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Brain Teaser Activity

Answer the following questions:

What type of cheese is made backwards?

How do oceans say hello to each other?

What never asks questions but is often answered?
What do the numbers 11, 69 and 88 have in common?

B w e
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Introductions
.

Instructor Attendees

¢ Name ¢ Name

¢ UCl role ¢ University role

¢ UCPath role ¢ Years at UCI

¢ Years at UC ¢ Expectations for this
¢ Functional experience training
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General Rules

Safety & Housekeeping ¢|55sr00m Etiquette

¢ Emergency evacuation ¢ Please turn off cell

procedures phones
¢ Restrooms ¢ No email or web surfing
¢ Breaks ¢ Return from breaks on
time

¢ Please use trash
receptacles in the room
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Parking Lot
Y
Parking Lot

¢ Capture any questions or concerns that cannot be
addressed during class

¢ Provide follow up to all attendees of this class

-
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Course Agenda

Lesson

‘ 1: Template Transactions Overview
‘ 2: Full Hire

3: Approvals and Transaction Status

‘ 4: Concurrent Hire
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Course Objectives

¢

¢
¢
¢

|ldentify the actions that are processed using templates.
|dentify the pages used to initiate template transactions.
View template transaction status.

Describe the key system steps to complete a full hire and
concurrent hire.

Initiate full hire and concurrent hire template
transactions.

Describe the AWE process.
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Key Concepts & VVocabulary

UCPath Term

Location A Location is a University of California (UC) campus and its associated
medical center, if applicable. For example, UCl is a Location and
includes both the campus and the UCI Medical Center

Business Unit Each UC campus and medical center is identified by a ‘Business Unit’
which will be used to segregate campus information for reporting and
system security access. For example:

IRCMP = UCI Campus
IRMED = UCI Medical Center.

Approval Workflow Approval Workflow Engine (AWE) systematically routes transactions

Engine (AWE) in UCPath to designated roles (e.g., WFA Approver) for approval at
the location. Once these approvals are complete, transactions are
either routed to the UCPath Center (UCPC) for finalization or are
finalized in UCPath.

Contingent Worker Individuals who have a relationship with the University but do not
(CWR) receive pay from the University.
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Key Concepts & VVocabulary, (cont’d)
%

Row Level Security Row Level Security controls the population a user has access to, and
who they can see or submit a transaction for.

Role Level Security Role Level Security controls what pages a user can see and what
actions they can take on each page.

Job Earnings Distribution Job Earnings Distributions are used to distribute earnings by
Earnings Code (which are like PPS DOS codes) on the Job Record
either by percentage or amount (e.g., ERIT, HSCP).

UCPC WFA UCPC WFA is UCPath's team that runs the process to complete
transactions in UCPath. UCPC stands for UCPath Center. WFA
stands for Work Force Administration.

FTE Full time equivalent or employment percentage of full time. No
longer tied to permanent budget.

Position Number A unique number that relates to a set of job attributes and
represents a slot in UCI’s organizational structure. A position can be
filled or vacant. All employees at UCI will inhabit a position.
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Key Terms - Now vs UCPath

PPS________________lucpath

Title Code Job code

Appointment Type Employee Classification
DOS Code Earnings Code

Social Security Number National ID

Citizenship National ID Type — Updated Selections
Rate (H or A) Comp Rate Code

Pay Rate Compensation Rate
PPS Begin Date Effective Date

Home Department Primary Job

Bundles Templates

Additional Employment Concurrent Job (Hire)
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Template Transactions Overv
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Lesson Objectives -

P _ In this Lesson you will learn how to:
Template Transactions

Overview
¢ Identify the actions that are
processed using templates.

¢ Review the template transaction
system process.

3: Approvals and Status ¢ View current employee
information using the Person Org
Summary page.

8 (AT (T ¢ Identify the elements of the Smart
HR Transactions page.

¢ Review the templates, Action
Reason codes and descriptions.

2: Full Hire
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Transactions Processed Using Templates
%

The actions that are processed using templates include:

Contingent

New Hires Workers Corl‘_l‘?fergem
(CWR)
Personal
Rehires Data Retirement
Changes

Intralocation Interlocation

Terminations
Transfers Transfers

¢ Template Transactions are initiated by the location/department. An Approval
Workflow Engine (AWE) will route transactions to be approved by the location
and/or the UCPath Center.
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Avallable Templates

Template transactions are initiated through a UCPath template-based
page called Smart HR Templates.

Available Templates .
¢ Custom templates provide the

Template Description H
UC_ADD_CWR Add Contingent Worker - Mo Position Data flelds necessa ry tO Complete the
UC_ADD_CWR_POSN Add Contingent Worker With Position transaction all in one place.
UC_COM_CWR Complete Contingent Worker Instance
UC_COMNC_HIRE Staff Concurrent Hire/Inter Location Transfer ¢ |n ma ny cases, th ere iS a
UC_CONC_HIRE_AC Academic Concurrent Hire/lnter Location Transfer . .
UC_EXT_CWR Extend CWR Appointment template SPECIfIC to academic
UC EXT CWR POSN Extend CWR (with Position) Appointment oL
TS S and another specific to staff. For
_UC_FULL_HIF%E_AC Full Hire - Academic Use Only example:
UC_INVOL_TERM Involuntary Termination
UC_PERSON_DATA  UC Personal Data e Full Hire - Staff On |y
UC_REHIRE UC Rehire - All Employees
UC_REHIRE_AC Rehire - Academic e Full Hire - Academic Use
UC_RENW_CWR Renew Contingent Worker - Without Position
UC_RENW_CWR_POS Renew CWR Instance - with Position O N |y
UC_RETIREMENT Retirement
UC_TRANSFER Intra-Business Unit Transfer - Staff Only
UC_TRANSFER_AC  Intra-Business Unit Transfer - Academic Only
UC_VOL_TERM Voluntary Termination
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System Security by Template

Some templates have system security features enabled that prevent initiators
from entering transactions for users in different Business Units and/or

departments.

¢ Below is an example of what type of security is enabled for certain templates.

Business Unit Security Department Security No Security

Rehire

Involuntary Termination

Concurrent Hire

Renew Contingent Worker

Voluntary Termination

Full Hire

Intralocation Transfer

Personal Data

Add Contingent Worker with
Position

Rehire Reinstatement

Retirement

Add Contingent Worker
(No Position)

End CWR Assignment

Extend CWR Assignment
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Template Transactions - System Process

Review the process:

24

Template

Review
Person Org
Summary

page

P B - T

Transaction Transaction

UcCl Ucl
Template Template

UCPC /
WFA Production

Enter and Review/
Submit Approve
Template Template

View
Employee
Data

Process
Template
Transaction
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Focus of Template Transactions |

The Template Transactions courses focus on the Initiator tasks.

4 N e

Location Location Location
Template Template Template

WFA Production All

N O N 0 Approve

Review Enter and Review/

Person Org Submit Approve

Summary Template Template
Page Transaction Transaction
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Process
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Navigating to Person
Organizational Summary

-
y, =
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Person Organizational Summary Page

Navigation: PeopleSoft Menu > Workforce Administration >
Personal Information > Person Organizational Summary

¢ |If there is more than one row of data, click the View All link to see all
current information.

The header, above each Assighments
section, displays the employee’s statuses,
Person Organizational Summary indicates which job is the Primary Job and,
if applicable, the Termination Date of the

AlexRand Person ID 10002000 .
w Employment Instances aSSIQnment' Find [fView 1 First 4/ 1-20f2 ‘&' Last
ORG Instance g HR Status  Active Last Hire 01/01/2016
Primary Job: &/ Payroll Status  Active Termination Date
Assignments Personalize | Find | ] = First ‘&) 1of1 &) Last
Empl Business Position DeptID Department Job Description E:Eeé:zd ETE Employee Class Union FLSA Pay Employee Probation Probation End Date
Record Unit Number Description Code Date play Code Status Group Type Code
0 UCOP1 40001351 214000 IMM OFC INFO 004920 STDT 3 09/01/2016  0.250000 Student: Casual/Restricted 99 N MB7 H None
TECH SRVCS
“ ORG Instance 1 HR Status  Active Last Hire 01/21/2015
Primary Job: Payroll Status  Active Termination Date
Assignments Personalize | Find | ] = First ‘&) 10of1 &/ Last
Empl Business Position - Job N Expected Job Union FLSA Pay Employee Probation -
Record Unit Number Dept 1D Department Description Code Description End Date FTE Employee Class Code Status Group Type Code Probation End Date
TECHNOLOGY . )
1 UCOP1 40001456 814200 SUPPORT SVS 004920 STDT 3 07/22/20186 0.240000 Student: Casual/Restricted 99 N MB7 H None
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Person Organization Summary (cont’d)
%

Important Things to Know:

¢ The Person Organization Summary page displays current employee
information for all organizational relationships: Employee and Contingent
Worker (CWR)

¢ An employee may have more than one organizational relationship
concurrently. For example, the person may be an employee at one UC
Location and a CWR at another.

¢ This page does not have row-level security. If you have access to this page,
you can view current job assignment information for all employee records

across all locations.

¢ This page does not display historical or future-dated employment details.
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Exercise 1

View Person Organizational Summary

Navigation: PeopleSoft Menu > Workforce Administration > Personal
Information > Person Organizational Summary

e This is your opportunity to practice this task on your own.
e Complete exercise 1 in your workbook.
e Ask your instructor for assistance, if needed.
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Navigating to SS Smart HR
Templates

-
TR\
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Smart HR Transactions — Navigation
Y

Navigation: PeopleSoft Menu > Workforce Administration > Smart HR Template >
Smart HR Transactions

¢ The Smart HR Transactions page is the starting point to initiate a
template transaction.

