UCPath Task:

OF | ! lg :P th Submit an Inquiry to UCPath
CALIFORMIA a

Use this task to navigate through the Ask UCPath site and submit an inquiry 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 may appear
differently on a tablet or smartphone, but the steps remain the same.

B UCPath Q@ sooknot Quegenr |

Primary Title:
TRAINER 4

eI DASHBOARD AskucPath

Service Date:

Dashboard How to View and Download Your 2022 UC W-2 Statement

Your 2022 W-2 statement is available.
Employee Actions

B Jan27,2023

Performance Workcenter

Recruiting Workeenter

Forms Library Worklist
orklis

Quicklinks

View All
Help / FAQ

Date From Link Priority

@ cdit profile
@ Logout

Step Action
1. Click the Ask UCPath button.

Ask UCPath
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UCPath Home: My Inquiries ‘Submit An Inquiry Other Resources ~ UCPath EMP Tester
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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

Missed Pay How to provide proof of your employment and income

How to setup direct deposit Where do | send additional supporting

Step Action

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

Some of the 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. Note: As you click on links or access certain resources on Ask UCPath, you may
be redirected outside of the 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.

Click the Other Resources link.

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

How can we help?

-0 ‘i‘{ SR SIS 6.0 t Payroll Calendar ‘ I

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

J | I T » Beneits Billing Portal

Quick Search

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

Issues Verification Aceruals

Frequently Asked Questions Featured Videos

How to provide proof of your employment and income
u .Aﬁhu.ﬁ% e
Where do | send additional supporting ol il

Missed Pay

Step Action

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

Note: The list of other resources is subject to change. You may be prompted to log

in with your single sign-on credentials when you click on links or access specific
resources on Ask UCPath.

U CPath Home: My Inquiries Submit An Inquiry Other Resources v UCPath ® EMP Tester

i L E A
How can we help? n

‘ ﬁ; il :il{ ]

Trending Topics

e u oy

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 Accruals

Frequently Asked Questions Featured Videos

Missed Pay How to provide proof of your employment and income

u .Ask.U.GEak
Where do | send additional documentation supporting o

How to setup direct deposit

Step Action

6. The UCPath link will direct you to your UCPath Dashboard.

7. Next, is the How can we help? search bar. You can search for topics related to
UCPath using the search bar.
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;l How can we help?
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Trending Topics
Need Employment Verification?

Quick Search

Benefits Paycheck / Payroll

Issues

Frequently Asked Questions

Missed Pay

How to setup direct deposit

My Inquiries

‘Submit An Inquiry

Where's my paycheck?

Update Personal Info Direct Deposit

How to provide proof of your employment and income

Where do | send additional supporting

Other Resources v UCPath

Retiring soon?

Leave Balances &
Accruals

Employment | Wage
Verification

Featured Videos

EMP Tester

,

Action

8. For this example, enter address in the search bar.

fornes ]
UCPath

A TR R T
[ il | { i address
| il =B N S NN

Trending Topics

Need Employment Verification?

Quick Search

Benefits Paycheck | Payroll
Issues

Frequently Asked Questions

Missed Pay

How to set up direct deposit

My Inquiries Submit An Inquiry

Where's my paycheck?

Update Personal Info Direct Deposit

How to provide proof of your employment and income

Where do | send additional documentation supporting

Employment / Wage

UCPath

Other Resources v

Retiring soon?

Leave Balances &
Accruals

Verification

Featured Videos

@ EMP Tester

AN
(1]

Step Action

9. Click on the Lookup button.

Q

10.

The search results will display under the Knowledge tab.

This will list all of the available resources related to the topic.
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Submit an Inquiry to UCPath

My Inquiries. Submit An Inquiry

H L

KNOWLEDGE INQUIRIES

Results 1-10 of 54 for address in 0.21 seconds

Benefits (33) >
Open Enrollment (7) > Changing your address
Human Resources (4) >
Payroll (4) >

UCPath Online (3) >

information or

+ Show more

Knowledge Type

Update My Address

Other Resources v

: ” q

UCPath

RELEVANCE DATE v

[ Adicle (3) and/or mailing address in UCPath online
[] How_To (8) Keywords: Employee Actions Personal Information, UCPath Help site
[Jaawe

6/15/2022

. important that UC has valid, current home and email addresses so you don't miss important benefits
Update your mailing address, phone number and/or email address as needed

Details v

6202021

Summary: UCPath Help site content for Self Service Users (all employees). Use this task to update your home

Details v

& EMP Tester

Step

Action

11.

You can use any of the filters to narrow down your search. For this example, use

the How_To filter.

Click the How_To option.

UCPath

My Inquiries. Submit An Inquiry

il
address

r!
EiR
[ ki_| iﬁ‘!ﬂlﬂiil' L1l |

KNOWLEDGE INQUIRIES

Payroll (2) »
Records Request (2) >
UGPath Online (2) >

Human Resources (1) >

UCPath Help site (1) >

Knowledge Type

[ Article (3)
How_To (8)
Caaw®

[] Web Page (35)

Knowledge Type: How_To X

Results 1-8 of 8 for address in 0.33 seconds

Update My Address

and/or mailing address in UCPath online

How to set up direct deposit

Other Resources v

= o I
K |

UCPath

Clear All Filters.

