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UTSA Business Affairs

Agenda

* Check-In

* Qverview

* Timeline

* PeopleSoft
* Questions

People Excellence



The University of Texas at San Antonio

UTSA Busir?eés Affairs

Overview

 Establish uniform appointment processes to
Improve:
« Consistent with month-to-month salary payments
* No timesheet required
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UTSA Business Affairs

Timeline

« Submit eforms for brand new or rehired graduate
student employees no later than 31 days before
effective date

« CBC request needs to be submitted as soon as
possible
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UTSA Business Affairs

PeopleSoft

« Similar to faculty- there will be 2 entries In

PeopleSoft
« Job Data

e Contract Data
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The University of Texas at San Antonio

UTSA Busir;eés Affairs

Job Data

« Grad Students will have an appointments for either:
« Semester by semester

« Academic Year (Fall/Spring)
* Summer

View All

Empl ID Empl Record Name First Name Last Name

6001520092 | 0 Weirui Shi | Weirul Shi
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rsity of Texas at San Anton

UTSA Busmess Affairs

Appointment Periods & FTE

New Hire Student Hire Date 8/16 8/31
Full Fiscal Year 9/1 8/31
Full Academic Year (if new hire) 8/16 5/31
Full Academic Year (if rehire with August existing appointment) 9/1  5/31
Fall Only 8/16 12/31
Spring Only 1/1  5/15
Summer Only 6/1 8/31

0.475 19

0.33 13

0.25 10
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UTSA Business Affairs

Job Data

« Job Data Displays
« Start Date/End Date
* Position info
* Reports To
 Hours/FTE
« Contract Worth
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‘ Work Location ‘ Job Information Job Labor Payroll Salary Plan Compensation
Weirui Shi EmplID &001520092
Employee Empl Record 0
Work Location Details (7 | Q | 1of1 v

“Effective Date | 11/16/2020 | Go To Row H + || - |

Effective Sequence 0 *Action | Rehire v

HR Status Active Reason | Rehirs - Same Institution hd
Payroll Status  Active *Job Indicator | Primary Job A
Current 8
Position Number | 10035050 Q GRADUATE RESEARCH ASSISTANT
Override Position Data
Position Entry Date  11/16/2020
Position Management Record
Regulatory Region USA United States
Company SAN University of Texas, San Anton
Business Unit UTS02 VP of Academic Affairs
Department ASC008 COS BIOLOGY
Department Entry Date  11/16/2020
Location BSE BIOTECH SCIENCES & ENGRNG
Establishment ID | SAN Q UT San Antonio Date Created 11/13/2020

Last Start Date 11/16/2020
Expected Job End Date | 05/31/2021 End Job Automatically
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The University of Texas at San Antonio

UTSA Business Affairs

Weirui Shi EmplID 6001520092

Employse Empl Record ()

Job Information Details (7) ‘ Q |
Effective Date  11/16/2020 | o 20,10 Row

Effective Sequence Action Rehire
HR Status Active Reason Rehire - Same Institution
Payroll Status  Active Job Indicator Primary Job
Current 0
Job Code  10090A GRADUATE RESEARCH ASSISTANT

Entry Date  11/16/2020

Supervisor Level

Reports To 10027522 PROFESSOR 6001024580 Nicole Wicha
Regular/Temporary Regular Full/Part Part-Time

Empl Class GRA Officer Code Not Applicable
Regular Shift Not Applicable Shift Rate
Classified Ind  Classified Shift Factor

Standard Hours @
Standard Hours 19.00 Work Period W Weekly
FTE 0.475000
Adds to FTE Actual Count? Encumbrance Override
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The University of Texas at San Antonio

UTSA Business Affairs

Weirui Shi EmplID 6001520092
Employee Empl Record 0
Compensation Details (@ Q

Effective Date  11/16/2020

It takes the 9 or 4.5 month

Effective Sequence 0

HR Status ~ Active rate and adjuststhe
Payroll Status  Active Job I payment based on the » B
Compensation Rate 20,296.30%1 uso Q hourS/fte
Academic Rate
» Comparative Information (@
» Pay Rates (@
Default Pay Components (No Proration Selected) Contract Change Prorate Option
Pay Components @ This is the 9 month or 4.5
=2 month rate.
Amounts Controls Changes Conversion | | |f th|S person Worked 40
*Rate Code Seq Comp Rate Curregicy hours, thlS amou nt WOUId

1 |CNTRCT Q 0 42,729.044210 53 usD Q equal the ContraCt Worth
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UTSA Business Affairs

Contracts- Pay Types

 Faculty 9/9
« Salary Is paid over a 9 month period
« Used for 9 month/full academic year (fall & spring)

* Pay Over Contract
 Paid over a specific time period
* 4.5 month payments (single semester)
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The University of Texas at San Antonio

UTSA Business Affairs

Contract Entry

Weirui Shi Employes EmplID 6001520092 Empl Record ]

Contract ID 0000001 Status  Active [ Recalculate Contract

Contract Information (2 | Q |

Pl

*Effective Date | 11/16/2020  [::] _

Contract Pay Type | Pay Over Contract -
*Payment Term | Pay owver "X' months -

*Monthly Frequency |M Q Monthly Calculation Method | Prorate b
Pay Period Hours *Daily Hours 3.00
*Assign Hours To | Mot Applicable e

*Contract Begin Date |11/16/2020 "? *Contract End Date | 05/31/2021 H

Payment Begin Date | 11/16/2020 "-? Payment End Date |05/31/2021 M

| |

Actual Start Date | 11/16/2020 Termination Date | 05/31/2021  [z:]

Last Payment Date School Schedule Q,

[ Exclude Holiday Schedule
[ Prorate Hrs in Partial Period

[ Renew Contract Automatically
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sity of Texas at San Antor

UTSA Business Affairs
Workflow °9

Requester

, Department Budget :
Seugg:'rf . Approver Authority . Back Office .

Complete
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UTSA Business Affairs

Eform Submission
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The University of Texas at San Antonio

UTSA Business Affairs

Navigation

EF'DFITlS View Existing Requests First
Create New Request RequestID eForms Action Status Name
11 00000799  Return From Leave Complete Manually Dawson,Jessica K
L] T 12 00000922 New Position Request Completed
Budget Overview 1300001050  Appointment Approved Hankins, Shamika
— v Reports 14 00001051  Termination Complete Manually Salinas,Reynaldo
1500001235 Appointment Approved Sam Arella

RequestID eForms Action Status Name
600000799  Return From Leave Pending Approvals Dawson,Jessica K
700000791  New Position Request Pending Approvals
Pending Approvals Tony Stark
Pending Approvals Southerby,JD

Pending Approvals Elmer Fudd

Click any link to take you to | "~ " 7
the appropriate pages

Human Resources

. REMINDER: Motice to all benefits eligible employees regarding Vacation Leave Balances
. IMPORTANT - Pay Advice ESS Instructions
More...
Finance
. Disbursements & Travel Services (DTS) Training Materials
More..
System Announcements
. Leave Accrual Availability
. Paycheck View Availahility
. Timesheet Deadlines
. Retrieving and Understanding Your Compensatory Time Balances

More...




The University of Texas at San Antonio

UTSA Business Affairs

Initiate eForm Request

Employee Self-Service

Personalize: Content | Layout

Employee Self Service

\/i Personalize | Find | View All
. Create New Request RequestID eForms Action Status Name
CI |Ck Creat e N eW o i Consent 11 00000799  Return From Leave Complete Manually Dawson,Jessica K
T 12 00000922 New Position Request Completed
R eq uest Budget Overview 1300001050  Appointment Approved Hankins,Shamika
Reports 14 00001051  Termination Complete Manually Salinas,Reynaldo
1500001235  Appointment Approved Sam Arella

My UT Benefils, Teachers Refirement System, UT OEB. UT Retirement Manager

Approval Personalize | Find | View All First
RequestID eForms Action Status Name
UTSA Business Solutions Center | &~ | 600000799  Return From Leave Pending Approvals Dawson,Jessica K
700000791  New Position Request Pending Approvals

Total Contracts Manager 800001385  Appointment Pending Approvals Tony Stark
Rowdy Exchange 9 00001229 Appo!ntment Pend!ng Approvals Southerby,JD

10 00001382  Appointment Pending Approvals Elmer Fudd
Rowdy Exchange Training_Snippets
Copying a Requisition to a Mew Cart .
Creafing Receipls Request ID eForms Action Status Name
Shopping for Non-Catalog liems 1 Request ID

Adding_an Attachment o a Requisition

Approving Requisitions UTSA Announcements

Xtender Human Resources
. REMINDER. Motice to all benefits eligible employees regarding Vacation Leave Balances
e S — o~ | . IMPORTANT - Pay Advice ESS Instructions
More...
y . Durat Finance
eave ] uration
i . Disbursements & Travel Services (DTS) Training Materials
Vacation Leave 37.00 Hours lore .
System Announcements
Sick Leave 25 50 Hours ] Leave Accrual Availability
. Paycheck View Availahility
Straight Comp 5.00 Hours . Timesheet Deadlines
Details . Eetrieving and Understanding_ Your Compensatory Time Balances

More...