UMIVERSITY

Not Available B UCPath
drpitd3
Primary Titlec
Mot Available
Not Available FYI: You can click the
Sarvice Data: = —_— slide button to
Mot Available FEXEN
Select 3 template and press Creale expand menu
Snjart HR T...
Transaction Template 7
ALHERE Transaction Type | | Effective Date
Trancaction.. Select Template =4 Create Transaction

Transaction Type A b Refresh

Transactions in Progress

ou do not have any transactions in progress.

Go To Transaction Status
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Smart HR Transactions - Page
%

¢ Use the Transaction Template section to select the type of template appropriate
for the request, enter the Effective Date and Create Transaction.

¢ Use the Transactions in Progress section to review the template transactions you
have submitted or saved for later. You also can select and delete your

transactions.

Use the Select Template Enter the Effective Click Create
field to select the Date for the selected Transaction to enter the
Smart HR Transactions appropriate template. template. template details.

Select a template and press Create Transaction. / \ /

Transaction Template (7 / \

Transaction Type| Al / v| Effective Date B

Select Template Q/ Create Transaction

Transaction Type |_,:\| V| Refresh
Transactions in Progress Personalize | Find | @| IE First ‘4" 10f1 '}/ Last
Select Transaction Type Effective Date Name Person 1D Action Country
1 JOB 09/25/20138 Jennifer Salazar 10000021 Terminatn United States

Delete Selected Transactions IT needed, you can delgte transact|0n§ you have
saved for later or submitted. Use caution

GoTo  Transaction Status because this deletes the transaction from the
system. If the transaction was submitted it also

_removes. it from AWE Approverworklists.
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Smart HR Transactions — Templates

¢ The templates are configured to support the update of the appropriate
UCPath component or page, such as Job Data, Personal Data, Person Profile
and Additional Pay.

¢ Use the Select Template look up to select the template for the transaction
you need to initiate.

Smart HR Transactions Click the Search Femplate T

button to select a , : —
Select a template and press Create Transaction. UC_ADD_CWR Add Contingent Worker - No Position Data

tem p|ate_ UC_ADD_CWR_POSN Add Contingent Worker With Position
UC_COM_CWR Complete Contingent Worker Instance
. \ UC_CONC_HIRE Staff Concurrent Hirefinter Location Transfer
Transaction Template (2 / UC_CONC_HIRE_AC  Academic Concurrent Hirefinter Location Transfer
Transaction Type[All Vl UC_EXT_CWR Extend CW:R Ap_pc-i ntm.e_nt _
UC_EXT_CWR_POSN Extend CWR (with Position) Appointment
Select Template aQ, UC_FULL_HIRE Full Hire - Staff Only
UC_FULL_HIRE_AC  Full Hire - Academic Use Only
. UC_INVOL_TERM Involuntary Termination
Transaction Type Al v Refresh UC_PERSON_DATA  UC Personal Data

UC_REHIRE UC Rehire - Staff Only

Transactions in Progress UC_REHIRE_AC Rehire - Academic
UC_REHIRE_REI Rehire Reinstatement - For Staff Appointments

Select Transaction Type Effective Date ~ Name Persol|c_REHIRE_REI_AC Rehire Reinstatement - For Academic Appointments
UC_RENW_CWR Renew Contingent Worker - Without Position

|:| JOB 0g/25/2018 Jennifer Salazar 10000 UC_RENW_CWR_POS Renew CWR Instance - with Position
UC_RETIREMENT Retirement

Delete Selected Transactions UC_TRANSFER Intra-Business Unit Transfer - Staff Only
UC_TRANSFER_AC Intra-Business Unit Transfer - Academic Only
GoTo Transaction Status UC_VOL_TERM Woluntary Termination
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Smart HR Transactions — Create Transaction
-

¢ After you select the template, enter the Effective Date for the
HR action. In this example, it is the hire date.

¢ Click the Create Transaction button to initiate the template.

Smart HR Transactions

Select a template and press Create Transaction

Transaction Template 7
Transaction Ty.lp»e|-1" o I Effective Date 10/01/2018 [ I
Select Template UC_FULL_HIRE Q, Full Hire - Staff Only Create Transaction
Transaction Type | Al e Refresh
Transactions in Progress Personalize | Find | &) B First ‘4’ 10f1 "L’ Last
Select Transaction Type Effective Date Name Person 1D Action Country
] JOB 08/25/2018 Jennifer Salazar 10000021 Terminain United States

Delete Selected Transaclions

GoTo Transaction Stalus




Smart HR Transactions — Detalls

N
¢ Use the Enter Transaction Details page to enter the Employee ID,
if needed, and Reason Code.

¢ Each template has a unique list of Reason Codes.

Smart HR Transactions
Enter Transaction Details

The following transaction details are required

Template Full Hire - Staff Only

Organizational Relationship Employes

*Employee ID [NEW ]
“Effective Date 10/01/2018 [31]
Action Hire
"Reason Code [ Hire - No Prior UC Affiliation |
*Address Format | United States V|

Continue Cancel

Important

For new hires, in the Employee ID field, accept the
default of NEW. For all other template transactions,
perform a search to locate the appropriate
employee |D.

Ensure that you entered the correct Effective Date
and Reason Code. These fields are important

entry points for the employee’s record and have
many downstream effects.

In the Address Format field, accept the default of
United States or change to Global, if applicable.
Fields marked with * are required fields and must
contain a value before continuing to the next page.




Job Aid UPK

=)

Template Transactions — Action Reason Codes and
Descriptions

 This is your opportunity to review the job aid.

e Open the UCPath Help site and refer to the Template
Transactions — Action Reason Codes and Descriptions topic.

e Ask your instructor for assistance.
.
b

-
"7//@1'_T'
\
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https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/data/toc.html

Template Transactions - Key Points

¢ The Smart HR Transactions page is the starting point to
initiate any type of template transaction.

¢ Refer to the Template Transactions — Action Reason Codes
and Descriptions UPK job aid for a list of all the templates, the
associated Reason Codes and description.

¢ Comments are needed on the template to further explain the
template transaction. This is important!

¢ Supporting documentation should be attached as needed.
¢ Approvalis required for template transactions.

¢ Benefits Eligibility is determined by job data attributes.
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Lesson Objectives ReviewB

< Having completed this Lesson, you should be
able to:

e |dentify the actions that are processed using templates.

 Review the template transaction system process.

* View current employee information using the Person Org Summary
page.

e |dentify the elements of the Smart HR Transactions page.

 Review the templates, Action Reason codes and descriptions.

* View template transaction status.
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| esson Review
-

Knowledge Check:

¢ You now have the opportunity to assess your knowledge of
the information presented in this Lesson.

¢ The questions and answers presented in this review help you
to determine whether you remember and understand the
important points.
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Multiple Choice

Use the Person Org Summary page to view current
information for organizational relationships, including:

A. Academic Staff
B. Employees only

C. Employees and Contingent Workers (CWR)

D. None of the above

UCI UCPath - Training 32




True or False

UCI and locations use the Smart HR
Transactions page to initiate Smart HR template
transactions.

True.
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Full Hire
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Lesson Objectives -

In this Lesson you will learn how
1: Template Transactions

Overview to:

¢ Verify that a new hire does not
2. Full Hire already exist in UCPath using the
Search/Match page.

¢ Describe the key system steps to
complete a full hire template
transaction.

4: Concurrent Hire ¢ Initiate a full hire template
transaction.

¢ Add I-9 related information in the
Person Profile.

UCI UCPath- Training 3
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Conducting a Search Match




Search/Match Overview
.

¢ Before adding a new hire you must use the Search/Match page
to verify that the employee does not already exist in UCPath.

¢ This page allows you to search using various criteria.

¢ You should perform a search using:

1. The employee’s Social Security number, if you have it.
2. The employee’s first name and the date of birth.
3. The employees first and last name.

¢ Itis best to use multiple search criteria to limit the search results.

UCI UCPath - Training 37




Search/Match Page

Navigation: PeopleSoft Menu > Workforce Administration > Personal Information >
Search for People

Search Criteria o .
Use the Search Criteria section to

5 hT = Ad Hoc Search
earch fype Ferson enter the known person data.
Search Parameter PERSON_SEARCH Person Search The Search bUtton becomes active
Search Result Rule (7 after you enter search criteria.

