UCPath Task:

OF | th Enter Hours Due to Missing I-181 File Cutoff
CALIFORNIA a

Use this task to enter hour transactions when you miss the 1-181 file deadline for the current pay
period.

Note that transactions entered using the Hour type on the Manage Accrual page generate pay
and appear on the pay statement, but do not impact the employee's leave accrual balances because
hour transactions do not process through UCPath Absence Management. Enter an Adjustment
transaction at the same time as the Hour transaction if you must impact the leave accrual balance.
Navigation: PeopleSoft Menu > UC Customizations > UC Extensions > Manage Accruals

Note: This page also may be available in Workcenter depending on your security access.

Favorites + Main Menu + 3 UC Customizations v > UC Extensions ~ > Manage Accruals
Home Worklist Add to Favorites Sign Out

ORACLE

All - ~ | Search » | Advanced Search
New Window | Help | &
Manage Accruals

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Transaction ID
Deparlrnem
Employee Class\ﬁcalmn

Cincluge History

Jelyele]

=
Search Clear | Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

1. UCPath displays the Find an Existing Value tab, which you use to search for
existing transactions.

Click the Add a New Value tab to enter a new transaction.
| Add a New Value |

2. Click the Look Up Set ID button.
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Look Up Set ID

Set ID[begins with w|| |
Descrpton[Beghs i /| |

| LookUp || clear || Cancel |BasicLookup

Search Results

view100  Fist (¥ izocrzo (b Last
SetID Description

ASLA1 Associate Students UCLA

BKCMP UG Berkeley Campus

DVCMP UG Davis Campus

HACMP UC Hastings School of Law

IRCMP UC Irvine Campus

IRMED UC Irvine Medical Center

LACMP UCLA Campus

LBNL1 Lawrence Berkeley National Lab

MECMP UC Merced Campus

RVCMP UG Riverside Campus

SBCMP UC Santa Barbara Campus

SCCMP UC Santa Cruz Gampus

SDCMP UC San Diego Campus

SDMED UC San Diego Medical Center

SFCMP UC San Francisco Campus:

SFMED UC 8an Francisco Medical Ctr

UCANR UC AG & NATURAL RESOURCES

UCFIN UCFIN GL Business Unit

UCOPF1 UC Office of the President

UCSHR UC Shared SefiD

Click the SBCMP link.

Click the Look Up Department button.
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Favorites | Main Menu + > UCC lizati * » UC i « > Manage Accruals
. | Woridist = AddtoFavorites | Sign Out
ORACLE o Look Up Department
Help
~
Set 1D SBCMP New Window | Help | &
Manage Accruals Depanm.ant ‘
Description
| Find an Existing Value || Add a New Value | Look Up Clear Cancel | Basic Lookup
Search Results
Transaction ID NEW .
SetIDQ Only the first 300 resulis can be displayed.
Department| @ View 100 First ‘¥ 1a000i200 2 Last
Employee Classification| | &, Department Description
AAIT ACADEMIC AFFAIRS IT
AASC  ARTS ADMIN SUPPORT CENTER
Add AASP ASIAN-AMERICAN DEPARTMENT
AAVC  ASST TO VCE CHANCLLR OF STDNTS
ACAD  ACCTG OFFIGE, ACCTNG OFFICER
ACAP  ACTG OFC - ACCOUNTS PAYABLE
ACAS  ACTG OFC - AUX & SERV
Find an Existing Value | Add a New Value ACBP  ACCTG OFFICE PAYROLL ACCTNT
ACCG  CONTRACTS & PROPERTY SERV
ACCT ACCOUNTING SERVICES
ACDC  ACTG OFC - DATA CONTROL
ACEF  ACTG OFC - EXTRAMURAL FUNDS
ACEG ACCTG OFFICE GENERAL LEDGER
ACEK  ACCTG OFFICE ACCOUNTS PAYABLE
ACGA  ACTG OFC - GENERAL ACCOUNTING
ACIC  ACCTG OFFICE CNTRACTS & GRANTS
ACLN  ACTG OFC - LOANS
ACNM  ACTG OFC - NO MAIL
ACPL  ACTG OFC- PLANT
ACPR ACTG OFC - PAYROLL
ACRJ  ACCTG OFFICE RESIDENCE HALLS
ACRK ACCTG OFFICE STUDENT SERVICES
ACSC  BUSINESS & FINANCIAL SERVICES
ACSD  ACTG OFC - SPECIAL DISTRBUTN v

Step Action
5. Click the ASIAN-AMERICAN DEPARTMENT link.
BSIAN-AMERICAN DEFARTMENT]

