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Eforms overview



An eform is an electronic form to 
request a change in the 

HR/Payroll information database

What is an eform?



After an eform is fully completed, 
the information is used to update 

pages within the 
HR Administration Tile

How can I get to the HR database?



Job Data
All admins have access to view Job Data. This will tell you if your employee is currently active, terminated, or had a prior 
assignment with your department. Eform results are posted in job data. 

Review eform results
 
Work Location Tab

o Name & Empl ID
o Hire/Rehire
o HR Status
o Position Number & Title
o Expected Job end date

Jane Doe 123456789



Job Data
All admins have access to view Job Data. This will tell you if your employee is currently active, terminated, or had a prior 
assignment with your department. Eform results are posted in job data. 

Review eform results

Job Information Tab
o Reports To
o Standard Hours

Jane Doe 123456789

John Smith50012361122333



Types of eforms
 



Eform Types
• New Position Request
• Create Person of Interest (POI)
• Appointment
• Transfer

• Job Attribute Change
• Position Attribute Change 
• Contract Additions and Changes

• Termination 

• Additional Pay
• Funding Change



Hiring 
Authorization 

and/or POI
*if applicable

Appointment
Changes
PAC, JAC, CAC, 

Transfer

Termination
(End Appointment)

Eform Progression



Person of Interest (POI)
POIs provide email and/or Canvas access

• POIs can be given to:
oFaculty
oVolunteers (case by case 

basis)
oContractors (as needed) 

• POIs are not connected to 
payroll
Not to be confused with a 

Financial Person of Interest

Job Code: A009  
Title: Other Affiliated Affiliate



• Appoints a new paid employee 

• Appoints a returning employee 
with a break in service

**NOTE: Please contact HR if the 
employee has a termination date 
that matches the prospective hire 
date

Appointments
An appointment is used to place an employee in a new position



Transfers should be 
submitted by the 

receiving department 

Transfers
An employee is leaving a department and going to another department with NO break in service



Position Attribute Change (PAC):
• FTE (hours)
• Reports to
• Location
• Department ID
• Business unit
• Title change (FT only)
• Wage AND title change – 

Reclassification (FT only – 
Position Change Authorization 
DocuSign required)

Change eforms
Job Attribute Change (JAC):

• Changes to pay rates (Non-
faculty/non-contract)

• Change in automatic end dates

Contract Additions and Changes: 
• For faculty only

• Add new contract

• Update pay on existing contract

• **Needed each semester for Adjunct 
faculty



Creates a position number

Once eform is Complete, the position 
number will populate on the eform

Things to note:
o Effective date = 1st day of an unpaid month
o Please review the job code before submitting
o Please use the approved title that matches 

the DocuSign (if applicable)
o Hiring Authorization Request DocuSign must 

be attached when applicable

New Position Request



• Termination eforms are used to 
terminate an active employee’s 
current position

• Termination eforms need to be 
fully approved prior to the 
employees last day

• *Resignation letters are 
required for all voluntary 
terminations

Termination eforms
(End Appointments)



Termination eforms
(End Appointments)

Create as soon as notified of employee resignation/termination or 
approx. 1 month before their expected termination date

If notified late, please send HR and  Payroll an email as soon as 
possible, notifying of employee name and termination date, to ensure 

last payroll calculates correctly.



• A funding change eform updates the 
funding sources (cost center) for the 
position

• Instead of using the Empl ID, you will 
start a Funding Change eform by using 
the employee’s Position number

• **Funding changes do not route to HR

• Please contact Budget for Funding 
Change questions budget@uttyler.edu

Funding change eforms

John Doe

Jane Doe



An Additional Pay eform is 
used to pay current full time 

exempt employees a 
payment for temporary 

duties performed

**Prior approval will be 
required

Additional Pay eforms



Additional Pay eforms
If duties are different (e.g. classified/A&P doing faculty duties 

OR faculty doing A&P duties) that would be a 2nd 
appointment and additional pay on the new position

