UCPath Task:
[OF U C P t Submit an Inquiry on Behalf of Employee (SOBO)
CALIFORNIA d to UCPath

Use this task to navigate through the Ask UCPath site and submit an inquiry on behalf of another
employee to UCPath.

Dashboard Navigation:
Ask UCPath

or

Menu Navigation:

Help / FAQ > Ask UCPath

Note: This example uses sample images as seen on a computer. Sample images appear differently
on a tablet or smartphone, but the steps remain the same.

Jeffrey Sevillano UCPath Q@ sookmark @) togout

Primary Title:
EMPLOYMENT MGR 1

o DASHBOARD svcesn

Service Date:
LYWL G
Dashboard Next Paycheck 121.02 vanomoussacaaueo
Bookmarks Ma y 1 35046 sccvov s
Employee Actions
Forms Library
Quicklinks

Personal Information Qo Health and Welfare (V] Income and Taxes []
Help/ FAQ
Notices & Updates
Working Out of the State or Country? Be sure to review your tax forms
Employees working outside of California - Submit an Out of State Income Tax Withholding Form. Click on Forms Library>Payroll >Out of
State Income Tax Withholding
For Non-Resident Employees, please review the following:
Apr09, 2020
© cdit profile
Getting help from UCPath
© vogout " You can continue asking questions by using "Ask UCPath Center” or the UCPath online live chat feature. Y
#100% -

Step Action

1. Click the Ask UCPath button.

Ask UCPath
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UCPath

How can we help?

Trending Topics

W-2 1095-C Go Paperless!

Quick Search

Paycheck / Payroll Benefits Employment / Wage Direct Deposit Update PersonalInfo ~ Leave Balances &
Accruals

Verification

Frequently Asked Questions Featured Videos

Missed Pay Clone Job Opening

. UCPath New Navigation Qv.. &
e

How to get a copy of your W-2 form Search Job Openings

Step Action

2. The Ask UCPath homepage appears. You can find various resources on this page
to help you find answers to your questions without needing to submit an inquiry.

Some available resources include articles, training resources, and other helpful
information. Using these resources can save you time and help you find the
information you need quickly and easily.

Before we review how to submit an inquiry, let's go over all the available resources
on Ask UCPath.

3. The available resources on Ask UCPath may vary based on your role.

Note: As you click on links or access certain resources on Ask UCPath, you may
be redirected outside the Ask UCPath page and prompted to log in with your single
sign-on credentials. This is a standard security measure to ensure that only
authorized individuals have access to sensitive information and systems.

4, Let's begin with the Other Resources section.

We will return to the My Inquiries and Submit an Inquiry sections later in this
tutorial.

The Other Resources link provides you with a list of additional sites and resources
that are commonly used.

Click on the Other Resources link.

Other Resources
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UCPath Task:
E U C P t Submit an Inquiry on Behalf of Employee (SOBO)
CALIFORNIA d to UCPath

““““““““““ My Inquiries Submit An Inquiry Other Resources A UCPath
|
‘! i g
CH L
Trending Topics
W-2 1095-C Go Paperless!
Quick Search
= )
7
[
Paycheck / Payroll Benefits Employment / Wage Direct Deposit Update Personal Info ~ L-¢3ve Balances &
Issues Verification Accruals
Frequently Asked Questions Featured Videos
Missed Pay Clone Job Opening
. UCPath New Navigation Ov.. §
How to get a copy of your W-2 form Search Job Openings ] A

Step Action

5. The list of Other Resources will vary based on your role.

For example, if you have access to the Resource Center, that link will be available
to you as part of Other Resources.

Note: As you click on links or access certain resources on Ask UCPath, you may
be prompted to log in with your single sign-on credentials.

Home My Inquiries Submit An Inquiry Other Resources v UCPath @ RrRcwcMm

| L IE I TEA . g
! : ¥ How can we help? n |
i L - T, |

51 [GsET § J

Trending Topics

W-2 1095-C Go Paperless!

Quick Search

Paycheck / Payroll
Issues

Leave Balances &

Benefits

Employment | Wage

Direct Deposit
Verification Accruals

Update Personal Info

Frequently Asked Questions Featured Videos

Search Job Openings Where do | send additional documentation supporting
separations for terminated employees?

‘ UCPath New Navigation Ov...

Browse Job Openings

Step Action

6. The UCPath link will direct you to your UCPath Dashboard.
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Step Action
7. Next, is the How can we help? search bar. You can search for topics related to
UCPath using the search bar.
Another helpful way to use the How can we help? search bar is if you have a large
number of cases, you can search for specific criteria associated with the case or
conduct a "global search".
For this example, we'll search as if we are a Resource Center user with Case
Management Access.
8. Let's begin with a "global search.”
Leave the search field blank and click the Lookup button to the right of the How
can we help? search field.

Home My Inquiries Submit An Inquiry’ Other Resources v UCPath

= UCPath

& rcwem
i 1A I A A | I
How can we help? n |

1 S0 SR | I T

e
g“l ; |
(fmdl.<om.

INQUIRIES KNOWLEDGE

Q search

Results 1-10 of 52,038 in 0.13 seconds RELEVANCE DATE v

Last Thursday, 1250
e

E Need payment plan for my benefits - 01334669

[J G Office of President (50,755)
[[J UC Berkeley Campus (184)

[J UCLA Campus (252)

[T] UGLA Medical Center (23)

[J U SantaBarbara Campus (38)
[] Third Party (2)

[[] Associated Students, UCLA (2)
[[] UG Santa Cruz Gampus (33)

[J UC San Francisco Medical Ctr (18)

Case Number: 01334669 Employee: Lisa
Topic: Benefits Submitter: Lisa

Subject: Need payment plan for my benefits

Need payment plan for my benefits - 01334668

Case Number: 01334668 Employee: Lisa

Details v

Last Thursday, 1250

Step Action
9. The "global search™ results will display under the Inquiries tab.
This will list all of the cases you are associated with and have access to view.
10. Use the Business Unit filters to narrow down your search.
For this example, select the UCLA Campus check box.
Page 4 Last changed on: 4/1/25




UCPath Task:
Submit an Inquiry on Behalf of Employee (SOBO)
to UCPath

UNIVERSITY

UCPat

Home Other Resources v UCPath

I |

My Inquiries Submit An Inquiry’ & rRoweM

LR
How can we help?
B )

Q Search

] UC Office of President (50,781)
[J uUC Berkeley Campus (184)
UCLA Campus (252)

[J UCLA Medical Center (23)

] UC Santa Barbara Campus (38)

INQUIRIES KNOWLEDGE

Business Unit. UCLA Campus X
Results 1-10 of 252 in 0.49 seconds

E FW: Employment Verification

Case Number: 00569145 Employee:

Topic: Human Resources Submitter.

Clear Al Filters

RELEVANCE DATE v

- 00569145

5/132020
Closed/Resolved

[] Third Party (2)

[[] Asscciated Students, UGLA (2)
[J UC Santa Cruz Campus (33)

[J UC San Francisco Medical Ctr (18)

Subject: FW: Employment Verification -
Details v

PP RASC requesting SS number - 00667398 8242020

Step Action
11. The page now displays results from UCLA Campus.
12. To clear a filter, uncheck any selected filter checkboxes, or use the Clear All
Filters to reset the page.
Click the Clear All Filters button.
Clear All Filters
13. Another option is to search by terms that may be found in the case. Such as a topic

and/or a name. This is helpful when you need to narrow down the search results
further.

For this example, let's search for an employee's first name.

Enter Maria in the How can we help? search bar.
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Home My Inquiries Submit An Inquiry’ Other Resources v UCPath & rRoweM

il I T
n

[ ] [ L )

INQUIRIES KNOWLEDGE

UCLA Campus
Results 1-10 of 252 in 0.49 seconds RELEVANCE DATE
Requesled By

E FW: Employment Verification - - 00569145 5132020
ClosedResolved

Case Number: 00569145 Employee
Topic: Human Resources Submitter.

Subject: FW: Employment Verification -
Details v

PP RASC requesting SS number - 00667398 8242020

Step Action

14, Click the Look Up button.

UCPath Home My Inquiries Submit An Inquiry’ Other Resources v UCPath & rewem

1 B | N iy o "
1 ———

nll .o e BESINEE W

INQUIRIES KNOWLEDGE

Business Unit: UCLA Campus X Clear All Filters

UCLA Campus (21)

[[] UC Davis Campus (2)

[J UC Office of President (482)
i _ 11212019

[ UG san Diego Gampus (2) B} Benefts Eiigivity GlosetResalved

[[] UC San Francisco Medical Gtr (1)

] UCLAMedical Center (1)
Topic: Benefits Submitter

Requested By Subject: Benefits Eligibility

Results 1-10 of 21 for Maria in 0.26 seconds RELEVANCE DATE v

Case Number. Employee: Orkun

O] Employes (16) Details v
[ Location (2)
[C] Vendor (3) E new loan for 403(b) - 212612019

ClosedResolved
= A S ——.
[] Glosed/Resolved (21) Topic: Open Enrollment >

Step Action

15. Note: This is a general term search. Therefore, the results display all cases
containing the name Maria.

For example, the first search result listing contains an email with "Maria" in the
case description. The following listing includes "Maria" as the employee's first
name.
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UNIVERSITY

UCPat

UCPath Task:
Submit an Inquiry on Behalf of Employee (SOBO)

to UCPath

Step Action

16.

