
Welcome to UCOP!
Payroll Onboarding



Your First Day Checklist

 Signing of the Oath of Allegiance and Patent Acknowledgment
 I-9 Verification
 Receive AD credentials
 Confirm UCTrust Certification was successful (Establish SSO access)
 Access the UCPath Employee Self-Service Portal
 Access Time Reporting System (TRS)
 Add Emergency contact in UCPath
 Sign-up for Health Benefits
 Establish Federal and State Tax Withholdings (W-4)
 Learn what to expect regarding your first check
 Learn about the Pre-tax Commuter Program
 Learn about the on-line Learning Center
 Receive ACA Notice
 Complete Workers Comp Predesignation Form
 Complete Prior Service form (if applicable)
 Receive information about New Employee Notification (NEO)



Key Points about Benefits and Enrollment

Benefits counseling is provided by the UCPath Benefits Office.  The link for the 
Benefits Office is https://ucpath.universityofcalifornia.edu.  They can be reached 
at (855-982-7284).  A case may be submitted at the above link to inquire about 
various benefits/retirement issues.

The most important points about your initial enrollment are:

• Once you have an Employee ID and have received you AD log in credentials, 
please enroll online for your UC sponsored benefits at 
https://ucpath.universityofcalifornia.edu during your 31-day Period of initial 
Eligibility (PIE). The PIE starts on your hire date. While we can share the UC 
Benefits Guide, the UCPath Center will be able to provide any additional 
clarifications regarding the benefits offered at UC. This note serves as a reminder 
that it is critical that you sign up for benefits within your PIE. Please wait to 
complete this action until you have received your Employee ID from me.

• If you are eligible for Supplemental Life and Dependent Life insurance during your 
PIE you can enroll without a statement of health; but after the PIE there is no 
guarantee that you will be able to get coverage and you must submit a statement 
of health to Prudential for review.  The only other time you will have a PIE is if 
there’s a special event in your life such as when you get married or have a child. 
The UCPath Benefits office should be contacted for any additional questions.

• Similarly, if you are eligible for Supplemental Disability coverage, if you do not sign-
up during your PIE, you must submit a statement of health to Lincoln Financial for 
their review and this benefit could be denied. UC does not have State Disability.

• If you are interested in Legal insurance, you should sign up during your PIE.  Note:  
the Legal Plan is not available every year during Open Enrollment.

• Employees may not have dual coverage when both employees are employed by 
the University.

https://ucpath.universityofcalifornia.edu/
https://ucpath.universityofcalifornia.edu/


State Oath of Allegiance and Patent Acknowledgment

https://ucnet.universityofcalifornia.edu/forms/pdf/upay-585.pdf


• Please be sure to establish your Federal and State Tax 
Withholdings ahead of your first paycheck. (Complete 
your W-4)

• As your initial direct deposit request will take up to one 
month, please be prepared to have your first paycheck 
be a paper check. It will be mailed to your home address.  
It is very important that your address is correct in 
UCPATH.  Please review your address in the UCPATH 
portal and make any needed corrections as soon as you 
have access.

• Paychecks are mailed via U.S. mail which may take up to 
3-5 additional days.

• Any future changes made to your direct deposit will also 
take up to one month to process. Be aware that while the 
changes are being processed, you may receive a paper 
check, depending on the timing of your request.

Your First Paycheck





Please wait at least 36-48 hours after getting your employee ID before 
logging into the UC Learning Center, as it may take a short time for the 
system to recognize you as a new/transferred/rehired employee at UCOP.

After that, go to:  UCOP Learning Center

Sign in with your UCOP computer login name and password.

• In the Search box (upper left), type New Employee Orientation, and 
click GO.

• Click the Register button to see upcoming orientation dates.
• Click the Check box for the date you want to attend.
• Click the Submit button (above, left) to complete your registration.