UTSA Business Affairs

eForm Action Types

Appointment
* Hire

« Brand new hires

» Used to create new empl record(s) for dual appointments
* Rehire

« Same Institution — Worked at UTSA in the past
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The University of Texas at San Antonio

UTSA Business Affairs

Initiate eForm Request

Initiate New eForms Request

Action
Actions i bl E Status Request D
Justification Request Date

Frocessing Messages

Request History

4
Contact Information
Entered By
Name Cory Thomas
Phone  210/453-4250
Email ID corythomas@utsa.edu
DeptiD BHROO1 HUMAN RESOURCE SERVICES
Secondary Contact
Name
Phone
=] Motify El Add
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The University of Texas at San Antonio

UTSA Business Affairs m

Initiate New eForm Request %

Initiate New eForms Request

Actions ¥ | Status Request ID

Justification — Request Date

Processing Messages

Appointment N ——
On the Initiate New eForm = —

Contract Additions and Citegges

r Request page, click on
Entered By Create Person of Interest Appo I ntment from the
Name End Appointment
Phone dropdown box
Email ID | Leave Of Absence
Dept ID RVIC
P Mew Position Request FRVICES
Secondary Co
Fetirement
Name
Phone Feturn From Leave
Termination
=] hotify . | _-+Md
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The University of Texas at San Antonio

UTSA Business Affairs

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

In the Justification box,
explain the purpose of the
request. Include Contract

Actions Appointment Y | Status

* Justification |Hire a new GRA

Worth
Empl ID 2 Search Show Current Additional Pay
Empl RCD Job Indicator Company HR 5Status Payroll Status  Eff Date Action Reason Dept ID | Dept Name
1 0
r
*Hire Type ¥ | *Hire Reason v
*Start Date B Expected End Date El End Job Automatically
*Position Q
Posted Flag Empl ID Empl Red MName Position Entry Date
Posting 1D 0
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The University of Texas at San Antonio

UTSA Business Affairs

Either type in the Empl ID

Nev - e res, Ext Transfers
for an existing employee or -~

~ctio,  Click the Search button to Request ID
wusif - search for an employee  jngsemester Request Date
Processing Messages
Reguest History
A
Empl ID QL Search Show Current Additional Pay
Empl RCD Job Indicator Company HR Status  Payroll Status | Eff Date Action Reason Deptld Dept Name

1 0
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The University of Texas at San Antonio

UTSA Business Affairs

Search Match

First Name Jonathon

Last Name [Martinez

Empl ID i
Search
B Kl
" Phone Address
Source ID Company Empl ID Ungrerzal 1D Type offNamé Type |n the emp|0yee,S Date Mational 1D
1 First Name, Last Name,
Cancel and/or Empl ID, and click

Search

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Search Match

First Name Honathon
Last Name |[Martinez
Empl ID o'}
Search
Phaope Address =¥
Source ID Company
1 HR/FIN
2 HR/FIM EL Paso CS
3|HR/FIN Arlington C3
4|HR/FIM Arlington C3
5 HRIFIN Permian Basin C3
6 HRIFIN San Antonio CS
7|HR/FIN EL Paso C5
8 HRIFIN San Antonio CS
9|HR/FIN Arlington C3
10|HR/FIM Tyler C5
11|HRJ/FIN EL Paso CS
12|HR/FIM Brownsville CS5
13 HR/FIN San Antoniogls
14|HR/FIM Arlington #S
15 HR/FIN San Antonio CS

Cancel

Select
Select
Select

Select

Select

Select
Select
Select
Select
Select
Select
Select
Select
Select

Select

Empl 1D

6001271735
6001009713
1000673906

1000383906

6001042044

6001032481
6001010316
6001021142
1000410826
oUUTT 2096l
6001037486
6001036043
6001125730
1000957492

6001141435

Universal ID

Type of Name

PRI

FRI

PRI

PRI

FRI

PRI

PR

FR

PR

PR

PR

PR

PR

PRI

PRI

Firgt HName

Jonathon

Jonathan

Jonathon

Jonathan

Jonathan

Jonathan

The results can be filtered

by any of the column

headers. Click Select to

pull in the employee’s

information into the form

Middle Mame  Last Name BirthDate
Martinez

Antonio Martel 072
Andrew Maxey 07/25
E Martinez 06M5
Mark Marrs 0412
Lehman Mason 11729

4

31

If the employee doesn’t |,
exist, click Cancel to return s

Jonathan

Jonathan

to the form P2
12

04

Emmanuel Madewell 1210
Macias 0301

National 1D

i 4

rrexe] HOD

e Ty 1) 12}

rrErEQEOT

*rEzp QL

*REAETINT

*raa] 437

*ExEIM )

rrraaDOE A

*rexx JORO

i RS



The University of Texas at San Antonio

UTSA Business Affairs

Search Match

First Name [Jonalfion National ID will display last

Last Name |[Martinez

Emp! 1D Q 4 of SSN

Search
GIES
Phone Address =¥

Source ID Company Empl 1D Universal 1D Type of Name First Name Middle Name  Last Name BirthDate National 1D

1 HR/FIN Select 6001271785 FRI Jonathon Martinez i 6644
2 HR/FIM EL Paso CS Select 6001009713 PRI Jonathan Antonio Martel or2 rrERr1682
3|HR/FIN Arlington C3 Select 1000873906 PRI Jonathon Andrew Maxey 07/25 #3008
4|HR/FIM Arlington C3 Select 1000583906 PRI Jonathan E Martinez 0615 5330
5 HRIFIN Permian Basin C3 Select 6001042044 FRI Jonathan Mark Marrs 0412 e ST
6 HRIFIN San Antonio CS Select 6001032481 FRI Jonathan Lehman Mason 11729 FEEEGTO5
7 HRIFIN EL Paso CS orathan Macias 11724 Ty 1
8 HRIFIN San Antonio CS or|athan Edward Martinez 08731 TR A2
9|HR/FIN Arlington C3 . orathan N Mabb 01/31 T 32T
10|HR/FIM Tyler C5 ReVIeW the SSN and DOB onathan E Mata 0118 LT X
11 HRI/FIN EL Paso C8 to Complete your SearCh nriataem Martinez-Saenz 0122 R 432
12 HRIFIN Erownsville CS orfathan Martinez 0412 #3000
13| HR{FIN San Antonio CS orfathan Anthony Martinez 0304 064
14 HR/FIN Arlington C5 Select 1000957482 FRI Jonathan Emmanuel Madewell 1210 s V1t
15 HR/FIN San Antonio CS Select 6001141435 FRI Jonathan Macias 03 151

Cancel




The University of Texas at San Antonio

UTSA Business Affairs

Search Match

First Name (Jonathon

Last Name |[Martinez

Empl ID o'}
Search
IS
Phone Address =¥

Source ID Company Empl 1D Universal 1D Type of Name First Name Middle Name  Last Name BirthDate National 1D

1 HR/FIN Select 6001271785 FRI Jonathon Martinez i 6644
2 HR/FIM EL Paso CS Select 6001009713 PRI Jonathan Antonio Martel or2 rrERr1682
3|HR/FIN Arlington C3 Select 1000873906 PRI Jonathon Andrew Maxey 07/25 #3008
4|HR/FIM Arlington C3 Select 1000583906 PRI Jonathan E Martinez 0615 5330
5 HRIFIN Permian Basin C3 Select 6001042044 FRI Jonathan Mark Marrs 0412 e ST
6 HRIFIN San Antonio CS Select 6001032481 FRI Jonathan Lehman Mason 11729 FEEEGTO5
7|HR/FIN EL Paso C5 Select 6001010316 FR 4 ***=5T60
8 HR/FIM San Antonio C3S Select 6001021142 PR 31 T 42