Let's try another example. Click the Clear button.

UCPath

My Inquiries Submit An Inquiry’ Other Resources v

A TP
How can we help? n

[} [ L )

UCLA Campus

INQUIRIES KNOWLEDGE

Results 1-10 of 252 in 0.49 seconds
Requested By

E FW: Employment Verification - - 00569145

Case Number: 00569145 Employee
Topic: Human Resources Submitter.

Subject: FW: Employment Verification -

PP RASC requesting SS number - 00667398

UCPath

& rcweMm

Clear Al Filters

RELEVANCE DATE v

5/132020
Closed/Resolved

Details v

812412020

Step Action

17.

For this example, let's search for both a topic and an employee's first name.
Enter service credit james in the How can we help? field.

UCPath

My Inquiries Submit An Inquiry Other Resources

il T
n

[ L] [F L) l

UCLA Campus (21)

[[] UC Davis Campus (2)

[J UC Office of President (482)

[] UC san Diego Gampus (2)

[] UC San Francisco Medical Ctr (1)
[J UCLAMedical Center (1)

[ Employee (16)
[J Location (2)
[ Vendor (3)

[ Closed/Resolved (21)

INQUIRIES KNOWLEDGE

Business Unit: UCLA Campus X

Results 1-10 of 21 for Maria in 0.26 seconds

E Benefits Eligibility -

Case Number. Employee: Orkun
Topic: Benefits Submitter

Subject: Benefits Eligibility

E new loan for 403(b) -

Case Number Employee: Maria

Topic: Open Enroliment

UCPath

2 rcwem

Clear All Filters

RELEVANCE DATE v

11212019

Closed/Resolved

Details v

212612019
ClosedResolved
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Submit an Inquiry on Behalf of Employee (SOBO) [ U C P th
to UCPath CALIFORNIA d

Step Action

18. Click the Look Up button.

Q,

UCPath Home My Inquiries Submit An Inquiry Other Resources v UCPath ® Rrcwem

T . i
Ereee—— || T
I

| | |

LIFLEE )

ﬂi!: il nﬂ# ,i

INQUIRIES  KNOWLEDGE

Business Unit: UCLA Campus X Clear All Fiters

UCLA Campus (3)
[J UC Office of President (8)
[ UG Santa Cruz Campus (1)

E Service credit - 005 311212020
Requested By Closed/Resolved

) Employee @) Case Number: 005 Employee: James

[J Location (1)

Results 1-3 of 3 for service credit james in 0.38 seconds RELEVANCE DATE v

Topic: Benefits Submitter

Subject: Service credit

Details v

[] Closed/Resolved (3)

PP RE: URGENT. Retirement Plan Chanae Reauest - 007 12/10/2020

Step Action

19. For this example, the search results display a case that includes the topic of service
credit and the name James.

20. To return to Ask UCPath homepage, click on the Home link.

Home

UCPath Han e My Inquiries Submit An Inquiry Other Resources v UCPath

[ { How can we help? n

T 1 [ I 5

Trending Topics

W-2 1095-C Go Paperless!

Quick Search

="K

oS
7

Paycheck / Payroll
Issues

Leave Balances &
Accruals

Benefits Employment / Wage Direct Deposit Update Personal Info
Verification

Frequently Asked Questions Featured Videos

Wissed Pay Clone Job Opening
. UCPath New Navigation Qv.. §
How to get a copy of your W-2 form Search Job Openings Y

Page 8 Last changed on: 4/1/25



UCPath Task:
[OF U C P t Submit an Inquiry on Behalf of Employee (SOBO)
CALIFORMNIA a to UCPath

Step

Action

21.

The Trending Topics section on the Ask UCPath homepage displays a list of
topics that are currently popular or trending among users.

By clicking on any of the trending topics, you can access additional information
related to that topic.

It's worth noting that the trending topics may change frequently, so it's a good idea
to check back regularly to see if any new or updated resources are available.

22.

For this example, let's review the W-2 topic.

Click on the W-2 button.

UNIVERS TV

UCPath Q| @ seokmirk () Logout

Primary Title:
TRAINER 4

Employee D= Ask UCPath

Service Date:

VIEW W-2/W-2C FORMS

Income and Taxes

Direct Deposit

Review your available W-2 and W-2c forms. Select the year end form that you would like to review.
View Paycheck

View Pay Record v

CA State W-4 (DE-4)
Select Year End Form View 2 Different Tax Vear
Federal Withholdi
Tax Year: 2022

§ S Year End Form
Enroll to receive o...

[ Filing Instructions

View Online W-2/. D:W-2

Online 1095-C Co. issue Dates 01/24/2023

View Online 1095-C

Verification of Emp.

Step Action
23. For this W-2 example, UCPath will open in a new browser tab, in which you may
have to log in with your single sign-on credentials.
You will be directed to the View Online W-2/W-2C Forms page on UCPath,
where you can access an electronic version of your W-2 forms.
24, To return to the Ask UCPath homepage, click on the Ask UCPath button.

Ask UCPath
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UCPath Task:
Submit an Inquiry on Behalf of Employee (SOBO)

to UCPath

UNIVERSITY
|OF |
CALIFORNIA

UCPath
i LT

Home: My Inquiries.

Submit An Inquiry

Other Resources v UCPath

o

i h
‘l

7RO 51 ol 58

Trending Topics

W-2

Quick Search

Paycheck / Payroll
Issues

Benefits

Frequently Asked Questions

Missed Pay

Search Job Openings

How can we help? n I

1095-C

Employment | Wage
Verification

Direct Deposit

Where do | send additional documentation supporting
separations for terminated employees?

Go Paperless!

=

ROV
4
i
‘
Leave Balances &
Accruals

Update Personal Info

Featured Videos

' UCPath New Navigation Qv... &

UCPath

Step

Action

25.

The Quick Search section is designed to help users find information on the most
commonly searched topics.

26.

For this example, click on the Employment / Wage Verification button.

Home My Inquiries Submit An Inquiry. Other Resources v UGPath

UCPath

i | (e A e TR A | 2-g "
i ‘Bl "employment verification” X n ‘
w H (] T UERY |

SRS §R LEE - 0 R

INQUIRIES  KNOWLEDGE

RELEVANCE DATE v

Human Resources (8) >
UCPath Help site (2) >
UCPath Online (1) >

Knowledge Type

[ Forms (1)
[[] How_To (3)
0 aa®)

[ Web Page (1)

Audience

Results 1-10 of 11 for "employment verification” in 0.63 seconds

Verification of Employment 512012021

Summary: Seff-service page to download your VOE summary report and instructions to how to provide

proof of employment.

Details v

‘Generate Employment Verification Summary 11202021

Summary: UCPath Help site content for Self Service Users (all employees). Use this task to Generate your
Employment Summary, including dates of employment and earnings.

Keywords: Employee Actions Personal Information, UCPath Help site

Step

Action

27.

The search results are listed under the Knowledge tab and provide a list of articles,
forms, how-to tutorials, and web pages related to employment verification.

You can click on any of the links from the search results.

Page 10
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UCPath Task:
[OF U C P t Submit an Inquiry on Behalf of Employee (SOBO)
CALIFORNIA d to UCPath

Step Action

28. You can use any of the provided filters to further narrow down the search results.

For this example, select the How_To check box to apply that filter.

=em UCPath Home My Inquiries Submit An Inquiry. Other Resources v UGPath

LR e N 2-g
“employment verification” X n
il 1 Y

L OFLER )

INQUIRIES  KNOWLEDGE

Topics. Knowledge Type: How_To X Clear All Filters.

UCPath Help site (2) >

Human Resources (1) > Results 1-3 of 3 for "employment verification” in 0.45 seconds RELEVANCE DATE v
Knowledge Type o
Generate Summary 1112012021
[ Forms (1) Summary: UCPath Help site content for Self Service Users (all employees). Use this task to Generate your
How_To (3) Employment Summary, including dates of employment and earnings
0 aA® Keywords: Employee Actions Personal Information, UCPath Help site
Details v
Audience
(
[J Employee (2) How to provide proof of your employment and income 1712022
(] Super User (1)
Keywords: Employment Verification
fsouree | -
] ucPath (3) v

Step Action

29. The search results were filtered to list the How_To resources related to
employment verification.

For this example, click on Generate Employment Verification Summary.

Generate Employment Verification Summary

Search X @ UPK-UCPath Help for Self Servic %X +

c

<

spucop.edu

& UCPath
CALIFORNIA a
search Q®||e DI &6 shae ®
{QEmployee Seif Service - ] ]
[E]Job Aid: UCPath Basics (®) sees {b TR @ Print 1!
@ FHCMNAVO00: UCFath Help € .

{QIPHOMPOR110- Employes Act ||| Use this task to generate your employment summary. including dates of smployment and earings

2)Job Aic: Self Service Empl
b Aid: Clear Your Web B
b Aid: Disable Pop-Up | Note: This example uses sample images as seen on a computer. Sample images appear differently on a tablet or smartphone. but the steps remain the same.
%] Set Up Security Questions

@) Submit an Inquiry to UCP=

&) Submit an Inquiry on Behz

&) Reopen Closed UCPath C

&) Monitor UCPath Center G

) Update My Legal Neme

&) Add Preferred Name

&) Update My Social Security

& Update My Date of Birth

@) Update by Address

&) Update My Phone Numbe!

