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You will use UCPath for many pay and HR-related activities
currently done through At Your Service Online (AYSO) or
via paper form, such as:

e updating your personal information
« choosing direct deposit options
e viewing pay stubs and vacation/sick leave balances
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UCPath lives at: ucpath.universityofcalifornia.edu
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The left side of the UCPath website provides
access to self-service tasks and FAQs.
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Welcome to UCPath

The right side provides links to E::
frequently used tools and sites. 2 G oo
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The center
section
provides

access to
forms in
various

categories.
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Employee Self-Service
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UCPath allows employees to perform a range of self-service
tasks, which appear on the left side of the website.

T
» Personal Information

» Benefits

» Income and Taxes Note: Self-service options are
based on your user profile and
level of security access. For this

» Leave Balances reason you may not be able to

» Manager Self Service open all tasks or forms on the site.

+ Retirement and Savings

» Ask UCPath Center

» FAQ: How Do I
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USG the PerSOna| |nf0rmatIOn ::;v Personal Information ]

category to review and update: = Personal Information
Summary
« Name, address, and more using i o Y
Personal Information Summary S e
+ Disclosures

e Education, licenses, and more using | -, soere

My Current PrOflle v Income and Taxes
PS Patent Amendment » Retirement and Savings
+ Leave Balances
e \eteran status _
r Manager Self Service
¢ Dlsablllty StatUS v Ask UCPath Center
e Qutside professional activities ¢ TAQTew ol
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Use the Benefits category to: ! + Personal Information !
I : ,}v Benefits .

 Enroll in benefits
; ; = Enroll in Benefits
* Review your benefits = Benefits Summary

= Dependent Coverage
= Life Events/Benefits Changes

¢ ReV|eW dependent Coverage = Designate Beneficiary via
AYS50

* Enter life events/benefits changes . -

¢ DGSlgnate beneﬁClarleS v Retirement and Savings

¢ Leave Balances

v Manager Self Service
¥ Ask UCPath Center

+ FAQ: How Do I
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Use the Income and Taxes category
to:

View paycheck

Update direct deposit
Update withholdings

View W-2/W-2c¢ history
Submit W-2 reissue request
Enroll to receive online W-2
View pay record

3

3

Personal Information

Benefits

e

Income and Taxes

= View Paycheck

= Direct Deposit

= Federal Withholding (W-4)
= CA State Withholding (DE-4)
& Out-of-State Tax
Withholding

= View Online W-2/W-2c

= W-2 Reissue Request

= Enroll to Receive Online W-2
= View Pay Record via AYSO

Retirement and Savings
Leave Balances
Manager Self Service
Ask UCPath Center

FAQ: How Do I
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Use the Retirement and Savings

+  Personal Information

category to:

e Access the retirement savings
website

e Update UC retirement plan
choices

+ Benefits | |

L

Income and Taxes

-

Retirement and Savings

= Retirement Savings Program
= UC Retirement Plan via AYSO

Leave Balances
Manager Self Service
Ask UCPath Center

FAQ: How Do I
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Use the Leave Balances category to  Personal Information
review vacation/sick leave balances. I bl I

¢ Income and Taxes

» Retirement and Savings

:Tv Leave Balances

= View Leave Balances

v Manager Self Service
v Ask UCPath Center

r FAQ: How Do I
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FAQs + Getting Help
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The FAQ: How Do | section provides e i e

. . . + Benefits

links to step-by-step instructions for T
frequent self-service tasks. " Retiement and Savings

» Leave Balances
» Manager Self Service

v Ask UCPath Center

[ - FAQ: How Dol

g

= Access forms on MyPath?
&= Instructional Job Aids

= Access my W-2 or W-2c
forms?

= Change my name?

= Complete disclosure forms?
&= Enroll in benefits?

= Manage my direct deposits?
= Record a life event?

= Verify employment?

= Request my W-27?

= Track licenses/certifications
= Update my emergency
contact?

= Update my OPAs?

= View my absence balances?
= View mv navcheck?
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Submit Name Change in Employee Self Service il

Use this procedure to update your name in Employee Self Service.

Enter your UC Openthe Expand Name Enter new
network Personal section information and

credentials Information save
> Summary page >

Note: An employee may not submit a name change until the employee has changed their
name with the Social Security Administration.

