UCPath Task:

[OF B h Reopen Closed Inquir
CALIFORMNIA at P aury

Use this task to reopen a closed UCPath inquiry.

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

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.

UCPath Home My Inquiries Submit An Inquiry Other Resources v UCPath

How can we help? “

Trending Topics

Need Employment Verification? Post Open Enroliment 2024 Medical Plan Rates

Quick Search

Benefits

Leave Balances &
Aceruals.

Paycheck / Payroll Update Personal Info

Direct Deposit
Issues Verification

Employment | Wage

Frequently Asked Questions Featured Videos

Can 1 change my benefits plans during a life event? Why doesn&#3%;t my paycheck indicate my accrued
leave balances?
How to set up direct deposit

®100%

Step Action

1. For this example, you have an additional question about a closed inquiry.

Click the My Inquiries link.

My Inquines
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=

Un 1versiT

@ - UCPath My Inquiries. ‘Submit An Inquiry. Other Resources v

My Open Inquiries My Closed Inquiries
MY OPEN INQUIRIES

DatelTime Opened Case Number

Topic Subject

2142024, 10:32AM 02023021 Payroll how do | update my direct deposit
1112912023, 11:29AM 01910832 Benefits Need help with benefits

4312024, 1116 AM 02499949 Benefits How can i add a child to my benefits

Submit An Inquiry

University of California | UC Office of the President. Link http://ucop.edu/
©2015 Regents of the University of Califonia | Terms of use Link http/iwww ucop edufterms/

#100% -

Step Action

2. Click the My Closed Inquiries link.

My Closed Inguiries

Un 1versiT

e = UCPath My Inquiries. ‘Submit An Inquiry. Other Resources v

My Open Inquiries My Glosed Inquiries

MY CLOSED INQUIRIES

Date/Time Closed Case Number Topic Subject

27812024, 10:02 AM 01995985 Benefits How do | change my name and benefits?
272012024, 3:43 PM 01930405 UCPath Online need help

11712024, 2:30 PM 01585404 Benefits

eForm submitted for life event - gaining coverage

Submit An Inquiry

University of California | UC Office of the President. Link http://ucop.edu/
©2015 Regents of the University of Califonia | Terms of use Link http/iwww.ucop edufterms/

®100% ~

Step Action

3. Use the My Closed Inquiries page to review the list of your closed cases that are
eligible to be reopened.

Note: Inquiries can be reopened up to three times within a period of 12 months
(365 days) from the original closure date.
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&= UCPath My Inquiries. ‘Submit An Inquiry. Other Resources v

My Open Inquiries My Glosed Inquiries

MY CLOSED INQUIRIES

Date/Time Closed Case Number Topic Subject

27812024, 10:02 AM 01995985 Benefits How do | change my name and benefits?
272012024, 3:43 PM 01930405 UCPath Online need help

11712024, 2:30 PM 01585404 Benefits

eForm submitted for life event - gaining coverage

Submit An Inquiry

University of California | UC Office of the President. Link http:/ucop.edu/
©2015 Regents of the University of Califonia | Terms of use Link http/iwww.ucop edufterms/

®100% ~

Step Action

4, Case 01585404 was closed on 1/17/2024 at 2:30 PM.

Click the 01585404 link.
01585404

g o UCPath My Inquiries Submit An Inquiry Other Resources v UCPath

How can we help? n
Click Here To Request A Callback Appointment

a Case oo
01585404 + ooy
Status Business Unit Topic Reopen Reason Submitter Date/Time Opened

Closed/Resolved UC Office of President Benefits 5/1/2023, 12:43 PM

The case is presently closed. If your issue remains unresolved, it may be reopened.
Our simis to fullyresolve your concems. If you believe that the provided resolution s inaccurate or incomplete, we welcome the oppOIURIEy to examine any information we might have
overlooked. Please select your reopen reason and share additional details n the comments.