Menu Navigation: Employee Actions > Income and Taxes > Verification of Employment

&) Update My Emergency Co
%] Update My Email Address
@) Enter Voluntary Seltidenti
&) Update Disclosure Forms
&) Review Patent Acknowled:
%] Enter Voluntary SelfIdenti
@) Enter Voluntary Seltidenti
& Enter Voluntary Self denti
&) Complete Guided Onboarc
| Update My Current Profiie

Last changed on: 4/1/25 Page 11
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Submit an Inquiry on Behalf of Employee (SOBO) [I& U C P th
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Step Action

30. For this employment verification example, the UCPath Help site for Self Service
Users will open in a new browser tab, in which you may have to log in with your
single sign-on credentials.

You will be provided access to a training simulation on how to Generate
Employment Verification Summary.

To return to the Ask UCPath homepage, click the Close button on the browser tab.

E!Elm UCPath Home My Inquiries Submit An Inquiry Other Resources v UGPath
I

il T A = ¥ 2o B
e
iiﬁﬁi A H ] |

LT 1

INQUIRIES  KNOWLEDGE

Topics Results 1-10 of 11 for "employment verification” in 0.63 seconds RELEVANCE DATE v

Human Resources (8) >
UCPath Help site (2) > Verification of Employment 512012021

UCPath Online (1) > Summary: Seff-service page to download your VOE summary report and instructions to how to provide
proof of employment.

[ Forms (1)

[[] How_To (3)

[] aA®) Generate Employment Verification Summary 1112012021
[C] web Page (1) Summary: UCPath Help site content for Self Service Users (all employees). Use this task to Generate your

Employment Summary, including dates of employment and earmings.
Audience

Keywords: Employee Actions Personal Information, UCPath Help site

Step Action

31. To return to the Ask UCPath homepage, click on the Home link.

Home

32. Let's scroll to the bottom of the page.

Click the scroll bar.

Page 12 Last changed on: 4/1/25



UCPath Task:
[OF U C P t Submit an Inquiry on Behalf of Employee (SOBO)
CALIFORNIA d to UCPath

My Inquiries. Submit An Inquiry Other Resources v UCPath

Quick Search

Paycheck / Payroll
Issues

Benefits Employment /| Wage Direct Deposit Update Personal Info Leave Balances &

Verification Accruals

Frequently Asked Questions Featured Videos

Missed Pay How to set up direct deposit

How to get a copy of your W2 form Where do | send additional documentation supporting

separations for terminated employees?
What s the maximum amount of compensatory time off I

can accrue? Clone Job Opening
1 did not receive my paycheck Search Job Openings
How to provide proof of your employment and income  Browse Job Openings

ASK UCPath Overview

University of California | UC Office of the President
©2015 Regents of the University of California | Terms of use

Step Action

33. The Frequently Asked Questions section lists the most commonly asked
questions or topics based on current trends and user inquiries.

By clicking on any of the links in the Frequently Asked Questions section, you
can access additional information related to that topic.

34, The Featured Videos section provides you access to videos on various topics.

Click on the Featured Videos link to access additional videos.

Featured Videos

My Inquiries Submit An Inquiry Other Resources v UCPath

| | 1 | SJ E How can we help?
iyl .00 - re s 5 (S N

A

\ ¢
r P ELavocore
-ruKAGES

SAFE HARBOR BENEFITS OF BELONGING

University of California | UC Office of the President
©2015 Regents of the University of California | Terms of use.
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UCPath Task:
Submit an Inquiry on Behalf of Employee (SOBO) [I& U C P th
to UCPath CALIFORNIA d

Step Action

35. For this example, these are the videos that are currently available. The videos will
change based on availability.

Click on the Home link to return to the Ask UCPath home page.

Home

UCPath Home My Inquiries. Submit An Inquiry Other Resources UCPath

T :l i

=i o
| How can we help? n |
i |
Ll [

TR

Trending Topics

W-2 1095-C Go Paperless!

Quick Search

i
Employment / Wage Direct Deposit Update Personal Info Leave Balances &
Verification Accruals

Paycheck / Payroll
Issues

Benefits

Frequently Asked Questions Featured Videos

Missed Pay Where do | send additional documentation supporting
separations for terminated employees?

' UCPath New Navigation Ov...

Search Job Openings

Step Action

36. Now, let's return to the top toolbar and review the Submit An Inquiry section.

Note: You would use the same Submit An Inquiry link when submitting an inquiry
for yourself and on behalf of an employee.

Additionally, utilizing the resources available on the Ask UCPath site before
submitting an inquiry can help you find the answer to your question more quickly.

For this example, we will submit a payroll question for an employee.

Click on the Submit An Inquiry link.

Submit An Inguiry

Page 14 Last changed on: 4/1/25



UCPath Task:
[OF U C P t Submit an Inquiry on Behalf of Employee (SOBO)
CALIFORNIA d to UCPath

Submit An Inquiry

Employee 1D /Name

*EMPLID

University of Califomia | UC Office of the President. Link fttp://ucop. edu/
©2015 Regents of the University of Calfornia | Terms of use Link http//www.ucop.edufterms/

Step

Action

37.

You will be redirected to the Submit An Inquiry page.
Search for an employee by entering the employee ID in the EMPLID field.

Note: If you are submitting an inquiry for yourself, enter your employee ID in the
EMPLID field.

S
UCPath

Submit An Inquiry

Employee 1D /Name

Name

*FirstName
“LastName

Select Business Unit
Select Business Unit

Department Name

University of Califormia | UC Office of the President. Link fttp://ucop. edu/
©2015 Regents of the University of California | Terms of use Link http//www.ucop.edulterms/

Step

Action

38.

You also have the option to search by name by clicking on the Employee ID /
Name toggle button to enable the search fields.

Note: For the First and Last name fields, enter as many characters as possible to
narrow down your search results.

Last changed on: 4/1/25 Page 15



UCPath Task:
Submit an Inquiry on Behalf of Employee (SOBO) [ U C P th
to UCPath CALIFORNIA d

Submit An Inquiry
Employes 1D /Name
Employes 1D
“ENPLID
Next
University of Calfornia | UC Office of the President. Link http://ucop.edu/
© 2015 Regents of the University of California | Terms of use Link http://www.ucop.edu/terms/
H100% v

Step Action

39. For this example, enter 10003079 in the EMPLID field.

UCPath

Submit An Inquiry

Employee 1D /Name
Emplayee 1D

“EMPLID

10003079

University of Califormia | UC Office of the President. Link http://ucop. edu/
©2015 Regents of the University of Calfornia | Terms of use Link http//www.ucop.edufterms/

H100% ~

Step Action

40. Click the Next button.
Mext

Page 16 Last changed on: 4/1/25



UCPath Task:
[OF U C P t Submit an Inquiry on Behalf of Employee (SOBO)
CALIFORNIA d to UCPath

Name \ | Employeeld | Position ~ | EMPL Status ~ | Email ~ | Business Unit ~ | Department Name ~
LVD-Brandon LVD- 10003079 BUS INTEL SPEC 4 Active UCPATH Tester@university... UG San Francisco Campus 515300 - V_Development
Balogh
LVD-Brandon LVD- 10003079 BUS SYS ANL MGR 1 Terminated UCPATH Tester@university... ~ UC San Francisco Campus 813600 - SW PROCUREM..
Balogh
Showing 1 of 1 Page(s) Total Records: 2
Previous Next
University of Calfformia | UC Office of the President. Link htp://ucop. edu/
©2015 Regents of the University of Calfornia | Terms of use Link http:/fwww.ucop.sdu/terms/
100% -

Step Action

41. The search results will provide a list of all the employee records associated for the
employee's ID.

Since the inquiry is created under the employee ID it does not matter which

employee record you select, they will each redirect you to the employee's open and
closed inquiries page.

Click the selection button next to the employee's name to proceed with submitting
an inquiry.

UCPath

Name ~ | Employeeld | Position ~ | EMPL Status ~ | Email ~ | Business Unit ~ | Department Name v
®  LVD-Brandon LVD- 10003079 BUS INTEL SPEC 4 Active UCPATH Tester@university... UG San Francisco Campus 515300 - V_Development

Balogh

LVD-Brandon LVD- 10003079 BUS SYS ANL MGR 1 Terminated UCPATH Tester@university... ~ UC San Francisco Campus 813600 - SW PROCUREM

Balogh

Showing 1 of 1 Page(s) Total Records: 2
Previous Next
University of Califoria | UC Office of the President. Link htp://ucop. edu/
©2015 Regents of the University of Calfornia | Terms of use Link http:/fwww.ucop.sdu/terms/
100% -~
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UCPath Task:

Submit an Inquiry on Behalf of Employee (SOBO)

to UCPath

CALIFORNIA

UNIVERSITY

UCPath

Step Action

42,

Click the Next button to continue.

UCPath

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

OPEN INQUIRIES

Date/Time Opened ~ | CaseNumber

Topic

Home

My Inquiries Submit An Inquiry

These are Open and Closed Inquiries

Subject

CLOSED INQUIRIES - ELIGIBLE TO REOPEN

Is your question related to any of these? If yes please add your question/comment to your open inquiry or proceed with reopening your closed inquiry.