RELEVANCE DATE v

Keywords: Employee Actions Personal Information, UCPath Help site

6/202021

Summary: UCPath Help site content for Self Service Users (all employees). Use this task to update your home

Details v

January 23

& EMP Tester
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Step Action

12. The search results were filtered to list the "how to" resources related to the address
topic. For this example, select the Update My Address search result.

Click the Update My Address link.
Update My Address

) share

Dseett ~ ™Mtyw v R Pt

Use this task to update your home andior mailing address in UGPath.

ersonal Information Summary

Personal Information > Personal Information Summary

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.

" o 0omo 9

Step Action

13. For this 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 update your address
in UCPath.

To return to the Ask UCPath homepage, close the browser tab.

Click the Close button.

Page 6 Last changed on: 11/21/24
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UCPath My Inquiries Submit An Inquiry Other Resources v UCPath &) EMP Tester

| I
How can we help?
NG R

Trending Topics

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

Quick Search

. . Mmm
Benefits Paycheck / Payroll  Update Personal Info Direct Deposit Employment / Wage Leave Balances &
Issues Verification Accruals
Frequently Asked Questions Featured Videos

Clone Job Opening Why doesn8#39;t my paycheck indicate my accrued
leave balances? Ask UCPath
How to enroll or change your voluntary retirement sav- ol

Step Action
14, Another option is to run a "global search."

Leave the search field blank and click the Lookup button to the right of the How
can we help? search field.

Click on the Lookup button.

Home My Inquiries Submit An Inquiry Other Resources v UCPath 2 EMP Tester

Al LA |
How can we help? n |
[ i

WEuicye u 'R

KNOWLEDGE  INQUIRIES

Benefits (301) >
Payroll (50) > How to set up direct deposit January 23
Human Resources (44) >
Open Enrollment (35) > Details +
UCPath Online (32) >
+ Show more Life Events / Benefit Changes 512012021
Summary: Seff-service page to register for life events or make benefits changes
Knowledge Type
Details v
[ Aicle (9)
] Forms (15)
[ How_To (60) Can | change my benefits plans during a life event? 311812021

Step Action

15. With the "global search™ the Knowledge tab will provide a list of resources that are
trending in the system.
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Step Action

16. Click on the Inquiries link.

INQUIRIES

-
@ UCPath My Inquiries Submit An Inquiry

I A i et

[ e J 1]

KNOWLEDGE  INQUIRIES

[] UC Office of President (7)
E Test Inquiry for Employee - 01334662
Case Number- 01334662 Employee: Employee User
[ Employee (7) Topic: Email
Subject Test Inquiry for Employee

March 27 New

Details v

[ Closed/Resolved (1)
[J New (8)

B test by 01334800 Yesterday, 5:08 P New
Case Number: 01334800 Employee: Employee User

Topic: Benefits

Other Resources v UGPath @ EMP Tester

Step Action

17. With the "global search” the Inquiries tab will list all your open and closed cases.

UCPath My Inquiries. Submit An Inquiry

m . _
HI st AN i 2 J
| ! How can we help? n |

(Gim4) 280 000 i [SiAiS 5N ] 1

KNOWLEDGE  INQUIRIES

Benefits (201) >

Payroll (50) > How to set up direct deposit January 23
Human Resources (44) >
Open Enroliment (35) > Details v
UCPath Online (32) >
+ Show more Life Events / Benefit Changes 512012021
Summary: Self-service page to register for life events or make benefits changes
Details v

[ Article (9)
[] Forms (15)
[ How_To (80)

Can | change my benefits plans during a life event? 31872021

Other Resources v UGPath & EMP Tester

Page 8 Last changed on
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Step

Action

18.

Click on the Home link to return to the Ask UCPath homepage.

Home

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

CUN| L e Bpre | no—
| W How can we help? i :
i iy | |

: S W | [ - 1R | |

Trending Topics

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

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

Quick Search

Benefits

Verification

Frequently Asked Questions Featured Videos

Missed Pay How to provide proof of your employment and income

How to set up direct deposit Where do | send additional supporting

Step

Action

19.

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 there are any new or updated resources available.

20.

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

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

21.

Click the scroll bar.

22.

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.
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UCPath s

Submit An Inquiry Other Resources v UCPath

@ EMP Tester

Quick Search

Benefits. . . . .

Paycheck / Payroll Update Personal Info
Issues

" PRovUEl

[

Direct Deposit Employment/ Wage Leave Balances &
Verification Accruals

Frequently Asked Questions Featured Videos

Clone Job Opening How to set up direct deposit

Missed Pay How to geta copy of your W-2 form
How to enroll or change your voluntary retirement sav-  HOW long does it take to process a verification of em-
ings plans contributions ployment request?

Search Job Openings

1 did not receive my paycheck

ASK UCPath Overview

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

Step Action

23. The Featured Videos section will showcase a video or you can click on the

Featured Videos link to access additional videos.

Click on the Featured Videos link.

Featured Videos

——
UCPath s

‘Submit An Inquiry Other Resources v UCPath & EMP Tester

How can we help?

