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New 0% Faculty Position
The New Position Request eform is used to create a brand new position.

Navigation: Main Menu > HRMS > UTZ Customizations > eForms for HR/Payroll Actions > Action Request

1. Navigate to the eForms Action Request page and click on the Add a New Value tab.

2. The Initiate New eForms Request page is displayed. Select the New Position Request option from the
“Action” drop down menu.

3. The New Position Request eForm is displayed. Use the Justification text box is used to explain or
“justify” the reason for the new eForm action requested.

4. Enter the effective date for the request in the Position Eff Date field.

5. The Copy Position field allows you to enter or look up an existing Position number to copy the position
details to your new request, such as the Department, Job Code, Job Title, Standard Hours, FTE, Reports
To, etc.

New Position Request

Actions New Position Request v | Status Request ID
*Justification Request Date
Processing Messages

Request History,

*Position Eff Date [04/01/2018 |3 Copy Position Qa,

6. The Proposed Position Information section is used to enter the key attributes for the position:
a) The Position field will update with the new

Position Position ID number once the eForm has been final

“Status A v approved and completely processed in the

Company University of Texas, San Anton v system.

“Business Uit [/TS02 [ VP of Academic Afais b) The position Status defaults to “Active”.

“Department Q c) The Business Unit and Company should

Job Code a default appropriately but you may change the

“Job it default values if needed.

RegfTemp : d) Enter or look up the Department.

FullPart Time ' e) Enter or look up the Job Code. Once the Job

FLA St : Code has been entered, the Following information

:E;I:;ass . will populate: Job Title, Regular/Temp, Full/Part

- 0000000 Time, FLSA Status (NO FLSA-Exempt or Non-

S— Exempt), Sal Plan,

Mo Head Cit i f) FTE needs to be 0, Stnd Hrs/Wk will default to

‘Reports To Pos Q .01. Enter the Reports To Pos, Location Code and

Reports To Name Mail Drop ID need to be entered

Location Code Q g) For the Reports To Pos field, enter or look up

“Mail Drop ID the Position number which the new position will
Budgeted Position report to. The “Reports To Name” and email will

display.
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7. Use the Proposed Funding section to provide the funding source for the position. Enter or look up the
Cost Center or Project ID.

Note: This is a zero percent assignment, so no funds will be paid from the account you enter.
8. The following sections are not required for non-benefits eligible positions:
a) Purpose
b) Essential Functions
¢) Minimum Qualifications
d) Preferred Qualifications
e) Working Conditions
9. Use the Form Procedures section to review a checklist and answer any questions or provide additional
information.

Proposed Funding Find First K 1011 O Last

*Start Date [08/0122018|[5j #=]

[T [ Charffields | Project Info

EmCd  CostCenter Cost Center Descr Project/Grant Project Descr Funding End Date ~ Distrb % Est. Expense

e 1la Q =l El‘

Purpose
Essential Functions
Minimum Qualifications-
Preferred Qualifications
Working Conditions

Comments

"~ Form Proedures
If Benefits Eligible: Org Chart Current/Proposed Attached?

Pasition Justification Attached? Nia v

» Contact Information

|—save | [ submit | | Appiove | [ Deny | | CaliBack | |- Sendback || Cancel | |-Copy.. || CheckFunds |

10. Once all the required fields have been completed, click the Save button. Notice a Request ID number
has been assigned, with a Status of “Saved.”

New POS Requests
Actions New Position Request ¥ | |status  Saved RequestID  0Q00QOOST
Justification Request Date 06/09/2017

Processing Messages
Request History

4

11. After you’ve added your attachments and comments, click the Submit button.
12. The eForm Status shows “Pending Approvals” and the current approval routing is displayed at the
bottom of the page.

New POS Requests
e e ————————_—

Actions New Position Request v Istatus F'endingApprovaIsI RequestID Q0000087

Justification Request Date 06/09/2017
Processing Messages
Reguest History
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Department Approval

< REQUEST_ID=00000087:Pending
1

Pending
Multiple Approvers

©]
Business Office Approval
< REQUEST_ID=00000087: Awaiting Further Approvals

Appointments

Not Routed Not Routed Not Routed
Multiple Approvers 3 Multiple Approvers » Multiple Approvers
Provost == = Budget Office = Human Resources
] ]
Save Submit Approve Deny Sendback Cancel Copy...
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