Process Steps:
A. From the OF Local HR page or the OF Payroll page, click the UCPath button.
B. Enter your UC network single sign-on credentials (username and password).

C. Click Personal Information to expand the list and then click Personal Information
Summary.

D. Expand the Name section.
E. Enter the new information and save the record.

Proceed to A

Legend: Mot Started |4 Currentb Completed P
Q

UCPATH.UNIVERSITYOFCALIFORNIA.EDU

Each FAQ begins with an
overview of the steps.
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Subsequent pages provide
screen shots and detailed
step-by-step guidance.

UCPATH.UNIVERSITYOFCALIFORNIA.EDU

Submit Name Change in Employee Self Service

E. Enter newinformation and save. (1 of 4)

Personal Information

Name Change

Kitty Clark

Enter your new name and select Submit.

Mote: You may be required to send proof of the name change to Human Resources.
US Emplovees: All name changes must match the name provided on your social security card.

Current Name

Kitty Clark

New Name

Change As Of| |09/01/2015 |5 (example: 12/31/2000)
*Name Format| English v| | Edtname | @

Name Kitty Clark

| submit

* Required Field
Return to Personal Information

8.In the Change As Of field, enter the date of your name change. Use the format
mm/dd/vyyy.

9. Clickthe Edit Name button.

Continue to the next page.

BRppo

UCPATH CENTER
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GEttlng HElp ' » Personal Information '

You can contact UCPath Center staff via + Benefits
the UCPath website or by phone for help » Income and Taxes
with pay and benefit-related transactions. il e rment e Snviinn

v Leave Balances

The Ask UCPath Center category enables » Manager Self Service
you to submit and monitor online » Ask UCPath Center
inquiries.

= Submit an inquiry
@ Check Inquiry Status

v FAQ: How Do I
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Submit Case Step 2

|

To submit an inquiry, start by
entering a subject and a short
description.

Subject  FAU Account Update

Description  \ipdate inerface submitted on 7/17/2015 for FAL 21-123456
Transfer entire balance io FAL 41-678001

Requested By | ocation Central Office »

Topic Payrol ¥
Lategory  Procassing - EmorReconciiation -

iy image

'E.l |:'|| |
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Submit Case Step 2

Subject

Description

Requested By
Topic

Category

Subsmal

| = Required Information

FAU Account Update

Update inferface submitted on TATI2015 for FAY 21-123456
Transfer entire balance io FAL 41-678001

e Enter your name and

S ———— : specify the topic and category.

'E.l |:'|| |
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Submit Case Step 2

Subject

Description

Requested By
Topic

Category

Subsmal
| = Required Information
FAU Account Update
Update inferface submitted on TATI2015 for FAY 21-123456

Transfer entire balance io FAL 41-678001

Location Cenlral Office ~

Enter the text shown in the
CAPTCHA image and click
the Verify Image button.

iy image

'E.l |:'|| |
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Submit Case Step 2

|

| =Required Informaben

Subject  FAL) Account
DeSCAPIOn  yndars iturface submited on T/1TI2015 for FAL 24123456
Transfer entire hatance lo FAL 41675091
Requested BY | ocation Central Office +
Tegsc Payrol .
Categoly  Processing - Emor/Reconcikiation -

Maximum fle size for 3 smgle attachment cannot exceed & MB.

v, o s To add documentation, click
: | the Browse button.
fle | Browse. | Nofie selected

" | Browse. | Nofle selected i
it | Browse. | Nofle selected Tk
fle | Browse. | No e selected il
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Submit Case Step 2

Description

Requested By
Topic
Cabegory

|

FAU Account

Update interface submitied on 7/1T/2015 for FAU 21123456
Transfer enfire balance 1o FAL 41678091

Location Central Office »

Payrol .

Processing - EmorReconcikation -

Enter a short description of the
supporting documentation here.

| =Required Informaben

UCPATH.UNIVERSITYOFCALIFORNIA.EDU
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Submit Case Step 2

Description

Requested By
Topic
Cabegory

|

Then click the Submit button.
An email confirmation is sent to you.

