UTSA Business Affairs

eForm Action Types

New Position Request

* Used to create new faculty positions
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The University of Texas at San Antonio

UTSA Business Affairs

Employee Self-Servig

Personalize: Content | La

From the PeopleSoft start

e ta b 2nel - page, click on the Create

Payroll & Compensation

View Paycheck, Direct Depo New RequeSt link under
My Careet the eForms section

Personal Information
My Current Profile, Perscnal

Benefits
My UT Benefits, Teachers Retirement System, UT OEB. UT Retirement Manager

Total Contracts Manager

Rowdy Exchange

Rowdy Exchange Training Snippets
Copying_a Reguisition to a New Cart
Creafing Receipis
Shopping for Mon-Catalog Hems
Adding_an Attachment to a3 Requigition

Xtender

UTSA Business Solutions Center [ 2 - |

Leave Type Duration
Vacation Leave 37.00 Hours

=
Sick Leave 25.50 Hours

Employee Leave Summary Exd

RequestlD eForms Action
1 00000736 Create Person of Interest
2 00000736  Create Person of Interest
3 00000786 Create Person of Interest
Reports 400000786 Create Person of Interest

5 00000794  Retirement

Create New Request
My Pending Approvals

Budget Overview

Request ID eForms Action

1 00001050 Appointment

2 00000794 Retirement

3 00000793 Termination

4 00000798 Leave Of Absence
5 00000799 Feturn From Leave

W

Request ID eForms Action
1 Request ID

UTSA Announcements

Human Resources
. EEMIMDER: Motice to all benefits eligible employees regarding_Vacation Le:
. IMPOBETANT - Pay Advice ESS Instructions

More. ..

Finance

. Disbursements & Travel Services (DTS) Training Materials
More....

System Announcements
" Leave Accrual Availability
. Paycheck View Availability

- L = e




The University of Texas at San Antonio

UTSA Business Affairs

Initiate New eForms Request

Actions | e | Status Request ID
Justification Request Date

Processing Messages

Reqguest History

Entered By

Name Samantha Hernandez

Phone  210/458-7563

Email ID Samantha.Hernandez@utsa.edu

DeptID BHRO001 HUMAN RESOURCE SERVICES
Secondary Contact

Name

Phone

= Notify +Add
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The University of Texas at San Antonio

UTSA Business Affairs

Initiate New eForms Request

Actions ~ | Status Request ID

ustiication | Request Date
Appointment Processing Messages
Contract Additions and Changes Request History

Create Person of Interest

End Appointment

Entered B Faun

Nmy e OF Abcence On the Initiate N_ew eForm
Phone New Position Request Request page, C“Ck on NeW
Email ID | Retirement Position Request from the
DeptID | Return From Leave RVICES

Action dropdown box

Secondary Co Termination
Name

Phone

= Notify +Add
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The University of Texas at San Antonio

UTSA Business Affairs

actions [ New Pusition Request T1 Status In thg Justification box,
“Justification |Create a beneitts iigible Lecturer | explain the purpose of the
request
*Position Eff Date [08/01/2018  |[5] Copy Position Q
Position
*Status Active ¥
Company University of Texas, San Anton T

*Business Unit  UT302 (& VP of Academic Affairs
*Department AEMDD4 |3 COE MECHANICAL ENGIMEERING

*Job Code 10051 | Q LECTURERI

= lob Title LECTURER |

Reg/Temp Regular v
Full/Part Time | Full Time v
FLSA Status Exempt v
*Empl Class Mon-Tenure Track Facult =

*Sal Plan UTSA Faculty =
*FTE 1.000000

*Stnd Hrs/Wk 40.00

*Max Head Cnt 1

*Reports To Pos [10026955 |
Reports To Name |Hai-Chao Han
*Location Code [EB Q
*Mail Drop 1D 01330
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The University of Texas at San Antonio