Search Result Code PERSON_RESULTEx |Q person Search Results

User Default Clear All Carry 1D reset
Search Criteria (7

Search Fields
National Id g SN
In Search Result Code field, always
select PERSON_RESULTS.
First Mame Search Q
Last Mame Search Q
Date of Birth Eﬂ
Gender Q
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Instructor Demo UPK

Searching for People Using Search/Match

* This is your opportunity to view this task on your own.

e Open the UCPath Help site and refer to the Searching for
People Using Search/Match

* Launch the See It version of the topic.

e Ask your instructor for assistance.
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Position Management Overview - Refresher

Position Management coordinates 3 components Position, Person and Job.

b+ =

Position i Person Job
Administrative Assistant : Employee - John John Jones -
! Jones Administrative

Assistant




Full Hire - Key System Steps

Review
Person Org
Summary

page and
search using
Search/Match

Enter full hire
details and
attach Save and
supporting Submit
documentation
as needed

Navigate to Select the
the Smart academic or
HR staff Full
Transaction Hire
S page template
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Full Hire — Overview

The full hire template transactions create a new record for an
employee who receives compensation through UCPath Payroll

processing.
. ¢ Separate hire templates are
Available Templates . .
available for academic and for
Template Description staff full hires.
UC_ADD_CWR Add Contingent Worker - Mo Position Data
UC_ADD_CWRE_POSN Add Contingent Worker With Position . .
UC_COM_CWR Complete Contingent Worker Instance ‘ Fu ” H I re Tem plate - to reh I re
UC_COMNC_HIRE Staff Concurrent Hire/Inter Location Transfer .
UC_COMNC_HIRE_ACZ Academic Concurrent Hire/lnter Location Transfer a n e m p | Oyee that p FEVI O USIV
UC_EXT_CWR Extend CWR Appointment .
UC_EXT_CWR_POSN Extend CWR (with Position) Appointment WOr ke d in @ non-UCPat h
UC_FULL_HIRE Full Hire - Staff Only . .
UC_FULL_HIRE_AC  Full Hire - Academic Use Only bUSIr'IESS unit.
OC_TNwOL_TErRN TV OTOT ATy T e Tt
UC_PERSOMN_DATA  UC Personal Data H _ H
UC_REHIRE UC Rehire - All Employees ‘ Rehlre Template to rehlre an
UC_REHIRE_AC Fehire - Academic H
UC_RENW_CWR Renew Contingent Worker - Without Position em p I Oyee t h at p revious |y
UC_RENW_CWR_POS Renew CWR Instance - with Position . .
UG RETIREMENT [Reiroment worked in the same business
UC_TRANSFER Intra-Business Unit Transfer - Staff Cnly .
UC_TRANSFER_AC Intra-Business Unit Transfer - Academic Only unit ( UCI ) .
UC_ WVOL_TERM “oluntary Termination
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Smart HR Transactions - Page
%

Navigation: PeopleSoft Menu > Workforce Administration
> Smart HR Template > Smart HR Transactions

LUNHIVERSITY

F:?lg;ﬂ:lﬂ UCP ath

Use the Select
Template field to select
the appropriate template.

Smart HR Transactions

Select 3 template and press Create Transachon

Transaction Template
Transaction Tywm Effective Date W,
Select Template = < \ Create Transaction
n i Al P Ref \ .
Vraemmtion Tape! ey Enter the Effective Date
Transactions in Progress (date the transaction
You do not have any transactions in progress becomes Current)_
Go To Transaction Status
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Enter Transaction Details Page

TR
¢ Enter the details for the full hire, review Effective

Date (hire date) and select the Reason Code.

Smart HR Transactions Important
: . e Ensure that you select the correct Job Effective Date (hire
Enter Transaction Details date) and Reason Code.

The following transaction details are required. e These fields are important entry points for the employee’s

Fornmew-hires; accepttne record and have many downstream effects.
default of NEW to allow _ — T
the svstem to Template UC Full Hire - Staff Only
yste . - - Reason Codes
automatically assign the Organizational Relationship Employee
employee ID when the . Academic Concurrent Hire
trar?sa)c/;tion is processed [ Employee ID NEW < Concurrent Hire - Dual Empl
p . Concurrent Hire - Non Dual Emp
by WFA Production. * Effective Date [02/12/2017 el Hire - No Prior UC Affiliation
Rehire, = 120 days break
Seleetthe-R cod Action Hire Rehire, == 120 Days Break
' \ Rehire, fr Layoff-No Pref <120
. . “Reason Code | Hire - No Prior UC Affiliation v| — |Rehire, fr Layoff-NoPref ==120
Click Continue to Rehire, from Layoff-Pref < 120
enter the remaining *Address Format | |nited States v| Rehire, from Layoff-Pref =120
: Rehire: Rehired Retiree
details of the template. Rehire: Reinstatement

\ Confinue Cancel Rehire: Retirment Suspended
Rehire: Staff Recall < 120

Rehire: Staff Recall == 120
Transfer-Inter BU, Demotion
Transfer-Inter BU, Lateral
Transfer-Inter BU, Promotion
Transfer-Inter BU, Undefined
With Prior UC Affiliation




Exercise 2

Navigate to Smart HR Templates. Enter the Effective
Date and select the appropriate Smart HR template.

e This is your opportunity to practice this task on your own.
e Complete exercise 2 in your workbook.

e Ask your instructor for assistance, if needed.
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Pre-hire Requirements

¢ The Pre-hire process allows the minimum amount of an
employee’s personal information to be entered prior to their
start date in order to have an Employee ID generated.

¢ The following items should be obtained before submitting a
Pre-hire:
O Full name (First, Middle or Initial, Last)
O Address
O DOB or SSN
O Email
O Position/Job Title

Once the hire has been approved and processed by the UCPath Center, use the
following to make changes:

e Personal Data Change Smart HR Template for personal data updates
e PayPath for Position and/or Job related updates
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Enter Transaction Information Page

¢

Enter the details for the hire
on each tab.

You must navigate through
all the tabs before the Save
and Submit button is
available.

When complete, click the
Save and Submit button to
submit the template for
review and approval.

Full Hire — Staff Template
Tabs include Personal Data,
Job Data, Earnings
Distribution, Additional Pay,
and Employee Experience.

mart HR Transactions

Enter Transaction Information

Click here to view Header Details

Staff Full Hire Template

I Parsonsl Data Job Ciata Eams Dist Add] Pay Emgioyes B

nerience I

Employee Information

Primary Name - English
“Firet Name =earman
“Last Nams Saalla

Birthday Information

Dats of Birth

Driversity - United States Perzonaize |

Personal Data - United States

i | viewan | L | E&

Mitary Status

Person Education Level

Highaet Educaiion Lewvel A

Person Mational 1D United States

Haticnal ID Typs PR

Person Address 01 - United States

faress Typs | Home
ACOraEs Ling 2
Stats CA

County

Mi0de Hams
Namas Sufin
Fir & 1of1 ' L2t
+
Netional 1D

Aodress Line 1| 124 Man 5

*Postal Cogs | SGEI7
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Full Hire Template
Y

Personal Data Tab




Full Hire Template - Personal Data Page

Personal Data tab is the first
tab on the hire template. It
must be completed before
you can proceed to the four
remaining tabs.

The required fields are
marked with an asterisk (*).

Smart HR Transactions
Enter Transaction Information
Click here to view Header Details
Parconal Data
Employee Information
Primary Name - English
*First Nams =arman
“Last Name Sp/0E
Birthday Information

Dats of Birth i
Diversity - United States
Efhmiy Oroun

1
Personal Data - United States

<00 Dz Earne Dl Adal Py

Pareocaiize | Fing | viewan | 1Y | [B

nmtary Status |

a

Person Education Level

Highest Educstion Level |A

Person National 1D United States

National ID Typs PR

MEods Nams

ame s ]

E:Il_\g_: 1

1of1 b [Last

: : I f ber
not available at the time of hire
it can be left blank and added
later by the Initiator via UC
Personal Data Smart HR
Template.

The SSN verification process

‘will be completed by the UCPC
w \J T\,

Hational I

UCI UCPath - Training 4



Full Hire Template - Personal Data Page (cont’d)

Hse-the-PersonrPhorme-Number-and—

This is the remaining part of the Personal Data tab. Person Email Address sections to

enter personal contact information for an

UC Oath Date

Enter UC Oath — | — , employee.
Signature Date. Person Phone Number Persanalize | Find | View All | B | s First ‘4 1 of p|ease . that ucH director i b
Phone Type Telephone Prefarmed y WI e
" < - integrated with UCPath so you do not
Person Email Address Persanalize | Find | View a1 | (2 | B First ‘4 1 of need to enter work contact details in this
Enter Patent s Email Adarsss -SecHon:
Acknowledgment o = =
Signature Date. UC Patent Acknowledgment
atent Acknuwlecrls?;_legt ) COMedified Patent Ackmnt Sign Dt
Use the Comments field to

UC External System D

enter specific details or an
explanation regarding the
transaction. This field is

Business Unit a External System Q

External System ID

UC 1-9 Information
Tracker Profile 1D D Remote |-3 Section 2 referenced by UCPC WFA
e Production to assist with the
Comments processing of the transaction.

The comments entered here
will become part of the record
or this transaction

Return to Enter Transaction Details Page

Save for Later Cancel Supporting documents
Use the mitrator comments fiefdto enter
Transaction I0: NEW additional information regarding the transaction for
S the location approvers and reviewers of the
transaction. The information entered in this field
L= . R will only be available while the transaction is being
" — processed-by-the-location
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Exercise 3

Complete the Personal Data tab of the Smart HR Full
Hire template.

e This is your opportunity to practice this task on your own.
e Complete exercise 3 in your workbook.

e Ask your instructor for assistance, if needed.
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Full Hire Template

Job Data Tab

A*
L)
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Full Hire Template - Job Data Page

Once the Personal Data tab has been completed, the Initiator can proceed to the Job Data tab.

DSty S The position must already exist in the system before the hire
Click here to Hide Header Details template can be entered.

Template: UC_FULL_HIRE Harme:

ey Dt STREEOSS ActionAction Reason: HIRY After the Position Number is entered, many of the other fields
Employee ID: HNEW Employee Record:

Persona Ea:il Job Data Earms Dest Addl Pa Employes Ult and are VIeW_OnIV I
Empiloyee Informanon

For staff, the Employee Classification field does not
default and must be manually entered.

Work Location - Position Data

I *Pasition Number k0120014

Work Location - Job Fields

Employee Classification refers to Appointment Type in
PPS. Please note that the associated numbers and
options available have changed. Click on the look up
box to see the full list of options available.)

Business Unit IRCMP D
Location Code C-2132 Establi
Job Information - Job Code

Job Code 000355

A A For academic personnel, the Employee Classification
FLOA Shtus e = field defaults and is view-only.

Job Labor - Union Code

Union Code 28 Union 5 rity Date

Standard hours and FTE also
default from the position. Please see
the next slide for further information
......1on how to update position and job
FTE.