6. Click the Look Up Employee Classification button.
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Look Up Employee Classification

Department AASP

Employee Classification|begins with ||

[ LookUp |[ Clear || Cancel | BasicLookup

Search Results
View 100 Fist 4 1505 () Last

‘Academic: Non Faculty
Academic: Academic Student

Staff: Career

Academic: Emeriti
Academic: Post Docs
‘Staff: Limited

‘Student: Casual/Resiricted
Academic: Faculty

UNIVERSITY

Step Action
7. Click the Academic: Faculty link.
ficac Culhy
8. Click the Add button.
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Al ~ | search
New Window | Help | Personalize Page |

Manage Accrual
Employee Class 9 Academic: Faculty

Transaction ID NEW Dept Setid SBCMP Department AASP
Persanalize | Find | (| 4

Adjustment/Payout || Charl Field Detail | [F)
stment/ Absence FMLA/CFRA /PDLL
Hours/ Credits gcEs ="

- Adju;
Empl ID Mame Rcd#  Begin Date End Date P  Take Eam Code Ele it

i Ja el W[ [ a L] Na

Requester:
Requested:

< I ———

Step Action
Click the Look Up Empl ID button.

Q

Lock Up Empl ID

Empl 1D [begins with ~| |
Name [begins with v

| Lookup || Clear || Cancel |BasicLookup

Search Results

View 100 First 4 1oe1 (B Last
Empl ID Name

10037352 Periita Kwon
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Step Action

10. Remember that each transaction contains leave types for a specific department and
employee class. Therefore, the employee list is restricted to those employees
matching the values you entered on the Add a New Value page.

For this example, click the Perlita Kwon list item.
10037352 Periita Kwon

11. The Rcd# field defaults to 0 and designates the employee's job record number. This
field is important for employees who have multiple UC jobs/appointments.

Enter the appropriate employee Rcd # when entering Hour transactions.

Click the Look Up Rcd # button.

Favorites ~ | Main Menu ~ > UCC lizati ~ > UC Extensi - > Manage Accruals
Home Workdist MultiChannel Console Add 1o Favorites Sign Out
ORACLE’ Al ~ | Search 3 | Advanced Search
New Window | Help | Personalize Page | i
Manage Accrual
Transaction ID NEW Dept Setid SBCMP  Department AASP Employee Class 9 Academic: Faculty
Personalize | Find | @\ E
Adjustment/Payout | Chart Field Detail | [B=) | ook Up Red #
Empl ID Name Rcd# Begin Date Help glLE,L, Comments
Periita Department 807500
1 (10037352 0]
A kwon 9% B Empl ID 10037352 al
Bt Empl Recum |
Requested:
Look Up Clear Cancel | Basic Lookup
Search Results
Save Submit View 100 Fist ‘4 1ar1 Y Last
Empl Record  Name  Job Code Description
2 Perlita Kwon 003700 FACULTY CONSULTANT
£ 2>
Step Action
12. The Look Up Rcd # list displays the employment records for the employee with

the previously specified employee classification.

For this example, click the 003700 list item.

003700
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Step Action

until the pay calendar for the future date is processed.

Click the Calendar button for the Begin Date field.
El

13. Use historic or current pay period dates for Hour transactions. Future-dated
transactions entered on the Manage Accrual page are not processed in UCPath

Favorites ~ Main Menu ~ SR N e lions ~ > UC Extensic « > Manage Accruals
Home Worklist MultiChannel Console Add to Favorites Sign Out
ORACLE’ All -~ | Search % | Advanced Search
New Window | Help | Personalize Page | [
Manage Accrual
Transaction ID NEW Dept Setid SBCMP Department AASP Employee Class 9 Academic: Faculty
Personalize | Find | @\ Q
Adjustment/Payout || Chart Field Detail
Empl ID Name Rcd#  Begin Date End Date :ﬂﬁ:ﬁ'}eﬁ; Eam Code ‘;’:;ng Hours/ Credits FMLNCFRL‘?S':SE,_& Comments
1[10037352_|@ pEMA | 5lqy B Q N Q|
Calendar
Requester:
Requested: iy ﬂ 2019 ﬂ
S MTWTF §
12 3 4 5 6
78 9 10 11 12 13
S Sabe 14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31
4/ Current Date 'F
£ >
Step Action
14. Select the appropriate year, month and date.
For this example, click 2.
2
15. Click the Calendar button for the End Date field.
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=

Manage Accrual

Favorites + Main Menu ~ » UCCI izations > UC jons v > Manage Accruals
Home Worklist MultiChannel Console Add to Favorites Sign Out
ORACLE Al = Search > | Advanced Search