(] iEE‘iIDi&,‘H L |

»

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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Step Action

24, 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 homepage.

UCPath Lo

How can we help? n

[ J 1m
‘iii 1 :M £ ST R

Trending Topics
Need Employment Verification?

Quick Search

Benefits Paycheck / Payroll

Issues

Frequently Asked Questions

Where's my paycheck?

Missed Pay How to provide proof of your employment and income

How to set up direct deposit Where do | send additional

Other Resources v UCPath & EMP Tester

Retiring soon?

Employment | Wage Leave Balances &
Verification Accruals

Featured Videos

Step Action

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

more quickly.

Submit An Inquiry

Note: Be sure to check the status of your inquiry prior to submitting another
inquiry. You can add a comment to your open case if you would like to request a
status update. Additionally, utilizing the resources available on the Ask UCPath
site before submitting an inquiry can help you find the answer to your question

Click on the Submit An Inquiry link to submit your question to UCPath.

Last changed on: 11/21/24
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UCPath My Inquiries. Submit An Inquiry Other Resources UCPath

EMP Tester
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B e L

These are your open and recently closed inquiries.

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.

MY OPEN INQUIRIES

DatefTime Opened

RECENTLY CLOSED INQUIRIES

CaseNumber  Topic  Subject DatelTime Closed

Case Number Topic. Subject

712024, 1:41 PU oresssis Benefts | had a baby, need o enrollin benefis 11181202, 9:30 AN ot9ssste Payrol my paycheck is wrong

1812024, 9:37 Al 01956144 Benefts  what retirement plan do | have? 11242024, 11:22 Al 01955546 Benefis my benefts ars wirong
v

View Al View Al

No, I need help with something else

n Inquiry

Universty of Calfornia | UC Office of the President.
©2015 Regents ofthe Universty of Calfomia | Terms of use

H100% -

Step

Action

26.

This page will display your open and closed inquiries. It is important to check your
open and closed inquiries to determine if your question is related to any of them. If

it is, you can add your question or comment to your open or reopen your recently
closed inquiry.

“_wwm UCPath My Inquiries. Submit An Inquiry Other Resources UCPath

EMP Tester

MU | B T TP N} | gy i
| ]

| \
i ] 1 i |

LR
[ R B L
These are your open and recently closed inquiries.

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.

MY OPEN INQUIRIES

DatefTime Opened

RECENTLY CLOSED INQUIRIES

CaseNumber  Topic  Subject DatelTime Closed

Case Number Topic. Subject

1712024, 1:41 PU oresssis Benefts | had a baby, need o enrollin benefis 1181202, 8:30 AN oressste payrol my paycheck is wrong

11812024, 9:37 Al 01956144 Benefts  what retirement plan do | have? 1124202, 11:22 Al 01955546 Benefiis my benefts are wrong
v

View Al View Al

No, | need help with something else

niversiy of Cal IC Office of the President.
©2015 Regents ofthe Universty of Calfomia | Terms of use

H100%

Step

Action

27.

If you still need help with something else, you can proceed with submitting your
question. Click on Submit An Inquiry.

Submit An Inguiry

Page 12
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UCPath Task:
Inquiry to UCPath

UCPath

My Inquiries.

‘Submit An Inquiry

What can UCPath assist you with?

Please provide a detailed description of your issue:

Detailed description progress indicator

Other Resources v

0256

| Don'tknow what o write?

*When were you frst impacted by this issuc?
“Have you encountered this issue before?
=0nee you have suppiied s detaied description, the progress indicator wil urn green wih  check box.

Universty of California | UC Office of the President. Link htip/iucop.edu/

©2015 Regents of the Universty of California | Terms of use Link htp://www.cop.edufterms/

UCPath

& EMP Tester

R10% ~

Step

Action

28.

You will be directed to the inquiry form.

UNVERs TY

UCPath

My Inquiries.

‘Submit An Inquiry

What can UGPath assist you with?

Please provide a detailed description of your issue:

Detailed description progress indicator

Other Resources v

07258

| Dontcnows what o write?

“ihen were you frst impacted by this issus?
“Have you encountered this issue before?
*0nes you have suppiied  detaikd description, the progress indicator wil turn areen wih 3 check box.

Universty of California |UC Office of the President. Link htip//ucop.edu/

©2015 Regents of the Universty of California | Terms of use Link htp://www.cop.edufterms/

UGPath

@ EMP Tester

H100%

Step

Action

29.

Begin with entering what UCPath can help you with.
For this example, type How do | change my name and benefits?

Last changed on: 11/21/24
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UCPath

My Inquiries.

‘Submit An Inquiry

Other Resources v UCPath & EMP Tester

What can UCPath assist you with?
How o | change my name and benefts?

37255

Please provide a detailed description of your issue:

Y,
Detailed description progress indicator

| Don'tknow what o write?

*When were you frst impacted by this issuc?
“Have you encountered this issue before?

=0nee you have suppiied s detaied description, the progress indicator wil urn green wih  check box.

Universty of California | UC Office of the President. Link htip/iucop.edu/
©2015 Regents of the Universty of California | Terms of use Link htp://www.cop.edufterms/

Step Action
30.