Job Information - Reporting Information

Reports To Position
Number

Job Information - Employee Classification

*Employee Classification = Classified] Lz

Job Information - Standard Hours

qqqqqqqq

Standard Hours T.200000 FTE 0.420000

UC Job Data
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Searching for Position Number
Y

Look Up Position Number

Position Number| begins with « ||

Description| begins with  ~

Fosition Status| = " >

Business Unit| begins with

Department| begins with

Job Code| beqgins with «

2R 0

Reports To Position Mumber| begins with

Look Up Clear Cancel | Basic Lookup




Changes to Position and Job FTE

FTE (Full-Time Equivalent) will no longer indicate a permanently
budgeted position like in PPS. In UCPath, it will only reflect the
employees percentage of time worked.

UCPath: FTE can be either changed at position or at a job level.

Changing Position FTE

1. Vacant positon — changes to FTE for 1. You can also keep the position FTE as
vacant positions can be done via the 1.00 and only change the job FTE. This
Position Control Form (PeopleSoft Menu > UC will require you to first decouple the
Customizations > UC Extensions > Position Control position and ]Ob FTE so they are
Request). independent. Once decoupled the job

2. Filled position — changes to FTE for filled FTE can be adjusted as needed.
positions can be done via PayPath. e See UPK “Initiate Job Data FTE Override PayPath

Transaction (Staff/Acad)” for step by step

e See UPK “Initiate Position Data Change PayPath instructions.

Transaction (Acad FTE Change) or (Staff FTE
Change) for step by step instructions.
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Full Hire Template - Job Data Page cont’d

This is the continuation of the Job Data tab. As mentioned earlier separate hire
templates are available for academic and for staff full hires. Some fields on UC Job
Data Section are different for staff and academics. The example below includes a
staff version of the section. Both templates are covered in the UPKs hire simulations.

Enter the relevant Trial
End Date if applicable.

Employment [ ERIT/ Phased Retirement End Date

should be left blank.

Alternate Work

Week displays any

UC Job Data

Enter the Probation End Date and select
the relevant Probation Code from the drop
down menu. See below for the list of
available option

Probation Code

Mone
Probation Complete, Other Job
Probation Completed
Within Prob, Ext-Chag of Spwsr

. | Within Prob, Ext-Dept Head
Within Prob,Ext-Job Transfer

Probation Code | Probation End Date

rial Employment End
Date

ERIT/Phased Retirement
End Dt

Within Prob, Ext-LOA
] Within Prob,Ext-Lack of Train
= Within Prob,Ext-Sig Chg in Dty

Within Probation

alternate schedule
the employee is

Location Use End Date

Location Use Type|

working.

rSetectthe Review

Type for which the

Alternate Work Week | 7/40 M PY Career Duration |
UC Employee Review
Review Type| v| Mext Review Date

employee is eligible.
See below for the list
of available review

-types

Review Types

Job

Annual Performance Appraisal
Eligible - 6 Month Increase
Eligible Sp. Performance Award
Eligible for Merit Increase
Eligible for Trainee Increase

Mo Salary Review - At Maximum

- Salary Plan

Salary Adminigtration Salary Grade

Location Use Type

Funding End Date
LA: Dual Employment Job
MSTP Review

Review Job

Feview Remaining Budget
Temporary Off-Scale

and Salary Grade default from
position. The Step can be

Temporary Reduction in Time

End Date are optional fields designed
for local reporting use only. They fulfill
the requirement for locations to track
end dates per job record that may
relate to funding, etc. An example of
this might be setting a reminder for the
expiration of contract/grant funds. See
below for the list of options available
uriacer LoOCalion use type.

56

UCI UCPath - Training



Full Hire Template - Job Data Page cont’d

The example below shows the UC Job Data Section for an Academic full hire. For more information and detailed
steps for the academic hire see the UPK “Initiate Full Hire Template Transaction (Acad)”

Academic Duration of Appt.

Continuing {Linit 18)
End Date {Academic Term Appts)
Indefinite

Potential Security

ecurity (LSOE)

enure Track (Ladder Rank)
enured

‘Select the appropriate Academic
Duration of Appt. from the list. See left
for the list of available duration types.

[rm i P A, . I L R L L o b 1 S N S, S e W SO T TP, O Y

UC Job Data
Academic Duration of v | Location Use End Date
Appt
Location Use Tyrpe| v| Post Docs Anniversary
Date

ocation Use Type and associate
Date are optional fields designed for local
reporting use only. They fulfill the
requirement for locations to track end dates

If applicable use this field to enter
Post Docs Anniversary Date.

Location Use Type

; ; Funding End Date
per job record that may rglate to func!mg, — LA: Dual Employment Job
etc. An example of this might be setting a NSTP Review
reminder for the expiration of contract/grant Review Job
funds. See right for the list of options Review Remaining Budget
unds. See rig p Temporary Off-Scale
available under Location Use type Temporary Reduction in Time

UCI UCPath- Training 57



Exercise 4

Complete Job Data tab on the Template Transaction

e This is your opportunity to practice this task on your own.

Complete exercise 4 in your workbook.

Ask your instructor for assistance, if needed.

at Compensation.
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Full Hire Template

Entering Compensation

A

s&;
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Full Hire Template - Compensation

Fields
.

Job Data tab is also used to enter compensation for the employee.

¢ Comp Rate Codes are used to define each component of the employee's base salary.
¢ Compensation Rate is the amount paid at the compensation frequency.

requency

field defines how the quoted compensation amount is presented:
A = Annual amount
H =Hourly amount

Job Compensation - Pay Components Personalize | Find | View All | £ | B First ‘4 1of1 ‘&' Last
Comp Rate Code Compensation Rate Compensation Frequency Rate Code Source
1[UCHRLY Q 18.550000|[H Q, Salary Step [+] [=]

Work Location - Expected Job End Date
Expected Job End Date [=1]

N the JOb Compensation - Payroll currency and
Job Compensation - Payroll Currency and Frequency Frequency section the Compensation Frequency field

R . defines how the total compensation is actually paid out to
Compensation H Q,
Frequency \ the employee per paycheck.
= T — = p—— = e ————

| For example, Monthly, Hourly, 9/12, 1/10.

This field defaults from the job code and can be
overridden if there is a need to sync up pay cycles
between two or more jobs
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Compensation Detalls
N

¢ Many employees have only one pay component but others may
have components like Off Scale or Negotiated/Incentive
Components.

¢ There are certain job codes for which the pay itself is expected to
be a flat amount (paid out as additional pay).
* In these situations, the compensation section in Job Data is left blank.

e This keeps the employee in a pay group that is considered payable so
additional pay can process the flat dollar amount.

¢ There are other employees who do not receive compensation
from UC.

e These employees should have a comp rate of UCWOS (without salary).

e This places them in a pay group that ensures payroll is not processed for
them.

For more information on Additional Pay and Without Salary, please refer to the PayPath Part 1 course.
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Multiple Components of Pay (MCOP)

¢ Staff employees: there is very little need for MCOP (outside of Staff
Physicians).

¢ Academic employees: MCOP is more frequent especially if the employee
is in the Health Sciences Comp Plan (HSCP) or Negotiated Salary Trial
Program (NSTP), which also has a base and incentive component.

Job - Salary Plan

Salary Administration 7003 Salary Grade 2
Plan
Step 2
Job Compensation - Pay Components Personalize | Find | View All | &Y | &5 First ‘& 1-20of2 ‘& Last
Comp Rate Code Compensation Rate Compensation Frequency Rate Code Source
1 UCANMNL 29300000000 A Salary Step @
2 UCOFF1 10000.000000 A Manua @
Job Compensation - Payroll Currency and Frequency
Compensation UCg12
Frequency
L lnh B4
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Multiple Components of Pay (MCOP)

¢ HSX = Base Compensation — also known as “X”

¢ HSP = X Prime Compensation - Based on assigned Academic Program Unit/academic
specialty and determines rate from salary tables on the AP website. APU 0-9

¢ HSAX = Above Scale X Compensation

¢ HSAP = Above Scale X Prime Compensation — This is the amount over the APU level
selected determines the multiplying factor to the Academic Salary Scale 1-9.

¢ HSN = Negotiated Compensation - Negotiated between faculty and department chair
every fiscal year. It is manually entered.

¢ OFF1 = Off Scale Compensation - This is the amount that is above the published X and X
Prime rates. (not shown below)

Earnings Distribution Typs: By Amout Comp Rate: 32415 166867 Standard Hours: 4000 Pay Frequency: | UC_FY|Q o 1anz-Fy
Pay Components Persoralize | Find | 22| R First ‘4 1-5of5 '»' Last
Fale Cods C-omnp Fade Coormpen s-athon [Fraguanoy
1| |LCHSAR i ||5,000.000000 AT x| |=
2 [LCHSAX 0, [16.500.000000 AT ] =
3 [UCHSN O ({199, 152.000000 AT =
LCHSP ) |[58.200,000000 A || =
5| LMCHEEX 1 [194,100.000000 i || |-
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Academic Contract Pay - Overview
%

1. Contract Pay in UCPath pays faculty, or other academic employees, who must
be paid a set amount over a period of time. Only employees paid Academic
Year (AY) use Contract Pay.

a. Even though they are normally hired and paid AY, 9/9 or 9/12, when they are placed on
Contract Pay, their monthly Compensation Frequency is updated to C.

b.  Fiscal Year employees do not need Contract Pay because their pay is automatically prorated
and/or retro-payments can be made.

2. Contract Pay can be requested using a template transaction during hire,
rehire or transfer.
3. Contract Pay compensation can be quoted in two ways:

a. Where the employee is entitled to receive the full annual rate per the Salary Step.
b.  Where the annual rate is manually prorated and entered as an override on the template.

