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Use this task to navigate through the Ask UCPath site and submit an inquiry to UCPath.

UCPath Task:
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.

Primary Title:
TRAINER 4

EmployeeD:

Service Date:

Dashboard

Employee Actions
Performance Workcenter
Recruiting Workcenter
Forms Library
Quicklinks

Help / FAQ

© edit profile
@ Log out

UCPath Q@ sookmark @ togo
DASHBOARD Ask UCPath

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

Your 2022 W-2 statement is available.

[ Jan 27, 2023

Worklist

View All

Date From Link Priority

ut
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Submit an Inquiry to UCPath
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Step Action

1. Click the Ask UCPath button.

Ask UCPath

UCPath

My Inquiries. Submit An Inquiry

if TP
| | 5 How can we help?
| Rl §
N TN SE e W

Trending Topics
Need Employment Verification?

Where's my paycheck?

Quick Search

Benefits Paycheck | Payroll
Issues

Update Personal Info Direct Deposit

Frequently Asked Questions

Missed Pay How to provide proof of your employment and income

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

Other Resources ~ UCPath & EMP Tester

Retiring soon?

Leave Balances &
Accruals

Employment | Wage
Verification

Featured Videos

,
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Step

Action

2.

The Ask UCPath homepage appears. You can find a variety of resources on t
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 othel
helpful information. Usinghese resources can save you time and help you fing
information you need quickly and easily.

Before we review how to submit an inquiry, let's go over all the available reso
on Ask UCPath.

Note: As you click on links or access certain resoumreésk UCPath, you may
be redirected outside of the page and prompted to log in with your singlersign
credentials. This is a standard security measure to ensure that only authorize
individuals have access to sensitive information and systems.

Let'sbegin with theOther Resourcessection.

We will return to theMy Inquiries andSubmit an Inquiry sections later in this
tutorial.

Click theOther Resourcedink.

Other Resources

UCPath My Inquiries Submit An Inquiry Other Resources A UCPath ® EMP Tester
» Beneits Biling Portal
fil How canwe help? Benefits Deduction Cale..

OFLES W

Payroll Calendar

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

Where do | send additional supporting
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Step Action

5. TheOther Resourcegprovides you with a list of additional sites and resources
are commonly used.

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

in with your single sigron credentials when you click on links or access specif
resouces on Ask UCPath.

Home My Inquiries. Submit An Inquiry Other Resources ~ UCPath ® EMP Tester

l How can we help? n
il :i‘#

1S IGe N

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 Accruals

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 documentation supporting k ol i

Step Action

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

7. Next, is theHow can we help?search barYou can search for topics related to
UCPath using the search bar.

UCPath Home My Inquiries. ‘Submit An Inquiry Other Resources UCPath ® EMP Tester

L Y |
‘ii; il !i!#ii

OFLED]

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

U
How to set up direct deposit Where do | send additional ion supporting ol
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UCPath Task:

Submit an Inquiry to UCPath

Step Action

8. For this example, enteddressin the search bar.

UCPath

My Inquiries Submit An Inquiry Other Resources v UCPath

A
address

q wﬁj S e 0

Trending Topics

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

Quick Search

Benefits Paycheck / Payroll
Issues

Leave Balances &

Update Personal Info Direct Deposit Employment / Wage

Verification Accruals

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 documentation supporting

EMP Tester

Step Action

9. Click on theLookup button.

Q

10. The search results will display under theowledgetab.

This will list all of the available resources related to the topic.

UN IV ERsiTY

UCPath

My Inquiries Submit An Inquiry Other Resources

>< . j

UCPath
AT
address

A S| JI0 61)

KNOWLEDGE INQUIRIES

Resuits 1-10 of 54 for address in 0.21 seconds

Benefits (33) >
Open Enroliment (7) >

RELEVANCE DATE v

Changing your address 61512022

EMP Tester

Human Resources (4) >
Payroll (4) >
UCPath Online (3) >

+ Show more

Knowledge Type

[ Article (3)
[] How_To (8)
aae

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

Details v
Update My Address 6/292021

Summary: UCPath Help site content for Self Service Users (all employees). Use this task to update your home
and/or mailing address in UCPath online:

Keywards: Employee Actions Personal Information, UCPath Help site

Details v -
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Step Action

11.
theHow_To filter.

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

Click theHow_To option.

.10 1% 8 IR0 BN

Payroll (2) >
Records Request (2) >
UCPath Online (2) >

Human Resources (1) >
UCPath Help site (1) >

Knowledge Type

O Aticle (3)
How_To (8)
baa®

[ web Page (35)

u--
| 1l 11

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

o

KNOWLEDGE  INQUIRIES

Knowledge Type: How_To X Clear All Filters

Resits 1-8 of 8 for address in 0.33 seconds RELEVANCE DATE v

Update My Address 612012021

Summary: UCPath Help site content for Seff Service Users (all employees). Use this task to update your home
and/or mailing address in UCPath online.

Keywords: Employee Actions Persenal Information, UCPath Help site

Details v

How to set up direct deposit January 23
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UCPath Task:
Submit an Inquiry to UCPath

Step Action

12.