More v

& Date/Time Opened v | CaseNumber v | Topic ~ | Subject v
50242024, 0108 PM 02614021 Leave Balances vacation balance 6/0212023, 0500PM 02291151 UCPath Online How can | get a copoy.
5232024, 03:23PM 02613991 Payroll How can | get a copoy. 112212023, 1200 AM 02378141 Leave Balances Backpay for 12/1/22 to
51242024, 02:11 PM 02614028 Workforce Administrat...  Position End Date Up. 1018/2023, 04:45 A 01836539 Benefts vacation balance
6242024, 0212PM 02614029 Workiorce Administrat .. Position End Date Up. 9/29/2023, 0265 AM 01884635 Payroll LACMP/FR 082 Refun
302742024, 0203PM 02464407 Benefits Backpay for 12/1/22 to 10/08/2023, 08:55 AM 01884635 Payroll Backpay for 12/1/22 to

View All

View All
No, | need help with something else.

Previous Submit An Inquiry

University of California | UC Office of the President
© 2015 Regents of the University of California | Terms of use

H100% ~

Step Action

43.

You will be redirected to the employee's Open and Closed Inquiries page.

It's important to review the employee's open and closed inquiries to determine if an
inquiry has already been submitted for your question.

Note: The ability to add a case comment, close or reopen inquiries is limited to the
ones you have submitted on the employee's behalf.

UCPath

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

OPEN INQUIRIES

Date/Time Opened ~ | CaseNumber

Is your question related to any of these? If yes please add your question/comment to your open inquiry or proceed with reopening your closed inquiry.

~ | Topic ~ | Subject & Date/Time Opened v | CaseNumber v | Topic ~ | Subject v
50242024, 0108 PM 02614021 Leave Balances vacation balance 6/0212023, 0500PM 02291151 UCPath Online How can | get a copoy.
5232024, 03:23PM 02613991 Payroll How can | get a copoy. 112212023, 1200 AM 02378141 Leave Balances Backpay for 12/1/22 to
51242024, 02:11 PM 02614028 Workforce Administrat...  Position End Date Up. 1018/2023, 04:45 A 01836539 Benefts vacation balance
6242024, 0212PM 02614029 Workiorce Administrat .. Position End Date Up. 9/29/2023, 0265 AM 01884635 Payroll LACMP/FR 082 Refun
302742024, 0203PM 02464407 Benefits Backpay for 12/1/22 to 10/08/2023, 08:55 AM 01884635 Payroll Backpay for 12/1/22 to.

View All

Home My Inquiries Submit An Inquiry More v

These are Open and Closed Inquiries

CLOSED INQUIRIES - ELIGIBLE TO REOPEN

View All
No, | need help with something else.

Previous Submit An Inquiry

University of California | UC Office of the President
© 2015 Regents of the University of California | Terms of use

RI0% -

Page 18
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[OF U C P t Submit an Inquiry on Behalf of Employee (SOBO)
CALIFORNIA a

UCPath Task:

to UCPath

Step

Action

44,

Click View All to display the scroll bar and review all the employee's open and
closed inquiries.

45,

If you still need help with your guestion, you can proceed by clicking on Submit
An Inquiry.

Submit An Inquiry

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

Home My Inquiries ‘Submit An Inquiry Other Resources v ucPath

How can we help? Q

o
What can UCPath assist you with?
01255

Please provide a detailed description of your issue:

Detailed description progress indicator

Don't know what to write?

*\When were you first impacted by this issue?
* Have you encountered this issue before?
“Once you have supplied a detailed description, the progress incicator will lum green with  check box.

University of California | UG Office of the President
© 2015 Regents of the University of California | Terms of use

Step

Action

46.

You will be directed to the inquiry form.

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

Home My Inquiries ‘Submit An Inquiry Other Resources v ucPath

How can we help? Q

o
What can UCPath assist you with?
0255

Please provide a detailed description of your issue:

Detailed description progress indicator

Don't know what to write?

*WWhen were you first impacted by this issue?

* Have you encountered this issue before?

*Once you have supplied a detailed description, the progress indicator willtur green with a check box

Cancel Inguiry Next

University of California | UC Office of the President.
© 2015 Regents of the University of California | Terms of use
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Submit an Inquiry on Behalf of Employee (SOBO) [I& U C P th
to UCPath CALIFORNIA d

Step Action

47. The employee's Name and Employee ID appear in the left corner of the form and
remain on the page as you complete your inquiry. If you are submitting an inquiry
for yourself, your Name and Employee ID will be displayed.

Ut vess 1] 5,
& UCPath Home My Inquiries ‘Submit An Inquiry Other Resources v ucPath

How can we help? Q

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

o

What can UCPath assist you with?

01255

Please provide a detailed description of your issue:

Detailed description progress indicator

Don't know what to write?
*\When were you first impacted by this issue?

* Have you encountered this issue before?
“Once you have supplied a detailed description, the progress incicator will lum green with  check box.

University of California | UG Office of the President
© 2015 Regents of the University of California | Terms of use

Step Action

48. If at any point you decide not to submit a case, you can select the Cancel Inquiry
option to exit the process and return to the Ask UCPath homepage.

[ UCPath Home My Inquiries ‘Submit An Inquiry Other Resources v UCPath

How can we help? Q

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

o

What can UCPath assist you with?

0255

Please provide a detailed description of your issue:

Detailed description progress indicator

Don't know what to write?

*Wher mpacted by this issue?
“Have

*Once

detailed description, the progress indicator will tum green with a check box

Cancel Inquiry. Next

University of California | UC Office of the President.
© 2015 Regents of the University of California | Terms of use

Page 20 Last changed on: 4/1/25
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[OF | U C P t Submit an Inquiry on Behalf of Employee (SOBO)
CALIFORNIA a to UCPath

Step Action

49, Let's continue with the case submission. Begin by entering what UCPath can assist
you with.

For this example, type Employee's direct deposit start date.

Home My Inquiries ‘Submit An Inquiry Other Resources v ucPath

How can we help? Q

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

o

What ¢an UCPath assist you with?

Employee’s direct deposit start date 0255

Please provide a detailed description of your issue:

Detailed description progress indicator

Don't know what to write?

*When were you first impacted by this issue?

*Have you encountered this issue before?

*Once you have supplied a etailed description, the progress indicator will tum green with a check box.

Cancel Inquiry. Next

University of California | UC Office of the President.
© 2015 Regents of the University of California | Terms of use

Step Action

50. Click in the Description field.

51. Next, you'll want to provide a detailed description of your issue. If you do not
know what to write, there are tips located beneath the description box.

For this example, enter Only one of the employee's two active direct deposits
happened on his last check. Why didn't the direct deposit to his savings
account also happen?

Last changed on: 4/1/25 Page 21
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UCPath Home My Inquiries ‘Submit An Inquiry Other Resources v UCPath

How can we help? Q

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

o

What can UCPath assist you with?

Employee’s direct deposit start date 0255

Please provide a detailed description of your issue:

Only one of the employee’s o active direct deposits happened on his last check. Why didn't the direct deposit o his savings account also happen?

° Thank you!

Don't know what to write?
*When were you first impacted by this issue?

*Have you encountered this issue before?
~Once you have supplied a detailed description, the progress incicator will tum green with a check box.

Cancel Inquiry. Next

University of California | UC Office of the President
© 2015 Regents of the University of California | Terms of use

Step Action

52. Once you have provided a detailed description, the progress indicator will change
to green, accompanied by a check mark.

Note: You can still submit your inquiry if the progress indicator does not turn
green, but we encourage you to provide as much information as possible to ensure
proper handling of your inquiry.

UCPath Home My Inquiries ‘Submit An Inguiry Ofher Resources v UCPath

How can we help? Q

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

o

What can UCPath assist you with?

Employee's direct deposit start date 0255

Please provide a detailed description of your issue:

Only one of the employee’s two active direct deposits happened on his last check. Why didn't the direct deposit o his savings account also happen?

° Thank you!

Don't know what to write?
*\When were you first impacted by this issue?

* Have you encountered this issus before?
“Once you have supplied a detailed description, the progress indicator will lum green with a check box.

Cancel Inquiry. Next

University of Galifornia | UG Office of the President
© 2015 Regents of the University of California | Terms of use

Step Action

53. Once you have completed all the fields, click on Next to continue.

Mext

Page 22 Last changed on: 4/1/25
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CALIFORNIA d to UCPath

Home My Inquiries Submit An Inquiry Other Resources v ucPath @

How can e neig? ' a |

Name; LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

< Previous o—————O0
These resources might help

‘Suggested resources based on the issue you described

> Direct Deposit

> What is the prenote process?
> Leaving UC employment

> How fo set up direct deposit

> Add Direct Deposit

Cancel Inquiry ‘Submit An Inquiry

Step Action

54, You will then be redirected to the resources page.

Based on the information you provided, suggested resources will populate to assist
you in resolving your question.

Select the name of the resource you would like to view.

For this example, select Direct Deposit.

