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Employee Lifecycle - Initiate, Approve and Process New Hire Template Transaction 

This simulation provides an overview of how to initiate, approve and process a new hire template 

transaction in UCPath for an employee named Jose Merced. 

 

This simulation is for informational purposes only. The tasks included in this simulation are 

performed by those with the appropriate UCPath security role. 

 

 
 

Step Action 

1. The following tasks are covered in this demonstration: 

 - Initiate a new hire template (Location Template Initiator). 

 - Approve a new hire template (Location Template Approver). 

 - Process a new hire template (UCPC WFA Production). 
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Step Action 

2. Location Template Initiators use the Smart HR Transactions page to initiate a 

new hire template in UCPath. 

3. Click the Look up Select Template button. 
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Step Action 

4. Select the appropriate hire template. Notice there are two full hire templates, one 

for staff and one for academic. 

 

This example uses the UC_FULL_HIRE template. 

 

Click to select. 
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Step Action 

5. Enter the Effective Date (hire date). 

 

Click in the Effective Date field. 

 

6. Click the Create Transaction button. 
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Step Action 

7. The Employee ID field defaults to NEW. 

 

The system automatically generates the next sequential UC Employee ID after the 

UCPC WFA Production team processes the new hire template. 

8. Select the appropriate Reason Code. 

9. Click the Continue button. 
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Step Action 

10. The new hire template appears.  

 

Five tabs are available on this template: Personal Data, Job Data, Earns Dist, 

Addl Pay and Employee Experience.  

 

Fields that are required by the system are indicated with an asterisk (*). 

11. Complete the fields on the Personal Data tab. 
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Step Action 

12. For this example, the fields have been filled out for you. 

 

Scroll down to complete additional Personal Information fields. 

 

Click the scroll bar. 
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Step Action 

13. Complete the additional Personal Information fields. 
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Step Action 

14. For this example the fields have been filled in for you. 

 

The Location Template Initiator can use the Comments field to enter specific 

details or explanation regarding the hire transaction.  

 

This field is referenced by UCPC WFA Production during their processing of the 

transaction. 

15. Scroll to the top of the page to navigate to the next tab. 

 

Click the scroll bar. 

 
 

Step Action 

16. Click the Job Data tab. 
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Step Action 

17. Use the Job Data tab to add the employee's position, job details and compensation. 
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Step Action 

18. After the Position Number field is entered, the system automatically populates 

many of the Job Data fields based on the data from the position record. 

 

For this example the fields have been filled in for you. 

19. Click the scroll bar. 

 
 

Step Action 

20. Complete the remaining Job Data fields. 

 

For this example the fields have been filled in for you. 

21. For academic hires, the Employee Classification field is automatically populated 

based on the job code and cannot be changed.  

 

For this example, the employee is a staff member, so the field must be entered 

manually. 
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Step Action 

22. Probation Code and Probation End Date are required if the class indicator is 

Professional and Support Staff and the employee class is either Career or 

Partial Year Career. 

23. Some jobs require a Step.  

 

After the Step is entered for the job, the compensation fields are automatically 

populated. 

24. Scroll down to complete the remaining Job Data fields. 

 

Click the scroll bar. 

25. If a Step is not associated with the job, the Comp Rate Code, Compensation Rate 

and Compensation Frequency fields must be entered manually, as in this 

example. 
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Step Action 

26. If the employment is a short-term assignment or temporary hire, enter the date the 

job ends in the Expected Job End Date field. The employee will be automatically 

terminated on this date. 

 

An expected end date is required for the following employee classes: 

-Staff: Contract 

-Student: Casual/Restricted 

-Staff: Floater 

-Staff: Rehired Retiree 

-Academic: Post Docs 

-Academic: Recall 

-Academic: Academic Student 

27. The payroll-related Compensation Frequency field automatically populates based 

on the job code. 

28. Scroll up to navigate to the next tab. 

 

Click the scroll bar. 

 
 

Step Action 

29. Click the Earns Dist tab. 
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Step Action 

30. Use the fields in the Job Earnings Distribution section if the standard earnings for 

the employee just be distributed. 

31. Click the Addl Pay tab. 

 



 

UCPath Task: 
Employee Lifecycle - Initiate, Approve and 

Process New Hire Template Transaction 

 

Last changed on: 4/1/25 Page 15 

 

 
 

Step Action 

32. Use the fields in the Additional Pay section if the hire offer includes incentive pay 

or additional pay. 

33. Click the Employee Experience tab. 
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Step Action 

34. For represented staff, use the fields on this page to enter data related to the 

employee's prior work experience. Having this information is helpful in 

determining new compensation rates for the new hire. 

 

The information entered in the Employee Experience section is copied to the 

employee's UC Employee Experience page after the template is fully processed by 

UCPC WFA Production. 

35. The Supporting documents link can be used to attach documents to the new hire 

transaction, if needed. 