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.

UNVERs TV

UCPath

My Inquiries.

Submit An Inquiry

Other Resources v UCPath 2 EMP Tester

What can UCPath assist you with?
How o | change my name and benefits?

amrass

Please provide a detailed description of your issue:

4
Detailed description progress indicator

[Em—

“When were you frst impacted by this issue?
*Have you encountered this issue before?

*0nee you have supplied a detaied description, the progress indicator wil lurn green wih a check box.

Universty of California |UC Office of the President. Link hp:/iucop.edul
© 2015 Regents of the Universy of Calfornia | Terms of use Link hitp://www.ucop.edufterms/

H100% ~

Step Action
31.

Type, | got married on 1/30/24.

Page 14
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UCPath Task:
Submit an Inquiry to UCPath

My Inquiries. ‘SubmitAn Inquiry Other Resources UCPath

What can UCPath assist you with?

How o | change my name and benefs?

Please provide a detailed description of your issue:
Tgot marred on 1120724 and meed t change my Tastame. T ot SUre iows o Go tis and ¥ need o Subm any dacumentatin

13150 need to 300 my spouse to my benefits and woul ike

@ EMP Tester

37255

onthis process. nas.
this impact enroliment?

° Thank you!

[ porttknows what o write?

=Wh cted by this issue?
“Ha issue before?
=0nes & suppiied 5 detaied description, the progress indicator wil urn green wih  check box.

Next

Universty of California | UC Office of the President. Link htip//ucop.edu/
©2015 Regents of the Universty of California | Terms of use Link htp://vww.ucop.edufterms/

0% ~

Step

Action

32.

For this example, the description has been completed for you.

Once you have provided a detailed description, the process indicator will change to

green, accompanied by a check mark.

Although you can still submit your inquiry if the progress indicator does not turn
green, we encourage you to provide as much information as possible to ensure

proper handling of your inquiry.

My Inquiries. Submit An Inquiry Other Resources UCPath

What can UCPath assist you with?

How o | change my name and benefits?

Please provide a detailed description of your issue:

g5t married on 1130124 and need to change my last name. Im ot sure how 1o do this and I need to subm any documentation.

Iais0 need o add my spouse to my benefits and would ke

onthis process. My spe i has
this impact enroliment?

° Thank you!

& EMP Tester

amrass

A<

| Don'tknow what o write?

t impacted by this issue?
edthis

plied a detaiied descripion, the progress indicator willturn green wth a check box,

Next

Universty of California |UC Office of the President. Link hp://ucop.edu’
© 2015 Regents of the Universty of Calfornia | Terms of use Link hitp://www.ucop.edufterms/

H100% -

Last changed on: 11/21/24
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Step Action

33. Once you have entered all the details, click on Next to continue.

Mext

2
@ UCPath Home My Inquiries. ‘Submit An Inquiry Other Resources UCPath & EmP Tester
< Previous D E———d
These resources might help
Suggested resources based on the issue you described

> Update My Legal Name

> How do | update my Preferred Name?

> How to change your name

> How to change your name with your medical provider

> How to update your personal information

v
®100% ~

& m UCPath Home My Inquiries. Submit An Inquiry Other Resources v UCPath ® EMP Tester

< Previous. 0

These resources might help
Suggested resources based on the issue you described

> Update My Legal Name

> How do | update my Preferred Name?

> How to change your name

> How to change your name with your medical provider
> How to update your personal information
A4
H100% -

Page 16 Last changed on: 11/21/24
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Step Action

35.

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 Update My Legal Name.

> Update My Legal Name

UCPath tore

My Inquiries.

< Previous —_— o

These resources might help

~ Update My Legal Name

Use this task to Update your Name in UCPath online.
Federal agencies before you enter your name change in UCPath

> Howdo | update my Preferred Name?
> How to change your name
> How to change your name with your medical provider

> How to update your personal information

‘Submit An Inquiry

Suggested resources based on the issue you described

You must update your name with the appropriate

Your opinion can help others

Was this helplu? @ Yes @ No

~
Other Resources v UGPath & EMP Tester

0%

Step Action

36. Click Read more.

Read more

() | ® Submitinquin,  Update MyLege X

C @
-3 Impert bookmarks., R Most Visited
@ view outine & Share

Dashboard Navigation:

Personal Information > Personal Information Summary
or

Menu Navigation:
Employee Actions > Personal Information > Personal Information Summary

65a1-a8ff-4367-b6c7-2cd 1ba2be2Bd/imstarth 14

Use this task to update your legal name in UCPath online. You must update your legal name with the appropriate Federal agencies before you submit a request to change your legal name in UCPath

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

+ v - o x
@ a =

» [ Other Bookmarks

@

H100% -

Last changed on: 11/21/24
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Step

Action

37.

