UCI UCPath Finding TransactiC

This document can be found on the UCPath website. [https://ucpath.uci.edu/user-type/transactional-users.html

PURPOSE:

This Job Aid provides guidance on how to find transactions in UCPath while they are pending / in-process.
e For Off-Cycle transactions see the Off-Cycle Job Aid.

GENERAL INFORMATION

Approved Position information, along with employee and job details can be found in Job Data, Workforce Job
Summary or Person Org Summary..

Finding Transactions via AWE Notifications:

The best way to find an in-process Transaction is by using the link in the AWE notifications you receive via email. Set up
Outlook according to the instructions below to easily find these emails.

Set Up
1. Create an Approval folder which you use to save the notification emails.
2. Click Rules y on the Home tab.

=R

Move Rules Oneblote

Move

3. Create Rules for ucpath-notifications@universityofcalifornia.edu

Create Rule b4

When | get e-mail with all of the selected conditions

&rom ucpath-notifications@universityofcalifornia.edu

|:| Subject contains | PayPath Transaction Approval Request

|:| Sentto | Aurora Orozoo ~
Do the following

|:| Display in the Mew Item Alert window

|:|Playa selected sound: Windows MNotify Em| | p | Browse..,
E *Move the item to folder: | Approvals : 3 L ) 0 4
OK Cancel Advanced Options...

Using the Approval Folder
1. Search the Approval folder for the notification email of the transaction.
2. Click on the link in the email.
3. For each type of transaction, a different page displays. Therefore the steps to the data is unique. See below.

Approvals 3322 ucpath-notifications...

UCPath Funding Entry Tran... 1/23/2020 Atransaction of Hire for fissriiiesrites=has been routed to you for its
next level of approval. Would you please approve it (if appropriate) at
@ucpath—notifications... your earliest convenience? This transaction is dated 2020-07-01, and the
Hire Transaction Approval R... 7/23/2020 reason given is Concurrent Hire - Non Dual Emp. Thank you.
ucpath-notifications... hi )
UCPath Funding Entry Tran...  7/23/2020 You may process this transaction at
https://ucpath.universityofcalifornia.edu/peoplesoft-
ucpath-notifications... native/EMPLOYEE/HRMS/c/UC EXTENSIONS.UC 55 TBHK)
PayPath Transaction Appro..  7/23/2020 Page=UC 55 TBH&Action=U&UC TRANSACT ID=T00040% ¢ AEMPLID=
| erath At et i 10321125&EFFDT NOKEY=2020-07-01&BUSINESS UNIT=IRCMP
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Step @ Different Transaction Types

Position Control: After clicking the email link, the Approve Position Request tab auto-populates.

Approve Position Request MNew Wini|

Transaction Information

Transaction ID 1111125545 Approval Status Approved

Created By 327233 s

Position Control Information

Find | View All First ‘&' 1

Position Information

Donition Mk Cffoctiin Do, a Daci

Funding Entry: After clicking the email link, the Funding Entry page auto-populates.

Funding Entry
Request D FED0346759 Regquested by: PR Submitted on: 08/05/2020
SetID: IRCMP Department: IR8096 ELECTRICAL ENGR & COMPUTER  Request Status: Saved to Database
SCI
Fiscal Year: 2021 Budget Begin Date: 0710142020 Budget End Date: 0613012021
Level
Nenartmant itimn ool Dsifi

Template Trx: After clicking the email link, a Transaction Details box displays on the Template page.
1. Click on the Name for more details

2. Click Continue to advance to the next screen. Click Cancel to cancel the transaction.
3. Click OK to advance to the next screen

4. Entry tabs display. Note: At the bottom of the page, a Cancel button is available.

Transaction Details

Transaction ID T000412490

Hire Details Personalize | Find | View All | @| E First ‘' 1of1
Hame Type of Hire Start Date Action Country
AR Employes 04/01/2020 HIR UsA

@ Transaction Status Approved

Continue

Address Format United States

Select OK to continue the hire
enter a new Person ID.

Cancel

Cancel

Smart HR Transactions

Enter Transaction Information @

Click here to Hide Header Details

Template: UG_CONG_HIRE_AC Name: )

Effective Date: 04/01/2020 Action/Action Reason: HIR/CN1 (Academic Concurrent Hire)
Employee ID; s Employee Record:

“p | JobData || Eams Dist || Addi Pay

Employee Information
Primary Name - English
First Name zemns

Middle Name

PayPath Actions: After clicking the email link, the Additional Pay tab auto-populates, regardless of whether an
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Additional Pay was transacted.
Click on the other tabs for more details.

Position Data Job Data

New Additional Pay

Additional Pay Data

Employee

EmplID g,

Empl Record 2

No Data present fo

Find | View Al First ‘4" 41of1 ‘b’ Last
Earnings Code:
Effective Date Find | View Al First ‘4 10f1 '} Last
August 2020
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Payroll Requests: After clicking the email link, the Earnings and Leave tabs auto-populate.

Earnings || Leave

Transaction ID:  PRO00B4445

sttt 10s et

Do you want to override the ChartField values?

New Payroll Requests Find | View All

EMP Empl Record:

First ‘4 10of1 ‘* Last

*Earnings Code: REG Regular Pay Gross-Up

*Pay End Date: 08/12/2020

o Payroll Over Pay Reason: Current Vear Off Cycle?
Request:
Current Payroll Requests Find | View All First ‘4 41of1 ‘*' Last
Earnings Code: REG Regular Pay Gross-Up

Approval Status Approved

Transaction ID: PRO00E4446

Extended Absence: After clicking the email link, the Administer Extended Absence page auto-populates.
The Administer Absence page is also available directly through the Navigation Dashboard.

Administer Extended Absence

Search Criteria

Show Requests by

Transaction Number

Status -
Approver (&8 Initiator Q
Employee ID Business Unit Q
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