4. You must enter a Comment on the template to indicate contract begin and

end dates.
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Contract Pay - Full Rate Sample
%

¢

When the employee is entitled to receive the full
annual rate the template entry might look like this:

Job - Salary Plan
c-..u-.- :..'. :

Salary Administration T001
Plan The Step entry defaults the UCANNL Comp
Rate Code and the Compensation Rate.

Step 7
Job Compensation - Pay Components The UCOFF1 amount may also added. ] First 'Y 1-20f2 '* Last
Comp Rate Code Compensation Rate /Cumpansatinn Frequency Rate Code Source
1 |UCANNL C{ 137000.000000 |A 1_{ Salary Step o =
2 [UCOFF1 Q 47500.000000 A C)\ Manual | |=

Job Compensation - Payroll Currency and Frequency

*Compensation C Q
Frequency \

Work Location - Expected The Compensation

Expected Job End Date| |Frequency is C. End Job Automatically
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Contract Pay - Prorated Sample

¢ When the employee is entitled to a prorated annual
rate the template entry might look like this:

Job - Salary Plan
Salary Administration T018 Salary Grade |

Plan The Comp Rate Code was manually
entered as UCCNTR. This allowed the

Step 1 Location to prorate and manually
update the Compensation Rate.
Job Compensation - Pay Components / Personalize | Find | View All | Ed I lm- First 4 10f1 ! Last
Comp Rate Code Compensation Rate Compensation Frequency Rate Code Source
1 |UCCNTR Q 40102.000000, A Q@ Manual e

Job Compensation - Payroll Currency and Frequency

Compensation C B B
Fp:'equency ] The Compensation Frequency is

C which allowed the Location to
override the Comp Rate Code.
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Exercise 5

Complete the Compensation section of the Template
Transaction.

e This is your opportunity to practice this task on your own.
e Complete exercise 5 in your workbook.

e Ask your instructor for assistance, if needed.
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Full Hire Template
Y

Expected Job End Date




Expected Job End Date Field - Staff
%

¢ For short term assignment or temporary hires, enter the date the

position ends in the Expected Job End Date field.
 Non-Academic employees are automatically terminated in UCPath on this date.

Job Compensation - Pay Components Personalize | Find | View All | 2] B2 First ‘&' 1of1 &/ Last

Comp Rate Code Compensation Rate Compensation Frequency Rate Code Source

1[UCHRLY a 12550000 [H Q) Salary Step [+] [=]

Work Location - Expected Job End Date

Expected Job End Date El

Job Compensation - Payroll Currency and Frequency

*Compensation H o'}
Frequency

¢ Locations must monitor expected job end dates and, if needed,

update/extend the expected job end date (in PayPath Actions) to
ensure the termination does not occur.

¢ Areport will be available to help with Expected Job End Date

monitoring.
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Expected Job End Date Field - Academic

¢ For Academic templates, the End Job Automatically check
box appears next to the Expected Job End Date field.

e Select the check box to automatically terminate the employee on the
Expected Job End Date.

e Ifthe check box is not selected, the employee is not automatically

terminated.
Job Compensation - Pay Components Personalize | Find | View All | @| @ First ‘4 1of1 ‘&' Last
Comp Rate Code Compensation Rate Compensation Frequency Rate Code Source
1 [UCANNL Q 93400.000000] [A @, Salary Step [+] [=]
Job Compensation - Payroll Currency and Frequency
*Compensation |V o}
Frequency

Work Location - Expected Job End Date

Expected Job End Date [#] L1 End Job Automatically

+eturn to Previous Page
h“-—h——#-“_“-"d ey v ama i - M - :
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Expected Job End Date

Y
The Expected Job End Date is required for the employee groups listed below. These
employees will be automatically terminated upon the expected job end date entered
if the End Job Automatically checkbox is checked.

Staff Employees e Contract
e Limited
e  Student
e  Floater

. Rehired Retiree

Academic Employees e  Contingent Worker — Academic
* Non-senate academics, the general groupings include:
*  Specialists
*  Project Scientists
*  Professional Researchers
*  Postdoctoral Scholars
*  Unit 18 Lecturers (otherwise known as Non-Senate Faculty (NSF))
e Academic Coordinators
*  Academic Administrators
*  Visiting Titles
*  UNEX Teachers
e Student Academic Titles
* Academic Recalled Employees
* Non-tenured Professors (Clin X, In Residence, HS Clinical, Adjuncts)
*  Lecturers with Potential Security of Employment
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Exercise 6

Enter Expected Job End Date on Template Transaction

e This is your opportunity to practice this task on your
own.

e Complete exercise 6 in your workbook.

e Ask your instructor for assistance, if needed.
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Benefits Eligibility Process Overview
%

Benefits Eligibility is a system-driven, custom process that analyzes and determines
eligibility using job data fields. Multiple jobs, if applicable, are combined and analyzed
as a whole to determine benefits eligibility. The following information is reviewed for

. . ’ .
a” JObS In an employee S record. Personal Data Earns Dist Addl Pay Employee Experience

Employee Information

‘ J Ob Code attri butes Work Location - Position Data
*Position Number 40119871 Q.
¢ Em p|oyee C|assiﬁcation Work Location - Job Fields
Em I ClaSS Business Unit IRCMP Department IRS071
( p ) Location Code C-9100 Establishment ID |UCI
‘ Appoi ntment Du ration : Job Information - Job Code
. . Job Code 000280
If appllcable Job Information - United States
" " atus Exempt
¢ Full Time Equivalent .
Job Labor - Union Code
(FT E) Union Code |99 Union Seniority Date El]
Job Information - Reporting Information
Reports To Position
A Be aware that system notifications — —
(emails) are automatically sent to J‘j:’ 'l““; _'rE“’t_‘""‘;e —oee Ponfion o o
employees after benefit eligibility and ikt 2 B

self service events are finalized for the
employee and the overnight batch
process completes.

Job Information - Standard Hours

Standard Hours 40.000000 FTE 1.000000
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Full Hire Template
Y

Job Earnings




Job Earning Distribution Page

N
Earns Dist is the third tab on the hire template.

¢ Job Earnings Distributions (JED) can be used to indicate the
compensation should be paid using a different Earn Code other than REG.
For example, HSCP or NSTP.

Personal Data Job Data Earns Dist Addl Pay Employee Experience

Employee Information

Job Earnings Distribution Type

Earnings Distribution Type| Mone v| Aggregate Comp Rate
Job Earnings Distribution Personalize | Find | View All | IE—'l Q First ‘4" 10of1 '*' Last
Earnings Code Compensation Rate Percent of Distribution
1 # [=]

Return to Enter Transaction Details Page

Save for Later Cancel Supporing documents
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Job Earnings Distribution (cont’d)

¢ Job Earnings Distribution (JED) is mostly automated and populates

distributions By Amount or By Percent in the Job Earnings Distribution
section.

¢ The earnings codes are pulled in based on the Comp Rate Codes in the
Pay Components section.

| Personal Data || JobData || Earns Dist || AddlPay || Employee Experience

Employee Information

Job Earnings Distribution Type

Earnings Distribution Type | By Amaunt v | Aggregate Comp Rate 7933.330000
Job Earnings Distribution Fersonalize | Find | View &ll | @l @ First ‘&' 1-20f2 '} Last
Earnings Code Compensation Rate Percent of Distribution
1|HsP Q 2000.000000 [+]: [=]
2|HSR a 5933330000 =l

Return to Enter Transaction Details Page

Save and Submit | Save for Later || cancel | Supporting documents
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Job Aid UPK

Template Transactions — Job Earnings

 This is your opportunity to review the job aid.

e Open the UCPath Help site and refer to the Template
Transactions —Job Aid: Earnings Code Configuration topic.

e Ask your instructor for assistance.
.
b

7
’,?//L‘LLI"‘“‘"
\
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https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/data/toc.html

Full Hire Template

Other (Tabs) Pages
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Additional Pay

¢ There are some cases where an employee's base salary is
paid through Additional Pay using a flat dollar amount.
e Most commonly for UNEX instructors.
e No Compensation in Job Data.
¢ Additional Pay is also used for recurring payments.
e Recurring payments are paid over multiple, consecutive pay periods.

e Recurring additional pay can be submitted on the hire templates
(Full Hire, Rehire, Concurrent Hire).

Personal Data || JobData || Earns Dist I Addl Pay I Employee Experience

Employee Information

Additional Pay Personalize | Find | View All | &2 | [ First ‘4' 10of1 '®' Last
Effective Date Earnings Code Reason for Additional Pay Earnings End Date Add'l Pay Amount Hou
1) 062442019 Eﬂ SAS a |NEW."—‘~dditiUnaI Pay w | |0GI26/2020 Eﬂ 500.00
£ >

Return to Enter Transaction Details Page

Save and Submit | Save for Later || Cancel | Supporting documents

Example of recurring additional pay setup on hire template
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—ull rirc (odall) lcilipiatc—
Employee
¢ The last tab of the Full Hire template for Staff Employees is called Employee

Experience.

¢ Use the fields on this page for represented staff to enter data related to the
employee's prior work experience. Recording this information in UCPath is
helpful in determining new compensation rates for the new hire.

¢ Theinformation entered in the Employee Experience section is copied to the
employee's UC Employee Experience page after the template is fully processed
by UCPC WFA Production.