UTSA Business Affairs

Actions

*Justification |Create a benefits eligible Lecturer ||

*Position Eff Date [08/01/2018 |[5]

Position
*Status
Company
*Business Unit
*Department
*Job Code
*Job Title
Reg/Temp
Full/Part Time
FLSA Status
*Empl Class
*%al Plan

*FTE

*Stnd Hrs/Wk
*Max Head Cnt

Mew Position

Active

University of Texas, San Anton
uTs0z Q
AEMDD4 |3 COE MECHANICAL ENGIMEERING

10051

Request

T

L LECTURER |

LECTURER |

Fegular
Full Time

Exempt

Mon-Tenure Track Facult

culty

UTSA Fa

1.000000

40.00
1

*Reports To Pos |10026955

Reports To Name |Hai-Chao Han

*Location Code

*Mail Drop 1D

EE
01380

Q

Q

Y Status

Copy Position

VP of Academic Affairs

Enter the Position Eff date

Tip: Use a date that is
earlier than when you need
it. In cases changes need
to be made to
accommodate your
employee.
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The University of Texas at San Antonio

UTSA Business Affairs

Actions Mew Position Request T | Status

*Justification |Create a benefits eligible Lecturer |

*Position Eff Date [08/01/2018 |[3] Copy Position Q, Status will defaUIt to A.\Ctl\/.e

and the Business Unit will

Pasition auto-populate based on
"Status Acve your security role.
Company University of Texas, San Anton v

*Business Unit  UT302 [ VP of Academic Affairs

*Department AENDD4 | Q) COE MECHANICAL ENGINEERING
*Job Code 10051 | Q LECTURERI

* Job Title LECTURER |

Reg/Temp Regular -

Full/Part Time | Full Time -

FLSA Status Exempt v

*Empl Class
*%al Plan

*FTE

*Stnd Hrs/Wk
*Max Head Cnt
*Reports To Pos

Mon-Tenure Track Facult v
UTSA Faculty
1.000000
40.00
1
10026955 |

Reports To Name |Hai-Chao Han

*Location Code

*Mail Drop 1D

EB Qa,
01380
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The University of Texas at San Antonio

UTSA Business Affairs

Actions Mew Position Request T | Status
*Justification |Create a benefits eligible Lecturer |
Status will default to Active

*Position Eff Date [08/01/2018 |[z] Copy Position Q and Company and

Business Unit will auto-
Prneitinn
Status P populate bqsed on your
Company University of Texas, San Anton v Secunty I‘Ole.
*Business Unit  UT302 [ VP of Academic Affairs

*Department AENDD4 | Q) COE MECHANICAL ENGINEERING
*Job Code 10051 | Q LECTURERI

* Job Title LECTURER |

Reg/Temp Regular -

Full/Part Time | Full Time -

FLSA Status Exempt v

*Empl Class
*%al Plan

*FTE

*Stnd Hrs/Wk
*Max Head Cnt
*Reports To Pos

Mon-Tenure Track Facult v
UTSA Faculty
1.000000
40.00
1
10026955 |

Reports To Name |Hai-Chao Han

*Location Code

*Mail Drop 1D

EB Qa,
01380
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The University of Texas at San Antonio

UTSA Business Affairs

Actions Mew Position Request T Status

*Justification |Create a benefits eligible Lecturer ||

*Position Eff Date [08/01/2018 |[5] Copy Position Q
Position

*Status Active v

Company University of Tefas, San Anton ¥

*Business Unit (Y1502 Q™ VP of Academic Affairs Enter or LOOkUp
*Department AEND04 Q) COE MECHANICAL ENGINEERING Dep artment
*Job Code 10051 | LECTURER |

* Job Title LECTURER I

Reg/Temp Regular v

Full/Part Time | Full Time -

FLSA Status Exempt v

*Empl Class Mon-Tenure Track Facult

*%al Plan UTSA Faculty E

*FTE 1.000000

*Stnd Hrs/Wk 40.00

*Max Head Cnt 1

*Reports To Pos 10026955 | Q
Reports To Name |Hal-Chao Han
*Location Code [EBE Q
*Mail Drop 1D 01330

