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Job Aid: Self Service Employee Actions 
Where do I … ? Navigation Path 

Clear my web browser’s cache 
Refer to the Clear Your Web Browser's Cache simulation on the UCPath Help site. 
Note: This simulation includes the steps for clearing the cache in Edge, Firefox and Chrome. 

Disable my web browser’s pop-up blocker so that it doesn’t block 
my access to UCPath 

Refer to the Disable Pop-Up Blocker simulation on the UCPath Help site. 
Note: This simulation includes the steps for disabling the pop-up blocker in Edge, Firefox and 
Chrome. 

Personal Information 

Add a name or update my legal name 
 
Note: You must update your legal name with the appropriate 
Federal agencies before you enter your name change in UCPath. 

Dashboard Navigation: 
Personal Information > Personal Information Summary 
or 
Menu Navigation: 
Employee Actions > Personal Information > Personal Information Summary 
 
Refer to the Update My Legal Name simulation on the UCPath Help site. 

Add or update my Social Security Number  

Dashboard Navigation: 
Personal Information > Personal Information Summary 
or 
Menu Navigation: 
Employee Actions > Personal Information > Personal Information Summary 
 
Refer to the Update My Social Security Number (SSN) simulation on the UCPath Help site. 

Add or update my date of birth  

Dashboard Navigation: 
Personal Information > Personal Information Summary 
or 
Menu Navigation: 
Employee Actions > Personal Information > Personal Information Summary 
 
Refer to the Update My Date of Birth simulation on the UCPath Help site. 

https://sp.ucop.edu/sites/ucpathhelp/SelfServiceUsers/PORjobaids/UCPC_PHCMPOR110JA_ClearBrowserCache_D2Rev01.pdf
https://sp.ucop.edu/sites/ucpathhelp/SelfServiceUsers/PORjobaids/UCPC_PHCMPOR110JA_DisablePopUpBlocker_D2Rev00.pdf
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=66d265a1-a8ff-4367-b6c7-2cd1ba2be28d
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=7ea8674d-d0c5-4776-94c5-9d3a7181b9a0
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=221bd199-1154-44f7-924d-f610efa06319
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Update my address or phone number 

Dashboard Navigation: 
Personal Information > Personal Information Summary 
or 
Menu Navigation: 
Employee Actions > Personal Information > Personal Information Summary 
 
Refer to the Update My Address and the Update My Phone Number simulations on the UCPath 
Help site. 

Add or update my emergency contact(s)  

Dashboard Navigation: 
Personal Information > Personal Information Summary 
or 
Menu Navigation: 
Employee Actions > Personal Information > Personal Information Summary 
 
Refer to the Update My Emergency Contact simulation on the UCPath Help site. 

Update or add my email address  

Dashboard Navigation: 
Personal Information > Personal Information Summary 
or 
Menu Navigation: 
Employee Actions > Personal Information > Personal Information Summary 
 
Refer to the Update My Email Address simulation on the UCPath Help site. 

Enter ethnic groups (voluntary information) 

Dashboard Navigation: 
Personal Information > Personal Information Summary 
or 
Menu Navigation: 
Employee Actions > Personal Information > Personal Information Summary 
 
Refer to the Enter Voluntary Self-Identification of Ethnic Groups  simulation on the UCPath Help 
site. 

https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=7f0b199f-903a-4df5-b501-03b8bbb62234
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=e3c11142-941d-4907-b868-e889c2fa2031
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=c710d0ac-24f1-475f-a499-9c0466aa17aa
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=25d214ec-2001-444d-b62e-40ba685639b4
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=2d2f59a2-9e88-4633-9f83-c8ab4f5efea7
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View my other personal information  

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

Update my employee disclosure forms 

Dashboard Navigation: 
Personal Information > Employee Disclosures 
or 
Menu Navigation: 
Employee Actions > Personal Information > Employee Disclosures 
 
Refer to the Update Disclosure Forms simulation on the UCPath Help site. 

Review my online patent acknowledgement 

Dashboard Navigation: 
Employee Actions > Personal Information > Patent Acknowledgement 
or 
Menu Navigation: 
Personal Information > Patent Acknowledgement 
 
Refer to the Review Patent Acknowledgement and Amendment simulation on the UCPath Help 
site. 

