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1. OVERVIEW
1.1 WHAT 1S UCPATH

UCPath is the University of California’s modernized payroll, benefits, human
resources and academic personnel system for all UC employees. It replaced UC's
35-year old Payroll/Personnel System (PPS) and launched at UC Irvine in January
2020.

UC employees can log on to one central online portal called UCPath Online to
view pay information, benefits, sign up for direct deposit, update tax withholdings,
see vacation and sick leave balances, and more.

and Medical Center communities and helps to educate

The UCI UCPath project team serves the UCI campus
@ and train employees for the new system.

1.2 How DO | GET ACCESS TO UCPATH?

To obtain access to UCPath, certain role-based training courses must be
completed in order to ensure compliance and satisfactory work performance.

Based on the assigned job responsibilities and security roles needed, please If you have

review the UCPath Training Curriculum to assess what training is required. questions about
UCPath access,
please email

All training courses are available online and can be located in the UC Learning
Center (UCLC). Once training has been completed and validated by your
Manager or DSA, access will then be requested and assigned.

ucpath@uci.edu
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1.3 SECURITY ROLES & TRAINING REQUIREMENTS

Access to perform certain activities and transactions (payroll, HR transactions,
creating positions, or funding) in UCPath is governed by KSAMS and determined by
your job duties. The image below provides an overview for requesting UCPath
access. Access may vary from person to person, based on what their job requires.

DSA
Confirms the role(s) the Submits remove access request
01 user needs, 03 g 05
Checks the Roles Wiki. Confirms training requirements &
O O submits add access request. O
User Training Check o UCPath Security
Hire. Supervisor confirms the Confirms compliance with
Transfer. required fraining is complete. 04 user’s job and role.
Promotion. Emails confirmation to DSA. Confirms training

requirements are met.

The UCPath Roles Wiki gives you an in-depth understanding of each KSAMS
security role along with the type of functions or transactions that can be entered

with that role in UCPath.

The security roles listed will also display a summary of required training courses

required for access.

FFICE of INFORMATION | ECHNOLOGY

Dashboard / UCPath Roles Wiki iy

SER
f41 k4 ucPath Project (public)
A e G

= Workforce Administration

= UCPath Campus Roles

Roles by UCPath Functional Areas

SPACE SHORTCUTS Created by Urknown User (gomezms), last modified by Masser Khan on May 07, 2020
B UCPath Roles Wiki = Benefits
« General Ledger
PAGE TREE « Payroll
2 Bol-c = Reporis
s Support Roles
¥ Roles by UCPath Functional Areas . TAM
= Benefits s ‘Workforce Administration
» General Ledger iy Like Bz the first 1o like this
= Payrol
= Reports e Write a comment...
= Support Roles
« TAM

Tip: You can
search for
various roles
within each
Functional Area
to view Role
descriptions,
training
requirements,
list of accessible
system menus,
and more.
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1.4 TRAINING CURRICULUMS
The UCPath training curriculum lists a series of courses which need to be completed by new employees
based on their job responsibilities and the security roles they need.

The curriculum will aide in planning training and other learning activities and each course is listed in the
recommended order it should be taken. Please register and complete the indicated pre-requisite courses
listed prior to attending Instructor Led training courses.

See below to view training requirements by security role or click here to view the full training curriculum.

*NOTE: To gain access to UCPath, required training courses must be completed in
UCLC. Training materials on the UCPath website are for reference and review

Training Pre-Requisites:

Online Pre-Requisite Training
i TEM101:
Security Role uCP101: POS103: FIN101: Intro to Smart HR PPA101: Intro to PayPath
Intro to UCPath Intro to Position Mgmt. | Intro to Position Funding Templates Actions