New Window | Help | Personalize Page | I

Transaction ID NEW Dept Setid SBCMP Department AASP Employee Class 9 Academic: Faculty
Personalize | Find | 20| &
Adjustment/Payout || Chari Field Detail
EmplID  Name Rcd#  Begin Date End Date ::Jmﬂ’:; Eam Code ‘g’.:;'eﬁ Hours/ Credits FMLNCF“SS'APgLL Comments
110037352 | £SR3y [070202019][F) B a N
Calendar I
Requester:
July 2019
Requested:
S M TWTF §
12 3 4 5 6
; 7 8 9 10 11 12 13
Save Submit 14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31
4 Current Date '»
< 2>

Step Action

16. For this example, click 2.
2

17. Click the button to the right of the Adjustment/ Payout/ Take field.

V]

18. Click the Hour list item.

Hour
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Al ~ Search 2 | Advanced Search
New Window | Help | Personalize Page |
Manage Accrual
Transaction ID NEW Dept Setid SBCMP  Department AASP EmployeeClass 9 Academic Faculty
Persanalize | Find | (2| 4
Adjustment/Payout || Charl Field Detail |
EmplID  Name Rcd# Begin Date End Date P“'""'"T;"L Eam Code m"‘”“ Hours/ Credits Comments
o @ PR o oo omezs [ [EERY] L l& [ na
Requester:
Requested:
< >

Step Action

19. Click the Look Up Earn Code button.
Q

Lock Up Eam Code

Eamings Code|begins with ||

| Lookup || cClear || Cancel |BasicLookup

Search Results

Fist 4 tssorss (B Last
Description

Additional Comp-Admin
Additional Comp-Consulting
Additional Comp-Gen-No RTMT
Additional Comp-Research
Additional Comp-Summer-403
Additional Comp-Teaching
Additional Comp-General
Additional Comp-FY Research
Additional Comp-Summer-No 403
ACA Eamings
Damage Payment
Evening Shift-10% Hrly Rate

Faculty Medical Leave

HSCP Ofi-Scale X Eamings
HSCP Ofi-Scale X Eamings
HSCP-Negotiated (Y)
HSCP-Differential (X Prime}
HSCP-Reqular (X)
Involuntary Term-Regular
Jury Duty - Salaried

Leave - Emergency Closure §
Leave - Emergency Closure 9
Leave - Emergency Closure
Leave No Pay JED

1 e Kl Do Suarboilemnnt @al
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Step Action

20. The list contains valid take earnings codes for the employee based on their payroll
pay group and earnings program.

For this example, click the Faculty Medical Leave list item.

Faculty Medical | eave

21. Click in the Hours/ Credits field.

22. Enter the desired information into the Hours/ Credits field. For this example, enter
8.00.

23. Comments are required.

Click in the Comments field.

24, Enter the desired information into the Comments field. For this example,
enter Missed 1-181 cutoff and need to pay employee.

Favorites ~ Main Menu ~ > UCC lizati ~ » UC Extensi - > Manage Accruals
Home Worklist MultiChannel Console Add to Favorites Sign Out
ORACLE’ Al ~ | Search 3 | Advanced Search
New Window | Help | Personalize Page | i
{tid SBCMP  Department AASP Employee Class 9 Academic Facully
Personalize | Find | | B First ‘4 10f1 ‘& Last
EndDate | MBS | o oge (ADSENCE| L e Credits TMLA/CTRA PDLL Comments
Payout/ Take Element USAGE?
07/02/2019 FML  |Q 800 N _|@, [Missed 1121 cutoff and need to pay employee| | IE3) =
£ >
Step Action
25. To insert a new row on which you can enter another Hour entry for an employee in
the same department and employee class, click the Add a new row button.
+]
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Al ~ | gearch >
New Window | Help | Personalize Page |
jge Accrual
Transaction ID NEW Dept Setid SBCMP  Department AASP Employee Class §  Academic: Faculty

Personalize | Find | 0] B Fist (4|

hdjustmentiPayout | Chart Field Detail |

Empl ID Name Rcd#  Begin Date End Date gm'”‘“T"m" Eam Code ‘M“""“_ Hours/ Credits m“cmlfsfg'é'?' Comments

Look up Emel 1D (A1t+3) | fo7io3r019]5q 071002019 |5 [Howr ] FRL 1% [N [Wisses 1181 cutof and need o pay emploes
(I~ = R ) E— — — |
Ister:
psted:
jave | submt |
R S S —

Step

Action

26.