UCPath Home My Inquiries ‘Submit An Inquiry Other Resources v UCPath

How can e help? n

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

< Previous %0

These resources might help

‘Suggested resources based on the issue you descrived

v Direct Deposit

Audience Your opinion can help others
Employee

Was this helpful? @ Yes @ No

Cancel Inquiry Submit An Inquiry

Last changed on: 4/1/25 Page 23



UCPath Task:

Submit an Inquiry on Behalf of Employee (SOBO)

|OF |
to UCPath

CALIFORNIA

UNIVERSITY

UCPath

Step Action

55. Click Read more.

() | ® Submitinquiy | DirectDeposit X

+ v - o X
C @ O 8 = 2bed8d/Imstartht $¥ ® & =
-3 Import bookmarks... %} Most Visited 3 [ Other Bookmarks
@ viewoutine (3 Share €]
o @ Tl Print
Use this task to change your direct deposit information in UCPath ~
Dashboard Navigation:
Income and Taxes > Direct Deposit
or
Menu Navigation:
Employee Actions > Income and Taxes > Direct Deposit
Note: This example uses sample images as seen on a computer. Sample images appear diferently on a tablet or smartphone, but the steps remain the same
H100% ~
(5 ® Submitinquiy  Direct Deposit X + v - o x
C o Q B8 = nhtipsy/spwebserv.ucop.edufSelfServiceUsers/PORplayer/data/tpc/66d265a1-a8ff-4367 -b6 c7-2cd 1baZbe28d/Imstarthi 1 @ &1 =
-3 Impert bookmarks., R Most Visited » [ Other Bookmarks
@ view outine & Share

Use this task to change your direct deposit information in UCPath

Dashboard Navigation:

Income and Taxes > Direct Deposit

or

Menu Navigation:

Employee Actions > Income and Taxes > Direct Deposit

Note: This example uses sample images as seen on a computer. Sample images appear differently on a tablet or smartphone, but the steps remain the same

[ @mw - Printit

@

H100% -

Page 24
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[OF | U C P t Submit an Inquiry on Behalf of Employee (SOBO)
CALIFORNIA a to UCPath

Step Action

57. When you are finished reviewing the resource, you can go back to the Submit An
Inquiry tab.

Click on the X to close out your current tab.

=

UCPath Home My Inqiries Submit An Inquiry Ofher Resources v ucPath @

How can we help? Q

Name: LVD-Brandon LVD-J LVD-Balogh

Employee ID: 10003079

< previous ° o

We couldn't find any information to help you with your inquiry.

If you want to go back and provide more details on your subject and/or description, click on Previous and we would be happy to try again.

?
L S
e

J

Cancel Inquiry ‘Submit An Inquiry

Step Action

58. Note: If there are no resources related to your question, you will see this page. You
may choose to go back and provide additional details in your description.

For this example, we will proceed with submitting an inquiry.

Home My Inquiries ‘SubmitAn Inquiry Other Resources v UCPath Y

How can we help? Q

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

< Previous 44— o0
These resources might help

Suggested resources based on the issue you descrived

« Direct Deposit

Audience
Employee

Your opinion can help others
Was this helpful? @ Yes @ No

Cancal Inquiry Submit An Inquiry
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Submit an Inquiry on Behalf of Employee (SOBO) [I& U C P th
to UCPath CALIFORNIA d

Step Action
59. Click Submit an Inquiry.

Submit An Inguiry

UCPath g

My Inquiries Submit An Inquiry Other Resources v ucPath

How can we help? Q

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

° o
< Previous

* Best Contact Email
ucpathtester@universityofcalifornia.edu

* Best Contact Phone Number
(510)987-0457

Is this a QCU Case?

*Requested By

By default the employee will:
Select an Option 7 | 1.Not receive an automatic notification of the inquiry and

2. Not be able to view the inquiry on the portal
Uncheck"Do Not Notify” i you want the employee to receive nobfications and also view the
inquiry.
~| Do Not Notity

Upload Files

&, Upload Files | O drop files

Cancel Inquiry Submit An Inquiry

Step Action
60.

Your Best Contact Email and Phone Number automatically default from your
record. You can update them by clicking in the fields.

Note: The phone number field is a text field that will not format with dashes or
slashes.

Home My Inquiries Submit An Inquiry Other Resources v ucPath 2

How can we help? Q

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003073

] ] o
£ Previous

* Best Contact Email
ucpath tester@universityofcaifornia edu
* Best Contact Phone Number
(510)987-0457

Is this a QCU Case?

* Requested By
By defaut the employee wil:
Select an Option ¥ | 1.Not receive an automatic notification of the inquiry and
2. Not be able to view the inquiry on the portal
Uncheck "Do Not Notify" f you want the employee to receive nofifcations and also view the
inquiry
| Do Not Notify
Upload Files

&, Upload Files | Or drop files

Cancel Inquiry Submit An Inquiry

Page 26 Last changed on: 4/1/25
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[OF U C P t Submit an Inquiry on Behalf of Employee (SOBO)
CALIFORNIA d to UCPath

Step

Action

61.

The Is this a QCU Case checkbox will appear for authorized QCU submitters,
based on the subject and description of your inquiry related to payroll and benefits.

Note: This checkbox should only be selected for the following reasons:

QCU Escalation Reasons:

- Urgent issue with Payroll file prior to Pay Confirm

- Stop pay line before pay confirm to avoid overpayment

- Check or ACH pull from bank file to avoid gross overpayment

- Missed pay resulting in financial hardship for an employee

- Cancel off-cycle request or retro payment trigger to avoid overpayment

- Expedite off-cycles submitted >3 days ago and urgent processing is needed
- Benefits terminated in error

Home My Inquiries Submit An Inquiry Other Resources v ucPath 2

How can we help? Q

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

(510)987-0457

WFA Escalation?

* Requested By
Select an Option

Upload Files

&, Upload Files | Or drop files

Step Action
62. The WFA Escalation checkbox will appear based on the subject and description of

your inquiry.

Select the WFA Escalation checkbox if your inquiry requires escalation based on
the following reasons:

WEFA Escalation Reasons:

- Time sensitive transaction that affect the current pay period and cause pay and/or
benefits impacts

- Hire Date change that will prevent a pay and/or benefit impact

- Request to cancel a transaction that will cause a pay and/or benefit impact

- Cases previously submitted with the Topic: Workforce Administration, Category:
Quality Care Unit

Last changed on: 4/1/25 Page 27
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to UCPath U C Path

Step Action
63.

Click the button to the right of the Requested By field.

-

UCPath Home My Inquiries Submit An Inquiry Other Resources ~ ucPath

How can we help? Q

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

° o
< Previous

*Best Contact Email
ucpath tester@universityofcalfornia edu
*Best Contact Phone Number

(510)987-0457

Is this a QCU Case?
* Requested By

l Select an Option v l By default the employee will:
1. Not receive an automatic notfication of the inquiry and
[ Empioyee ] 2 Notbe abie to view e inguiry on the portal
Location Uncheck "Do Not Nolify" if you want the employee to receive nofications and also view the
coe inquiry.
] Do Not Nty
Vendor

&, Upload Files | Or drop files

Cancel Inquiry Submit An Inquiry

Step Action
64.

Select the option that best describes your association to the employee.

Note: If you are submitting a inquiry for yourself, select Employee in the
Requested By field.

Home My Inquiries Submit An Inquiry Other Resources v ucPath 2

How can we help? Q

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

° o]
< Previous

* Best Contact Email
ucpath tester@university ofcalifornia.edu
* Best Contact Phone Number
(510)987-0457

Is this a QCU Case?

* Requested By
[ setectan opten <] By detaut he empiyee vit:
1. Not receive of the inquiry and
[ Emviovee ] 2 Notbe able to viewne inguiry on the portal
Loeation Uncheck "Do Not Notify” i you want the employee to receive notfications and also view the
coe inquiry.
| o Not Noify
Vendor

&, Upload Files | O drop files

Cancel Inquiry

Page 28 Last changed on: 4/1/25
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UCPat

UCPath Task:
Submit an Inquiry on Behalf of Employee (SOBO)

to UCPath
Step Action
65. For this example, click the Location list item.
Location
66. By default, the Do Not Notify checkbox is selected, which means the employee
will not receive notifications and cannot view the inquiry in UCPath.
To enable notifications and allow the inquiry to be viewed, deselect the checkbox.
67. You have the option to upload or drag and drop files. Attachments can be included
when submitting on behalf of others and can also be added to an inquiry after
submission.
Accepted formats include MS Office suite, PDF, JPG, TIFF, PNG or WAV.
68. Click the Submit Inquiry button.

My Inquiries ‘Submit An Inquiry Other Resources v UCPath & EMP Tester

UCPath
il
|

| A

| z gl g
How can we help?

1 1 1 1N} |

| i - M |

I

Case
a 02614078

Status.
Active/Processing

{

i
=i T8 B 6

Click Here To Request A Callback Appointment

+ Follow

Business Unit
UC Office of President

Topic Submiter

Payrol

Reopen Case Counter Date/Time Opened

Jefferey Sevillano 6/5/2024, 9:50 AM

If you would like to close your case, please select a case closure reason.

ase Closur
~None—

e Reason

Case Comments

Step

Action

69.

After submitting your inquiry, you will see the case details page confirming your
submission.

Last changed on: 4/1/25
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Submit an Inquiry on Behalf of Employee (SOBO) [&

to UCPath UCPath

UNIVERSITY

UCPath

My Inquiries. Submit An Inquiry Other Resources v

ﬂ Case
02614078

+ Follow
Status. Business Unit Topic Reopen Case Counter Submitter DatefTime Opened
Active/Processing UC Office of President Payroll Jefferey Sevillano 6/5/2024, 9:59 AM

If you would like to close your case, please select a case closure reason.

Case Closure Reason

~None—

Close Case

Case Comments (0)

New

CASE DETAILS FEED [0 Attachments (0) Upload Files

&, Upload Files
v Case Information

Step Action
70. Click on the My Inquiries link.