Click theUpdate My Addresslink.
Update My Address

The search results were filtered to list the "how to" resources related to the aq
topic. For this example, select thpdate My Addresssearch result.

X @ Update My Addr

@ View outiine &3 Share

Use this task to update your home and/or mailing address in UGPath.

Dashboard Navigation:

Personal Information > Personal Information Summary

&

Menu Navigation:
ions > Personal Information > Personal Information Summary

Note: This example uses sample images as seen on a

computer. Sample images appear differently on a tablet or smariphone, but the steps remain the same.
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Submit an Inquiry to UCPath OF |
Step Action
13. For this example, theCPath Help site for Self Service Users will open in a neyi

browser tab, in which you may have to log in with your single-sigieredentials.

You will be provided access to a training simulation on how to update your ag
in UCPath.

To return to the Ask UCPatihomepage, close the browser tab.

Click theClosebutton.

UCPath Home My Inquiries Submit An Inquiry Other Resources v UGPath & EVP Tester

o g i
How can we help? n r[ \
) | 0 - T ‘

W% S e 6N

Trending Topics

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

Quick Search

- "wnr.uw
&
[
Benefits Paycheck / Payroll Update Personal Info Direct Deposit Employment | Wage Leave Balances &
Issues Verification Accruals
Frequently Asked Questions Featured Videos

Clone Job Opening Why doesn&#39;t my paycheck indicate my accrued
leave balances?

How to enroll or change your voluntary retirement sav-

Page 8
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Step Action

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

Leave the search field blank and click tteokupbutton to the right of thelow
can we help?search field.

Click on theLookup button.

Home My Inquiries Submit An Inquiry Other Resources v UCPath & EVP Tester

How can we help? n ( |

§ il [N I W) i

KNOWLEDGE INQUIRIES

Benefits (301) >
Payroll (50) > How to set up direct deposit January 23

Human Resources (44) >

Open Enrollment (35) > Details v
UCPath Online (32) >
+ Show more Life Events / Benefit Changes 512012021
Summary: Seff-service page ta register for life events or make benefits changes
] Aticle (9) Details v
[ Forms (15)
[] How_To (60) Can | change my benefits plans during a life event? 311812021
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Action

15.

With the "global search" th€nowledgetabwill provide a list of resources that a
trending in the system.

16.

INQUIRIES

Click on thelnquiries link.

UN IV ERsiTY

UCPath

My Inquiries Submit An Inquiry

How can we help?
Uy

NINCYS W J

[[] UG office of President (7)

Requested By

[ Employee (7)

[] ClosediResolved (1)
[ New (8)

KNOWLEDGE INQUIRIES

Resuits 1-7 of 7 in 0.15 seconds

E Test Inquiry for Employee - 01334662
Case Number: 01334662 Employee: Employee User
Topic: Email
Subject: Test Inquiry for Employee

- 01334800

test by
Case Number: 01334800 Employee: Employee User
Topic: Benefits

Other Resources v

UGPath ENP Tester

B ¥ ol ‘
I R ‘1

RELEVANCE DATE v

March 27 New

Details ~

Yesterday, 5:08 PH New

Step

Action

17.

With the "global search" thequiries tabwill list all your open and closed cases

UCPath

I i e AT T
i’ | : i How can we help?
(li 1‘ =1 70 S ST §'

Benefits (301) >
Payroll (50) >

Human Resources (44) >
Open Enrollment (35) >
UCPath Online (22) >

+ Show more

Knowledge Type

[ Aticle (9)
[J Forms (15)
[] How_To (60)

My Inquiries Submit An Inquiry

KNOWLEDGE INQUIRIES

Resuits 1-10 of 538 in 0.50 seconds

How to set up direct deposit

Life Events / Benefit Changes

Summary: Self-service page to register for life events or make benefits changes

Can | change my benefits plans during a life event?

Other Resources v

UCPath a

RELEVANCE DATE v

January 23

Details v

512012021

Details v

31812021

EMP Tester
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Step

Action

18.

Click on theHomelink to return to the Ask UCPath homepage.

Home

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

I T

ﬂ‘- |90 . 'v9%) i SN0 SR

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

Quick Search

=—
RO

Benefits Leave Balances &

Paycheck / Payroll Update Personal Info Direct Deposit Employment / Wage
Issues Verification Aceruals
Frequently Asked Questions Featured Videos

Missed Pay How to provide proof of your employment and income
U .@k.ugaak_ e
How to set up direct deposit Where do | send additional documentation supporting 5
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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 informatid
related to that topic.

It's worth noting that the trending topics may change frequently, so it's a good
to check back regularly to see if there are any new or updegedrces available.

20. TheQuick Searchsection is designed to help users find information on the mg
commonly searched topics.

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

21. Click the scrdlbar.

22. TheFrequently Asked Questionssection lists the most commonly asked
questions or topics based on current trends and user inquiries.

By clicking on any of the links in therequently Asked Questionssection,you
can access additional information related to that topic.
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