The selected resource will open in a new browser tab.

or

G ® Submitinquiy  Update My Legz X + v - o x
C o O B &= nhitpsy//spwebserv.ucop.edu/SelfServiceUsers/PORplayer/data/tpc/66d265a1-a8ff-4367 -b6c7 - 2cd 1ba2be8d Imstarth: T3 ® a1 =
-3 Import bookmarks... %} Most Visited 3 [ Other Bookmarks

@ viewoutine &} Share

Use this task to update your legal name in UCPath online. You must update your legal name with the appropriate Federal agencies before you submit a request to change your legal name in UCPath

Dashboard Navigation:
Personal Information > Personal Information Summary

Menu Navigation:
Employee Actions > Personal Information > Personal Information Summary

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

A

H®100%

Step

Action

38.

When you are finished you can go back to the Submit An Inquiry tab. Click on
the X to close out your current tab.

=

UCPath

< previous L —— ]

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

Page 18
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Step Action
39.

Please 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.

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

My Inquiries. Submit An Inquiry Other Resources v UGPath

@ EMP Tester

These resources might help

Suggested resources based on the issue you described

~ Update My Legal Name

Use this task to Update your Name in UCPath online. ... You must update your name with the appropriate
Federal agencies before you enter your name change in UCPath

m Your opinion can help others

Was this helpful? @ Yes @ No
> Howdo | update my Preferred Name?

> How to change your name

> How to change your name with your medical provider

> How to update your personal information

H100%

Step Action
40. Click the scroll bar.

UCPath

These resources might help

Suggested resources based on the issue you described

> Update My Legal Name

> How do | update my Preferred Name?

> How to change your name

> How to change your name with your medical provider

> How to update your personal information

Submit An Inquiry

H®100%

Last changed on: 11/21/24 Page 19
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=

Step

Action

41.

Click Submit An Inquiry.

Submit An Ingquiry

UCPath

*Best Contact Emai
UCPath tester@universityofealfornia.edu
* Best Contact Phone Nurmber

(510)555-0857

Upload Files:

2, UploadFies | Or drop fles.

Cancel inquiry

R10% ~

Step

Action

42,

Your email and phone number will automatically populate. You can update it as
needed.

You also have the option to upload files.

Sz UCPath

(510)855-0457

Upload Files:

2, Upload Fles | Or drop fies.

H100% ~

Page 20

Last changed on: 11/21/24




UCPath Task:

[OF ! Ig :P th Submit an Inquiry to UCPath
CALIFORNIA a

Step Action
43. Click Submit An Inquiry.

Submit An Inguiry

g UCPath My Inquiries ‘Submit An Inquiry Other Resources v UCPath & EMPTester

UEM s | N i [

T . '
L Y
(Gl T ] LA |

i 51 SIS N

Click Here To Request A Callback Appointment

case
02014414

Status Business Unit Topic Reopen Reason Submitter Date/Time Qpened
New UC Office of President Benefts 411212023, T:18 PM

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

Case Closure Reason

—None— v

Case Comments New

Step Action

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

_
g UCPath My Inquiries Submit An Inquiry Other Resources v UCPath & EMP Tester
U | B Al
! How can we help? n
08 | I
(limdll. 00 180 58 (S NES WL f I
Click Here To Request A Callback Appointment
case
02014414
Status Business Unit Topic Reopen Reason Submitter Date/Time Qpened
New UC Office of President Benefts 411212023, T:18 PM

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

Case Closure Reason

~None-- -

Case Comments New

Last changed on: 11/21/24 Page 21
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Step Action
45, Let's review the Case Details section of your submitted inquiry. This is the case

number assigned to your inquiry.

We will return to the Callback Appointment button later in this tutorial.

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

UCPath £one

OE. I N ol |

i | | jl : 1
!
il o con e e n i

!l ' LN

Click Here To Request A Callback Appointment

case
02014414

Status Business Unit Topic
New UG Office of President Benefits

Reopen Reason Submitter DatefTime Opened

411212023, T:18 PM

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

Case Closure Reason

~None-- -

Case Comments New

Step Action

46. You can add comments to your inquiry using the Case Comments field. You also
have the option to attach documents.
Click on the New button to add a case comment.

47. Comments added to the case will display in the Case Comments section. For this
example, no comments appear.

48. Existing attachments, if any, can be reviewed and new ones can be uploaded in the
Attachments section.
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I "|‘ I

|
il
il 8

¥ 1 S0 §Y

case
02014414

Status Business Unit

New UC Office of President

Case Closure Reason

~None—

Case Comments (0)

CASE DETAILS FEED

~ Case Information

Click Here To Request A Callback Appointment

Topic
Benefits

My Inquiries ‘Submit An Inquiry Other Resources v UCPath

i o

How can we help? n

Submitter Date/Time Qpened

411212023, T:18 PM

Reopen Reason

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

Close Case

New
[0 Attachments (0)

Upload Files

2, Upload Files

EMP Tester

Step Action

49, Click the scroll bar.

UNVERs TY

UCPath

CASE DETAILS FEED

w Case Information

Topic@

Payroll

Category@

Direct Deposit

Subject@

direct deposit start date

Description@

Only one of my two active direct deposits
happened on my last check. Why didn't the direct
depositto my savings account happen?

Parent Case

~ Case Resolution

v Employee Information

Other Resources v UGPath

My Inquiries

‘Submit An Inquiry

[0) Attachments (0) Upload Files

Or drop fles

DatefTime Opened
411212023, 7:18 PM

Submitter Name
[2) Related Cases (0)

Case Origin
Portal

Status.

n Appointment Details (0)

Active/Processing s
Reopen Case Counter

Reopen Reason 1

Reopen Reason 2

Reopen Reason 3

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

&

EMP Tester

Step Action

50.