UCP — Campus HCM Initiator R R R R R

UCP — Campus HR Approver R R R R

UCP — Campus HCM Inquiry R R R R R

UCP - Campus Funding Initiator R R R R R

UCP - Campus Budget Entry R R R ] 0

UCP - Campus Cost Transfer

Initiator R R R 2 g

UCP — Campus GL Approver R R R R R

UCP — Campus GL Inquiry R R R ] 0

Virtual Instructor Led Training Bootcamp:
Virtual Instructor Led Training
*POS5202: *FIN202: *TEM301: *TEM302: *PPA310: *PPA320:
* . * . - . - .
Security Role UCPath Nav | Position Template Template PayPath PayPath ::Q:::‘ : ::::::: D;?:;’“ :E:lzf
& Position Funding Transactions | Transactions | Actions Pt. | Actions Pt. R 4 N Memt. Retro Dist 'bg ti
Control Entry Pt | Pt. Il 1 0 equests gmt. istribution

UCP = Campus HCM Initiator R R R R R R R R o o
UCP - Campus HCM Approver R R R R R R R R 1] 7]
UCP - Campus HCM Inquiry R 0 0 0 R 0 0 0 [3] 0
e R R o 0 R ) R 0 o R
Initiator
UCP - Campus Budget Entry 0 R 0 0 0 0 0 0 [3] R
UCP - Campus Cost Transfer o o 5 5 o o o o = o
Initiator
UCP - Campus GL Approver R R 0 0 R 0 R 0 R R
UCP — Campus GL Inquiry 0 R 0 0 0 0 [2) 0 [7] R
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2. TRAINING RESOURCES

2.1 UC LEARNING CENTER
All UCPath training needed for security access must be completed online via UCLC.

Login to the UC Learning Center (UCLC) with your UCINet ID and click the “Find a
Course” button to search and register for the desired course. You will be required to
verify your identity and complete the multi-factor authentication to access the site.

Navigation: UC Learning Center > Find a Course > Enter course name (refer to
assigned curriculum)
e Example: “POS101” “FIN101”, “Position Control”

Step 1:
Step 2:
WHAT ARE YOU LOOKING FOR TODAY?
[ LEARNING ~ H [earch for Courses, Training, Videos, Books, and Audiobooks Q,

Select a specific item to navigate to your area of interest. Search supports the use of the asterisk (*) wild card to represent one or mare
unspecified characters. If no results match your search, Search will return any results that closely match what you entered.

Once you've found the course, click “Register” to enroll and start the online training.

\CPuti Pasition Cantro! (Racerding DETAILS  ACTIVITIES

~ Full Description

» Additional Information

A eCourse Completion Status
HH [UCPATH: POSITION CONTROL (RECORDING] = © o=
r
REGISTER -

Disclaimer: The UCPath system is maintained and updated frequently which may result in the

production environment to function or appear differently than what is shown in training.
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Note: If you are
unable to register
for a live training
session, each
instructor led
training course is
conveniently
recorded and can
be taken on-
demand.


/Users/angelrivera/Downloads/uclc.uci.edu
https://uclc.uci.edu/
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2.2 UCI UCPATH WEBSITE

Visit our UCI UCPath website and search for additional training content within the
Transactional User Materials section. We recommend users frequently visit this site to
stay informed and learn about the latest information regarding important announcements

or changes.

Transactional Users

manmay Pay Cyela E-waskry PRy
Transacsion Deadline: A2 23 pm. ‘Transacsion Dasdine: JAE0H at 3 pn.

18 4 21 22 35212

DAYS HOURS MIMITES SECORDS

DATE  HOURS MAATES

Manthly PayPath PayPath
Transaction Daadine: 32421 2 & p.m. Transaction Daadline: A1 ot 5 p.m.

Note: No PayPath 3724 (5 p.m.) - 3/30 (6 a.m.) Note: No PayPath 3/3 (5 p.m.) - 312 (6 a.m.)