36. Click the Save and Submit button. 
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Step Action 

37. Click the OK button. 
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Step Action 

38. The template transaction is routed for approval and appears in the Transactions in 

Progress section until it is approved. 

 
 

Step Action 

39. The next task demonstrates how a Location Template Approver reviews and 

approves the new hire template transaction. 
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Step Action 

40. The Location Template Approver can access transactions that need approval from 

the email notification or by navigating to their Worklist.  

 

Worklist can be accessed from the dashboard or from a Homepage. 

 

Workforce Administration (Homepage) > Approvals (Tile) > My Worklist - 

Summary View 

 

For this example, the template transaction is accessed from the Workforce 

Administration Homepage. 
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Step Action 

41. The Worklist page displays all transactions that require action. 

42. Click the appropriate worklist item.  

 

For this example, click the UC_RVCMP_SmartHRTemplate, 49952, 

UC_RVCMP_SHR_Hire link. 
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Step Action 

43. For template transactions that require approval, the SS Smart HR Transactions 

page appears.  

 

This page displays some Hire Details, as well as a link to the hire template 

transaction so the transaction can be reviewed in detail before approving. 

44. Click the Jose Merced link to review the template transaction details. 
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Step Action 

45. Review the Transaction Details page, which identifies the new hire's Name, the 

type of Template, the Organizational Relationship, the Effective Date and the 

Reason Code for the hire. 

46. Click the Continue button. 
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Step Action 

47. The Location Approver reviews the information on each tab of the template 

transaction to ensure it is complete and accurate. 

 

Date of Birth and National ID fields are masked for the Location Approver. 

48. Click the scroll bar. 
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Step Action 

49. When the review is complete, click the Cancel button to return to the approval 

page. 
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Step Action 

50. If the hire template is completed accurately, click the Approve button. 

 

51. If there are multiple approvers, the transaction moves to the Worklist of the next 

approver. 
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Step Action 

52. After the template transaction is approved, it is removed from the approver's 

Worklist. 
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Step Action 

53. The next task demonstrates how UCPC WFA Production processes the new hire 

template transaction. 

 
 

Step Action 

54. UCPC WFA Production uses the Manage Transactions page to access template 

transactions that have completed the Location AWE process. WFA Production 

reviews the template transaction, reviews each of the employee data components 

and saves the data to UCPath. 

55. To access the template transaction, click the employee's first name. For this 

example, click the Jose link. 
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Step Action 

56. Review the details of the transaction, including Template, Effective Date and 

Action Reason. 

57. Perform a search to ensure the person does not already exist in UCPath. 

 

Click the Search for Matching Persons link. 
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Step Action 

58. Click the OK button. 

 

59. Next, the new hire template is reviewed. 

 

Click the Open Template button. 
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Step Action 

60. Review the Manage Transaction Details page, which includes the new hire's 

Name, the type of Template, the Organizational Relationship, the Effective 

Date and the Reason Code for the hire. 

61. Click the Continue button. 
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Step Action 

62. This page displays the template in view-only format. UCPC WFA Production 

reviews each tab of the template. 

63. Click the scroll bar. 

 



UCPath Task: 

 
Employee Lifecycle - Initiate, Approve and 
Process New Hire Template Transaction 

 

Page 32 Last changed on: 4/1/25 

 

 

Step Action 

64. Click the scroll bar. 

65. When the review of all tabs on the template is complete, return to the Transaction 

Details page to begin processing the transaction. 

 

Click the Cancel button. 

 

 
 

Step Action 

66. Next, review the staged employee information and save the data to the UCPath 

tables in the following order: 

 

1. Personal Data 

2. Job Data 

3. Profile Data 

67. Click the Add Personal Data button. 
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Step Action 

68. The employee information is pulled from the template staging tables. Review each 

tab of the employee's Personal Data before saving the information to the 

component tables. When the Personal Data is saved, the employee ID is assigned 

and the personal information becomes available for other users (who have the 

appropriate security access) to view in UCPath. 

69. Click the OK button. 
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Step Action 

70. At this point the employee's Personal Data is saved, and the Employee ID 

appears. 

71. Next, review and save the employee's Job Data. 

 

Click the Add Job Data button. 
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Step Action 

72. The job information is pulled from the template staging tables. Review each tab of 

the employee's Job Data before saving the information to the component tables. 

73. Click the OK button. 
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Step Action 

74. Click the scroll bar. 
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Step Action 

75. Finally, review and save the employee's Profile Data. 

 

Click the Add Profile Data button. 

 

 
 

Step Action 

76. Review each tab of the employee's Profile Information before saving the 

information to the component tables. 

77. Click the Save button. 
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Step Action 

78. The new hire has been processed into UCPath. 

79. You have viewed a simulation of how to initiate, approve and process a new hire 

template transaction in UCPath. 

End of Procedure. 

 

 


