the Employee a TRS Return to Work Retiree?
¥

Save SLomit Approve Deny E sendbac Cance Copy Check Funds

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

»

[3

- Click the Save button
CBC Submitted?
Date of CBC Submisy This has to be done prior to
Category of CBC Hbmitted adding attachments or
|5 the Employeg’a TRS Return to Work Retir Commen’[S

»

m
J
!
[

Save SLomit Approve Deny Copy Check Funds

Human Resources



rsity of Texas at San Antonio

UTSA Busmess Affairs

click Add/Delete to
add Attachments

-
Type Note Attached File Attach Date/Time By
1
AddiDelete ) )
Click the Add/Edit button to add
form Comments.
-
All comments will be visibleto S AddEd
everyone in the approval chain
Comment By DateTime

Human Resources



UTSA Business Affairs

New Faculty

« Memo of Appointment or Offer Letter required
» Category ACBC

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

Click the Submit form to forward
the request for approval

-
CBC Submitted?
Date of CBC Submission =

Category of CBC Submitted

Is the Employee a TRS Returgfto Work Retiree?

Save Submit Lpprove Deny CallBack Sendback Cancel Copy... Check Funds

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

Department Approvals

= REQUEST_ID=00004659:Approved (& viewHide Comments
Faculty/Student Appointment

Approved
Manuel & Diaz
¢ Department Head/Manager
052418 - 5116 PM
I Comments
Funding Approvals

=~ REQUEST_ID=00004659:Approved

Funding Approvals Faculty forms will always route to
Auto ’E';'ﬂ[.iff.‘éia; the Dean’s Office and VPAFS for
Y enanasir approval

- Comments
Business Office Approvals
=~ REQUEST_ID=00004659:Approved

Faculty/Student Appointments

Approved
Kirstin M Wilsey
v Dean Approved Approved Approved
05/2518 - 8:48 AM Kevin Mccollom David W Nixon Samantha Hernandez
Ckinped VPAFS Budget Office HR Day Cne
ppmaria Alvarez Y ossi1e- 9.3 Al Y ossia- 10:41 Al v osisi- 1212 P
1 Dean

—*  05/24M18-516FM