’

9|HR/FIN Arlington C3 Select 1000410826 FR If the employee doesn t H T 32T
10 HRIFIN Tyler CS Select | | SUUUT2096 PR eXiSt, click Cancel to return ' sees5543
11|HRJ/FIN EL Paso CS Select 6001037466 PR to the form P2 Ear 1432
12|HR/FIM Brownsville CS5 Select 6001036043 PR 12 #3000
13|HR/FIN San AntonioglS Select 6001125730 PR D4 b T
14 HR/FIN Arlington g5 Select 1000957482 FRI Jonathan Emmanuel Madewell 1210 s V1t
15 HR/FIN San Antonio CS Select 6001141435 FRI Jonathan Macias 03 151

Cancel




The University of Texas at San Antonio

UTSA Business Affairs

*Hire Type
*Start Date
*Position Hire

Fehire
Posting D8 |

*Empl Class

*Pay Group

FICA Status

Comp Frgncy

FTE

*Rate @ 100%

Rate @ FTE
Monthly Rate @ FTE
*Hourly Rate

T | FHire Reason

Expected End Date

Empl ID Empl Red |Name

0

El End Job Automatically

People Excellence

Select the Hire Type

Hire = New to UTSA



The University of Texas at San Antonio

UTSA Business Affairs

*Hire Type |Hire ¥ | *Hire Reason v

. .
Position Q Hire
Posted Flag Empl ID I—— | Position Entry Date

Posting ID 0

*Empl Class v
“Pay Group v If Hire is selected, then the hire

FICA Status v reason will be Hire.
Comp Frgney v

FTE

‘Rate @ 100% Type: Hire = Reason: Hire
Rate @ FTE

Monthly Rate @ FTE

*Hourly Rate
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The University of Texas at San Antonio

UTSA Business Affairs

L

*Hire Type “Hire Reason
*Start Date Expected End Date ] End Job Automatically
*Position Hire
Empl ID Empl Red |Name I h )
Fehire
posting 10l | . Select the Hire Type
I Rehire = Existing/Former UTSA
*Empl Class ¥
*Pay Group v employee
FICA Status v
Comp Frgncy v
FTE
*Rate @ 100%
Rate @ FTE

Monthly Rate @ FTE
*Hourly Rate
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The University of Texas at San Antonio

UTSA Business Affairs

*Hire Type | ReNire ¥ | *Hire Reason M
Start Date B Expected Enq Renie: Retuming Reiee
*Dosition Q Rehire: Same Institution
Posted Flag  |EmptID Empl Red  Name Position Entry Date
Posting ID 0

If Rehire is selected, then the hire
reason will be one of the following:

Rehire: Same Institution
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The University of Texas at San Antonio

UTSA Business Affairs

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.

Middle L

Last Name Barrera
Address 1 1550 West
Address 2

City Plano
State TX

Zip T5075-8683
County Collin
Country USA

Birth Date 06/23/1984
55N S T
Gender Male
Home Email

Home Phone

Business Phone

*First Mame
Mid Name
*Last Name
*Address 1
Address 2
*City

State

*Zip
*County
*Country
*Birth Date
*S5N
*Gender
*Home Email

*Home Phone

Business Phone

Do not use special characters

Enrique
L
Barrera

1550 West Plano Park'.-"."a'y' Clean Address

Flano

TX

T5075-8683

Collin

Usa Q@

06/23/1984 |[5]
i T

Male ¥
noneyobiz@yahoo.com

210/218-3668
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The University of Texas at San Antonio

UTSA Business Affairs

Employment Information

*Hire Type | Hire * | *Hira Reason | Hire “"l

*start Date (0171672021 |3  Expected End Date 05312021 5] & End Job Automatically

-

Posted Flag Empl ID Empl Red |Name Position Entry Date
Posting 1D 0
Enter the Start Date and End
Date.
*Empl Class r
*Pay Group v c .
FICA Status v If and End Date is entered, click
Comp Frgncy ¥ the End JOb Automat|ca||y
FTE button
*Rate @ 100%
Rate @ FTE

Monthly Rate @ FTE
*Hourly Rate
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niversity of Texas at San Antonio

UTSA Business Affairs

Position Information

« COS pilot group job codesttitles
« 10090A — Graduate Research Assistant
* 10063A — Teaching Assistant |
* 10062A — Teaching Assistant |

* New job codes/titles
* 10090 Graduate Research Assistant|
* 10061 Graduate Research Assistant |
« 10063 Graduate Teaching Assistant |
* 10062 Graduate Teaching Assistant |
» 10058 Graduate Services Assistant

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Employment Information

“Hire Type “Hire Reason |HI'® v

= Stact Data | 01/16/2021 |5 Expected End Date 05/21/2021 |5 & End Job Automatically

*Position Q
Posted Flag Bgpl 1D Empl Red | Name Position Entry Date

Posting 1D 0

Enter the Position number.
*Empi Class ’ Click the Magnifying Glass to

“Pay Group ' search for positions
FICA Status v

Comp Frgncy ¥
FTE

*Rate @ 100%

Rate @ FTE

Monthly Rate @ FTE

*Hourly Rate

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

? Help
Position Number: beqgins with »
Description: beqgins with v
Business Unit: beqgins with «
Department: begins with v
Job Code: begins with «
Position Status: = v v
Reports To Position Number: | begins with v
Empl ID: beqgins with v
Empl Record: = v
Name (LMN,FN): begins with v .
Pay Group: begins with v The search results will default
Incumbent Status: = v v

to your current Dep artment
Look Up Clear Cancel | Basic Lookup
Search Results
Only the first 300 results can be displayed.
View 100 First 4] 1-300 of 300 (k] Las
- . - Max el
ﬁ Description w [ Denartmen i ﬁ ﬁ:ition g?:l‘lj‘lt ;_E;sitinn %?ﬁﬁfﬁon EmpLID % Name (LN,FN) %E w
Number

10029469 ADMIN/TCHMN ASSIGNMENT UTS02 8 AEMOO4 §19012 Approved|No 1 maa cL (blank) (blank)|(blank) (blank) (blank)
10028174 ADMINISTRATIVE ASSOCIATE Il UTS02 § AEMOO4 N19026 Approved|No 1 10026955 CL 60011301040 Garcia, Mercedes MMNFE  |Current
10028174 ADMINISTRATIVE ASSOCIATE Il UTS02 § AENOD4 N19026 Approved | No 1 10026955 CL 60010196510 Puckett Gabrielle K MMFE |Past
10029468 ADMINISTRATIVE MANAGER UTS02 8 AEMOO4 §19015& Approved|No 1 10026955 CL 8001020520 0 Campos Jose B RET |Current
10031231 ASSISTANT DEPARTMENT CHAIR UTS02 § AENOD4 §10031 Approved|No 1 10026955 A and P 6001026578 2 Manteufel Randall D FdM  |Current
10033910 ASSISTANT PROFESSOR UTS02§ AEMOO4 B10030 Approved|No 1 10026955 FA1 60010413421 Maldonade, Victor Hugo F4M  |Current
10030612 ASSISTANT PROFESSOR UTS02 § AEMOO4 N10030 Approved|No 1 10026955 FA1 6001015465 0 Alaeddini, Adel F4M  |Current
10031840 ASSISTANT PROFESSOR UTS02 § AENDD4  N10030 Approved|No 1 10026955 FA1 6001037558 0 Dong Bing F4M  |Current
10027275 ASSISTANT PROFESSOR UTS02 8 AEMOO4 §10030 Approved| No 1 10026955 FA1 B0012717800 Brown, Brodie F4M  |Current
10027998 ASSOCIATE PROFESSOR UTS02 § AEMOO4  N10020 Approved|No 1 10026955 FA1 6001021882 0 Bhaganagar, Kiran F9M  |Current
10027625 ASSOCIATE PROFESSOR UTS02 § AEMO04 §10020 Approved|No 1 10026955 FA1 6001025578 0 Manteufel Randall D F4M  |Current
10027926 ASSOCIATE PROFESSOR UTS02 § AEMOO4  §10020 Approved|No 1 10026955 FA1 8001020084 0 Wan Hung-Da F4M  |Current