Latest Information Support for Initiators &

Approvers

UCPath Support Documents

General UCPath Information + |

HR and HCM +

Bubsarie

GL and Finance +

UPK Simulations + Quick Tips & Shortcuts
Payroll +
Training Schedule

@ UCFPath System Access

{1—h) Trsining Presentations (®8,) Business Process Guides

On the website, browse through each of the UCPath Support Document categories for
additional training content such as: relevant job aids, business process guides, quick
reference guides, and much more!
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2.3 UPK SIMULATIONS

The information provided below is University of California’s central training simulation libraries for all
UCPath related transactions. UCPath Help Site UPK’s are an easy-to-use, comprehensive, on-demand
training tool that provides step-by-step guidance for various UCPath transactions.

There are 3 (three) UCPath simulation help sites:
1. Employee Self-Service (General employee initiated requests)
2. Manager Self-Service (Manager actions)
3. UCPath System Users (HR and Finance transactions)

Note: UCPath security access determines which help site library will be accessible.

The simulation libraries can be accessed via the UPK Simulations section in the Transactional Users
section of the UCI UCPath site. These simulations are intended to be supplemental training materials
and are also referenced in the online training courses.

There are 3 (three) different user modes that are available to deploy within each of the UCPath
Help Sites:

1. Seeit! Mode: Is a step-by-step video simulation, which demonstrates an example of how to

execute the topic selected.
2. Try It! Mode: A guided, hands-on learning experience that allows the user to participate

through virtual instruction.
3. Print It! Mode: Allows the end-user to print out a step-by-step guide (job aid) that can be

utilized or referenced in the work place.

UNIVERSITY

UCPath

search Q@ <2 27 Share
- |)) Basics and Mavigation .
' - v =Y o
=) PHCMNAV100: UCPath PeopleS [B el < ) Tyt f&d Print it!

- W) PHCMNAV105: UCPath Basics ai m— .
There are two types of search pages: Basic Search and Advanced Search. When you select most pages or components in UCPath, the sy

E\ Using Grids ; ; ; ! :
=) Job Aid: UCPath Search Opti for the records you want to display. On this tab you can teggle between the basic search and advanced search functionality.

S e
4t |Using Search Pages] The Basic Search page enables you to search by only one field at a time, and then only using the begins with operator. To designate the s

§Z) Search for Employees Using - from the Search by list of values, enter your search criteria and then click the Search button to display the results.
E: Job Aid: UCPath Workcenter

'=)Job Aid: UCPath Basics and | 0N the Advanced Search page you can search using multiple fields and using a variety of search operators.

(2] Using Update Displ L . ) ) L
i) Using Updale Display Some search criteria fields also provide a list of valid values for a field. You can use the Lookup button to search for specific search criteria.
£] Using Include History

S .
£ Using Comect History UCPath also supports three wildcard features when searching for data in character fields.

E\, Job Aid: Work in Multiple UCH
g‘, Submit Inquiry
5

This topic describes how to effectively use search pages.
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https://sp.ucop.edu/sites/ucpathhelp/SelfServiceUsers/PORplayer/data/toc.html
https://sp.ucop.edu/sites/ucpathhelp/SelfServiceUsers/PORplayer/data/toc.html
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/data/toc.html

1. You can utilize the Search field at the top of the simulation library section to find simulation
topics by typing in key words.

2. You can also click the [+] next to each module (purple book) to expand the section and view
more topics.

3. Once you have found the desired topic, click the link to activate the simulation modes.

NIV£RS]TV
UCPath
search -CJ\g,IICJED (] Share

- @ Basics and Navigation - {b v .
& OAbGence Management A @ el el pa—
+ eBEﬂEﬁIS
Use this task fo view an employee's job data in UCPath.

= @ ererformance
[ CGeneraI Ledger

= @Payrol

5 @ System Administration

=@ Talent Acquisition Management
BJ Workforce Adminisiration

Navigation: PeopleSoft Menu > Workforce Administration > Job |

Note: This page also may be available in Workcenter depending

2.4 TRAINING ENVIRONMENT

Once you have completed your assigned training, practice what you’'ve learned by accessing the
UCPath Training Environment to enter transactions for a hands-on experience. This is a great
tool to work through typical workday scenarios and enhance overall UCPath knowledge.