My Inqu

UCPath LD

My Inquiries Submit An Inquiry More v

Name: LVD-Brandon LVD-J LVD-Balogh These are Open and Closed Inquiries
Employea ID: 10003079

Is your question related to any of these? If yes please add your question/comment to your open inquiry or proceed with reopening your closed inquiry.
OPEN INQUIRIES

CLOSED INQUIRIES - ELIGIBLE TO REOPEN

N Date/Time Opened v+ | CaseNumber

v | Topic ~ | Subject v
50242024, 0108 PM 02614021 Leave Balances vacation balance 6/0212023, 0500PM 02291151 UCPath Online How can | get a copoy.
5232024, 03:23PM 02613991 Payroll How can | get a copoy. /2212023, 1200 AM 02378141 Leave Balances Backpay for 12/1/22 to.
50242024, 02:11 PM 02614028

Warkforce Administrat...  Pesition End Date Up. 1018/2023, 04:45 AM 01836539

Benefits vacation balance
6/24/2024, 02:12 P 02614029 Worklorce Administrat .. Position End Date Up. 9/29/2023, 02:55 AM 01884635 Payroll LACMP/FR.082 Refun
312772024, 02:03 PM 02464407 Benefits Backpay for 12/1/22 to 10/08/2023, 08:55 AM 01884636 Payroll Backpay for 12/1/22 to.
View All Y Viewal v
No, | need help with something else.
Previous ‘Submit An Inquiry
University of Calfornia | UC Ofice of the President
© 2015 Regents of the University of California | Terms of use
®100% v

Step Action
71.

On the My Inquiries page, you can access a list of all the inquiries you are
associated with.
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UCPath Task:
Submit an Inquiry on Behalf of Employee (SOBO)

to UCPath

UN VeRs Ty
[CaviFoRNiAl

UCPath

Home Submit An Inquiry

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

OPEN INQUIRIES

DatefTime Opened | CaseNumber

These are Open and Closed Inquiries

CLOSED INQUIRIES - ELIGIBLE TO REOPEN

No, | need help with something else.
Pravious Submit An Inquiry

University of Califonia | UC Office of the President
© 2015 Regents of the University of California | Terms of use

Is your question related to any of these? If yes please add your question/comment to your open inquiry or proceed with reopening your closed inquiry.

v | Topic v | Subject v Date/Time Opened \+ | CaseNumber v | Topic v | Subject va
50242024, 0108 PM 02614021 Leave Balances vacation balance /0212023, 05:00PM 02291151 UCPath Online How can | get a copoy.
5232024, 0323PM 02613991 Payroll How can | get a copoy. 11222023, 1200 AM 02378141 Leave Balances Backpay for 12/1/22 to.
51242024, 02:11 PM 02614028 Workforce Administrat .. Pesition End Date Up. 1018/2023, 04:45 AM 01836539 Benefits vacation balance
524/2024,0212PM 02614029 Workforce Administrat...  Position End Date Up. 912912023, 0265 AM 01884635 Payrol LACMP/FR.082 Refun
30272024, 0203PM 02464407 Benefits Backpay for 12/1/22 to 10/08/2023, 08:55 AM 01884636 Payroll Backpay for 12/1/22 to.

View All View Al v

% 100%

Step

Action

72.

Let's review additional tools available for location submitters.

Click on the Other Resources link.

Other Resources

UCPath

Home

Name: LVD-Brandon LVD-J LVD-Balogh
Employee ID: 10003079

My Inquiries

Submit An Inquiry

These are Open and Closed Inquiries

Is your question related to any of these? If yes please add your question/comment to your open inquiry or proceed witl

Other Resources A

Benefits Billing Portal

Benefits Deduction Cale...
Payroll Calendar

More \

nquiry.
Resource Center iy
OPEN INQUIRIES CLOSED INQUIRIES - ELIGIBLE TO RE
DatefTime Opened v | CaseNumber v | Topic ~ | Subject v DatefTime Opened v | CaseNumber Subject v
~
5/24/2024, 01:08 PM 02614021 Leave Balances vacation balance 6/02/2023, 05:00 PM 02291151 . How can | get a copoy.
5/23/2024, 03:23 PM 02613991 Payroll How can | get a copoy. 11222023, 1200 AM 02378141 Leave Balances Backpay for 12/1/22 to.
5/24/2024. 02:11 PM 02614028 Workforce Administrat .. Position End Date Up. 10/18/2023, 04:45 AM 01836539 Bensfits vacation balance
5/24/2024, 02:12 PM 02614029 Worklorce Administrat .. Position End Date Up. 9/29/2023, 02:55 AM 01884635 Payroll LACMP/FR.082 Refun
3/27/2024, 02:03 PM 02464407 Benefits Backpay for 12/1/22 to 10/08/2023, 08:65 AM 01884636 Payrol Backpay for 12/1/22 to.
v
View All View Al
No, | need help with something else.
Previous Submit An Inquiry
University of Calfornia | UC Ofice of the President
© 2015 Regents of the University of California | Terms of use
®100% -

Step

Action

73.

Resource Center

Click on the Resource Center link.
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How can we help’

UCPath Resource Center

Communications
Click Here To View

Helpful Links

Job Aid - Resource Center

Step Action

74. You are directed to the UCPath Resource Center.

The UCPath Resource Center is a central hub for tools and documentation related
to UCPath. It is designed for location central teams and transactors to access
essential UCPath information.

Home My Inquites. ‘Submit An Inquiry Other Res

How can we help? a

UCPath Resource Center

Communications
Click Here To View

Helpful Links
Job Ald - Resource Center
Job Aid - Interface Dashboard

Interface Dashboard

Step Action

75. Use the links on the left to access Location-impacting UCPath communications as
well as job aids for navigating the Resource Center.
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= UcPath Home
UCPath Resource Center

My Inquiies Submit An Inquiry Other Resources ucPath ®

Communications
Click Here To View

Helpful Links
Job Aid - Resource Center

ob Aid - Interface Dashboard

View Gases reated 1 your losaton

Access Request - Resource Genter and
Interface Dashboard

View Detect

agement Dasnsosra

Monitoring Dashboard

View stats of inbound inerface fles View location monitorng actvey

%100% -

Step Action

76. Click the Case Management link.

UCPath Home My Inquiries Submit An Inquiry Other Resources v UCPath & RcwcM
0: gl L]
I | How can we help?
[ R
Dashboard refresh |
Case Dashboard
AS O Apr 4, 2023, 1:42 PM-Viewing as
Open Cases Open Cases Open Student Cases
Top 10 Departments
Business Unit Record Count
Record Count
UC Office of President 824
We can't draw this chart because t o dat
Depariment @ UCPATH CENTER @ - @ Otner
View Report (Open Cases) View Repart (Open Cases By Department) View Repart (Open Student Cases)
Closed Cases Location Case Summary Open Cases
Last 7 Days Current YTD Awaiting Location Information
Record Count

department T ecord Coun Separtment ecord Count
Department R t B o 0 Department R t

UCPATH CENTER 1 2 Januar Nev | IES] UCPATH CENTER 3

Step Action

77,

Refresh -

You are directed to the Case Dashboard. The Case Dashboard will provide you
with access to view all the cases you are associated with.

Click on the Refresh button to get the most current data.
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My Inquiries

UCPath

Submit An Inquiry Other Resources v UCPath @ RrcwcMm
iji | | IE A
How can we help?
Dashboard .
Case Dashboard
As of Apr 10, 2023, 7:33 AMViewing as
Open Cases Open Cases = Open Student Cases
Top 10 Departments
Business Unit T Record Count
Record Count
UC Offce of President 82
‘We can't draw this chart because there is no data,
Department @ UCPATH CENTER @ - @ Other
View Report (Open Cases) View Report (Open Cases By Department) View Report (Open Student Cases)
Closed Cases = Location Gase Summary = Open Cases
Last 7 Days Current YTD Awaiting Location Information
Record Count
Department Record Count B o o Department Record Count +
Univ of CA Ofc of President 2 g Januar nNev IS UCPATH CENTER. 3 -

Step Action
78.

Click the View Report (Open Cases) link.

View Report (Open Cases)

UNIVERSITY

UCPath

Home

My Inquiries Submit An Inquiry Other Resources v UCPath
Report: Contacts with Cases n
Enable Field Editin A Export
Open Cases 4 0 |12 ¢ "
Total Records
842
L
Record Count
0 50 100 150 200 250 300 350 400 450 500 550 600 650 00 750 800 850
C Office of President
Business Unit 1 ~| | Case Number (~] Status * (] Full Name ~| DEPTID [~ | Department ~| | Business Unit Code [ | Date/Time Opened [¥| EMPUD [~ EMPLClass
UC Office of President (842) | 00361470 New ucorl T12/2022,413 PM Staff Career +
»
Row Counts Detail Rows Subtotals Grand Total

Step Action
79.

The Open Cases report will display a list of all the cases you are associated with.

