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Overview 

 
The electronic Personnel Request Form (ePRF Form) allows the user to request to create a new position, update 

an existing position, or inactivate a position.  By updating an existing position, the user can request to change 

the funding on a position or transfer the position to another department.  The user can also request to change the 

classification/rank or standard hours/FTE on a benefits-eligible position. 

 

eForms Home Page 
Use the eForms Home Page to navigate to the “Start a New ePRF Form” Link 

 
 

Navigation:  Department Self Service > eForms Home Page > Start a New eForm > Position Request (ePRF) 

To select the link 

1.  Click on “Start a New eForm” 

 

 

2.  Click on the appropriate eForm to initiate 
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Create a New Position 

1.  Check “Create a New Position.” 

The Add button will display.  Click the Add button to request a new position. 
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2.  Enter Effective Date and Department Information: 

 Effective Date (Must be within current fiscal year or within fiscal year available for budget entry) 

 Department # 

 Location Code (Will default to Location Code associated with Department; can be overridden) 

 Reports to Position (If applicable) 
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3.  Enter Job Classification Information 

Select: 

 Reg/Temp – Reg (benefits-eligible), Temp (non-benefits-eligible) 

 Empl Class-Faculty, Prof/Admin Staff, Support Staff.  

If Reg Position, Select whether to: 

 Use Existing Job Code – Enter Proposed Job Code 

 Create New Job Code – Contact HRIS/Compensation Specialist at extension 2166. 

If Temp Position, Enter Proposed Job Code 

Enter Proposed Annual Salary (If applicable) 

 

 

4.  Enter Standard Hours/FTE 

If Reg Position,  

 Enter Standard Hours; FTE will populate based upon Standard Hours 

If Temp Position 

 Standard Hours will default to 1 and FTE will default to .03, since Standard Hours and FTE are entered 

on Job Data 
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5.  Enter Budget Information 

 Speedtype(s) 

 Distrb %(s) (Must total 100%) 

 Funding End Date (If Grant or Contract) 
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6.  Finalize Form 

 

 

 



    

 Page 8 of 17 10/17/2011 

 

Note:  If there is a Position Change, the form will route to the HR Department for approval.  If there is 

a Budget Change, the form will route to the Budget Department and Office of Sponsored Programs, if 

applicable. 

Note:  Once the HR Department, Budget Department, and Office of Sponsored Programs approves the 

form and it is executed, the initiator will receive an email informing them that the form has been 

authorized.  The form will be available for view with the new position # and approved job classification. 

7.  View Approved Form 

Navigation:  Department Self Service > eForms Home Page > View an eForm > Position Request (ePRF) 
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Update an Existing Position 

1.  Check “Update an Existing Position.” 

The Existing Position Search page will display.  Enter the position # to be updated, or enter the 

information you have and click search. 

 

 

 
2.  Select position # from Position Result. 
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3. Enter Effective Date and Department Information: 

 Effective Date (Must be within current fiscal year or within fiscal year available for budget entry) 

 Department Information will populate from position data.   

 Make requested changes as applicable to:  

-Department # 

-Location Code (Will default to Location Code associated with Department; can be overridden) 
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4.  Enter Job Classification Information 

If Reg Position, Select: 

Empl Class 

Current Job Classification Information will populate from position data 

Select whether to: 

 Enter Proposed Job Code 

 To Create New Job Code – Contact HRMS/Compensation Specialist at extension 2166 

 No Change (default) – If no change to job classification is requested 

Enter Proposed Annual Salary (If applicable) 

Select Requested Position Change Reason 

 

 

 

5.  Enter Standard Hours/FTE 

If Reg Position,  

Make changes to Standard Hours as applicable; FTE will populate based upon Standard Hours 
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6.  Enter Budget Information 

Budget Information will populate from the department budget table.  Make requested changes as applicable to: 

 Speedtype(s) 

 Distrb %(s) (Must total 100%) 

 Funding End Date (If Grant or Contract) 

 



    

 Page 14 of 17 10/17/2011 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



    

 Page 15 of 17 10/17/2011 

7.  Finalize Form 

 

 

 

 

 

 

 
 

Note:  If there is a position change, the form will route to the HR Department for approval.  If 

there is a Budget Change, the form will route to the Budget Department and Office of Sponsored 

Programs, if applicable. 

Note:  Once the HR Department, Budget Department, and/or Office of Sponsored Programs 

approves the form and it is executed, the initiator will receive an email informing them that the 

form has been authorized.  The form will be available for view with the approved job classification 

and budget effective date. 
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8.  View Approved Form 

Navigation:  Department Self Service > eForms Home Page > View an eForm > Position Request (ePRF) 
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Inactivate an Existing Position 

 

 
 

If a position has been eliminated due to budget constraints, HR will inactivate the position.  If the department 

chooses to inactivate a position, making it unavailable for future use, please contact the HRIS/Compensation 

Specialist in the Office of Human Resources. 

 

Notes: 

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

                