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

? Help

Position Number: beqgins with »
Description: beqgins with v
Business Unit: beqgins with «
Department: begins with ¥ On the Look Up POSItlon
Job Code: begins with « .
Position Status: = v v screen, a pOSItlon can be
Reports To Position Number: | begins with v .
Emol 1 e filtered by any of the search
Empl Record: = v Crlterla
Name (LMN,FN): begins with v
Pay Group: begins with «
Incumbent Status: = v v

Look Up Clear Cancel | Basic Lookup

Search Results

Only the first 300 results can be displayed.
View 100 First

4] 1-300 of 300 (k] Las

Positi Busi Job  Position |K Max 'r_ﬁlM Empl Empl P Incumb

OSITHon L UsSINness o ositon B L o mployee m il NCUM BN
Number Description Unit mpartmem@ Status E:ition gz:‘lj‘ltP_ositinn ﬁz;ﬁation EmpLID Ef%rd Name (LN,FN) Er_:':-[ug Status

Number

10029469 ADMIN/TCHMN ASSIGNMENT UTS02 AEMO04 19012 Approved Mo 1 10027436|CL (blank) (blank) (blank) (blank) (blank)
10028174 ADMINISTRATIVE ASSOCIATE Il UTS02 | AEMO04 19026 Approved Mo 1 10026955 CL 60011301040 Garcia,Mercedes MME | Current
10028174 ADMINISTRATIVE ASSOCIATE Il UTS02 |AEMNOD4 [19026 Approved Mo 1 10026955 |CL 6001019651 0 Puckett Gabrielle K MMF | Past
10029468 ADMINISTRATIVE MANAGER UTS02 | AEMO04 19015 Approved No 1 10026955 CL 60010205200 Campos,Jose B BET |Current
10031231 ASSISTANT DEPARTMENT CHAIR UTS02 |AENOD4 (10031 Approved Mo 1 10026955 A and P 6001025578 2 Manteufel Randall D FaM Current
10033910 ASSISTANT PROFESSOR UTS02 | AEMO04 10030 Approved Mo 1 10026955 FA1 60010413421 Maldonado, Victor Hugo EaM | Current
10030612 ASSISTANT PROFESSOR UTS02 AENO0D4 |10030 Approved|No 1 10026955 FA1 6001015465 0 Alaeddini, Adel FoM Current
10031840 ASSISTANT PROFESSOR UTS02 |AEMO04 10030 Approved Mo 1 10026955 FA1 60010375590 Dong Bing F9M | Current
10027275 ASSISTANT PROFESSOR UTS02 AEMO04 10030 Approved Mo 1 10026955 FA1 60012717800 Erown Brodie EoM  Current
10027998 ASSOCIATE PROFESSOR UTS02 | AEMO04 10020 Approved Mo 1 10026955 FA1 60010218820 Bhaganagar,Kiran F9M | Current
10027625 ASSOCIATE PROFESSOR UTS02 | AEMO004 10020 Approved Mo 1 10026955 FA1 6001025578 0 Manteufel Randall D FaM Current
10027926 ASSOCIATE PROFESSOR UTS02 | AEMO04 10020 Approved No 1 10026955 FA1 6001020084 0 Wan Hung-Da EOM | Current

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs
Position Number: hegins with |
Description: hegins with  ||Graduate Research
Business Unit: hegins with
Department: hegins with
Job Code: hegins with «
Position Status: = r r

Reports To Position Mumber: | begins with «

Empl ID: hegins with -
Empl Record: = T
Name (LN,FN): begins with ¥ The search results can be
Pay Group: begins with v sorted by clicking on any of the
Incumbent Status: = T T
column headers
Look Up Clear Cancel | Basic Lookup

Search Results

View 100
- B - Max Reports To
Position - Business Job |Position |Key . .. Employee Empl
Number D Umnit rlt Code |Status Position e Classification = Record — =

Count _Number
10029430 GRADUATE RESEARCH ASSISTANT UTS02 AENO0D4 10090 Approved Mo
10032507 GRADUATE RESEARCH ASSISTANT UTS02 AENOD4 10090 Approved Mo 10033910 |Grad Stu (blank) (blank} (blank)
10028729 GRADUATE RESEARCH ASSISTANT UTS02 AENO0D4 10090 Approved Mo 10027436 Grad Stu (blank) (blank) (blank)

1 10026955 Grad Stu (blank) (blank) (blank)

1

1
10092652 GRADUATE RESEARCH ASSISTANT UTS02 AENOO4 10090 Approved Mo il 10030612 |Grad Stu (blank) (blank} (blank)

1

1

1

10092956 GRADUATE RESEARCH ASSISTANT UTS02 |AENOD4 (10090 Approved No 10029468 |Grad Stu (blank) (blank) |(blank)
10033168 GRADUATE RESEARCH ASSISTANT UTS02 |AENOO4 10090 Approved Mo 10030465 |Grad Stu (blank) (blank) |(blank)
10025084 GRADUATE RESEARCH ASSISTANT UTS02 |AENOO4 10090 Approved No 10026955 |Grad Stu (blank) (blank) |(blank)

People Excellence




The University of Texas at San Antonio

UTSA Business Affairs

Position Number: begins with '|
Description: hegins with v
Business Unit: hegins with
Department: hegins with -
Job Code: hegins w)

Position Status:

Reports To Position Number: | begins w
Empl ID: hegins w)
Empl Record: =
Mame (LN,FN): hegins w
Pay Group: hegins w
Incumbent Status: =

Look Up Clear Camcel | E

Search Results

View 100
Position Descriotion Business
Number —Eescrption Uit

Graduate Research

Department

Job

Code Status

Position

Key
Posgition

10029430 GRADUATE RESEARCH ASSISTANT UTS02 |AENOO4 10090 Approved No
10032507 GRADUATE RESEARCH ASSISTANT UTS02 |AENOO4 10090 Approved Mo
10028729 GRADUATE RESEARCH ASSISTANTUTS02 |(AEN0OD4 (10090 Approved No
10092652 GRADUATE EESEARCH ASSISTANT UTS02 AEN004 10090 Approved Mo
10092956 GRADUATE RESEARCH ASSISTANT UTS02 AEN004 10020 Approved Mo
100231628 GRADUATE EESEARCH ASSISTANT UTS02 AEN0O4 10090 Approved Mo
10025084 GRADUATE RESEARCH ASSISTANT UTS02 | AENOD4 10090 Approved Mo

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

Reportz To

. Employee Empl
Bosition |c.pqyincationfETPID  pocneq Hamme (LUEN)
10026955 Grad Stu (blank) (blank) (blank)
10033910 |Grad Stu (blank) (blank) (blank)
10027436 Grad Stu (blank) (blank) (blank)
10030612 |Grad Stu (blank) (blank) | (blank)
10029468 |Grad Stu (blanik) (blank) |(blank)
10030465 |Grad Stu (blank) (blank) | (blank)
10026955 |Grad Stu (blamnk) (blank) (blank)

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Employee Information

Empl ID '} Search Show Current Additional Pay
Empl RCD Job Indicator Company HR 5Status  Payroll Status  Eff Date Action Reaszon DeptID  Dept Name
1 0
]
Employment Information
*Hire Type *Hire Reason | Hire v
*Start Date |01/18/2021 [

Expected End Date |05/31/2021 |5 & End Job Automatically

*position | 10022871 |Q | Current and Future Incumbents

[ Posted Empl ID Empl Rcd  Mame Position Entry Date

Job

Opening 1D 0
Proposed Job Information

*Pay Group | UTSAMON v | o )

FicA status [ V] If_ the Position was filled now or
Comp Francy | Contract v in the future, the Incumbents
FTE 0500000  Stnd Hrs/Wk information will appear
*Proposed 9mo Academic Rate @100%

Proposed 9mo Academic Rate @FTE
Proposed Monthly @FTE

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Employee Information

Empl ID '} Search Show Current Additional Pay
Empl RCD Job Indicator Company HR 5Status  Payroll Status  Eff Date Action Reaszon DeptID  Dept Name
1 0
3
Employment Information
*Hire Type *Hire Reason |Hire il
*Start Date |01/16/2021 [

Expected End Date [05/31/2021 | End Job Automatically
position | 10032871 |Q | Current and Future Incumbents
[ Posted Empl ID Empl Rcd  Name
Job

Position Entry Date
Opening 1D

The Pay Group, Comp
I"'I'GFIDS@III Job Information Frequen Cy, and FTE WI”
*Pay Group | UTSAMON v |

populate based on current
Fcastaws [ v] position data.
Comp Frgncy | Contract v |
FTE 0500000

Stnd Hrs/Wk
*Proposed 9mo Academic Rate @100%

Proposed 9mo Academic Rate @FTE
Proposed Monthly @FTE

People Excellence



UTSA Business Affairs

Proposed Job Information

*Pay Group | UTSA MON v |
FICAStatus | v|

Comp Frgncy | Contract v |

FTE 0500000  Stnd HrsWk| 2000
*Proposed 9mo Academic Rate @100% 82773722

Proposed 9mo Academic Rate @FTE 41386.881

Proposed Monthly @FTE 4593.540

Contract Information

Contract Action | Create New Contract v Contract #
*Pay Type | Pay Over Contract v|

*Payment Term | Pay Over 'X Dates v |

*Contract Start Date |11/16/2020 [z

*Contract End Date |05/31/2021 [y

- Enter the Contract Worth.

