UTSA Business Affairs

eForm Action Types
Position Attribute Change (PAC)

« Used to request changes to the attributes of a
position including vacant and filled positions.

« Remember any changes made to a position will
Impact the employee, and will appear on their job
record

Human Resources



UTSA Business Affairs

Position Attribute Change
FTE/Ben Elig/Reg/Temp

« Use this form to change an employee’s Hours/FTE

 You can also change the following fields:
* Reg/Temp
* Reports To

 Location
* Mail Drop ID

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

Initiate eForm Request

Personalize: Content | Layout

Employee Self Senice

Time Reporting
Compensatory Time, Timesheet, Vel
Summary, Pavable Time Detail, Time

Click Create New
Request

Payroll & Compensation
Wiew Paycheck, Direct Deposit, V-

My Career

Personal Information
Iy Current Profile, Personal Information Summary

Benefits
My UT Benefits, Teachers Retirement Syetem, UT OEB, UT Retirement Manager

eForms

Create New Request

Total Contracts Manager

Rowdy Exchange

Rowdy Exchange Training Snippets
Copving 8 Requisition to 8 Mew Cart
Creating Receipis
Shopping for Mon-Cataleg tems
Adding an Aftachment to a Reguisition
Approving Reguisitions

Xtender

UTSA Business Solutions Center [ v |

RequestID eForms Action
100015153 Retirement
2 00015154 Retirement
300015152 Retirement
4 00015168 Retirement
500015164 Retirement

RequestID eForms Action

: : 100015152 Retirement
My Pending Approvals 5 00015164 Ret ;
a1 etiremen

Budget Cverview —_f i
I 300015154 Retirement
S 4 00015153 Retirement
5 00015168 Retirement

e -
RequestID eForms Actio

1 00001375
2 00001382
3 00001384
4 00001385
5 00001387

End Appointr
End Appointr
Appointment
End Appointr
End Appointr



T niversity of Texas at San Antonio

U'UI'SA Business Affairs

nitiate eForm Re: uest

Actions Status

L
Additional Pay
Appointment

Contract Additions and Changes

Justification

From the Action dropdown

Create Person of Interest box select Position
Funding Change Attribute Change
ML Job Attribute Change H
Entered By Leave Of Absence

e F= L* i iy e -

Name

Position Attribute Change
Phone

Email ID Return From Leave

Terminations
Dept ID Transfer RVICES

Secondary Contact

Name

Phone




Actions

Position Attribute Change T Status

Request D

*Justification

Increase hours to 19 per week

Request Date
Processing Messages

*Position (10032971 |y
“Eff Date (08/01/2018  |[5]

FTE/Ben Elig/Reg/Temp used to change
position details

History
Current Additional Pay

*Reason | FTE/Ben Elig/Reg/Temp

Position
Effective Date
Status
Company
Business Unit
Department
Job Code
Job Title
Reg/Temp
Full/Part Time
Empl Class
Sal Plan
Acdmc Rnk
FTE

Stnd HrsWk
Max Head Cnt

Mail Drop ID

Current Position Information

Reports To Pos
Reports To NﬂmE|Lisa Chavez

Reports To Email |Lisa.Chavez@utsa.edu

Location Code

Profile ID SAN10032971

10032971
1110172015

Active r

University of Texas, San Anton v
uTS02 VP of Academic Affairs
AEHOO7 COEHD EDUC LEADERSHIP
10074 STUDENT ASSISTANT |

|STI_J[:E NT ASSISTANT |
Regular v
Part-Time T
Work Study v
UTSA Student v

0.375000
15.00

10026124

e

Proposed Position Information

Position
Effective Date
Status
Company

Business Unit

10032971
117012015

Active v

University of Texas, San Anton v

UTsn:2 VP of Academic Affairs
AEHOOT CCOEHD EDUC LEADERSHIP

BVB
(01540

Budgeted Amt

Department

Job Code STUDENT ASSISTANT |
_lob Title |STU|]ENT ASSISTANT |

Reg/Temp | Regular v

Full/Part Time | Part Time v

Empl Class TWOIR STay v

Sal Plan UTSA Student L]

0.475000
19.00

]

Mail Drop 1D

Reports To Pos

Reports To Name |LiSﬂ Chavez

Reports To Email |Lisa.Chavez@utsa.edu

Location Code

10026124 |3

BVE Q,
01540




Actions

Position Attribute Change v

Status

Request D

*Justification

Increase hours to 19 per week

Request Date
Processing Messages

*Position (10032971 |y
“Eff Date (08/01/2018  |[5]

Empl 1D Empl Red Name

G00115]

*Reason | FTE/Ben Elig/Reg/Temp

Current Position Information

Position
Effective Date
Status
Company
Business Unit
Department
Job Code
Job Title
Reg/Temp
Full/Part Time
Empl Class
Sal Plan
Acdmc Rnk
FTE

Stnd Hrs/Wk
Max Head Cnt

Reports To Pos

0032971
11/01/2015
Active v

I_L

University of Texas, Sa

VP of Ac
COEHD |
STUDENT

[STUDENT ASSISTANT | |

Regular v
Part-Time T
Work Study v

UTSA Student v

0.375000
15.00

e

10026124

Reports To I~.Ii:lme||-i5EI Chavez |

Reports To Email |Lisa.{3havez@utsa.edu |

Location Code

Mail Drop ID

BVB
(01540

Position Entry Date

Save your document and then
Submit it for approval. You will
be notified via emall once it is

complete.

Current and Future Incumbents

Eeqguest History
e Show Current Additional Pay
I I——_.

. San Anton v
T Academic Affairs
1D EDUC LEADERSHIFP
ENT ASSISTANT |

[STULENMI ASSISIANT |

v

v

Job Title

Reg/Temp | Regular
Full/Part Time | Part Time
Empl Class Work Study
Sal Plan UTSA Student
Budgeted Amt |

*FTE 0. 475000
Stnd Hrs/Wk 158.00
Max Head Cnt

10026124 |3

Reports To Pos

Reports To Name |LiSEI Chavez

Reports To Email |Lisa.{3havez@utsa.edu

Location Code |[BVE

Mail DropID 01540



rsity of Texas at San Anton

UTSA Busmess Affairs

Your request will appear on the
employee’s job record

. b
*Effective Date: 08012018 | GoToRow +
Effective Sequence: 0 *Action: Position Change \
HR Status: Active Reason: Fosition FTE/Ben Elig/iReg/Temp Y
Payroll Status: Active *Job Indicator: Primary Job \
Calculate Status and Dates
Current

Human Resources



UTSA Business Affairs

Contact:
Human Resources
(210) 458-4648

hr@utsa.edu

Human Resources