Related inquiries can be reviewed in the Related Cases section. For this example,
there are no related cases.

Last changed on: 11/21/24
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for] My Inquiries Submit An Inqui Other Resources v UCPath @ EVP Tester
UCPath Y Inq quiry

CASE DETAILS FEED [0 Attachments (0) Upload Files

w Case Information &, Upload Files

Topic@ Date/Time Opened Or drop files

Payroll 41212023, 718 PM

Category@ Submitter Name:

Direct Deposit [2) Related Cases (0)

Subject@ Case Origin

direct deposit start date Portal

Description@ Status. n Appointment Details (0)

Only one of my twa active direct deposits Active/Processing e

happened on my last check. Why didn't the direct

?
depositto my savings account happen’ Reopen Case Counter

Parent Case
Reopen Reason 1
Reopen Reason 2

Reopen Reason 3

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

v Case Resolution

v Employee Information

Step

Action

51.

Click the scroll bar.

UCPath Home My Inquiries Submit An Inquiry Other Resources v UCPath

~ Employee Information
Best Contact Phone Number © Best Contact Email ©
(S10)987-0457 s s

Empioyee Name

EMPLD

 Additional Information

Service Now Ticket Required? Service Now Urgency
1= High
Service Now Comments Service Now Category.

Application, Enterprise > UCPath » PeopleSoft » Benefts
Serviee Now # Defect#

JRAIChange Request #

3 Emais(0)

SUBJECT FROM ADDRESS TO ADDRESS MESSAGE DATE

View Al

Universiy of California |UC Offics of the President.
© 2015 Ragents of the Universiy of Cafomia | Terms of use

Step

Action

52.

Emails associated with the case can be reviewed in the Emails section. For this
example, no emails are displayed.

Page 24
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UCPath

 Employee Information

Best Contact Phone Number ©
(510)987-0857

Employee Name
EMPLD

~ Additional Information
Service Now Ticket Required?
Serviee Now Comments

Service Now #

B3 Emais(0)

SUBJECT

Home My Inquiries Submit An Inquiry Other Resources v UCPath

Best Contact Email ©

Service Now Urgency

1= High

Serviee Now Category

Applcation, Enterprise > UCPath > PeopleSoft > Benefts
Defect#

JRAIChange Request #

FROM ADDRESS TO ADDRESS MESSAGE DATE

View Al
University of California | UC Office of the President.
©.2015 Regents of the Universty of Caiforia| Terms of use .
- a— H Myl SubmitAn Other R UCPath
g UCPath jome y Inquiries ubmit An Inquiry er Resources v a @ EVP Tester
CASE DETAILS FEED [0) Attachments (0) Upload Files
v Case Information & Upload Files
Topic@ DatefTime Opened Or drop files
Payroll 411212023, 7:18 P
Category@ Submitter Name:

Direct Deposit

Subject@

direct deposit start date

Descripion@

Only one of my two active direct deposits
happened on my last check. Why didn't the direct
deposit to my savings account happen?

Parent Case

~ Case Resolution

v Employee Information

[2) Related Cases (0)
Case Orign
Portal

Status E2 Appointment Details (0)
Active/Processing s

Reopen Case Counter
Reopen Reason 1
Reopen Reason 2
Reopen Reason 3

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

Step Action

54.

The Status updates throughout the life of the case. This helps provide an indication
of what is happening with the case. For example, this new inquiry displays the
status as Active/Processing.

Last changed on: 11/21/24
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UNIVERSITY

UCPath

CASE DETAILS FEED

w Case Information

Tonic@

Payroll

Category@

Direct Deposit

Subject@

direct deposit start date

Description@

Only one of my two active direct deposits
happened on my last check. Why didn't the direct
depositto my savings account happen?

Parent Case

v Case Resolution

v Employee Information

My Inquiries

Date/Time Opened
411212023, 18 PM
Submitier Name
Case Origin

Portal

Status.

Active/Processing

Reopen Case Counter

Reopen Reason 1

Reopen Reason 2

Reopen Reason 3

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

‘Submit An Inquiry

;

Other Resources v UCPath & EMP Tester

Upload Files

[0 Attachments (0)

2 Uplo

es

Or drop fles

[2) Related Cases (0)

n Appointment Details (0)

Step

Action

55. The Service Target Date To Close Emailed field lists the expected resolution

date.

An email is also sent to notify you of the service target date. Cases may be resolved
before this date.

UNIVERs TV

UCPath

CASE DETAILS FEED

+ Case Information

Topic@

Payroll

Category@

Direct Deposit

Subject@

direct deposit start date

Description@

Only one of my two active direct deposits
happened on my last check. Why didn't the direct
depositto my savings account happen?