*Payment End Date | 05/31/2021 [[5]

Contract Worth 30000.000

Contract Options The Other 3 payment bOXGS

[J Renewal indic Renewal Count will automa’[lcally fill in

Recalculate Flag:

LU gL UL Thaigye o ate URriiTs

Prorate Contract Change Amount:|

() Lump Sum Retro Payment

People Excellence




The University of Texas at San Antonio

UTSA Business Affairs

Beware of changes to hours/fte

Hours were changed from
20 to 10. Same Contract
Worth automatically
updates Proposed Rates .

Proposed Job Information

*Pay Group | UTSAMON v
FICAStatus | v]|

Comp Francy| Contract v |

FTE 0500000  Stnd MrsWk|  20.00

"Proposed 9mo Academic Rate @100% 82773722
Proposed 9mo Academic Rate @FTE 41386.861
Proposed Monthly @FTE 4593.540
Contract Information

Contract Action Create New Contra w

*Pay Type | Pay Over Contract v|
*Payment Term | Pay Over 'X’ Dates v |

*Contract Start Date | 11/16/2020  |[5]
*Contract End Date | 05/31/2021 |[5]
*Payment End Dateml5l12021 5]

Contract Worth 30000.000

Contract #

Proposed Job Information

*Pay Group | UTSAMON

FICAStatus | v]|

Comp Frgncy | Contract

FTE 0250000  Stnd Hrs/Wk

*Proposed 9mo Academic Rate @100% 241276.5096
Proposed 9mo Academic Rate @FTE B0319.148
Proposed Monthly @FTE G6702.128
Contract Information
Contract Action | Create New Contra v Contract #
*Pay Type | Pay Over Contract v |

v]

*Payment Term | Pay Over "X’ Dates

*Contract Start Date (01/16/2021 [[5]
*Contract End Date | 05/31/2021 [[5]

*Payment End Date | 05/31/2021 [[5]
30000.000

Contract Worth




The University of Texas at San Antonio

UTSA Business Affairs

Proposed Job Information

*Pay Group | UTSAMON v

FICA Status | v |

Comp Frgncy | Contract v |

FTE 0.250000 Stnd Hrs/Wk 10.00

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

Contract Information

..........

Contract Action Create New Contrac

*Pay Type | Pay Ower Contract

*payment Term | Pay Over "X’ Dates

241276509
Enter the Contract Start and
g g
B0319 148 End Date.
6702 128
- Contract #
v |
v |

*Contract Start Date |01/16/2021 [

*Contract End Date |05/31/2021  |[5]

Contract Worth 30000000

People Excellence



UTSA Business Affairs

Comp Frgncy | Contract v
FTE 0.250000

*Proposed 9mo Academic Rate @100% 36000.000
Proposed 9mo Academic Rate @FTE 9000.000
Proposed Monthly @FTE 1000.000

Contract Action | Create New Coniract v Contract #

*Contract Start Date [05/01/2018 [[s4 Enter the Contract Worth in

*Contract End Date  (05/31/2018  [&4) lieu of the 9-month Academic
Contract Worth 1000.000 Rate (9 mos. Rate will
populate based on the FTE,
Contract Start/End Dates,
Renewal Indic Renewal Count | gnd Contract Worth amount
Recalculate Flag: entered)

People Excellence



rsity of Texas at San Anton

UTSA Busmess Affairs

Comp Frgncy | Contract v

FTE 0.250000

*Proposed 9mo Academic Rate @100% 36000.000
Proposed 9mo Academic Rate @FTE

Proposed Monthly @FTE Contract Renewals should
not be used for Graduate
Level Students

Contract Action Create New Cgntrac
*Contract Start Date [05/01/201% | [a The Recalculate Contract
+Contract End Date [05/31/2048 |[5 Flag button must remain
checked.
Contract Worth 1000.000
Renewal Indic Renewal Count

Recalculate Flag: ¥

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

*First Hame
Mid Hame
*Last Hame
*Address 1
Address 2
*City

State

*Zip
*County
*Country
*Birth Date
*S SN
*Gender
*Home Email

*Home Phone

Business Phone

People Excellence

Jonathan

Martinez

1313 Mockingbird Lane

3an Antonio

T

78230

Bexar

USA  C United States
06/23/1984 [o)

HEEE_GTEY

Male v
Jonathon.Marinez@gmail.com

2106187220

Clean Address

Enter the employee’s
biographical data. All
Required fields are marked

with an asterisk.



The University of Texas at San Antonio

UTSA Business Affairs

*First Name Jonathon

Mid Name

*Last Name Martinez

*Address 1 1313 Mockingbird Lane Clean Address

Address 2

*City San Antonio

State TX . .
Zip 78230 Click the Clean Address link
“County Bexar to verify the address against
*Country USA O United States USPS

*Birth Date 067231984 E{J

*S8N RS T

*Gender Male v

*Home Email ionathon.mart@ymail.com

*Home Phone  [2106187220

Business Phone |

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Clean Address

Effective Date: (04012018 [5

Country United States
Address 11313 Mockingbird Lane

Address 2
Address 3
City (San Antonio State [TX

Postal 78230 Use the Validate Address link

to verify the address against
OK Cancel USPS.

Validate Address

County Bexar

Sl

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Position 10033168 Profile ID
Effective Date  |06/01/2015
Status Active v
Company University of Texas, San Anton v
Business Unit (U302 VP of Academic Affairs
Department AEND04 COE MECHANICAL ENGINEERING
Job Code 10090 GRADUATE RESEARCH ASSISTANT
Job Title GRADUATE RESEARCH ASSISTANT
Reg/Temp Regular v
Full/Part Time | Fari-Time v
Exempt v

FLSA Status

Graduate Research & v

Empl Class

FTE 0 500000

Stnd Hrs/Wk 20.00

Max Head Cnt 1
10030465

Reports To Pos

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

Stnd Hrs/Wk
Max Head Cnt
Reports To Pos

10033168

0&/01/2015

Active Y

University of Texas, San Anton v
uTs02 VP of Academic Affairs

AENO04 COE MECHANICAL ENGIMNEERING

The eForm will display all of
the Current position attributes

Exempt v
Graduate Research As: v
0.500000
20.00
1
10025017 | Q

Reports To Name
Reports To Email

Location Code [BSE

Mail Drop ID 01360

Reports To Name |Ender Finol

Reports To Email [enderfinol@utsa.edu
Location Code [BSE Q,
Mail Drop D (01360

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs
Position 10033168 Profile 1D Position 10033168
Effective Date  |06/01/2015 Effective Date  |06/01/2015
Status Active ’ Status Active Y
Company University of Texas, San Anton v Company University of Texas, San Anton v
inl anA . i i uTs02 VP of Academic Affairs
Busint - Some position attributes can Business Unit - a a
. e . . AENDD4 COE MECHAMICAL ENGIMEERING
Depan be modified, including Department —
Job C: Job Code 10090 GRADUATE RESEARCH ASSISTANT
Reg/Temp, FTE/Standard - B
Job Ti : Job Title GRADUATE RESEARCH ASSISTANT
Hours, Reports To, Location
Reg/T ) Reg/Temp Regular v
FUIP S ,COde’ and Mail DI’Op ID FullPart Time | Part-Time v
FLSA Status | Exempt v FLSA Status | Exempt r
Empl Class Graduate Research A v Empl Class Graduate Research As: v
FTE 0.500000 *ETE 0.500000
Stnd Hrs/Wk 20.00 Stnd Hrs/Wk 20.00
Max Head Cnt 1 Max Head Cnt 1
Reports To Pos | 10030465 Reports To Pos 10023017 |
Reports To Name Reports To Name |Ender Finol
Reports To Email Reports To Email (enderfinol@utsa edu
Location Code |BSE Location Code [BSE Q
Mail Dropip (01360 Mail Drop D 01360