Enter my veteran status (voluntary information) 

Dashboard Navigation: 
Personal Information > Veteran Status 
or 
Menu Navigation: 
Employee Actions > Personal Information > Veteran Status 
 
Refer to the Enter Voluntary Self-Identification of Veteran Status simulation on the UCPath Help 
site. 

https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=3e31a7c6-2668-4ca6-ac40-4219022afe3e
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=f2c63d72-6faf-450a-b926-caf369451a2e
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=a189fe60-48ed-4590-8ba7-785f0eb6c2a6
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Enter my disability status (voluntary information) 

Dashboard Navigation: 
Personal Information > Disability Status 
or 
Menu Navigation: 
Employee Actions > Personal Information > Disability Status 
 
Refer to the Enter Voluntary Self-Identification of Disability simulation on the UCPath Help site. 

Enter my self-identification details  

Dashboard Navigation: 
Personal Information > Self-Identification Details  
or 
Menu Navigation: 
Employee Actions > Personal Information > Self-Identification Details  
 
Refer to the Enter Voluntary Self-Identification Details simulation on the UCPath Help site. 

View my current profile  

Dashboard Navigation: 
Personal Information > My Current Profile   
or 
Menu Navigation: 
Employee Actions > Personal Information > My Current Profile 

Update my honors, awards, licenses or certifications 

Dashboard Navigation: 
Personal Information > My Current Profile 
or 
Menu Navigation: 
Employee Actions > Personal Information > My Current Profile > Qualifications  
 
Refer to the Update My Current Profile Qualifications simulation on the UCPath Help site. 

https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=e12eaef8-c947-406f-802a-4369776044c4
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=ade1769b-be36-45ea-a8c8-490985a7370e
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=5481344a-600a-4feb-aeac-f75456bca6b4
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Update my education details 

Dashboard Navigation: 
Personal Information > My Current Profile > Education 
or 
Menu Navigation: 
Employee Actions > Personal Information > My Current Profile > Education  
 
Refer to the Enter My Current Profile Education simulation on the UCPath Help site. 

View my oath and patent signature date  

Dashboard Navigation: 
Personal Information > My Current Profile > Oath/Patent Signature Date  
or 
Menu Navigation: 
Employee Actions > Personal Information > My Current Profile > Oath/Patent Signature Date 

Opt in to the verification of employment data file  
 
Note: This option is only for employees who have previously 
opted out. 

Dashboard Navigation: 
Personal Information > My Current Profile > Employment Verification  
or 
Menu Navigation: 
Employee Actions > Personal Information > My Current Profile > Employment Verification  
 
Refer to the Opt In - Verification of Employment Data File simulation on the UCPath Help site. 

Opt out of the verification of employment data file  
 
Note: All employees are automatically included in the data file 
sent to UC's external partner that performs employment 
verification activities. 

Dashboard Navigation: 
Personal Information > My Current Profile > Employment Verification  
or 
Menu Navigation: 
Employee Actions > Personal Information > My Current Profile > Employment Verification 
 
Refer to the Opt Out - Verification of Employment Data File simulation on the UCPath Help site. 

Accruals and Leave Balances 

https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=696bfcac-9a4e-4d8f-8e31-43e090c24224
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=8bf8af47-4f8f-4e96-b49a-759763b73304
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=8637a835-dc57-4630-bbad-39b6973ae1a8
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Review my vacation and sick leave balances 

Dashboard Navigation: 
If you have vacation or sick leave balances, your current balances appear in the View Leave 
Balances widget. 
or 
Menu Navigation: 
Employee Actions > Accruals and Leave Balances 
 
Refer to the How UCPath Displays Leave Balances job aid on the UCPath Help site. 

Health and Welfare  

View my benefit elections 

Dashboard Navigation: 
View Benefits widget  
or 
Health and Welfare > Benefits Summary 
or 
Menu Navigation: 
Employee Actions > Health and Welfare > Benefits Summary 
 
Refer to the View Benefits Summary simulation on the UCPath Help site. 

View and edit dependent summary information 

Dashboard Navigation: 
Health and Welfare > Dependent Coverage 
or 
Menu Navigation: 
Employee Actions > Health and Welfare > Dependent Coverage 
 
Refer to the View Dependent Summary simulation on the UCPath Help site. 