Human Resources 09/2018




The University of Texas at San Antonio

UTSA Business Affairs

Actions Mew Position Request T | Status

*Justification |Create a benefits eligible Lecturer ||

*Position Eff Date [08/01/2018 | [5] Copy Position Q
Position

*Ctatus Active T
Company University of Texas, San Anton T

*Business Unit  UT302 [ VP of Academic Affairs
*Denartment AENDO4 O COE MECHAMICAL ENGINEERING

Job Code 10057 |Q LECTURER | Enter or look up the Job
“Job Title LECTURER | Code. Once entered, the
Reg/Temp Requiar ' following information will
Fupart Time [T me ’ populate: Job Title,

FLSA Status Exempt v

*Empl Class Mon-Tenure Track Facult » R.eglJIar/Temp’ FU“

*Sal Plan UTSA Faculy v Time/Part Time, FLSA
“FTE 1.000000 Status, Salary Plan, FTE,
*Stnd Hrs/Wk 40.00 Standard hours, and Max
*Max Head Cnt 1

Headcount.

*Reports To Pos [10026855 |Q
Reports To Name |Hal-Chao Han
*Location Code [EBE Q
*Mail Drop ID 01320
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The University of Texas at San Antonio

UTSA Business Affairs

Actions

*Justification |Create a benefits eligible Lecturer I

*Position Eff Date [08/01/2018 |[5]

Position
*Status
Company
*Business Unit
*Department
*Job Code

* Jah Title
Reg/Temp
Full/Part Time
FLSA Status
*Empl Class
*%al Plan

*FTE

*Stnd Hrs/Wk
*Max Head Cnt

*Reports To Pos

Active

University of Texas, San Anton
uTs02 3Q
AENDO4 Q) COE MECHANICAL ENGINERRING

10051

Mew Fosition Request

L4

QL LECTURER |

LECTURER |

Fegular
Full Time

Exempt

Mon-Tenure Track Facult

culty

UTSA Fa

1.000000

40.00
1
10026955

Q

Reports To Name |Hai-Chao Han

*Location Code

*Mail Drop ID

EE
01380

Q

Y Status

Copy Position

VP of Academic Affairs

Change Reg/Temp, Full/Part Time,
FTE, Stnd Hrs/Wk as needed.

Benefits eligible will be listed as
Regular and need to work more than
20 hrs per week.
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The University of Texas at San Antonio

UTSA Business Affairs

Actions MNew Position Request T Status

*Justification |Create a benefits eligible Lecturer I

*Position Eff Date [08/01/2018 |[5] Copy Position aQ
Position

*Status Active ¥

Company University of Texas, San Anton ¥

*Business Unit  [WT=02 & VP of Academic Affairs
*Department AENDO4 Q) COE MECHANICAL ENGINEERING

*Job Code 10051  |Q LECTURER |

* Job Title LECTURER |

Reg/Temp Regular v

Full/Part Time | Full Time v

FLSA Status | Exempt v Enter the Reports To Pos, Location
*Empl Class Mon-Tenure Track Facult = COde and Ma|| Drop |D

*Sal Plan UTSA Faculty v

“ETE 1.000000

*Stnd Hrs/Wk 40.00

Wy Waad Mot 1

*Reports To Pos 10026955 | Q
Reports To Name |Hal-Chao Han
*Location Code [EB Q
*Mail Drop 1D 01330
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The University of Texas at San Antonio

UTSA Business Affairs

Under the Proposed Funding
section, the Start Date will
default to the position effective
*Start Date [08/01/2018 |[H date +][=]
Chartfields | Project Infa

Em Cd Cost Center Cost Center Descr ProjectiGrant Project Descr Funding End Date Distrb % Ei::;ense
| 15 PLAM ] -\.\:"' . ——
Q [ERom | a BUDSETPLNNNG a 5 [ oo 3l =
IT Benefits Eliginle: Org Chart Current/Proposed Attached? ¥
FPosition Justification Attached? ¥
Save Check Funds

Human Resources 09/2018



The University of Texas at San Antonio

UTSA Business Affairs Enter or lookup the Cost Center and/or
Project/Grant and Distribution.