People Excellence



rsity of Texas at San Anton

UTSA Busmess Affairs

Position Information

Regular
« Employee will work more than 4 Y2 months

Temporary
« Employee will work no more than 4 2 calendar months

Full Time
« Employee works 40 hours per week

Part-Time
« Employee works 39 hours or less per week

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Current Funding

Start Date 09/01/2020
Distribution Chartfields Project Info | |F=2k

EmCd CostCenter Cost Center Descr Project

EGS106 ESE- GRAD INCR TUIT

Proposed Funding

*Start Date 0111672021

Distribution Chartfields Project Info | [[F=k

Ern Cd Cost Center Cost Center Descr Project/Grant

EGS106 ESE- GRAD INCR TUIT

The Current Funding section

displays the current effective

Project Descr

Project Descr

funding on the position

selected.

Find First (4, 10of1 (b Last

Funding End

Date Distrb % Est. Expenze

100.000

Find First (4) 10of1 (k) Last

Funding End Date Distrb % Est. Expensze

100.000 15,000.00

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

= . 2 i 4 b
Current Funding Under the Proposed Fundlng Find First 1of1 Last
Start Date 08/01/2020 section, the Start Date will
Distribution Chartfields Projecifnfo [F=2k default tO the Hire start date
EmCd CostCenter Cost Cenjfr Descr Projegt b Est. Expense
EGS106 ESp- GRAD INCR TUIT 100.000
Proposed Funding Find First (4! 10f1 () Last
Start Date 01/16/2021
Distnbution Chartnelds Project Info | [F=5H
Em Cd Cost Center Cost Center Descr Project/Grant Project Descr Funding End Date Distrb % Est. Expense
EGS106 ESE- GRAD INCRE TUIT 100.000 15,000.00

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Current Funding

Start Date 08/01/2020
Distribution Chartfields Project Info | |[[F=58

EmnCd Cost Center Cost Center Descr Project

EGS108 ESE- GRAD INCR TUIT

Proposed Funding

*Start Date 01M16/2021
Distribution || Chartfields | Project Info | [F=5W

Em Cd Cost Center Cost Center Descr Project/Grant

EGS106 ESE- GRAD INCR TUIT

Enter the Cost Center and/or
Project/Grant and Distribution.

All funding periods must equal to

100% distribution -
.11 Ifusing a Project/Grant, the Funding
End Date will defaultto the Project
End Date
Last

Project Descr Funding End Date Distrb % Bst. Expenze

100.000 15,000.00

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Answer the appropriate form
guestions

Attachments

Comments

Form Procedures

Is the Employes a TRS Return to Work Retiree? il
CEC Submitted? i

Date of CBEC Submission
Category of CEC Submitted

STUDENTS OMLY: Student enrolled in the Fall & Spring il
semesters within the past 60 months

Contact Information

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

»
»
v Click the Save button
CBC Submitted?
Date of CBC Submis o This has to be done prior to
Category of CBC $bmitied adding attachments or
Is the Employey a TRS Return to Work Retir comments
»
Save Submit Approve Deny CallBac Sendbac Cance Copy Check Funds

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Type Note ne By

AddiDelete Click Add/Delete to add
Attachments

Add/Edit

Comment By DateTime

People Excellence



UTSA Business Affairs

Click the Add/Edit button to add

- form Comments.
Type Note Attach DatelTime\, By
1 All comments will be visible to
— everyone in the approval chain
-
} Add/Edit
Comment By DateTime

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Save and Submit form to forward
the request for approval

-
CBC Submitted?

Diate of CBC Submission =

Category of CBC Submitted

|5 the Employee a TRS Returg’to Work Retiree?

Save Submit Approve Dieny CallBack Sendback Cancel Copy.. Check Funds

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Department Approvals

Department Approvals

— REQUEST_ID=00001134:Pending
Faculty/ Student Appointment

F"endiﬂﬁ_ e Apravers Once the fOI’m haS been
(D) Depariment HeadManager submitted, the workflow approval

Funding Approvals steps will be show.

= REQUEST_ID=00001134: Awaiting Furthef Approvals

Funding Approvals C“Ck On the M U Itl ple AppI’OVGFS
N ol Aporover link to display who can/will
@ FMS Cost Center Approver approve the form On the
Business Office Approvals respectlve steps

— REQUEST_ID=00001134: Awaiting Furthef Approvals
Faculty/ Student Appointments

NotjRoareT Not Routed
Multiple Approvers Multiple Approvers
@ DoogeTomce @ HR Day One

Save Submit Approve Deny CallBack Sendbach Cance Copy... Check Funds

People Excellence



UTSA Business Affairs

New Employee Requirements

 Attach Appointment Letter

 CBC — Required for brand new employees

* Review CBC category requirements
« CBC updates are provided on eForm comments section

People Excellence


https://www.utsa.edu/hr/cbc/

UTSA Business Affairs

| essons Learned

* Do not submit eForms for the same person/position
at the same time. It causes lots of problems

 Use the USA SSN, do not create a fake one
 Use clean address feature

People Excellence



UTSA Business Affairs

Questions?

People Excellence



UTSA Business Affairs

eForm Action Types
Contract Additions and Changes

v

Add Contracts

« Used to add addition
semester contract
(same empl record)

« Must have active job

record

WIll NOT be permitted
on these contracts:

« Salary/Contract Worth
 FTE/Hours

e Contract Dates
* Title changes

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs m

Initiate New eForm Request %

Initiate New eForms Request

Actions ¥ | Status Request ID

Processing Messages

Appoiniment On the Initiate New eForm | gequest tistory
Contract Additions and Changes Req uest page’ C||Ck 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 Position Request

Secondary Co
Fetirement
MName

Phone Return From Leave

Termination
=] hotify . . [Ek add

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Contracts: Add New or Change Existing

Acion In the Justification box,
Actions Contract Additions and Changes v | Status [ f th

* Justificationf| | *Test* ] exp ain € purpose 0 e

Create Spring Contract for GRA !
CW 510,000 requ est [

TR T ITOT Y

4

Select Emplid and Position Below
Employee Information
Empl ID | 6001519990 ), Lee,Won-Haeng Show Current Additional Pay
*Select Empl RCD Job Indicator Company HR 5tatus  Payroll Status  Eff Date Action Reaszon Dept ID
1 0 Primary SAMN Active Active 111672020 Fehire Rehire - Same Institution ASCO0E

3

Effective Date |01/16/2021 |[5]

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Contracts: Add New or Change Existing

Action
Actions Contract Additions and Changes v | Status H
*Justification |*Test® Jate

Create Spring Contract for GRA Type in the Empl ID for an | ccagee
existing active employee s

Select Emplid and Position Below
Fmplnygﬂ Informatinn

Empl ID|6001519990 | Q) | ee,Won-Haeng Show Current Additional Pay
*Select Empl RCD Job Indicator Company HR 5Status  Payroll Statuz  Eff Date Action Reaszon Dept 1D

1 0 Primary SAN Active Active 111672020 F.ehire Rehire - Same Institution ASCO0E
b

Effective Date |01/16/2021 |[#]

People Excellence




The University of Texas at San Antonio

UTSA Business Affairs

Contracts: Add New or Change Existing

Action

Actions Contract Additions and Changes + | &tatus
*Justification |*Test*

Create Spring Contract for GRA

CW 510,000

Select the checkbox next to
the Empl Record used for
the new contract

Select Emplid and Position Below
Employee Information

Empl ID (6001519990 | @y | ee e aeng

* Select Empl RCD  lob Indicator  Company

1

0 Primary SAMN

Effective Date 01/16/2021 |[H

HRE 5Status  Payroll Status  Eff Date Action Reazon

Active Active 111672020 Rehire

Rehire - Same Institution

Request ID
Request Date

Frocessing Messages

Reguest History

Show Current Additional Pay

Dept 1D

ASCO003

k
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The University of Texas at San Antonio