Click the Look Up Empl ID button.
(<]

Lock Up Empl ID

Empl 1D [begins with ~| |
Name [begins with v

| Lookup || Clear || Cancel |BasicLookup

Search Results
View 100 First 4 1oe1 (B Last

Empl ID Name
10037352 Periita Kwon
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Step Action
27. For this example, click the Perlita Kwon list item.
10037352 Perlita Kwon
28. Click the Look Up Rcd # button.
Q

Look Up Red #

Department 807500
Empl ID 10037352
Empl Record[= v |

| Lookup || Clear || Cancel |BasicLookup

Search Results

View 100 Fit @ qor1 @ Last
EmplRecord  Name  Job Code Description

2 Perlita Kwon 003700 FACULTY CONSULTANT

Step Action
29. For this example, click the 003700 list item.
003700
30. Click the Calendar button for the Begin Date field.
e
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Favorites ~ | Main Menu - LG e LIC - > Manage Accruals
Home Worklist MultiChannel Console Add 1o Favorites Sign Out
ORACLE Al = | gearch 7| Advanced Search
New Windaw | Help | Personalize Page | =
jge Accrual
Transaction ID NEW Dept Setid SBCMP Department AASP Employee Class 9 Academic: Faculty
Personalize | Find | 0] B3 First 4
Bdjustment/Payout | Chari Field Detail
EmplID  Name Rcd# Begin Date End Date lf‘:“;m"é Eam Code ‘E:i;:ﬁ Hours/ Credits FM"A’CF“ﬁ:gLL Comments
10037352 | @ Eﬁ,‘l‘}‘a 2@ [07/02/2019| (070212018 [[) FML @ 8.00) N |@ [Missed 1-181 cutoff and need to pay employee
10037352 |o A | gy Q N[
Calendar il
ster:
et July 2019
sted:
S M TWTF §
1.2 3 4 5 8
7 8 9 10 11 12 13
ave Submit 14 15 16 17 18 18 20
21 22 23 24 25 26 27
28 29 30 31
1) Current Date ‘¢
< 2>

31.

For this example, click 3.

Select the appropriate year, month and date.

32.
El

Click the Calendar button for the End Date field.
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UNIVERSITY
OF

i
Favorites ~ Main Menu + 5 U SRR, ~ > Manage Accruals
Home Worklist MultiChannel Console Add to Favorites Sign Out
ORACLE All -~ | search 7| Advanced Search
New Windaw | Help | Personalize Page | =
jge Accrual
Transaction ID NEW Dept Setid SBCMP Department AASP Employee Class 9 Academic: Faculty
Personalize | Find | 2] E§  Fist 4
Bdjustment/Payout | Chari Field Detail
EmplID  Name Rcd# Begin Date End Date lf‘:“;m"é Eam Code ‘E:i;:ﬁ Hours/ Credits FM"A’CF“ﬁ:g”; Comments
10037352 | @ Eﬁ,‘l‘}‘a 2@ [07/02/2019| (070212018 [[) FML @ 8.00) N |@ [Missed 1-181 cutoff and need to pay employee
10037352 |Q_ A 5l 07020195 a N[
Calendar &
ster:
July [v] 2019 [¥]
sted:
S MTWTF §
12 3 4 5 6
7 8 9 10 11 12 13
ave Submit 14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31
4! Curmrent Date *
< 2>

33. Select the appropriate year, month and date.

For this example, click 3.
3

34.

S

Click the button to the right of the Adjustment/ Payout/ Take field.

35. Click the Hour list item.

Hour
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Al ~ Search 2 | Advanced Search
New Window | Help | Personalize Page |
jge Accrual
Transaction ID NEW Dept Sefid SBCMP  Department AASP Employee Class 9 Academic: Faculty
Personalize | Find | 0] B Fist (4|

hdjustmentiPayout | Chart Field Detail |

EmplID  Name Rcd# Begin Date End Date P“i ke Eam Code ”""'““ Hours/ Credits Mmlfsfg'é'?' Comments
10037352 | @ Pe( 13 |5 ey o7/02:2018] ) (07022019 [ [Fowr V| [FML @ [N |@ [Missed 1181 cutoff and need to pay employee
ovs7352 1o P2 2y ommaotog (ormseoro ) MM & L | WA
ster:
psted:
e || suomt |

< IE——— >

Step Action

36. Click the Look Up Earn Code button.

Q

Lock Up Eam Code

Eor
EDO
ESL
FML
HOP
HOS
HSN
HSP
HSR
IR
JUR

Ui
Education-Off Site

Extended Sick Leave

Facully Medical Leave

HSCP Ofi-Scale X Eamings
HSCP Ofi-Scale X Eamings
HSCP-Negotiated (Y)
HSCP-Differential (X Prime)
HSCP-Reqular (X)