Personal Data Job Data Earns Dist Addl Pay Employee Experience

Employee Information

Employee Experience Personalize | Find | View All | @l @ First ‘4’ 1 of1 '*' Last
Employer Hame Job Description Start Date End Date UC Relevant Experience UC Relevant
! Bl R O
£ >

Return to Enter Transaction Details Page

| Save and Submit || Save for Later || Cancel | Supporting documents
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Person

%
° T h | t t b f t h Template: UC_FULL_HIRE_AC Name:
e a S a O r e Effective Date: 10/07/2019 Action/Action Reason: HIR/MHIR (Hire - Mo Prior UC Affiliation)

F u I I H i re Aca d e m iC Employee ID: NEW Employee Record:
. Personal Data Job Data Earns Dist Addl Pay
template |S CaIIEd the Employee Information

JPM Degrees

Pe rson PrOfi Ie. *Effective Date El *Degree Q

Education Field Q . . a
. Caution: If you click
e |tis usedto record State a scne| anywhere in thisbox, all |

. . fields will be required.
Degree I nformatlon Year Acquired DTerminaIDegreefcr[}iscipline
and Oath & Patent Uc Oath Date
. Oath Signature Date [5]
signature dates.

School Description

UC Patent Acknowledgment

Patent Acknt}wledsgme[r;: El [ modified Patent Ackmnt Sign Dt
. . ign
e Effective Date is the
Employee Experience Personalize | Find | View All | @I @ First ‘&' 10f1 “*/ Last
date Of the entry not Employer Hame Job Description Start Date End Date UC Relevant Experience UC Relevan
1 E] | O
the degree. ) ;

Return to Enter Transaction Details Page

Save for Later Cancel Supporing documents

Transaction ID: MNEW

Initiator Comments:
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Tracker Overview - |I-9

Tracker is used across UC to manage the government form I-9 and
administration of the E-Verify process. For Tracker to do this, the system
requires data integration between Tracker and UCPath.

-9 Information

¢ From UCPath to Tracker:

e When an employee is hired, rehired, transferred (intralocation or
interlocation) or terminated in the system, UCPath sends data real-time
to Tracker using a webservice.

¢ From Tracker to UCPath:

e When an I-9 has been completed in Tracker or when an employee who
has a work authorization (subject to expiration) updates their work
authorization, certain pieces of data return to UCPath real-time using
webservice.
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1-O Information in UCPath

¢ Locations have the option to process their I-9s in Tracker prior to
initiating the hire template. When I-9 information is processed in
Tracker, the employee is assigned a Tracker Profile ID.

e Locations must manually enter the Tracker Profile ID on the Job Data
page on the hire template.

UC 1-9 Information

Tracker Profile ID [ Remote 1-9 Section 2
e Y~ S e S e aaan Mheaam  aa B aenl L e e sie el

e After the hire template is saved to UCPath by UCPC WFA Production,
UCPath copies the Tracker Profile ID to the employee’s UCPath Person
Profile page.

* The Tracker Profile ID links UCPath with Tracker and allows the I-9
information entered in Tracker to be interfaced to the Security
Clearance component in UCPath.
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Happiest of Paths for I-9

There are three scenarios that can occur when providing the Tracker
Profile ID to UCPath:

;«_f; ¢ Scenario 1: If tracker is completed prior to initiating the template transaction, the
initiator must obtain and enter the Tracker Profile ID manually into the SMART HR
Template when completing it.

4. ¢ Scenario 2: Initiator submits the SMART HR Template with an SSN, once the
template is approved Tracker sends the employee a link to go into Tracker to setup a
profile and complete information. Tracker then updates UCPath with the Tracker
Profile ID.

¢ Scenario 3: Initiator submits a Pre-Hire using the SMART HR Template but does not
provide an SSN. In this scenario Tracker may not have the information needed to
send an email link to the employee. So the Initiator will have to go Tracker to obtain
the Tracker Profile ID as well as go into UCPath (PeopleSoft Menu > Personal Profile
> UC I-9 Information tab) after the employee is hired to add the Tracker Profile ID.
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Additional Types of Hires

=
¢ Academic employee with an off-scale component
¢ Without salary appointment

¢ With salary paid as Additional Pay
(e.g. recreation program instructors)

¢ Someone with negotiated salary only
(e.g. coaches Iin Athletics)

An employee with NSTP
Volunteer

Retro Hire

Student on Work Study
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Contingent Workers (CWR)

¢ Contingent Workers

* Have a relationship with the University.
* Do not receive pay from the University.

* Only Contingent Workers who supervise others are
required to have a position. Otherwise they do not
have positions.

* Two separate templates for adding CWRs: with and
without positions.

¢ UC Net ID will automatically be created for the CWR once the SMART HR template has
been processed into UCPath.

¢ UCI Employee Roster report will include CWR job end dates to help the supervisors keep
their data current.

¢ Some CWRs may be required to sign Patent Acknowledgment as a condition of access to
University research facilities or contracts, grants, or other funds through the University.

¢ CWRs will have access to the Self Service Portal.
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Contingent Workers — Examples
—
Staff/Student Volunteer

Staff Intern

Individual Contractor / Consultant (paid through Accounts Payable)
Visiting Student (Graduate and Undergraduate)

Visiting Scholar

Clinical Associate / Admitting Physician

Research Fellow / Associate

® & & O O o oo o

Development Supporter
Consult your Academic Personnel Coordinator or Human Resources
for guidance on entering these types of hires.
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Contingent Worker Job Codes

Job Code
number
begins
with CWR

Job Codes
available
for CWRs

Description specific. Information UC Position

Position Information

Position Number NEW
Headcount Status Open
*Effective Date|11/08/2019 |

*Reason|NEW 2

Data =l

New Pog

Position Status | Approved

S |

Job Information

*Business Unit IEF_I_I.'IP [

sy el

Reg/Temp
Shift Mot Applicable
Title
Work Location
Reg Region USA
Department |
Location

Reports To|

Snnervisor 1wl

P o B

UEC Irvin

United

—ET I UL SHH

Job Code | begins with <. [|[CWH

Description

begins with

Look Up Clear Cancel

Search Results

View 100 First ‘&' 121021 & Last
Job Code Description

CWRO01 UCE Student Faciltator
CWRO0Z2 LBULTOE Post Doc

CWRO03 Visiting Student Res-Graduate
CWRHO04 Staff Intern

CVWROOS Affiiated Research Institute
CWRO0E Ind Contractor/Consultnt
CWROOT Clin Associadmiting Physician
CWRO0D Temp Agency Staff-Health
CWRO10 Temp Agency Staff-Mon UC
CWRO11 Staff Volunteer

CWR012 Trawveling Murse

CWR013 Community College Instructor
CWRO14 Affiliated Organization
CWRO1S Visiting Scholar

CWRO1S Visiting Student Res-UnderGrad
CWR017 UC Employee - Different BU
CWH018 UC Beard of Regents
CVYRO19 Staff Emeritus

CWRO20 Student Volunteer

CVWROZ21 Research Fellow

CWROZ2 Research Azsociate

Bas=ic Lookup

89
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Contingent Worker (CWR) Templates

%
CWR with or without a position

Template De=scription
‘ Add a- CWR UC_ADD_CWR Add Contingent Worker - Mo Position Data
UC_ADD CWRE_POSN Add Contingent Worker With Position
UC Col CWE Complete Coptingent Worker Instance
‘ EXtend a CWR UC_CONC_HIRE Staff Concurrent Hiredinter Location Transfer
UC CONC _HIRE_AC  Academic Concurrent Hirellnter Location Transfer
UCEXT CWR Extend CWR Appointment
¢ Com plete a CWR* UC_EXT_CWR_POSN Extend CWR (with Position) Appointment
* _ UC_FULC_HIEE FOTHIre - Stan only
Only one template; not a separate UC_FULL_HIRE_AC  Full Hire - Academic Use Only
t late it UC_INVOL_TERM Involuntary Termination
emplate Tor a position UC_PERSON_DATA  UC Personal Data
UC_REHIRE UC Rehire - Staff Only
UC_REHIRE_AC Rehire - Academic
‘ Renew a CWR UC_REHIRE_REI Rehire Reinstatement - For Staff Appointments

UC_REHIRE_REI_AC Rehire Reinstatement - For Academic Appointments
C_RENW_CWR Renew Contingent Worker - Without Fosition
C_RENW CWRE_POS Renew CWR Instance - with Position

UC_RETIREMENT  Retirement

Note:
Remember to review the Person Org Summary and

Search/Match before Adding a New CWR to prevent UC_TRANSFER Intra-Elus?ness Un?t Transfer - Staff Dl'll::."
duplicates in the system. UC TRAWNSFER_AC  Intra-Business Unit Transfer - Academic Only
UC VoL TERM Woluntary Termination
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Instructor Demo UPK

Initiate Add Contingent Worker (With Position)
Template Transaction

* This is your opportunity to view this task on your own.

e Open the UCPath Help site and refer to the Initiate Add
Contingent Worker (With Position) Template Transaction

* Launch the See It version of the topic.
e Ask your instructor for assistance.
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Templates — Additional Notes

¢ Allow approximately 14 business days for sufficient time
for AWE approval and UCPC processing.

¢ For immediate hires, contact UCPC.

¢ Remember: Verify the Effective Date when you enter any
data in UCPath.

¢ After initial Template process, PayPath is used to make
changes to employees’ job data.
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Full Hire - Key Points

¢ The Search/Match page along with the Person Organizational
Summary should be reviewed before initiating the Full Hire
template to ensure the person does not already exist in UCPath.

¢ The Pre-Hire process can be used to expedite getting someone
hired.

¢ If adateis entered in the Expected Job End Date field for a staff
employee, their job will auto-terminate on that date.

¢ If adateis entered in the Expected Job End Date field for an
academic employee, their job will not auto-terminate unless the
End Job Automatically box is checked.

¢ There are specific templates used for Contingent Workers
(CWRs).
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Lesson Objectives ReviewB

< Having completed this Lesson, you should be
able to:

e Use the Search/Match page to search for someone to
ensure they are not already in the system.