Submit a benefits change for my: marriage, birth, adoption, 
divorce, establishment or termination of domestic partnership  
or  
Add, change or cancel my AD&D, disability insurance or life 
insurance plan(s)  

Dashboard Navigation: 
Health and Welfare > Life Events / Benefit Changes 
or 
Menu Navigation: 
Employee Actions > Health and Welfare > Life Events / Benefit Changes 

https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=9ec59821-ed1f-4c04-a3ae-033e1b33f551
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=c4c1107f-ff2c-4096-ba3c-a25383fcfcd3
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=ba655ca6-d097-4e91-a708-962fe6095e65
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Enroll in benefits 
 

Dashboard Navigation: 
Health and Welfare > Enroll in Benefits 
or 
Menu Navigation: 
Employee Actions > Health and Welfare > Enroll in Benefits 
 
Refer to the Enroll in Benefits simulation on the UCPath Help site. 

Find information about my benefit plans 

Dashboard Navigation: 
Health and Welfare > Using Your Benefits  
or 
Menu Navigation: 
Employee Actions > Health and Welfare > Using Your Benefits  
 
Note: This navigation will direct you to an external site 

Review or update my beneficiaries 

Dashboard Navigation: 
Health and Welfare > Review/Update Your Beneficiary via UCRAYS   
or 
Menu Navigation: 
Employee Actions > Health and Welfare > Review/Update Your Beneficiary via UCRAYS   
 
Note: This navigation will direct you to an external site 

Income and Taxes  

Update my direct deposit information 

Dashboard Navigation: 
Income and Taxes > Direct Deposit 
or 
Menu Navigation: 
Employee Actions > Income and Taxes > Direct Deposit 
 
Refer to the Change Direct Deposit simulation on the UCPath Help site. 

https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=33d70ff3-7e17-407e-a9b3-fc1ed5e81481
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=6269d1b1-88e2-424b-9df8-82c044a0c95e
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Review my online paystub 

Dashboard Navigation: 
View Paycheck widget 
or 
Income and Taxes > View Paycheck 
or 
Menu Navigation: 
Employee Actions > Income and Taxes > View Paycheck 
 
Refer to the Review My Online Paystub simulation on the UCPath Help site. 

Access my pre-UCPath paystubs and tax statements  
 
Note: Historical paystubs and tax statements created prior to 
UCPath conversion are available on AYSO   

Dashboard Navigation: 
Income and Taxes > View Pay Record via AYSO  
or 
Menu Navigation: 
Employee Actions > Income and Taxes > View Pay Record via AYSO  
 
Note: This navigation will direct you to an external site 

Update my California state tax withholding (DE-4) 

Dashboard Navigation: 
Income and Taxes > CA State W-4 (DE-4) 
or 
Menu Navigation: 
Employee Actions > Income and Taxes > CA State W-4 (DE-4) 
 
Refer to the Update My California Tax Withholding (DE-4) simulation on the UCPath Help site. 

Update my Federal tax withholding (W-4) 

Dashboard Navigation: 
Income and Taxes > Federal Withholding (W-4) 
or 
Menu Navigation: 
Employee Actions > Income and Taxes > Federal Withholding (W-4) 
 
Refer to the Update My Federal Withholding (W-4) simulation on the UCPath Help site. 

https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=92a80487-629e-4a19-9f39-c522512f538b
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=a3e60fe7-b0f2-4de7-911c-255e0d5232ae
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=027379de-f3ae-40a7-afc4-2fecc02d9702
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Enroll to receive my W-2 online in UCPath 

Dashboard Navigation: 
Income and Taxes > Enroll to receive online W-2 
or 
Menu Navigation: 
Employee Actions > Income and Taxes > Enroll to receive online W-2 
 
Refer to the Enroll to Receive Online W-2 simulation on the UCPath Help site. 

Withdraw my consent to receive my W-2 online 

Dashboard Navigation: 
Income and Taxes > Enroll to receive online W-2 
or 
Menu Navigation: 
Employee Actions > Income and Taxes > Enroll to receive online W-2 
 
Refer to the Enroll to Receive Online W-2 simulation on the UCPath Help site. 

Review my online W-2/W-2C 

Dashboard Navigation: 
Income and Taxes > View Online W-2/W-2C 
or 
Menu Navigation: 
Employee Actions > Income and Taxes > View Online W-2/W-2C 
 
Refer to the Review My Online W-2 simulation on the UCPath Help site. 