Reopen Reason @

—None—

®100% -

Step Action

5. Click on the Reopen Reason drop-down to reopen your case.

-
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o — H My SubmitAn | Other R UGPath
for M— UCPath lome: ly Inquiries Submi Inquiry er Resources v al a
ﬂ Case
01585404 + Follow
Status Business Unit Topic Reopen Reason Submitter Date/Time Opened
Closed/Resolved UC Office of President Benefits 5/1/2023, 12:43 PM
The case is presently closed. If your issue remains unresolved, it may be reopened.
Ouraimis to ully resolve your concerns. f you believe hat the provided resolution i inaccurate or incomplete, we welcome the opportunly o examine any information we might have
ouerlooked. pen resson and detaits in
Reopen Reason @
~None— v
v —None—
Additional question(s)
Incorrect information provided
| New information received
Not resolved to satisfaction
#100% -
@ m UCPath Home My Inquiries Submit An Inquiry Other Resources v UGPath 2
Case
01585404 + Follow
Status Business Unit Topic Reopen Reason ‘Submitter Date/Time Opened
Closed/Resolved UC Office of President Benefits 5/1/2023, 12:43 PM
The case is presently closed. If your issue remains unresolved, it may be reopened.
ou e plete, we welcome the opportunity to examine any might
ReopenReason @
Additional question(s) v
Reopen Comments @
A
Attach File
&, Upload Files | Or drop files
H100% ~

Step Action

7. Click on the undo button to select a new Reopen Reason.

8. Enter Reopen Comments detailing why you are reopening your case.

Click in the Reopen Comments field.

Page 4 Last changed on: 6/10/24




UCPath Task:
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CALIFORMNIA at P aury

Step

Action

9.

Enter the desired information into the Comment field. For this example, enter How
do I.

My Inquiries Submit An Inquiry Other Resources v UCPath

Click Here To Request A Callback Appointment

B Case

01585404 + Follow
Status Business Unit Topic Reopen Reason Submitter Date/Time Opened

Closed/Resolved UC Office of President Benefits 5/1/2023, 12:43 PM

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

Our aimis to fully resolve your concerns. If you believe that the provided resolution is inaccurate or incomplete, we welcome the opportunity to examine any information we might have

overlooked. Please select your reopen reason and share addifional detsils in the comments.
Reopen Reason @
Additional question(s)

Reopen Comments @

I forgot to include dental insurance on my life event enrallment. How can | change this?

Attach File

&, Upload Files | Or drop files

H100% -

Step

Action

10.

For this example, the Reopen Comment field was completed on your behalf.

You can add an attachment with the comment by clicking the Upload Files button
Or drop files.

Click the Reopen Case button.

UCPath Home My Inquiries Submit An Inquiry Other Resources UCPath

How can we help? n
Click Here To Request A Callback Appointment

E Case ol
01585404 + Follow
Status Business Unit Topic Reopen Reason Submitter Date/Time Opened

Review Requested UC Office of President Benefits Additional question(s) 51/2023, 12:43 PM

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

Case Closure Reason

~None-—
CASE DETAILS FEED [ Attachments (1) Upload Files

H100%

Last changed on: 6/10/24 Page 5



UCPath Task:
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Step

Action

11.

The reason you reopened the case appears in the Reopen Reason field in the

header.

Note: Reopened cases will retain the same case number.

12.

Scroll down to the Case Comment section.

Click the scroll bar.

Case Comments (2)
2items + Sorted by Created Date

User

1 UCPath SSwAAJ

2 UCPath SSwAAJ

CASE DETAILS FEED

~ Case Information

Topic @
Benefits
951-655-1234

v | Public

CreatedDate

01/16/2024, 02:43 PM

051012023, 12:59 PM

DatefTime Opened
5/112023. 12:43 PM

My Inquiries Submit An Inquiry Other Resources v

Comment v
| forgot to include dental insurance to my life event enrollment. How can | change this?

Hello

Thank you for submitting eForm ID 182453 The eForm request, to waive Medical, was ap-
proved and processed effective 04/01/2023. You can verify your enrollments through UCPath
> Employee Actions > Health and Welfare > Benefits Summary.

re status. Hows

or
ct UCPath by st at
0am. to5:00 p.
Thank you
UCPath
[0 Attachments (1) Upload Files
. PersonEnrolimentSu
T May 1,2023 + 21KB
View All

UCPath

H100% ~

Step

Action

13.