* View current employee information using the Person Org
Summary page.

 Describe the steps to initiate a full-hire template.

 Explain how benefits eligibility is driven by attributes on
employee’s Job Data.
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| esson Review
-

Knowledge Check:

¢ You now have the opportunity to assess your knowledge of
the information presented in this Lesson.

¢ The questions and answers presented in this review help you
to determine whether you remember and understand the
important points.
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Multiple Choice

How many tabs are on the full-hire template:

o0 ® P
o Ul B~ W
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True or False
-

If you don’t have information to enter in the
Earnings Distribution tab while completing the
Full-Hire template, skip that tab and proceed to
the Additional Pay tab in order to submit the

transaction.

False.
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Approvals and Transaction
Status
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Lesson Objectives

1: Template Transactions In this Lesson you will learn how
Overview to:

¢ Describe the steps in the approval
process.

¢ Understand the effects of the three
approver actions.

2. Full Hire

3: Approval and Status

¢ Look up the status of a transaction.
4: Concurrent Hire




Location Approval
Workflow Engine (AWE)
Overview

N 4

v
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AWE Approvals

When a transaction is submitted by the initiator, AWE routes the
transaction for review and approval.

HIRE
Transaction: T000014303, ID: NEW, Effdt: 2019-02-08, Unit: IRCMP:Pending
HIRE
F’f—'"tlirr:ul - Approver 1 shows when there is
dultiple Approvers
o Adowtinee 1 - Hi only one level of approvals.
Initiator is not an approver
HIRE
Transaction: TOD0D14297, ID: NEW, Effdt: 2019-02-07, Unit: IRCMP:Fending (- viewHide Comments
HIRE
Skipped o .
Andrea Gamison The initiator is also an AWE approver.
¥ i The initiator was skipped because you
Pending cannot approve your own transactions
@ Aomrovert “Hew in UCPath.
Comments

Initiator is also an approver so they were skipped in the approval flow
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Ad-hoc Reviewers and Approvers

N
Additional reviewers and approvers can be added by accessing the
Ad-hoc feature ([#) in the approval workflow.

HIRE

Transaction: T0O00014096, ID: NEW, Effdt: 2018-11-01, Unit: IRCMP:Pending
HIRE

Approved h
.+
SCarolyn Murry - UCI *

« Approver 1 - Hire

12/07/18 - 2:40 PM L
» INsert additional approver or reviewer
Choose an approver or reviewer to insert
User IDx ')
lncartae @ weeeeo_ |
HIRE
Transaction: T000014096, ID: NEW, Effdt: 2018-11-01, Unit: IRCMP:Pending
HIRE
Approved Reviewer Pending
$Carolyn Murry - UCI b SSheila Mercer - UCI b SAngel Rivera - UCI
Approver 1 - Hire Reviewer Inserted Approver
v 12007118 - 2:40 PM 6 @
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Location AWE Approver Options

-
15t AWE Approver (Approver 2)

Transacion Datadls

Approve |2a) Edittransaction, if needed

Trangaction TOHO0014006 Transasction Status  Pendng
(1]
d Hire Dtails Personakze | Find | View AR | &2 E5 First & f0f1 & Last
M Typer of Hire Start Date Acticn
! Cassandra Perhy! Employee 112018 HIR A

b) Route to the next level of

Initiator Comment

approval*
and/or Requester ID 10125223 SKaren Tano - UC
Requesied 1207THE So43.54 0000004AM
c) Submit for processing by UCPC. Approve Pushback Deny
Deny Enter comments and deny transaction. Approver Comment

It routes back to initiator - no additions
or changes reflected in UCPath.

Transaction: TO00014036, ID: NEW, Effdt 2018-11-01, Unit: IRCMP:Fending
HIRE

Approved = -
2"d AWE Approver* v dommeiiue 7
Pushback Enter comments and push the

transaction back to lower level
approver (Approver 1).

* A second or third AWE approver can appear if an ad-hoc department approver adds another approver using the Ad-hoc functionality.
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AWE Notifications

Type of Notification

Transaction Action Initiator Approver(s)

Submitted Email Email & Worklist

Approved at any Level Email & Worklist to Next Approver
Receives Final Approval Email

Denied Email Email to Previous Approvers

Pushback Email & Worklist to Previous Approvers
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Transaction Status
.

Use the following pages to view the status of template
transactions.

— SS Smart HR Transaction Page — UCI

Use to view template transactions and their status in the approval workflow. This page
allows you to search for and view template transactions within the Business Units for

which you have access.
PeopleSoft Menu > UC Customizations > UC Extensions >SS Smart HR Transactions

Transaction Status Page — UCPath Center

Use to view the status of template transactions that have completed the approval workflow and
are being processed by UCPath Center WFA Production. This page allows you to search for and
view template transactions you have submitted, as well as those in departments for which you

have row-level security access.
PeopleSoft Menu > Workforce Administration > Smart HR Template > Transaction Status
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SS Smart HR Transactions

Navigation: PeopleSoft Menu > UC Customizations > UC Extensions >
SS Smart HR Transactions

UMINVERSITY

Not Available B UCPath

drpitd 3

Primaary Titha-
Mot Available

Employea ID:
Mot Available

Sanvica Dabac

555 mtHR T ti
Mot Available ma ransactions

Enter any informaticn you hawe and click S=anch. Leawe fields biank for 3 list of 3l valuss.

Waorkforce Admini... Find an Existing Value Add 3 New Walue

Personal Informatiz. Search Criteria

Job Information Transaction I0
riame
Smart HR Template Empl ID[begins with ~|
cton [Begine wih ]

Approval Status|= wel | [

B

O case Sensitive

=2
Search Chear Basic Search & Sawve Search Criteris
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SS Smart HR Transactions Page

Use the SS Smart HR Transactions page to:

¢

¢
unit.
¢

Review who the approvers are.

55 Smart HR Transactions

Transaction Details

To view the template
transaction details,
click the Name link.

Hire Details

N

Hams

1 Bojan Petrowic

Transaction ID TOODI1 2548

Transaction Status Approwed

Personalize | Find | WView All

Type of Hars start Dats

Emgpiaypes DET,

Initiator Comment

Requester ID 10272008

Requested

1029

Mick Fisher

18 10:17:45.000000M

Approwver Commment

Vol Termination

Transaction: TO00013646, ID: 10123918, Effdit: 2018-06-02, Unit: IRCMP:Approved (= ViewHide Comments

Sl Termilnatian

Approved

S5heila Mercer - UICI

ol Terminglion A2
10295 - 11:01 A
Skipped
g Mick Fesher
== \foi Tenmination A2
OIS - 1017 AN

Comments

o Return to Search

Prewious in List -

= B

View the template transaction details and where it is within the approval workflow.
View transactions you have submitted along with all transactions submitted within your business

The status appears at the top of
the page and also at the bottom of

the page.
Fist 'A 1of1 'R Last
Actron Country
TER usAa

Mext in List | Motify

This section displays the Location
approvers to which the transaction is
routed. To display the specific
Location approver name(s), click the
Name/Approver link.
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Transaction Status Page

™
Navigation: PeopleSoft Menu > Workforce Administration > Smart HR
Template > Transaction Status
Transaction Status
The following transactions are pending, canceled or have been processed by Human Resources.
HR Review Status [4] v Business Unit Q . .
Transacion Type & S - needed to filter the displayed
Transacton Status [ = et Name transactions. Start Date From
and To = effective date of the
Start Date From |00/16/2018 |[3) To |10/06/2018 |[5) Last Name o
ction
Refresh Clear Download
Transaction Status (2 Personalize | Find | View 100 | @l Q First ‘4’ 1.50 of 906 '}/ Last
Select Template Effective Date Transacfion Status PersonID Empl Record Action Business Unit First Name Last Name Cpée:cse?lr;tri%; View Einan 1ex
O UC_REHIRE 09/16/2018 Hired/Added 10025725 O Rehire RVCMP Chris Desarzant A
O UC_CONC_HIRE_AC 09/16/2018  Hired/Added 10024915 1 Hire RVCMP Jasmine Perez Cristobal
O UC_CONC_HIRE_AC 09/16/2018  Cancel 10020200 2 Hire Clon RVCMP WJing Nyitray View Cgmments
UC_CONC_HIRE_AC 09/16/2018 Hired/Added — Amand Ch
= T T Transaction Status values e *
[l UC_CONC_HIRE_AC 09/16/2018 Hired/Added Include Requested , RVCMP Amanda Ma"-OVIE - -
O 5 e TR T HEEDIE  |Cance Completed, Hired/Added ~ove  |If @ transaction is cancelled, you can View
O UC_CONC_HIRE_AC 09/16/2018 Hired/Added 1 RVCMP Comments to See Why It Was Cance”ed’ then
, , T Clone the existing template information into a
O UC_CONC_HIRE_AC 09/16/2018 Hired/Added 0031506 Hire RVCMP .
new template, correct and submit.
O UC_CONC_HIRE_AC 09/16/2013 Cance 10029577 2 Hire Clone | RVCMP g
You can also Clone transactions that have
O UC_CONC_HIRE_AC 09/16/2018 H RVCMP

Select All Deselect All

Delete Selected Transactions

GoTo Smart HR Transactions

—

Caution: This button deletes the
selected transaction(s) from the
system, removing it from UCPC'’s

Erocessing list.

been denied by an Approver; however, you
must review the comments from the Approver
in the SS Smart HR Transactions page.

|
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Exercise 7
-

View Template Transaction Status — SS Smart HR

Transactions Page

Navigation: PeopleSoft Menu > Workforce Administration > Smart HR
Template > Transaction Status

* This is your opportunity to practice this task on your own.

e Search for the transaction status of the hire you just
submitted in class.

e Go to the SS Smart HR Transactions Page
e Ask your instructor for assistance.
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Transaction Status
-

Use the Transaction Status page to:

1.View the status of the template as it goes through the
gueue at UCPC (WFA Production).

a. This page tracks the status of templates after approval at the
Locations.