Tip:  At any time click Home (top, left-had corner of each page) to return to 
the main screen.  Have questions about the UC Learning Center? Email 
ucoplearninganddevelopment@ucop.edu

UC Learning Center

http://www.ucop.edu/ucoplearningcenter
mailto:ucoplearninganddevelopment@ucop.edu


New Employee Orientation

Welcome to the University of California Office of the President (UCOP). As a new 
employee at one of the nation’s top research and teaching universities, you have a world 
of opportunity ahead of you.  We offer regular orientation sessions designed to give you a 
brief overview and understanding of UC and UCOP and the tools and resources to assist 
you in navigating your way around UCOP. We encourage you to sign up and attend a 
session as soon as possible after beginning work at UCOP to hear from senior leaders, 
gain an understanding of your benefits and meet others who have chosen to begin their 
careers here.

To attend the orientation you will need to register online within the UC Learning 
Center.  The link to the registration system is:  UCOP Learning Center.  

To access the learning center please use the logon and password you use to log on to 
your computer in the morning.  Additional instructions on how to register can be found 
at:  UC Learning Center Quick Start Guide.  If you are unable to register, please let me 
know and I’ll reach out to the New Employee Orientation (NEO) team on your behalf.

NEO is offered in person approximately once a month for on-site and hybrid employees, 
from 9:00am until Noon. The exact date and location of the session will be available when 
you register. For 100% remote employees, remote sessions via Zoom are also available.

Employees who are unable to attend the NEO can access benefits information (UC 
Complete Guide to Health Benefits) and other employee resources on the Local Human 
Resources website and in the UCOP Franklin-Broadway Campus Welcome Guide

http://www.ucop.edu/ucoplearningcenter/
http://www.ucop.edu/local-human-resources/_files/learning-development/learning-center-quick-start-guide.pdf
https://ucnet.universityofcalifornia.edu/forms/pdf/complete-health-benefits-guide-for-employees.pdf
https://ucnet.universityofcalifornia.edu/forms/pdf/complete-health-benefits-guide-for-employees.pdf
https://www.ucop.edu/future-of-work/_files/ucop_franklin_welcome_guide_f2_web.pdf


Below is a link to UCOP’s Pre-Tax Commuter Benefits Program.  The website 
has many details about the programs available to UCOP employees.

http://www.ucop.edu/building-administrative-services/employee-
systems/icommute.html

If you have any questions please contact Commuterserviceshelp@ucop.edu

Pre-Tax Commuter Program at UCOP

http://www.ucop.edu/building-administrative-services/employee-systems/icommute.html
http://www.ucop.edu/building-administrative-services/employee-systems/icommute.html
mailto:Commuterserviceshelp@ucop.edu


ACA Notice

https://ucnet.universityofcalifornia.edu/_files/pdf/aca_notice.pdf


Workers Comp Physician Predesignation

https://www.ucop.edu/local-human-resources/_files/op-life/leaves-of-absence/workers-comp-physician-predesignation-form.pdf


Prior Service Verification Form

https://www.ucop.edu/local-human-resources/_files/payroll/prior-service-verification-form-2021.pdf


• New Employee Roadmap

• Welcome Kit

• UC Complete Guide to Health Benefits

• UCOP Franklin-Broadway Campus Welcome Guide

• UCPath Employee Portal

• Commuter Program Information

• UCOP Learning Center

• Time Reporting System (TRS)

• New Employee Orientation and New Employee Benefits 
Webinar | UCOP

Summary of Helpful Links

https://ucnet.universityofcalifornia.edu/compensation-and-benefits/roadmaps/new-employee.html
https://ucnet.universityofcalifornia.edu/forms/pdf/welcome-kit.pdf
https://ucnet.universityofcalifornia.edu/forms/pdf/complete-health-benefits-guide-for-employees.pdf
https://www.ucop.edu/future-of-work/_files/ucop_franklin_welcome_guide_f2_web.pdf
https://ucpath.universityofcalifornia.edu/
http://www.ucop.edu/building-administrative-services/employee-systems/icommute.html
http://www.ucop.edu/ucoplearningcenter/
https://uctrs.it.ucla.edu/
https://www.ucop.edu/local-human-resources/op-life/new-employee-orientation.html
https://www.ucop.edu/local-human-resources/op-life/new-employee-orientation.html


Thank you!
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