A note from Budget

Example: 
Empl 0 = Professor Position

Empl 1 = Chair Position 
(zero fte, add’l pay)



Additional Pay Eform Dates and Earnings Codes

Incorrect Additional Pay Eform:

• Should not use the same earnings 
code within the same month

• Peoplesoft will not finish paying 
out first additional pay correctly

• The “New Payment” will override 
prior payment

A note from Payroll



Correct Additional Pay Eform

• Use two separate earning codes if 
two payments are within the same 
month

• Peoplesoft will create two separate 
additional pay screens, and each 
payment will process in full

A note from Payroll
Additional Pay Eform Dates and Earnings Codes



Important details for every eform
• Justification – This is your opportunity to communicate with us! The 

more details, the better. 

• Position – Employees cannot share position numbers. 



• Timing of eForm approvals - eForms for the same position 
should not be routing at the same time because the changes on 
one eForm most likely will affect the other eForm

Important details for every eform

Example: 
eForm 1: PAC to update reports to, effective 2/1
eForm 2: PAC to update FTE/hours, effective 2/1



• Comment section – This 
section is used to communicate 
with others

• Attachments – Use this feature 
if you need additional 
documentation attached

Important details for every eform



Approvals – Eforms route through 
several departments for approval

What happens after I click submit?



Eform Status – 

• Pending Approvals = still in routing.
• Approved = final approved and ready for processing.
• Completed/completed manually = this has been processed and is in Job 

Data.
• Error on update = The eform failed processing and must be entered into 

Job Data manually

What happens after I click submit?



Additional 
Information



HR Compensation Form 

• Make changes to an existing position 
o Ex: extending the end date (non-student) 

increasing wages, updating/reclassifying 
title

Hiring Authorization Request

• Create a new position
• Hire someone into a new position

Compensation DocuSigns
Required for:
•  A&P and Classified Staff positions

o budgeted, temporary/casual, full-time or part-
time

• Faculty positions (full-time)

Not required for:
• Part-time faculty/instructional support
• Student titles

*Note: Please attach the required DocuSign to the 
corresponding eform(s)



Auto Term

At the start of a new month, please be sure to review workers in your department that have an 
auto-end date for the current month. 

If you wish to extend their end date, please submit a Job Attribute Change eForm, and make 
sure that it gets to HR Approval no later than the date on the email to ensure they do not 

terminate on the Auto-Term.



Auto Term cont.
How to remove an 
auto-end date:

Submit:
Job Attribute Change eform 

Effective date: 
BEFORE the auto-end date

Job Data View:

Example:
Expected End Date: 5/31/2024
JAC Effective Date: 05/30/2024 
(or BEFORE)



PT Employment
• New Hire/ Rehire Requirements email is sent to candidate 

once e-form reaches HR queue
• Please be sure that hiring managers and employees are 

aware that part-time employees CANNOT begin working 
until they have been approved by HR. 

• Reports To is responsible to approve timesheets



PT Employment

• Must be currently enrolled to 
hold student title 

• Cannot exceed 19.5 hours
• Exception: GTA/GRA Tuition 

Waiver
• Cannot be on both payrolls at 

once.
o Example: GTA & Grad 

Assistant

• These are Classified, non-student 
positions

• Not eligible for POI’s, Additional 
Pays, or Stipends

• Need the associated DocuSign 
(except Field Supervisors) for 
hiring or making changes to the 
position attributes

• Eligible for POIs when necessary

• Part time faculty are not eligible 
for Additional Pays or Stipends

• Part time faculty cannot be in 
student appointments 

• Per SACS requirements, eform 
must have offer letter, CV, and 
transcripts attached

Part Time Faculty
This includes Adjunct Faculty and Specialists

Part Time Non-FacultyStudent Positions



Student Titles



Thank you!
The Office of Human Resources

eforms@uttyler.edu 
https://www.uttyler.edu/human-resources/ 

mailto:eforms@uttyler.edu
https://www.uttyler.edu/human-resources/
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