Parent Case

v Case Resolution

+ Employee Information

My Inquiries

Date/Time Opened
41212023, 18 PM

Submitier Name
Case Origin
Portal

Status

Active/Processing

Reopen Case Gounter

Reopen Reason 1

Reopen Reason 2

Reopen Reason 3

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

Submit An Inquiry

,

Other Resources v UCPath 2 EMP Tester

[0 Attachments (0) Upload Files

& Upload Files

O drop files

[ Related Cases (0)

a Appointment Details (0)

Step

Action

56. Cl

ick the scroll bar.
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Submit an Inquiry to UCPath

Home: My Inquiries ‘Submit An Inquiry Other Resources v

i "

Click Here To Request A Callback Appointment

case
02014414

Submitter Date/Time Qpened

411212023, T:18 PM

Status Business Unit Topic Reopen Reason

New UC Office of President Benefits
If you would like to close your case, please select a case closure reason.

Case Closure Reason

~None—

Case Comments (0)

CASE DETAILS FEED [0 Attachments (0)

2, Upload Files

~ Case Information

e A 2 B I i
How can we help? n
| L (N I,

pige 50y

UCPath

Close Case

New

Upload Files

EMP Tester

Click the scroll bar.

Step Action

57. After submitting an inquiry, you can request an appointment to speak with a
UCPath Associate.
You will need this case number and your employee ID when making the
appointment. The Call Back Appointments page opens in a new tab so that you
can easily refer back to this page if needed.
Click the Click Here To Request A Callback Appointment button.

Select Appointment
Step Action
58. Choose the topic that best fits the nature of your inquiry.

Last changed on: 11/21/24
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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

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

W

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

60. Select Payroll Call Back.

Page 28
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Submit an Inquiry to UCPath

Payroll
Payroll Call Back
with First Available

UCPath Employee Call Backs
A UCPath Associate will call you

‘Select Date
February 2024

1 2 3
4 5 6 7 “@ 10
.
()=
[=)=)(=)(=]

@ Timezone - You are seeing appointments in
AmericalLos_Angeles time. Change

Select Time
8th February 2024
08:30 am
06:45 am
09:00 am
00:15 am
00:30 am
00:45 am
10:30 am

10:45 am

Step Action

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

Click the Date button.

62. 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
February 2024

1 2 3

4 5 6 7 “@ 10

.
> [=)[=)(=](=]

@ Timezone - You are seeing appointments in
AmericalLos_Angeles time. Change

Select Time

8th February 2024

10:30 am

10:45 am

11:00 am

11:15 am

11:30 am

11:45 am

12:00 pm

1215 pm

Last changed on: 11/21/24
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Step Action
63. Click the 12:15 pm button.

12:15 pm

L4

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
* First Name
* Last Name
= Employee id

= What Case # is this Call Back For

Book Call Back Appointment

*Phone # for Appointment

* Email for Appointments

from Customer

Step Action
64. Enter your call back information on the Personal Details page.
Note: You can access the previous tab to find your Employee ID and Case
Number on the Case Details page in UCPath.
65. Click in the First Name field.
* First Name
66. Enter the desired information into the field. For this example, enter Kirk.
67. Click in the Last Name field.
* Last Name
68. Enter the desired information into the field. For this example, enter Han.
69. Click in the Employee Id field.
* Employee Id
70. Enter the desired information into the field. For this example, enter 10003079.
71. Click in the What Case # is this Call Back For field.
*What Case # is this Call Back For
Page 30 Last changed on: 11/21/24




UCPath Task:

» _ _
at Submit an Inquiry to UCPath

Step Action

72. Enter the full case number, including the preceding zeroes. Enter only one case
number in this field.

For this example, enter 02014414,
73. Click in the Phone # for Appointment field.

* Phone # for Appointment

74. Enter the desired information into the field. For this example, enter 530-555-2323.
75. The appointment confirmation will be sent to the email entered here.

Click in the Email for Appointments field.

* Email for Appointments

76. Enter the desired information into the field. For this example,
enter 10003079@ucoptest.edu.
77. (optional) Enter additional notes or add attachments as needed.
78. Click the I'm not a robot option.
79. Read the notes below and check the Terms & Conditions check box.

L4

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

* First Name

Terms & Conditions
Kirk

We will make every effort to call you on your scheduled
le to reach

appointment time. In the event we are unabl
*Last Name
you at your scheduled time, please schedule a new

Han appointment.

*Employee Id
10003079

*What Case #is this Call Back For
02014414

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

* Email for Appointments
10003079@ucoplest edu

Notes from Customer
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Step Action

80. Click the Book Call Back Appointment button.

Book Call Back Appointment

Thank you! Your appointment has been booked
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 8th 2024
12:00 PM

Step Action

81. 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.

Page 32 Last changed on: 11/21/24



UCPath Task:

OF | ! Ig :P th Submit an Inquiry to UCPath
CALIFORNIA a

UCPath Home: My Inquiries. Submit An Inquiry Other Resources UCPath & EMP Tester

T 2§ g

5 How can we help? n
L i

ﬁg_ l= ii !iii:j L] [ L |

Trending Topics

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

Quick Search

oS
e
[
Benefits Paycheck / Payroll Update Personal Info Direct Deposit Employment / Wage Leave Balances &
Issues Verification Aceruals
Frequently Asked Questions Featured Videos

Clone Job Opening
How to enrall or change your voluntary retirement sav- h o

Step Action

82. You will be redirected to the Ask UCPath homepage. The requested call back
appointment will appear in the Case Details page.

