
eForm Action Types
Person of Interest

• Unpaid relationship with UTSA

• Gov’t Agency employees, Independent Contractors, Student 

Volunteers, Research and Non-Research Volunteers, and Visiting 

Scholars/Researchers

• Complete POI Form and Criminal Background Check

• Route to Research Integrity, if applicable

• If the POI is working with students and/or needs 

access to UTSA Resources

• Complete an eForm and attach their signed POI form 
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Initiate New eForm Request
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On the Initiate New eForm 

Request page, click on 

Create Person of Interest 

from the dropdown box



Use the Justification 

text box to explain or 

“justify” the reason for 

the new eForm action 

requested
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Ensure the POI does not 

have an existing 

Employee ID (Empl ID); 

use the Search Match 

page to confirm this. Click 

the Search button.  



• The Search Match page is displayed.  Enter the 
employee information such as: First Name, Last 
Name, or Empl ID (if known) and click Search.  

• Identify the employee and click the Select button to 
copy over their information.

• Hit cancel to return back to your form
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Use the Proposed 

Personal Information to 

enter your POI’s name
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Click Clean Address

to enter their address 

correctly
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Only use TX addresses.  

The Validate Address link 

will verify the address was 

entered correctly.
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17000 IH 10 W was 

changed to the clean 

address displayed

Once complete, hit OK to 

return to the form
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Use the Proposed 

Personal Information to 

enter Birth Date, SSN, 

Gender, Home Email and 

Phone Number
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From the Hire Type

dropdown menu, select 

Add Person of Interest
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Choose the appropriate option 

for the Hire Reason:

Add POI

Rehire POI

Returning Retiree POI
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Provide the Start Date and 

Expected End date. Select 

the End Job Automatically 

option if the job should 

automatically end by the 

provided “Expected End” date
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Enter or Lookup your 

position number
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The Department ID will default 

automatically based on the 

Position number provided

The Location Code, Mail Drop 

ID, and Reports To will default 

based on the position 

provided. Make changes as 

necessary.



Click the Save button
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Expand the Attachments 

section to add your 

signed POI form



POI Form is mandatory

• An acknowledgment of service without salary needs 
to be attached to your eForm.
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Click Submit



Q&A

Contact:
Human resources
(210) 458-4648

dayone@utsa.edu
compensation@utsa.edu
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