
eForm Action Types
Position Attribute Change (Modify)

• 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 incumbent, and be transferred to any 
respective job record

Human Resources 



Initiate eForm Request

Click Create New 

Request



Human Resources

Initiate eForm Request

From the Action dropdown box 

select Position Attribute 

Change



Human Resources

The Effective Date will 

default to the date you 

create the request. Change 

it as needed.



Human Resources

In the Justification box, 

explain the purpose of this 

request

Enter the position number 

and 

Effective Date



Human Resources

Enter or lookup the Job Code



Human Resources

Complete all sections, this is required on 

this eForm
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Enter New Annual 

Rate
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Human Resources

Click the Submit button to 

forward the request for approval



Department Approvals

Once the form has been 

submitted, the workflow approval 

steps will be show.

Click on the Multiple Approvers 

link to display who can/will 

approve the form on the 

respective steps

Human Resources



Resources

• HR Website
• PowerPoint Files

• Step by Step Videos

• Job Aids

• Human resources
(210) 458-4648

dayone@utsa.edu
compensation@utsa.edu

Human Resources
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