Click the My Inquiries link.

My Inquiries

UCPath

My Open Inquiries My Closed Inquiries

My Open Inquiries w

4 tems + Sorted by DatelTime Opened « Filered by Allcases - S more fiters applied * Updated a few seconds ago Search this st ®-|[B-]
DatelTime Opened t | Case Number | Topic ~ | subject v | status v | ParentCase.. v | CaseOrigin  ~ | Submitter Na.. v/
1 11712024, 1:41 Pit otesss1E Bencits 110  baby, need to enrollin benefis Review Requested Portal
2 1182024, 9:37 Al 01986144 Benefts what refirement plan do | have? Review Requested Portal
3 2071202, 12:2¢ Pl 02018414 Benefts How do | change my name and benefits? ActiveProcessing Portal
4 2071202, 3:07 PM 02014467 Leave Balances test Active/Processing Portal

Step Action
83. Click the Case Number 02014414 link to view the Case Details.
02014414
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UCPath My Inquiries Submit An Inquiry Other Resources v UCPath & EMP Tester

Al m-g

Tl [ T d
L Y
(.00 1o ] LA |

i 51 SIS N

Click Here To Request A Callback Appointment

case
02014414

Date/Time Qpened

Status Business Unit Topic Reopen Reason Submitter
411212023, T:18 PM

New UC Office of President Benefts

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

Case Closure Reason

--None—-

New

Case Comments (0)

Step Action

84. You will be redirected to the case details page.

[UNIVERsITY

U C Path My Inquiries ‘Submit An Inquiry Other Resources v UGPath & EMP Tester
fcauiorni]

ol il B

ik | IR
=1 10K ! L |

i 51 SIS N

Click Here To Request A Callback Appointment

case
02014414

Submitter Date/Time Opened

Status Business Unit Topic Reopen Reason
411212023, T:18 PM

New UG Office of President Benefits

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

Case Closure Reason

—None—

New

Case Comments (0)

Step Action

85. Click the scroll bar.
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UCPath

CASE DETAILS

v Case Information
Tonic@
Payrol

Category@
Direct Deposit

Subject@
direct deposit start date

Description@

Parent Case

v Case Resolution

~ Employee Information

UCPath Task:

Submit an Inquiry to UCPath

FEED

Only one of my two active direct deposits
happened on my last check. Why didn't the direct
deposit to my savings account happen?

My Inquiries

Date/Time Opened
411202023, 718 PM

Submitier Name

Case Origin

Portal

status.

Active/Processing

Reopen Case Counter

Reopen Reason 1

Reopen Reason 2

Reopen Reason 3

Senvice Target Date To Glose Emailed
6/12/2024. 5:00 PM

‘Submit An Inquiry

Other Resources v/
[0 Attachments (0)

& Upload Files

Or drop fles

[2) Related Cases (0)

[E3 Appointment Details (1)

Appointme... StartDateTime Event Type

AP-22637 20912024, 12...  Appointment

UCPath

Upload Files

Phone # for ..

530-555-2323

@ EMP Tester

Step

Action

86.

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

87.

My Inquines

Click the My Inquiries link to view another inquiry.

UCPath

My Open Inquiries My Closed Inquiries

My Open Inquiries »

1 e natew otesssis
2 02 937 AN otestes
s 2mmze1z2ePn o20nests
4 ommes0TAM o20nas67

DatelTime Opened t | Case Number

v | Topic

Bencits

Benefts

Benefts

Leave Balances

4 tems + Sorted by DatelMime Opened - Filered by Allcases - 5 more fiters applied * Updated a few seconds ago

Subject

1had a baby, need to enrollin benefis

what refirement plan do | have?

How do | change my name and benefits?

test

My Inquiries

Submit An Inquiry Other Res

sources v/

Search this st

v | status v | Parentcase... v
Active/Processing
ActivelProcessing

ActiveProcessing

Active/Processing

Case Origin

portal

Portal

Portal

Portal

~ | Submitter Ma... v
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Step Action
88. Once your inquiry is resolved, if a UCPath Associate is in direct contact with you

they will request your permission to close the case at that time.

If a UCPath Associate is not in direct contact with you but has resolved your
inquiry, you will receive an email notification of this status change that includes the
case resolution comments.

An open inquiry can be closed if UCPath assistance is no longer required or to
close a duplicate case.

Once the case is closed, it can be reopened up to three times within a period of 12
months (365 days) from the original closure date. Instructions for reopening a case
will be emailed when the case is closed.

UCPath Home

I
Al 1RE A 2 N ol | !
! E i How can we help? n Nl

(tin : ! | 15 DTN I

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

i 7
00 TR 5 G T

Click Here To Request A Callback Appointment

case
02014414

Status Business Unit Topic
New UC Office of President Benefits

Reopen Reason Submitter Date/Time Opened

411212023, T:18 PM

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

Case Closure Reason

~None-- -

Close Case

Case Comments New

Step Action
89. You have submitted an inquiry to UCPath.
End of Procedure.
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