The reopened comment will appear in the Case Comments section, along with all

previous case comments.

14.

Scroll down to the Case Details section.

Click the scroll bar.
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- m— Other Resources v UCPath

My Inquiries Submit An Inquiry

UCPath

CASE DETAILS FEED [0 Attachments (1) Upload Files
= PersonEnrolmentSu..
~ Case Information S May 1,2023 - 21KE -
ViewAl
Topic @ DaterTime Opened
Benefits 51112023, 12:43 PM
Category @ Submitter Name n Related Cases (0)
Submit Form - Life Event
Subject © Gase Origin
eForm submiied for ife event - gaining coverage Portal
Description @ Status [E3 Appointment Details (0)

Hi | submitied an eForm and didn't attach proof of
gaining coverage. | have attached itto this case

Parent Gase

Service Target Date To Close Emailed
5/8/2023, 5:00 PM

Reopen Case Counter
1

~ Case Resolution

Resolution Comments @

Review Requested
Reopen Reason 1
Additional question(s)

Reopen Reason 2

Reopen Reasen 3

DatefMime Closed

®100% ~

Step

Action

15.

Under Case Information, you can view the Status and Reopen Reason.

UNVERsITY

UCPath

My Inquiries

Submit An Inquiry

Other Resources v UCPath

CASE DETAILS FEED B Attachments (1) Upload Files
2. PersonEnrolimentSu..
~ Case Information S May 1,2023 - 21KE -
View All
Topic @ DaterTime Opened
Benefits 5/112023, 12:43 PM
Category @ Submitter Name

Submit Form - Life Event

) Related Cases ()

Subject @ Case Origin
&Form submitted for ife event - gaining coverage Portal
Descripion @ Status D Appointment Details (0)

Hi | submitied an eForm and didn't attach proof of
gaining coverage. | have attached itto this case

Parent Gase

Service Target Date To Close Emailed
5/8/2023, 5:00 PM

Reopen Case Counter
1

~ Case Resolution

Resolution Comments @

Review Requested
Reopen Reason 1
Additional question(s)

Reopen Reason 2

Reopen Reasen 3

DatefMime Closed

®100% ~

Step

Action

16.

You can also view the Reopen Case Counter, indicating the number of times the

case has been reopened.

Note: The Reopen Case Counter may not exceed three (3).
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Page 7



UCPath Task:
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UNVERsITY

My Inquiries Submit An Inquiry Other Resources v UCPath

UCPath

CASE DETAILS FEED [0 Attachments (1) Upload Files
= PersonEnrolmentSu..
~ Case Information May 1, 2023 « 21KE -
ViewAl
Topic @ DatefTime Opened
Benefits 51112023, 12:43 PM
Category @ Submitter Name n Related Cases (0)
Submit Form - Life Event
Subject @ Case Origin
eForm submiied for ife event - gaining coverage Portal
Description @ Status D Appointment Details (0)
Hi I submitted an eForm and didnt atiach proof of  Review Requested ’

gaining coverage. | have attached itto this case

Parent Gase

Service Target Date To Close Emailed
5/8/2023, 5:00 PM

Reopen Case Counter
1

v Case Resolution

Resolution Comments @
Found the answer to my question

Reopen Reason 1
Additional question(s)

Reopen Reason 2

Reopen Reasen 3

Date/Time Closed
112512024, 9:57 AM

®100% ~

Step

Action

17.

Under Case Resolution, you can view the Resolution Comments and the

Date/Time Closed.

18.

Scroll down to the Emails section.

Click the scroll bar.

UNVERSITY

My Inquiries Submit An Inquiry Other Resources v UCPath

UCPath

~ Additional Information

Service Now Ticket Required? Service Now Urgency
1= High

Service Now Comments Service Now Category

Application, Enterprise > UCPath > PeapleSoft >
Benefits

Service Now # Defect #

JIRAIChange Request #

B Emais 2)

SUBJECT FROM ADDRESS TO ADDRESS ME S SAGE DATE
UCPath: Inquiry 01585404 - Be i ifornia.edu i iformia.edu 5172023 12:59 PM
UCPath: Inquiry 01585404 - Be iversit lfornia.edu iversi ifornia.edu 5112023 12:43PM

View Al

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

H100% ~

Step

Action

19.