Involuntary Term-Regular
Jury Duty - Salaried

Leave - Emergency Closure 8
Leave - Emergency Closure 9
Leave - Emergency Closure
Leave No Pay JED

Leave-No Pay-Curtailment Sal
NRA-MedicalResident TRM VAC
NRA-MedicalResident TRM VAC
Night Shifl-10% Hrly Rate
Negotiated Sal Plan-Regular
Negotiated Sal Plan-Additional
QOvertime Pay-Premium
Overtime Pay-Straight

Paid Direci-Eamings

Confract Paid not Earmned

Paid Time-Unscheduled Hrly
Reqular Pay
Regular-Telecomute Sal
Phased Retirement-Regular
Regular-Self Support Program
Regular-Telecomute Hrly
‘Summer Sessions-REG-403
Union Business Time
University Extensions
Voluntary Term-Severance
‘Workers Comp - No Pay
‘Workers Comp-Regular
Workers Gomp Reduction

LCco
LEC
LPJ
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Step Action
37. Select the appropriate earnings code.

For this example, click the Regular Pay list item.

Beqgular Pay
38. Click in the Hours/ Credits field.
39. Enter the desired information into the Hours/ Credits field. For this example,
enter 8.00.
40. Click in the Comments field.
41. Enter the desired information into the Comments field. For this example,
enter Missed 1-181 cutoff and need to pay employee.
Favorites + Main Menu » W N7 A lizati TS i ~ > Manage Accruals
Home Worklist MultiChannel Console Add to Favorites Sign Out
ORACLE All -~ | search 2 | Advanced Search
New Window | Help | Personalize Page | &
Manage Accrual
Transaction ID NEW Dept Setid SBCMP Department AASP Employee Class 9 Academic: Faculty
Personalize | Find | 0 | R
Adjustment/Payout Chart Field Detail
Empl ID Name Rcd# Begin Date End Date :ga::"f;;a Eam Code ‘;’::lgﬁ Hours/ Credits FMLNCFR&'E@E?L Comments
110037352 |Q Eﬁﬂ)‘:‘a 2|@, [07/02/2019][] [07/022018 | FML @ 8.00] N |, [Missed I-181 culoff and need to pay employee|
2 (10037352 |Q Eﬂf 2|@ [07/03:2019][ [07/032019 REG |Q 2.00 N_|@, [Missed 181 cutoff and need to pay employee]
Requester:
Requested:
Save Submit
2>
Step Action
42. You can Save your entries and Submit for approval at a later time.
For this example, click the Save button.
Save
Page 16 Last changed on: 4/1/25




UCPath Task:
[OF |

th Enter Hours Due to Missing I-181 File Cutoff
CALIFORNIA a

Step Action

43. Click the Submit button to route the entries for Location approval using Approval
Workflow Engine (AWE). Note that the UCPath Center is not involved in the
Manage Accruals process or approvals.

Click the Submit button.
Submit
Favorites ~ Main Menu ~ SR N e lizafions ~ > UC Extensic « > Manage Accruals
Home Worklist MultiChannel Console Add to Favorites Sign Out
ORACLE’ All -~ | Search 3 | Advanced Search
New Window | Help | Personalize Page | I
Manage Accrual
Transaction ID M000008337  Dept Setid SBCMP  Department AASP Employee Class §  Academic: Facully
Personalize | Find |20 | B3 First ¢
AdjustmentiPayout Chart Field Detail
Empl ID Name de Begin Date End Date lf:’;zig'f;k'é Eam Code Absence Element Hours/ Credits FMLNCFRUAS:EE'; Comments
1 10037352 Perlita Kwon 2 07/02/2019  07/02/2019 Hour FML 800N Missed I-181 cutoff and need to pay en|
2 10037352 Perlita Kwon 2 07/03/2019  07/03/2019 Hour REG 800 N Missed 1181 cutoff and need to pay en
Requester: UC_SMEITH Sande Meith - Training
Requested: 072319 1:05:05.000000PM
ManageAccruals
Transaction: M000008337, Dept ID: 807500, Empl Class: 9:Pending
Pending
o M
[ah Return to Search 4| Nextin List
£ >
Step Action
44, The Multiple Approvers link enables you to see the list of approvers for this
transaction.
45, The current Approval Status displays in the header of the approval section.
46. You have entered Hour transactions because you missed the 1-181 file deadline for
the current pay period.
End of Procedure.
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