All funding periods must equal to 100%
distribution

If using a Project/Grant, the Funding
“Start Date 08/01/2018 [ End Date will default to the Project End '~

Charffields Project Info

Date
Ern Cd Cost Center Cost Center Descr Project/Grant
UDGET PLANMING —
Q [E0T0 || @ BUPCETILAMNING S a 5 [ 10000 =
If Benefits Eligible: Org Chart Current’'Proposed Attached? ¥
Fosition Justification Attached? T
Save Check Funds
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The University of Texas at San Antonio

UTSA Business Affairs

This information is not required for
Faculty positions

If Benefits Eligible: Org Chart CurrentProposed Attached?
Fosition Justification Aftached?

Jave Check Funds

| Notify =+Add
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The University of Texas at San Antonio

UTSA Business Affairs

Type Maote Attached File Attach Date/Time By
1
Add/Delete
Org Charts and Justification gt
are not needed for faculty
positions )
Comment By DateTime
If Benefits Eligible: Org Chart Current/Proposed Attached? | N/A v
Paosition Justification Attached? M/A v
»
Save Submit Approve Dern Callgact CIICk the Save bUtton ds

This has to be done prior to
adding attachments or
comments
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The University of Texas at San Antonio

UTSA Business Affairs

=
Type Mote By
1 click Add/Delete to add
AddiDelete Attachments
=
Add/Edit
e
Comment By DateTime
-
If Benefits Eligible: Org Chart Current/Proposed Attached? | N/A v
Position Justification Attached? NiA v
[3
Save Submit Approve Deny CallBack Sendback Cancel Copy... Check Funds
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The University of Texas at San Antonio

UTSA Business Affairs

Type Maote Attached File Attach Date/Time By

AddiDelete

- Select Add/Edit to add

Comments to the form T

e
Comment By DateTime
-
If Benefits Eligible: Org Chart Current/Proposed Attached? | N/A v
Position Justification Attached? MIA v
3
Save Submit Approve Deny CallBack Sendback Cancel Copy. . Check Funds
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The University of Texas at San Antonio

UTSA Business Affairs

=
Type Maote Attached File Attach Date/Time By
1
AddiDelete
=
Add/Edit
Click the Submit form to forward |-
Comment By DateTime
the request for approval
-
If Benefits Eligible: Org Chart Current/Efoposed Attached? | N/A v
Position Justification Attached? NIA v
[3
Save Submit Approve De CallBack Sendback Cancel Copy... Check Funds
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UTSA Business Affairs

Department Approvals
— REQUEST_ID=00015487:Pending

Department Approvals

Once the form has been
submitted, the workflow approval

e steps will be show.

Multiple Approvers
@ Department Head'Manager

Click on the Multiple Approvers
Funding Approvals link to display who can/will
approve the form on the

~ REQUEST_ID=00015487:Awaiting Further Applova :
respective steps

Funding Approvals

Not Routed
Multiple Approvers
@ FMS Cost Center Approver

Business Office Approvals
— REQUEST_ID=00015487:Awaiting Further Approvals

Faculty/ Student Positions

Not Routed Not Routed Not Routed Not Routed
Muliiple Approvers Muliiple Approvers Multiple Approvers Multiple Approvers
F= Dean F= VPAFS F= Budget Cffice F= HR Day One
el | | ot

Human Resources 09/2018



UTSA Business Affairs

Contact:
Human resources
(210) 458-4648

dayone@utsa.edu
compensation@utsa.edu
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