For this example, we will remove the graph. Click on the Toggle Chart button.
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UNIVERSITY

My Inquiries Submit An Inqui Other Resources v
UCPath fy Inq quiry

Report: Contacts with Cases £ ErableFeldEditng || Q n Y| & Egpon

Open Cases
Business Unit T ~|| Case Number * [*]  status ~| Full Name ~| DEPTID (| Department  [*] | Business Unit Code [*|  Date/Time Opened [*| EMPLID  [¥| EMPLCiass [¥| Union
01325283 Awaiting Third Party In 816200 LOCAL HR ucopt 7/21/2022, T:2T AM Staffi Career  Non-Re
SRUCS
00361470 New 830300 UCPATHCENTER | UCOP1 7/21/2022, 8:20 AM Staff: Career  Clerical
Services
00731950 Pending Closure 814100 TECHNOLOGY ucoet 7/21/2022, 8:28 AM Staff: Career  Non-Re
DELIVERY SVS
Active/Processing - - - 7/21/2022, 8:39 AM
Active/Processing - - - 7/21/2022, 9:24 AM
01325541 Active/Processing - - - 7/21/2022, 340 AM
01325549 Active/Processing - - - 7/21/2022, 9:45 AM
01325663 New 814100 TECHNOLOGY ucopt 7/21/2022, 1041 AM Staff: Career  Non-Re
DELIVERY SVS
01325725 Active/Processing - - - 7/21/2022, 1112 AM
01325751 Active/Processing - - - 7/21/2022, 11:23 AM
« »
Row Counts Detsil Rows @D Subtotsls Grand Total

Step Action

80. You can also use the Search button to narrow your search by entering any data
from the report columns, such as a Case Number, Full Name or EMPLID.

UCPath My Inquiries Submit An Inquiry Other Resources v
a
Report: Contacts with Cases n
Enable Field Editin A Export
Open Cases # Enable Fiel a Q e por
Business Unit T ~|| Case Number * [*]  status ~| Full Name ~| DEPTID (| Department  [*] | Business Unit Code [*|  Date/Time Opened [*| EMPLID  [¥| EMPLCiass [¥| Union
01325283 Awaiting Third Party In 816200 LOCAL HR ucert 712112022, 7:27 AM StaffiCareer  Non-Re
SRUCS
00361470 New 830300 UCPATH CENTER | UCOP1 7/21/2022, 8:20 AM Staff:Career  Clerical
Services
00731950 Pending Closure 814100 TECHNOLOGY ucort 74212022, 8:28 AM Stff:Career  Non-Re
DELIVERY SVS
01325275 Active/Processing - - - 7/21/2022, 830 AM
01325492 Active/Processing - - - 74212022, 9:24 AM
Active/Processing - - - 7/21/2022, %40 AM
Active/Processing - - - 712112022, 9:45 AM
01325853 New 814100 TECHNOLOGY ucopt 7/21/2022, 10:41 AM Staff:Career  Non-Re
DELIVERY SVS
01325725 Active/Processing - - - 772112022, 11:12 AM
01325751 Active/Processing - - - 772172022, 11:23 AM
« »
Row Counts Detail Rows @G Subtotals Grand Total

Step Action

81. After submitting an inquiry, you have the option to request an appointment to speak
with a UCPath Associate.

Click the Case Number 00361470 link to request a callback appointment.

00361470
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UNIVERSITY

w00 T

Case
00361470

Status

New ucop

Business Unit

Home: My Inquiries Submit An Inquiry Other Resources v UCPath

R .5 o

How can we help? n
| i H JH |

LOFLEE )

Request A Callback Appointment

Date/Time: Opened
4128/2020, 10:18 AM

Topic Reopen Reason Submitter

Payroll Jefferey Sevillano

If you would like to close your case, please select a case closure reason.

Case Closure Reason

~None—

Case Comments (0) New
CASE DETAILS FEED [0 Attachments (0) Upload Files

2

EMP Tester

2, Upload Files

v _Case Information

Step Action
82. You can make an appointment for yourself or for the person you have submitted
the case on behalf of.
When you click this button, a new tab opens with the callback appointment request
page. The current tab remains open to easily access the case number and the
employee's ID for the appointment request.
Click the Click here to Request A Callback Appointment button.
Select Appointment
Step Action
83. Choose the topic that best fits the nature of your inquiry.

Click the scroll bar.
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UCPath Employee Call Backs
A UCPath Associate will call you.

‘== Select Appointment

Benefits

Human Resources
Leave Balances
Leaves of Absence
Open Enroliment
Payroll

Records Request
UCPath Online

Workers' Compensation

Step

Action

84.

Click the button to the right of the Payroll topic.
v

UCPath Employee Call Backs
A UCPath Associate will call you.

‘= Select Appointment
Benefits

Human Resources

Leave Balances

Leaves of Absence

Open Enroliment

Payroll

Payroll Call Back Payroll Call Back

Records Request

Step

Action

85.

Select Payroll Call Back.
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Payroll
Payroll Call Back
with First Available

UCPath Employee Call Backs
A UCPath Associate will call you

‘Select Date: Select Time
February 2024 8th February 2024
08:30 am

3 08:45 am

1 2
4 5 6 7 n E 10 09:00 am
! " S
09:30 am
8 20 21 22 23 24
09:45 am
- === -

10:30 am

@ Timezone - You are seeing appoiniments in -
America/Los_Angeles time. Change 10:45 am

Step Action

86. All appointments are scheduled for the next day or later.

Click the Date button.

87. Scroll to find available appointment start times. Appointments are for one hour.

Click the scroll bar.

<

Payroll
Payroll Call Back
with First Available

UCPath Employee Call Backs
A UCPath Associate will call you

‘Select Date Select Time
February 2024 8th February 2024

10:30 am
3
10:45 am

1 2 —
! ’ ° ! n B * e
11.00 am
12 13 14 15 16 7 .
11:15 am
e
E| .

12:00
@ Timezone - You are seeing appointments in pm

AmericalLos_Angeles time. Change

1215 pm
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Step Action

88. Click the 12:15 pm button.

Payroll
Payroll Call Back
with First Available

UCPath Employee Call Backs
A UCPath Associate will call you.

Thursday, February 8th 2024 | 12:15 PM

Enter Details

Terms & Conditions

We will make every effort to call you on yeur scheduled
appointment time. In the event we are unable to reach
you at your scheduled time, please schedule a new
appointment.

.........

Step Action

89. The Personal Details page appears.

Note: The information entered on this page must be for whomever the call is for
and match either you or the employee from the case.

For example, if you are requesting a callback appointment for another employee,
enter their Name, Employee ID, Case # and the employee's best Phone # and Email
for the appointment callback. You will not receive the confirmation email.

If you are requesting the appointment for yourself, whether the case is for your own
issue or a case you submitted on behalf of an employee, enter your Name,
Employee ID, Case # and your best Phone # and Email for the appointment

callback.
90. Click in the First Name field.
* First Name
91. Enter the desired information into the field. For this example, enter Kirk.
92. Click in the Last Name field.
* Last Name
93. Enter the desired information into the field. For this example, enter Han.
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Step Action

94, Click in the Employee Id field.
* Employee Id
95. Enter the desired information into the field. For this example, enter 20003079.
96. Click in the What Case # is this Call Back For field.
*What Case # is this Call Back For
97. Enter the full case number, including the preceding zeroes. Enter only one case

number in this field.

For this example, enter 00361470

98. Click in the Phone # for Appointment field.

* Phone # for Appointmen
99. Enter the desired information into the field. For this example, enter 530-555-2323
100. The appointment confirmation will be sent to the email entered here.

Click in the Email for Appointments field.

Email for Appointments
101. Enter the desired information into the field. For this example,
enter 10003079@ucoptest.edu
102. (optional) Enter additional notes or add attachments as needed.
103. Click the I'm not a robot option.
104. Read the notes below and check the Terms & Conditions check box.
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Payroll
Payroll C cl
with First Available

UCPath Employee Call Backs
A UCPath Associate will call you

Thursday, February 8th 2024 | 12:15 PM

“= Enter Details

* First Name

Terms & Conditions
Kirk

We will make every effort to call you on your scheduled
et iame appointment time. In the event we are unable to reach
you at your scheduled time, please schedule a new

Han ‘appointment.

~Employee Id

10003079 ‘ +/ Imnotarobot

*What Case #is this Call Back For

00361470

*Phone #for Appointment Book Call Back Appointment
530-555-2323

*Email for Appointments
10003079 @ucoptest edu

Notes from Customer

Step

Action

105.

Click the Book Call Back Appointment button.

Book Call Back Appointment

Thank you! Your appoi has been b

successfully. Please check your email for
confirmation.

Payroll
Payroll Call Back
With First Available

UCPath Employee Call Backs
A UCPath Associate will call you.

Friday, February 9th 2024
12:00 PM
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Step

Action

106.

A confirmation message appears.

You will receive a call back with the First Available UCPath Associate at your
selected date and time.

Please check your email for the appointment confirmation with an attached
calendar invite. The email also provides links to cancel or reschedule if needed.

U CPath Home My Inquiries. ‘Submit An Inquiry Other Resources UCPath @ EMP Tester

l }[ How can we help? n

( iii il ﬂ”'ﬁ AL L)

Trending Topics

Need Employment Verification? Where's my paycheck? Retiring soon?

Quick Search

Benefits Paycheck / Payroll Update Personal Info Direct Deposit Employment / Wage Leave Balances &

Issues Verification Aceruals

Frequently Asked Questions Featured Videos
R
Step Action
107. You will be redirected to the Ask UCPath homepage. The requested call back
appointment will appear on the Case Details page.
Click the My Inquiries link.
My Inquines
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UCPath My Inquiries ubmit An Inquiry Other Resources UCPath @ RrcwcMm

I A
How can we help?