Before you access the training environment, you must first log into the appropriate VPN client.
e View the “Connecting to Training Environment” document on our UCI UCPath website to
view VPN connection instructions.
e The password to access the VPN is updated weekly, and must be requested by
contacting UCPathTraining@uci.edu

After connecting to the VPN, you can utilize the Training Environment Access guide to view
instructions on how to select an appropriate User ID and connect to the training environment.
The document provides an explanation of each User ID and what it can be used for. Once
logged in, you can explore the various menus and functionality, as well as enter transactions in
an envirnoment that will not cause any impacts to HR or payroll.
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https://ucpath.uci.edu/training/pdf/How-to-connect-to-UCPath-Trg-Envirn.pdf
mailto:UCPathTraining@uci.edu
https://ucpath.uci.edu/training/pdf/Trn-Envir-Access-Guide.pdf

ORACLE

PEOPLESOFT

User ID

Password

If you experience technical
issues you may contact:

- ucpathtraining@uci.edu

Note: You can view all of the Training Environment Login IDs here. Additional User IDs can be
used for group exercises or acvtivies.

The link to the training environment can be located here. It is also embedded into the other
documents referenced in this section.

*The password for all accounts: ucpath2019 (lower case)

2.5 LEARNING LABS

Learning labs are live virtual hands-on expriences with an instructor who can answer frequently
asked questions, provide “lessons-learned”, and provide troubleshooting techniques through
scenario based exercises.

Learning Labs are annonced and communicated on our UCI UCPath website. Multiple sessions
may be available, however, please note registration is limited for each session.

Note: If you are not able to register for a lab, or if there aren’t any available within your training
window, please contact your designated Point(s) of Contact. You may be able to request on-the-
job shadowing or request a group session for intra-department training.
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3.HELP & SUPPORT

3.1 POINTS OF CONTACT

Point of Contacts are additional resources for support located within each
school or department that can assist users with UCI HR policies and
UCPath transactions in UCPath.

Points of Contact serve as a coordinating point for certain processes or
transactions. The operating model at UCI reinforces the need for continuou s
internal department training & communication.

3.2 EMPLOYEE EXPERIENCE CENTER

If you are unable to have your question answered by your designated point
of contact, call or submit an online ticket with your question or concern to the
Employee Experience Center. A representative will be available to review the
details of your questions and provide

3.2 DROP-IN SuPPORT CENTER (DISC)

The UCPath drop-in Support center is available for users that have urgent
gquestions regarding transactions that may be pay impacting or time
sensitive.

If you are unable to get your question answered by your designated Point of
Contact or the Employee Experience Center, please feel free to call the
Drop-in Support Center.

The operating hours are Monday - Friday from 8:30 a.m. — 11:30 a.m. via
Zoom. Call in any time during these hours for questions about transactions in
UCPath.

e To access the Virtual Support line, use the following Zoom
link: https://zoom.us/j/8519035805

e One tap mobile:
+16699006833,,8519035805#

A support team member will answer the call and ask you what type of
guestion you have, and then direct you how to get support via Zoom.
They will direct you immediately to a team member’s zoom # or set an
appointment for a zoom session later that day.
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https://zoom.us/j/8519035805

3.4 WEEKLY TRAINING UPDATES

Training updates and “lessons learned” are communicated on our UCI UCPath website.
In the Transactional User Materials section of the UCI UCPath website, you can find the

latest UCI UCPath newsletters, announcements, and upcoming dates for “Training Tips &
Lessons Learnerd” Zoom calls with the UCI UCPath Experts.
o All of the “Training Tips & Lessons Learned” Zoom session are recorded and the
presentation materials are archived on the UCI UCPath website for.

Please contact your manager or Point of Contact if you'd like to participate in UCPath
Training Tips & Lesson Learned calls, or need assistance locating helpful documents.

UCPATH €~ TRAINING
M O VING FORWARD
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