FAL Account

Update mterface submitted on 'Fn'lil'l?ﬂl'ISEI FAU H-12345
Transfer entire bafance 1o FAL 41-678091

Location Central Office =
Payrol *
Processing - EmorReconcikation -

Maximum fle size for 3 smgle attachment cannot exceed & MB.

e | Browse. | Nofie selscted

| Browse. | No fie slected
| Browse.. | No s selected
| Browse.. | No fle selected
| Browse. | No fle selecied

UCPATH.UNIVERSITYOFCALIFORNIA.EDU
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You can monitor your inquiries using ' FesanalInfonpation l

the Check Inquiry Status link. et

 From your list of inquiries, click any
case number for detalils.

* If necessary, you can add
attachments or comments.

-

¢+ Income and Taxes

-

Retirement and Savings

-

Leave Balances

-

Manager Self Service

1

Aslk UCPath Center

= Submit an inquiry
= Check Inquiry Status

-

FAQ: How Do I
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Forms + Quick Links
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The Forms
Library provides
access to online

forms. Categories
Include benefits,
payroll, human
resources, and

more.
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Wexome to UCPath

 — e s e .

The Quick Links section provides S
access to frequently used tools and
sites, such as the payroll calendar,
Time Reporting System, and more. o Bl
[T ae ]
m&“&,‘ﬂf‘““‘"""ﬂ — UCPah Joba Relabie
Support Mogn. Bamedpm PET WS P PO
+ Payroll
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Manager Self-Service
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Managers can use the Manager Self ! Personal Information _:!

Service section to review information | ' %<
about their direct reports and lower- i i
level staff, if applicable.

» Retirement and Savings

¢ Leave Balances

|:i>v Manager Self Service

Note: As you review the self-service tasks, = View Employee Information
remember that your user security controls s o i 5 o
access to these tasks. A b B

= Team Historical Profiles
&= Position Control Request

 Ask UCPath Center

* FAQ: How Do I

UCPATH.UNIVERSITYOFCALIFORNIA.EDU UCPATH CENTER 30



UNIVERSITY

UCPath

Use the View Employee Information ' Besconailnto matian I

link to review basic information about | * e
your direct reports, including: + Tncome and Taxes

» Retirement and Savings

e Current position and job code ——————
[ Add fesses ~ Manager Self Service
« Emergency contacts e et

= View Compensation History
= Current Team Profiles

= Team Historical Profiles

&= Position Control Request

 Ask UCPath Center

* FAQ: How Do I
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Use the VleW Compensat|on H|Story » Personal Information
link to review compensation actions for | * ®<
your dlreCt reports » Income and Taxes

» Retirement and Savings

¢ Leave Balances

~ Manager Self Service

= View Employee Information
Allocate Comp (Merit Cycles)
View Compensation History

= Current Team Profiles

= Team Historical Profiles

&= Position Control Request

 Ask UCPath Center

* FAQ: How Do I
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Use the Current Team Profiles link to
review detalls about your direct
reports, such as education, licenses,
and certifications.

Personal Information

Benefits
Income and Taxes
Retirement and Savings

Leave Balances

UCPATH.UNIVERSITYOFCALIFORNIA.EDU

Manager Self Service

= View Employee Information

& Allocate Comp (Merit Cycles)

= View Compensation History
Current Team Profiles

= Team Historical Profiles

&= Position Control Request

Ask UCPath Center

FAQ: How Do 1

UCPATH CENTER
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Use the Team Historical Profiles link || » Personalinformation
to review details for your direct reports | * %<
and their direct reports, if applicable. ey

» Retirement and Savings

¢ Leave Balances

~ Manager Self Service

= View Employee Information
& Allocate Comp (Merit Cycles)
= View Compensation History
= Current Team Profiles

Team Historical Profiles
&= Position Control Request

 Ask UCPath Center

* FAQ: How Do I
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Use the Position Control Request > Personal Information
link to request to fill new and existing S
pOS|t|0nS v Income and Taxes

» Retirement and Savings

¢ Leave Balances

~ Manager Self Service

= View Employee Information
& Allocate Comp (Merit Cycles)
= View Compensation History
= Current Team Profiles

= Team Historical Profiles
;_‘_:) Position Control Request

 Ask UCPath Center

* FAQ: How Do I
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Here’s a short recap:
« UCPath link ucpath.universityofcalifornia.edu

 Both employees and managers will use UCPath for a
wide range of self-service tasks.

e You have access to a wealth of useful information and
resources via the Forms Library and Quick Links.

 If you need help:
— FAQs provide step-by-step instructions for many tasks.

— You can submit/monitor inquiries online or call the UCPath
Center.
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