Y [Sgaie §R

Dashboard -
Case Dashboard
s of Apr 10, 2023, 7:33 AV Viewing as
Open Cases = Open Cases = Open Student Cases ®
Top 10 Departments
Business Unit 1 Record Count
Record Count
UC Office of President 842
2
We can't draw this chart because there is no data,
Depariment @ UCPATH CENTER @ - @ Other
View Report (Open Cases) View Report (Open Cases By Department) View Report (Open Student Cases)
Closed Cases Location Case Summary = Open Cases
Last 7 Days Current YTD Awaiting Location Information
Record Count
0 +
Department Record Count B . . Department Record Count
Univ of CA Ofc of President 2 g Januar nNev IS UCPATH CENTER. 3 -

Step Action

108. Click the View Report (Open Cases) link.

View Report (Open Cases)

UNIVERSITY

UCP th My Inquiries SubmitAn Inquiry Other Resources v
a

Report: Contacts with Cases n
Enable Field Editin v Export
Open Cases ’ s @ ¢ "
Business Unit 1 ~! | Case Number 1 [*] | Status = Full Name ~| DEPTID [~] Department  [~| Business Unit Code [~ | Date/Time Opened [¥| EMPUD  [*| EMPLClass [~] Union
00361470 Awaiting Third Party In 316200 LOCALKR ucop 7/21/2022, 727 AM Staff:Career  Non-Re
SRVCS
01325335 New 830200 UCPATHCENTER  UCOPI 72172022, 820 AM Staff:Carcer  Clerical
Services
00731950 Active/Processing 814100 TECHNOLOGY ucopt 7/21/2022, 828 AM SwaffiCarcer  Non-Re
DELIVERY SVS
Active/Processing - - - V2172022, 839 AM - -
Active/Processing - - - 72172022, 924 AM - -
Active/Processing - - - 772172022, 940 AM - -
Active/Processing - - - 77212022, 945 AM - -
New 814100 TECHNOLOGY ucorl /21/2022, 1041 AM Staff Career Non-Re
DELIVERY SVS
Active/Processing - - - 7/21/2022, 1112 AM - -
Active/Processing - - - 1121/2022, 1123 AM - -
‘ »
Row Counts Detail Rows Subtotals Grand Tetal

Step Action

109. Click the Case Number 00361470 link to view the Case Details.
00361470
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UCPath

My Inquiries

UCPath

A% i [Srgancy &'

Case
00361470

Status Business Unit Topic Reopen Reason Submitter

New ucor Payroll Jefierey Sevillano

Case Closure Reason

~None—

Case Comments (0)

CASE DETAILS FEED

v Case Information

Submit An Inquiry

Ul | M fLE s | z g L
| § How can we help? n | r
4l J 1 1 |
Click Here To Request A Callback Appointment

If you would like to close your case, please select a case closure reason.

Other Resources v UCPath & EMP Tester

Date/Time Opened
4128/2020, 10:18 AM

Close Case

New

[0 Attachments (0) Upload Files

2, Upload Files

Step Action

110.

You will be redirected to the Case Details page.

My Inquiries

UCPath

A . !

1% LIIWI“ L0

Case Closure Reason

—None—

Case Comments (0)

CASE DETAILS FEED

v Case Information

‘Submit An Inquiry

Click Here To Request A Callback Appointment

Case
00361470

Status Business Unit Topic Reopen Reason Submitier

New ucop Payroll Jefferey Sevillano

If you would like to close your case, please select a case closure reason.

Other Resources v UCPath EMP Tester

Date/Time Opened
4128/2020, 10:18 AM

Close Case

New

[0 Attachments (0) Upload Files

&, Upload Files

Step Action

111. Click the scroll bar.
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& UCPath My Inquiries. Submit An Inquiry Other Resources UCPath ® EMP Tester

v Case Information

Topic @ Date/Time Opened

Payroll 6512024, 9:59 AM Or drop fles
Category @ Submitter Name

Direct Deposit Jeffersy Sevillano

Subject @ Case Origin Related Cases (0)
Employee's direct deposit start date Portal

Description @ Status.

Only one of the smployee's two active direct Active/Processing

Appointment Details (1)
deposits happened on this last check. Why didn't

the direct deposit to his savings account also

happen? StartDat... EventType Phone#f.. Appointm...

Parent Case Reopen Case Counter 11725120, Appointment  (530)555- . AP-01939 v
Isthis 3QCU Case? @ Reopen Reason 1 View All
WFAEscalation? @ Reopen Reason 2

ReopenReason 3

Senics Targst Date To Close Emailed
6/12/2024, 5:00 PM

v Case Resolution

Resolution Comments @ Date/Time Closed

v Employee Information

Step Action

112. Call back appointments can be reviewed in the Appointment Details section.

UNVERs TY

@ - UCPath My Inquiries. Submit An Inquiry Other Resources v UGPath ® EMP Tester

v Case Information

2, Upl les
Topic @ Date/Time Opened
Payrol 61512024, 959 AM Or drop files
category @ Submitter Name
Direct Deposit Jefferey Sevillano
Subject @ Case Origin Related Cases (0)
Employee's direct deposit start date Portal
Description @ Status.
Only one of the employee's two active direct Active/Processing 4 n Appointment Details (1)

deposits happened on this Iast check. Why didnt
the direct deposit to his savings account also

happen? StartDat... EventType Phone#f.. Appointm...

Parent Case Reopen Case Counter 1125020 Appointment  (530)555-..  AP-01939 v
Is this a QCU Case? @ Reopen Reason 1 View All
WFAEscalation? @ Reopen Reason 2

Reopen Reason 3

Senice Target Date To Close Emailed
6/12/2024, 5:00 PM

v Case Resolution

Resolution Comments @ DatefTime Closed

~ Employee Information

Step Action

113. Click the scroll bar.
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UCPath Home: My Inquiries Submit An Inquiry Other Resources v UCPath EMP Tester

2B = u-g

| il
g: How can we help? n i r
|
il ‘TN [ E- T |

LA B ] 1

Click Here To Request A Callback Appointment

Case
00361470

Status Business Unit Topic Reopen Reason Submitter Date/Time Opened

New ucor Payroll Jefferey Sevillano  4/28/2020, 10:-18AM

If you would like to close your case, please select a case closure reason.

Case Closure Reason

~Nene—
Case Comments (0) New
CASE DETAILS FEED B Attachments (0) Upload Files

2, Upload Files

v _Case Information

Step Action

114. Click the My Inquiries link to view another inquiry and review the case closure
process.

My Inguines

115. Click the Case Number 00731950 link to view the Case Details page.

00731950

e

Bmmm UCPath

Click here to Request A Callback Appointment

Case
+ Follow
ﬂ 00731950
Status Business Unit Topic Reopen Case Counter Submitter
Active/Processing UC Office of President Leave Balances

If you would like to close your case, please select a case closure reason.

Case Closure Reason

~None~
Close C:
Case Comments (0) New
CASE DETAILS FEED [0 Attachments (0) Upload Files
2 Upload Fies
v Case Information -

Step Action
116. You will be redirected to the case details page.
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Step Action

117. To close an open inquiry that you have submitted, select a reason in the Case
Closure Reason section.

v

Click on the Case Closure Reason drop-down.

118. Select a reason from the drop-down menu.

For this example, select Assistance No Longer Required.

Assistance Mo Longer Required

UCPath

B Case
00731950

Status Business Unit
Active/Processing UC Office of President

Case Closure Reason

Assistance No Longer Required

Resolution Comments @

Case Comments (0)

Home My Inquiries: Submit An Inquiry Other Resources v UCPath

How can e help? “
Click Here To Request A Callback Appointment

Leave Balances

If you would like to close your case, please select a case closure reason.

+ Folow

Reopen Case Counter Submitter

New

Step Action

119. Enter Resolution Comments detailing why you are closing the case.

For this example, enter Inquiry was resolved locally.
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UCPath Home My Inquiries: Submit An Inquiry Ofher Resources v UCPath

How can we help? n

Click Here To Request A Callback Appointment

B -
00731950 v
Status Business Unit Topic Reopen Case Counter Supmitter

Active/Processing UC Office of President Leave Balances

If you would like to close your case, please select a case closure reason.
Case Closure Reason

Assistance No Longer Required
Resolution Comments @

Inquiry was resolved locally.

4

Close Case

Case Comments (0) New

Step Action

120. Click Close Case.

Close Case

UCPath Home My Inquiries: ‘Submit An Inquiry Other Resources v UCPath

How can we help? n

Click Here To Request A Callback Appointment

00731950
Status Busiess Uni Tosie DstefTine Opened
Closed/Resolved UG Office of President Benefits 11712024, 222 PM

The case is presently closed. If your issue remains unresolved, it may be reopened.

Quraimis to fully resolve your concers. If you believe that the provided resolution is inaccurate or incomplete, we welcome the opportunity to exami
overlooked. pen reason an d tional details in

ine any infarmation we might have

Reopen Reason @

~None— v

Case Comments (0)

CASE DETAILS FEED ) Related Cases (0)

Step Action

121. The Reopen Reason section appears. You have now closed the inquiry.

Note: Inquiries can be reopened up to three times within a period of 12 months
(365 days) from the original closure date.

122. You have submitted an inquiry on behalf of an
employee.
End of Procedure.
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