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 Changes
Inactivate Position

* |f a position Is no longer needed, use this form to
Inactivate It.

* The position must be vacant before you make this

request.

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




The University of Texas at San Antonio

UTSA Business Affairs

Position Attribute Change

Actions Position Attribute Change Status E t th P . t - b uest
*Justification |Inactivate position, no longer needed. n er e OSI I O n n u m er uest
Lessir
Enter the Effective Date est|
| w Cu
“Position 1003097 /Q Reason: Inactivate Position
° Status: Inactive
*Reason | \nactivate Position v
Position 10030967 Profile ID SAN10030967 Position 10030967 Q
Effective Date | 02/28/2018 Effective Date  |02/28/2018 [5{
Status Inactive Status | Inactive v‘
Company University of Texas, San Anton Company | University of Texas, San Anton v
Business Unit |UTS02 VP of Academic Affairs Business Unit |UTS02 VP of Academic Affairs
Department ~ AEH007 | COEHD EDUC LEADERSHIP Department ~ AEH007  COEHD EDUC LEADERSHIP
Job Code 11102 Field Education Specialist NE Job Code 11102 Field Education Specialist NE

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

Position Attribute Change

Actions Position Attribute Change Status Request
*Justification |Inactivate position, no longer needed. Request
Processir
Request |
Show Cu
*Position 10030967 O
erpate 0601208 5 °" - Sgve your document and then
Reason [Inactivate Posion Submit it for approval. You will
Position 10030967 be notified via email once itis « «
Effective Date 02/28/2018 018 [51
status nacile complete. e~
Company University of Texas o sity of Texas, San Anton v
Business Unit |UTS02 VP of Academic Affairs Business Unit UTS02 VP of Academic Affairs
Department ~ AEH007 | COEHD EDUC LEADERSHIP Department ~ AEH007  COEHD EDUC LEADERSHIP
Job Code 11102 Field Education Specialist NE Job Code 11102 Field Education Specialist NE

Human Resources



UTSA Business Affairs

Contact:
Human Resources
(210) 458-4648

hr@utsa.edu

Human Resources