Enroll to receive my 1095-C online in UCPath  

Dashboard Navigation: 
Income and Taxes > Online 1095-C Consent 
or 
Menu Navigation: 
Employee Actions > Income and Taxes > Online 1095-C Consent 
 
Refer to the Consent to Paperless Delivery of Form 1095-C job aid on the UCPath Help site. 

https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=ecb0ce23-0d05-4a21-b2d1-8ed46bd92ab0
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=ecb0ce23-0d05-4a21-b2d1-8ed46bd92ab0
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=ee03577d-8a19-4458-b518-bb8cbec0464a
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=6154b265-485d-446c-b634-4a66102ee5cb
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View my online 1095-C 

Dashboard Navigation: 
Income and Taxes > View Online 1095-C 
or 
Menu Navigation: 
Employee Actions > Income and Taxes > View Online 1095-C 

Generate my verification of employment summary 

Dashboard Navigation: 
Income and Taxes > Verification of Employment 
or 
Menu Navigation: 
Employee Actions > Income and Taxes > Verification of Employment 
 
Refer to the Generate Employment Verification Summary simulation on the UCPath Help site. 

View a refund for Federal tax that was over withheld Refer to the View a Federal Tax Over Withheld Refund simulation on the UCPath Help site. 

Claim tax exemption 

Dashboard Navigation: 
Income and Taxes  
or 
Menu Navigation: 
Employee Actions > Income and Taxes 
 
For Federal exemption, click Federal Withholding (W-4) 
For CA state exemption, click CA State W-4 (DE-4) 
 
Refer to the How to Claim Tax Exemption simulation on the UCPath Help site. 

Retirement and Savings  

Enroll in my UC Retirement Plan  

Menu Navigation: 
Employee Actions > Retirement and Savings > Pension Choice or Savings Choice Election  
 
Note: This navigation will direct you to an external site 

https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=635ebe0d-3704-4910-b00e-2f22fed03367
https://sp.ucop.edu/sites/ucpathhelp/SelfServiceUsers/PORjobaids/UCPC_PHCMPOR111JA_FedTaxOverWithholdRefund_D2Rev00.pdf
https://sp.ucop.edu/sites/ucpathhelp/SelfServiceUsers/PORjobaids/UCPC_PHCMPOR111JA_ClaimTaxExemption_D2Rev01.pdf
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View my retirement estimates  

Menu Navigation: 
Employee Actions > Retirement and Savings > UC Retirement Estimates via AYSO  
 
Note: This navigation will direct you to an external site 

View my UC Retirement UCRP/CAP Statement via UCRAYS  

Menu Navigation: 
Employee Actions > Retirement and Savings > UC Retirement UCRP/CAP Statement via UCRAYS 
 
Note: This navigation will direct you to an external site 

Enroll in or update a voluntary retirement savings plan 

Menu Navigation: 
Employee Actions > Retirement and Savings > Voluntary Retirement Savings Program 
 
Note: This navigation will direct you to an external site 

Security Questions Setup  

Set up security questions and answers for UCPath online 

Menu Navigation: 
Employee Actions > Security Question Setup 
 
Refer to the Set Up Security Questions and Answers  job aid on the UCPath Help site. 

Ask UCPath 

Submit a case to the UCPath for myself or on behalf of another 
employee 
 

Dashboard Navigation: 
Ask UCPath  
or 
Menu Navigation: 
Help / FAQ > Ask UCPath 
 
Refer to the Submit an Inquiry to UCPath simulation on the UCPath Help site. 

https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=fffa5fb0-8845-4bec-9b32-79ed95816dd3
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=1ef188dc-d642-4cb2-bec5-e6a5897450f7
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Reopen a recently closed case I had with UCPath 
 
Note: A case can be reopened only once and only within five days 
of closure. 

Dashboard Navigation: 
Ask UCPath  
or 
Menu Navigation: 
Help / FAQ > Ask UCPath  
 
Refer to the Reopen Closed UCPath Center Case simulation on the UCPath Help site. 

Review the status of an existing case that I submitted to the 
UCPath  

Dashboard Navigation: 
Ask UCPath 
or 
Menu Navigation: 
Help / FAQ > Ask UCPath 
 
Refer to the Monitor UCPath Center Case simulation on the UCPath Help site. 

 

https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=86d63cd4-942c-4e95-a684-1767db56e266
https://spwebserv.ucop.edu/SelfServiceUsers/PORplayer/index.html?Guid=b34fde9a-50ab-4b59-a60a-248d0a1c0686