UTSA Business Affairs

Employee Information

Empl ID 6001519990 |Gy | ee,Won-Haeng Show Current Additional Pay
Dept ID Dept Name Posgition Position Title Job Code Job Title
' . GRADUATE RESEARCH Graduate Research
i A | 3 [ 7 napa
1ion ASCO08 C0OS BIOLOGY 10035547 ASSISTANT 100904 Assistant
4 »

Use the scroll bar to verify
you are adding the contract
to the correct empl record
(if multiple are listed)

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Contracts: Add New or Change Existing

Action
Actions Contract Additions and Changes v | Status Request ID
* Justification |*Test® Request Date
Create Spring Contract for GRA S
CVW 10,000 Processing Mes
Request History
-
Select Emplid and Position Below
Employee Information
Empl ID|6001519990 | Q) | ee,Won-Haeng Show Current A
*Select Empl RCD Job Indicator Company HR 5tatus Payroll Status  Eff Date Action Reason
1 0 Primary SAN Active Active 111672020 Fehire Rehire - Same Institution

The Effective Date will
Effective Date |0116/2021 | default to the current date;
change it to match the
contract Start Date.

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Effective Date |01/16/2021 [
Current Job Information

Empl Class |Gratluate Research Assistant vl

Pay Group | UTSA Monthly v

Comp Frgncy | Contract v |
FTE 0.475000

Current 9 Mo Academic Rate @ 100% 180861.244
Current 9 Mo Academic Rate @ FTE 85909.091
Current Monthly@FTE 9545 455

Academic Rate

Proposed Job Information

Empl Class | Graduate Research Assistant w |
Pay Group | UTSA Monthly v
Comp Frqucy | Contract v |
*FTE

The eForm will display all of
the Current Job & Contract
Froposed Mont information

Expected Job End Date IE'J 8 Auto End Job

*Proposed 9SMo

Proposgd 9 Mo

Expected Job End Date 01/15/2021 | ®3 auto End Job

Contract Information

Contract # 1
Pay Type [ Pay Over Contract v
Payment Term | Pay over X’ months v|

Contract Start Date | 09/01/2020 [

Contract End Date |01/152020 [

Payment End Date |01/15/2020 |[3{]

Contract Worth 5000.000
Contract Options

|_| Renewal Indic Renewal Count

Contract Information

Contract Actn | Create New Contract v|  Contract #

*Pay Type | ol |
Payment Term | il |

*Contract Start Date

*Contract End Date

2 [z (2

*Payment End Date
Contract Worth
Contract Options

l:' Renewal Indic Renewal Count
Recalculate Flag:

People Excellence




The University of Texas at San Antonio

UTSA Business Affairs

Effective Date |01/16/2021  |[3]

Current Job Information Proposed Job Information

Empl Class | Graduate Research Assistant v | Empl Class | Graduate Research Assistant v |

Pay Group | UTSA Monthly v | Pay Group | UTSA Monthly v |

Comp Frgncy | Contract v | Comp Frqucy | Contract v |

ETE . *ETE 0.475000 Stnd Hrs/Wk

Proposed Job Information can
Curr .c- . . *Proposed 9 Mo Academic Rate @ 100% 42329227
be modified, including FTE, 9 f
Curr Mo A d . R d Proposed 9 Mo Academic Rate @ FTE 20106.383
Curr 0 ACademic ate’ an Proposed Monthly@FTE 2234.043
Aca EXpeCted End Date (|f Expected Job End Date 05/31/2021 |[ Ed Auto End Job
Expi necessary). En{l Job
O L TTTTO TN LRCR TR
Contract Actn | Create New Contract v|  Contract#

Contract Information *Pay Type | Pay Over Contract w |
Contract # 1 Payment Term | Pay Over ‘X’ Dates v |

Pay Type | Pay Over Contract v| *Contract Start Date |01/16/2021 |5

Payment Term | Pay over X’ months v *Contract End Date |05/31/2021 |[&]

Contract Start Date |09/01/2020 |[5]

Contract End Date |01/152020 [ Contract Worth 10000.000

Contract Options
Contract Worth 5000.000 LJ Renewal Indic Renewal Count
Contract Options Recalculate Flag:

|_| Renewal Indic Renewal Count

People Excellence




The University of Texas at San Antonio

UTSA Business Affairs

Effective Date |01/16/2021  |[3]

Current Job Information

Empl Class |Gratluate Research Assistant vl
Pay Group | UTSA Monthly v
Comp Frgncy | Contract v |
FTE 0.475000

Current 9 Mo Academic Rate @ 100% 180861.244

{ |
i b
+ Choose the Contract Action:;
' Create New Contract

utodEnd Job

Lontract nrormaticn

Contract # 1
Pay Type [ Pay Over Contract v
Payment Term | Pay over X’ months v|

Contract Start Date |09/01/2020 |5
Contract End Date |01/152020 |5
Contract Worth &000.000
Contract Options

|_| Renewal Indic Renewal Count

Proposed Job Information

Empl Class | Graduate Research Assistant w |

Pay Group | UTSA Monthly v

Comp Frqucy | Contract v |

*FTE 0.475000 Stnd Hrs/Wk

*Proposed 9 Mo Academic Rate @ 100% 42329.227

Proposed 9 Mo Academic Rate @ FTE 20106.383
2234043

Proposed Monthly@FTE

Expected Job End Date 05/31/2021 |[z) B Auto End Job

Contract Information

Contract Actn | Create New Contract v|  Contract #
*Pay Type | Pay Over Contract v |
Payment Term | Pay Over "X’ Dates v

*Contract Start Date |01/16/2021 [y
*Contract End Date |05/31/2021 |[5
Contract Worth 10000.000
Contract Options

[J Renewal Indic Renewal Count
Recalculate Flag:
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The University of Texas at San Antonio

UTSA Business Affairs

Effective Date |01/16/2021  |[5]

Current Job Information

Empl Class |Gratluate Research Assistant vl

Pay Group | UTSA Monthly v

Comp Frgncy | Contract v]

FTE 0.475000

Current 9 Mo Academic Rate @ 100% 180861.244

i) e S |

¢ i

j Pay Type:

| Faculty 9/9 % .
Pay Over Contract

Contract # I

Pay Type [ Pay Over Contract v

Payment Term | Pay over "X’ months v |

Contract Start Date |09/01/2020 |5
Contract End Date |01/152020 |5
Contract Worth A000.000
Contract Options

|_| Renewal Indic Renewal Count

Proposed Job Information

Empl Class | Graduate Research Assistant W |

Pay Group | UTSA Monthly v

Comp Frqucy | Contract v |

*FTE 0475000 Stnd Hrs/Wk

*Proposed 9 Mo Academic Rate @ 100% 42329227

Proposed 9 Mo Academic Rate @ FTE 20106.383
2234.043

Proposed Monthly@FTE

Expected Job End Date 05/31/2021 |[5] & Auto End Job

Contract Information

Contract Actn | Create New Contract v|  Contract #
*Pay Type | Pay Over Contract v |
Payment Term | Pay Over "X’ Dates v |

*Contract Start Date |01/16/2021 |5
*Contract End Date |05/31/2021 |5
Contract Worth 10000.000
Contract Options

[J Renewal Indic Renewal Count
Recalculate Flag:

People Excellence




UTSA Business Affairs

Contracts- Pay Types

 Faculty 9/9
« Salary Is paid over a 9 month period
« Used for 9 month/full academic year (fall & spring)

* Pay Over Contract
 Paid over a specific time period
* 4.5 month payments (single semester)

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Effective Date |01/16/2021 |[5]

Current Job Information

Empl Class | Graduate Research Assistant W |

Pay Group | UTSA Monthly v

Comp Frgncy | Contract v]
FTE 0.475000

180861.244
85000.091

Current 9 Mo Academic Rate @ 100%
Current 9 Mo Academic Rate @ FTE
Current Monthly@FTE 8545 455
Academic Rate

01/15/2021

Expected Job End Date & M3 Auto End Job

Cy
col Payment Term:

Pay Pay Over X Dates
o Pay Over 4.5 Months

Col
Contract End Date |01/15/2020 |[3]