The Emails section displays email messages associated with this case.

20.

Scroll up to the Attachments section.

Click the scroll bar.
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UNVERsITY

UCPath

CASE DETAILS FEED

~ Case Information

Topic @

Benefits

Category @

Submit Form - Life Event

Subject @

Form submitted for life event - gaining coverage
Descripion @

Hi | submitted an eForm and didn't attach proof of
gaining coverage. | have attached itto this case

Parent Gase

Service Target Date To Close Emailed
5/8/2023, 5:00 PM

Reopen Case Counter
1

~ Case Resolution

Resolution Comments @

My Inquiries

DaterTime Opened
50112023, 12:43 PM

Submitier Name

Case Origin
Portal

Status

Review Requested
Reopen Reason 1
Additional question(s)

Reopen Reason 2

Reopen Reasen 3

DatefMime Closed

Submit An Inquiry

Other Resources v UCPath

[0 Attachments (1) Upload Files
~ PersonEnrolimentSu..
- May 1,2023 - 21KB -
View All

) Related Cases ()

D Appointment Details (0)

®100% ~

Step

Action

21.

New attachments can be added by clicking the Upload Files link.

Note: Previous attachments will also be displayed here.

UCPath

CASE DETAILS FEED

v Case Information

Topic @

Benefits

Category @

Submit Form - Life Event

Subject @

eForm submitted for life event - gaining coverage
Descripion @

Hi | submitied an eForm and didn’t attach proof of
gaining coverage. | have attached itto this case

Parent Case

‘Service Targst Date To Close Emailed
5/8/2023, 5:00 PM

Reopen Case Counter
1

v Case Resolution

Resolution Gomments @
Found the answer to my question

My Inquiries

DatefTime Opened
51112023, 12:43 PM

Submitter Name

Case Origin
Portal

Status
Review Requested

Reopen Reason 1
Additional question(s)

Reopen Reason 2

Reopen Reason 3

Date/Time Closed
112512024, 957 AM

Submit An Inquiry

Other Resources v UCPath

[0) Attachments (1) Upload Files
2= PersonEnrolimentSu
5= May1,2023 + 21KB =

View All

[5) Related Cases (0)

o Appointment Details (0)

H100%

Step

Action

22.

My Inquiries

To review a list of your open inquiries.

Click the My Inquiries link.
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Un 1versiT

@ - UCPath My Inquiries Submit An Inquiry

Other Resources v

My Open Inquiries My Closed Inquiries
MY OPEN INQUIRIES

Date/Time Opened

Case Number Topic Subject

2142024, 10:32AM 02023021 Payroll how do | update my direct deposit
1112912023, 11:29AM 01910832 Benefits Need help with benefits

5112023, 1243 PM 01585404 Benefits

eForm submitted for life event - gaining coverage

Submit An Inquiry

University of California | UC Office of the President. Link http://ucop.edu/
©2015 Regents of the University of Califonia | Terms of use Link http/iwww.ucop edufterms/

®100% ~

Step Action

23. The reopened inquiry will appear in the My Open Inquiries list.

Un 1versiT

m - UCPath My Inquiries Submit An Inquiry

Other Resources v

My Open Inquiries My Closed Inquiries

MY OPEN INQUIRIES

Date/Time Opened Case Number Topic Subject

2142024, 10:32AM 02023021 Payroll how do | update my direct deposit
1112912023, 11:29AM 01910832 Benefits Need help with benefits

5112023, 12:43PM 01585404 Benefits

eForm submitted for life event - gaining coverage

Submit An Inquiry

University of California | UC Office of the President. Link http://ucop.edu/
©2015 Regents of the University of Califonia | Terms of use Link http/iwww.ucop edufterms/

®100% ~

Step Action

24. You have reopened a closed inquiry.
End of Procedure.
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