Contract Worth 5000.000
Contract Options

[_| Renewal Indic Renewal Count

Proposed Job Information

Empl Class | Graduate Research Assistant w |

Pay Group | UTSA Monthly v

Comp Frqucy | Contract v |

*FTE 0.475000 Stnd Hrs/Wk

*Proposed 9 Mo Academic Rate @ 100% 42329227
20106383

Proposed 9 Mo Academic Rate @ FTE
Proposed Monthly@FTE 2234 043

Expected Job End Date 05/31/2021 |[5§ B Auto End Job

Contract Information

Contract Actn | Create New Contract v|  Contract #
*Pay Type | Pay Over Contract v |
Payment Term | Pay Over "X’ Dates v |

*Contract Start Date |U1716/2021 [
*Contract End Date |05/31/2021 |[5]
Contract Worth 10000.000
Contract Options

[ Renewal Indic Renewal Count
Recalculate Flag:

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Effective Date |01/16/2021 |[5]

Current Job Information Proposed Job Information

Empl Class | Graduate Research Assistant v | Empl Class | Graduate Research Assistant v |
Pay Group | UTSA Monthly v | Pay Group | UTSA Monthly v |
Comp Frgncy | Contract v | Comp Frqucy | Contract v |
FTE 0.475000 *FTE 0.475000 Stnd Hrs/Wk
Current 9 Mo Academic Rate @ 100% 180861.244 *Proposed 9 Mo Academic Rate @ 100% 42329.227
Current 9 Mo Academic Rate @ FTE 85909.091 Proposed 9 Mo Academic Rate @ FTE 20106.383
Current Monthly@FTE 0545455 Proposed Monthly@FTE 2234.043
Academic Rate Expected Job End Date 05/31/2021 |[5) & Auto End Job
Expected Job End Date 01/15/2021 | ®3 auto End Job

Contract Information

Contract Actn | Create Mew Contract w | Contract #
L, *Pay Type | Pay Over Contract v|

Payment Term | Pay Over "X’ Dates v

cont  Enter the Contract Start

IContract Start Date |01/16/2021 [[x]

Pay
sn  Date and Contract End Contract End Date [F5EV2ET |
Cont Da.te
Cont - Contract Worth 10000.000
Contract Options
Contract Worth 5000.000 [J Renewal Indic Renewal Count
Contract Options Recalculate Flag:

|_| Renewal Indic Renewal Count

People Excellence




The University of Texas at San Antonio

UTSA Business Affairs

Effective Date |01/16/2021 |[#]

Current Job Information

Empl Class |Gratluate Research Assistant v|

Pay Group | UTSA Monthly v

Comp Frgncy | Contract v |
FTE 0.475000

Current 9 Mo Academic Rate @ 100% 180861.244
Current 9 Mo Academic Rate @ FTE 85009.091
Current Monthly@FTE 0545 455

Academic Rate

Expected Job End Date 01/15/2021 |5 ®3 auto End Job

Contract Information

Contract # 1
P

Enter Contract Worth in
lieu of entering 9 Mo
Academic Rate (optional)

[ T T = |

Contract Worth 5000.000
Contract Options

|| Renewal Indic Renewal Count

Proposed Job Information

Empl Class |Gratluate Research Assistant v|

Pay Group | UTSA Monthly v

Comp Frqucy | Contract v |

*FTE 0475000 Stnd Hrs/Wk
*Proposed 9 Mo Academic Rate @& 100% 42329.227
Proposed 9 Mo Academic Rate @ FTE 20106.323
Proposed Monthly@FTE 2234043

Expected Job End Date

Contract Information

Contract Actn | Create New Contract v|  Contract#
*Pay Type | Pay Over Contract v |
Payment Term | Pay Over "X’ Dates v |

*Contract Start Date 01/16/2021 [[5]
*Contract End Date |05/31/2021 [[5]

Contract Worth 10000.000

Rl R m g y ri ) ) e

I:' Renewal Indic Renewal Count
Recalculate Flag:

People Excellence

05/31/2021 |[s] B Auto End Job



The University of Texas at San Antonio

UTSA Business Affairs

Effective Date |01/16/2021  |[5]

Contract Renewals
should not be used for
Graduate Level
Students

The Recalculate
Contract Flag button
must remain checked.

p— h i R el T

SE1244
009091
n45455

;I 84 Ao End Job

RefeWwal ount

Proposed Job Information

Empl Class |Gratluate Research Assistant v|

Pay Group | UTSA Monthly v

Comp Frqucy | Contract v |

*FTE 0475000 Stnd Hrs/Wk
*Proposed 9 Mo Academic Rate @& 100% 42329.227
Proposed 9 Mo Academic Rate @ FTE 20106.323
Proposed Monthly@FTE 2234043

Expected Job End Date 0573172021 E‘J M Auto End Job
Contract Information

Contract Actn | Create New Contract v|  Contract #

*Pay Type | Pay Over Contract v |

Payment Term | Pay Over "X’ Dates v |

*Contract Start Date |01/16/2021 |[5)

*Contract End Date |05/31/2021 [[5]

Contract Worth 10000 000

Contract Options

[_| Renewal Indic Renewal Count

Recalculate Flag:

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

Current Funding

Start Date 11/16/2020
Distribution Chartfields Project Info | |[F=5H

EmmCd Cost Center Cost Center Descr Project

JOMNES ENDW CHAIR BIOTECH

E0OOO15 EXP

Proposed Funding

*Start Date|01/16/2021 {[s:

Distribution Chartfields Project Info | [[F=2H

EmnCd Cost Center Cost Center Descr ProjectiGrant

JONES ENDW CHAIR

E00018 R EIOTECH EXP

Proposed Funding should
match your new contract start | + e

date.
Project Descr El.lnding — Distrb %o Est. Expense
ate
100.000

Find First ‘4 10of1 (b Last

[+] [}

Project Descr Funding End Date Distrb % =
) Expense
Q, [ | 100.000 [#] [=]
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rsity of Texas at San Anton

UTSA Busmess Affairs

Click the Save button

This has to be done prior to
adding attachments or
comments

e || St Gacel  Cony.. Check Funag
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UTSA Business Affairs

click Add/Delete to
add Attachments

-
Type Note Attached File Attach Date/Time By
1
AddiDelete
v . .
Click the Add/Edit button to add
form Comments. ] AddUEdi
All comments will be visible to
everyone in the approval chain |
Comment By S .

People Excellence



rsity of Texas at San Anton

UTSA Busmess Affairs

Save and Submit form to forward
) the request for approval

Save Submit ADDrove

9
L
Q

AllBact Sendback Cancel  Copy..  Check Funds

People Excellence



The University of Texas at San Antonio

UTSA Business Affairs

*»* Warning ** another requestpending
for this position/emplid. RequestID: 0000000

Error Insufficient Funds Please Adjust Funding
Before Continuing

Position Maximum head count will be exceeded

Terminating the primary appointment will result in
changes to status and benefits.

Please perform a search match

Common Warnings

Another eForm is pending for person or
position — DO NOT create or save more than
one eFormat a time. You MUST wait until the
firsteFormis COMPLETED

Funding or Budget— Contact your Budget
representative to clear the warning or error

Positionis already filled — Check and make sure
you are using the correcteForm. AContract
Additionmay be required if they are already Active
in the positionor you may need to choose another
position number that is not filled

Terminating primary position— Confirmyou are
terminating the correctposition(s)

SearchMatchis required - Click the SEARCH
button at the top of the eForm

People Excellence



UTSA Business Affairs

Budget

Proposed Funding Section

» Previously funding end dates were allowed on Cost Centers
to limit salary encumbrances

« With contract appointments, GRA and GTA appointments no
longer need funding end dates on cost centers

* |n addition, project funding end dates do not need to match
the expected end date of the contract

* The contract worth and estimated expense will match with
the change to contracts




UTSA Business Affairs

Questions & Reminders

The following changes to Contracts will not be

permitted. These changes must be future dated, no
retro:

« Salary/Contract Worth

 FTE/Hours

* Contract Dates

« GRA>GTA or GTA>GRA on the same appointment

People Excellence



UTSA Business Affairs

Contact

PE Website
«210-458-4250
* hr@utsa.edu

People Excellence


https://www.utsa.edu/hr/
mailto:hr@utsa.edu