2.View the Person/Empl ID that is created for new hire
transactions.

3.View transactions you submitted along with all transactions
for departments for which you have security access.

4.Clone a transaction that was cancelled by UCPath Center.

5.View email notes sent by WFA Production.
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Clone a Template

You can clone a template transaction if that transaction has
been DENIED by local approver or CANCELED by the UCPC.

¢ When a template has been denied or canceled:

e There should be comments explaining why or what needs to be
corrected.

* An email notification is sent to the Template Initiator when a
template has been denied or canceled.

¢ Access the Transaction Status page to view the status of
transactions, review comments and clone the template that was
denied or cancelled, if applicable.
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Clone a Template - Transaction Status
Page

Navigation: PeopleSoft Menu > Workforce Administration > Smart HR Template >
Transaction Status

Transaction Status
T Tollona g FAansJcions arg Pencirg, CANGCEEC OF Nanve Dian DIoCEssEd DY Hurman Resoumces

HR Review Stalus | & L

Transaction Type| 4 \_,.-:

Transaction Status [ |

see why it was cancelled,
then Clone the existing
template information into a
new template, correctand | |

resiubmit

You can clone transaction
Stari Date From 03112017 |[W) To[03132017 W that display a Transaction
Status of Cancel.

Riafresh Claar

Transaction Status

Persq Last

Select Tramaction Type Effective Date  Tranaschon Staius Person il Empl Record  Action Mami:

HirefRehire and Frofile Oata Q3320 Hired/Added 10003135 Hire Fleck Angelique G
Hira/Rehire and Profile Data D327 Cancel NEW Hire: Clone | Jose Veles View Comments
Hira/Rehire and Profils Diata 03132017 Hired'Added 10003131 Hirg Linares Shaun Nguyen
HrgfMehire and Frofile Dala L e T g Hired/Added 100031 30 Hirg =i Gaulang Ashiley
Hira/Rehire and Profile Data 03132017 Hired'Added 10003132 Hira hyers Maeva

Leg ol Dirasilil Fhoada T T at | Hinacl . 8 PR A A - - als | i b
la "'.;'_':.!.'I_' cl el = ‘:,. I = -_,-E'l.d .\_l _'\' 1 o l'_l_l :? I_.lll-_'.\_..' 'I‘v !U'.'!J '_ L _1 1o '" ":‘ P.\_- [1\" .J-'}_'.

Salect All Dhrspdand T Al

Diedete Salacied Transactions
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Instructor Demo UPK

Clone Template Transaction

e This is your opportunity to view this task on your own.

 Open the UCPath Help site and refer to the Clone
Template Transaction topic.

e Launch the See It version of the topic.
e Ask your instructor for assistance.
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Lesson Objectives ReviewB

J Having completed this Lesson, you should now
be able to:

¢ Verify that a new hire does not already exist in
UCPath using the Search/Match page.

¢ Describe the key system steps to complete a full hire
template transaction.

¢ Initiate a full hire template transaction.

¢ Add I-9 related information in the Person Profile.
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Concurrent Hire

UCI UCPath- Training 1




Lesson Objectives -

S e ————— In this Lesson you will learn
Overview hOW to:

¢ Describe the key system steps to
complete a concurrent hire
template transaction.

2: Full Hire

3. Approval and Status L .
¢ Initiate a concurrent hire

template transaction.

4: Concurrent Hire
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Concurrent Hire — Overview

Concurrent Hire:

¢ A staff or academic employee Available Templates

adds an additional job, which is Template Description
h . h . 4. UC_ADD_CWR Add Contingent Worker - No Position Data
concurrent to his or her existing UC_ADD_CWR_POSN Add Contingent Worker With Fosition
H H UCc Ccom CWH Complete Contingent Weorker Instance
JO b Wlth U C UC_COMC_HIRE Staff Concurrent Hire/Inter Location Transfer
H UC COMNC _HIRE AC  Academic Concurrent Hiredlnter Location Transfer
‘ A S€ pa rate concurre nt h Ire UC_EXT_CWR Extend CWR Appointment
tem p| ate is ava il a b|e fOI’ UC_EXT_CWR_POSN Extend CWR (with Position) Appointment
. UC_FULL_HIRE Full Hire - Staff Only
academic and for staff. UC_FULL_HIRE_AC  Full Hire - Academic Use Only
. UC_INVOL_TERM Involuntary Termination
Concurrent hire templates are also UC_PERSON_DATA  UC Personal Data
. . UC_REHIRE UC Rehire - All Employees
used for interlocation transfers. UC_REHIRE_AC  Rehire - Academic
. UC_RENW_CWR Renew Contingent Worker - Without Position
¢ Interlocation transfers are UC_RENW_CWR_POS Renew CWR Instance - with Position
d . h T I UC_RETIREMENT Retirement
covere In t e course emp ate UC_TRANSFER Intra-Business Unit Transfer - Staff Only
{ _ UC_TRANSFER_AC  Intra-Business Unit Transfer - Academic Only
Transactlons Part II UC_WVOL_TERM Voluntary Termination
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Types of Concurrent Hires

Intra-location
within Business Units**

Inter-location
(Multiple-Location)

across multiple Business
Units*

* For the purpose of the Intra-location

*Business Units refer to individual UC Concurrent Jobs process UCI Campus
and Medical Center are considered one

Locations (ex: UCLA to UCI)
Business Unit.
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Inter-location/ Multi-location Jobs

¢ Multi-location jobs are when an employee works for two or more UC Locations
simultaneously (e.g., UCl and UC San Diego)

¢ Asan employee can only be paid by one location, when an employee is employed
by 2 or more locations at once, one location is designated as the "Home" location.
The non-Home location is considered the "Host" location.

"

HOME HOST
L Receiving Location
Orlgma!tmg (the location adding
(wherLeo:E(telgrr‘imary employment to existing
iob exists) employment )
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Concurrent Jobs - Multi-Location Agreement

(MLA)
s

¢ |If a concurrent job is between multiple Locations, the Location must
complete a Multi-Location Agreement (MLA) form and attach it to the
concurrent hire template transaction.

¢ Until all Locations are live on UCPath, use the following guidelines for new
concurrent jobs between Locations.

mm Receiving Location (Host) Originating Location (Home)

Coordinate with receiving location
and make any applicable data

Submit concurrent hire template

UCPath  UCPath it MLA attached.

changes.
Submit Contingent Worker template
UCPath PPS with MLA attached and use Job Continue local process for data
Code CWR017 (UC Employee- changes, if applicable.

Different Business Unit).

Complete MLA and send to
originating Location.

UCI UCPath- Training 1z
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Intra-location Concurrent Jobs

¢ Refers to an employee having two jobs within the same Location
(concurrent employment at UCI Campus or at UCI Campus & UCI
Medical Center)

o Receiving
Originating Department
Department (where the

(whe-re the' current new job is
job exists) being created)
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Concurrent Hires — Additional Notes

N
¢ Itis the current department’s responsibility - where the existing job is
located - to perform an analysis of the FTE (appointment percentage)
to ensure the employee will not exceed 100% time for all jobs once
the new job is added.
¢ Coordination at the location level will be required for both jobs
should adjustments be needed to:
* FTE
e FLSA Status (see the next slide)
e Benefits or leave accrual eligibility
e Probationary period status
 The 750 hour rule for Unit 18 lecturers
* Hours toward career status considerations
e Ongoing coordination of time and attendance
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Concurrent Hire - FLSA Status Management

N
FLSA is an attribute of the position and defaults from the Job Code.

In UCPath an employee can only be assigned one FLSA status. When there is a need to change the FLSA
due to the conflict when adding Concurrent Jobs the Units can contact Academic Personnel or Central
HR for further guidelines. They will evaluate the jobs and decide what the FLSA status should be
assigned. The FLSA Status can then be overridden as required via PayPath.
For more guidelines on updating the FLSA statuses visit:

e http://ap.uci.edu/compensation/flsa/ for academic employee or

e http://hr.uci.edu/partnership/flsa/ for staff

D I e i e e R T e L I e o R T T e i Ve P e T WP P

Salary Plan Information
Salary Admin Plan Q. Salary Grade &} Step
Standard Hours 0.00 Work Period Q,

Salary Ranges

flimimum Midpoint Maximum
o lt'
'\_E USA Mo FLSA Reguired
Monexempt
FLSA Status | Monexempt Vl Nonexempt Alt Overtime
Updated on Updated By User
Save for Later Cancel
e e e g e e e e e e e e e ey
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Concurrent Hires - Dual Employment

¢ Concurrent Hire process also covers Dual Employment.

¢ For Dual Employment, the additional appointment (job) is
generally in another department.
e Applies to staff appointments only.
e Additional appointment is separate from any other job an employee holds.
e Results in the employee working > 1.00 FTE (100%) in any given month.

* May occur in an employee’s home department only if the additional work is
unrelated to their current job and the employee works under a different Job
Code.

* Only permitted on an exceptional basis; central HR/AP approval is required.
e Multi-location Dual Employment (> 1.00 FTE) is never permitted.

e Location must provide authorization to UCPC for the dual employment, in the
form of a Dual Employment form attached to the Smart HR Template.
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Multi-location Jobs Process Overview

. Process Overview for Inter-location Hires when both
" locations are on UCPath.

The Host location
completes MLA using The Host location sends
Person Org Summary and MLA to Home Location
Host job information

The Host location
intends to Hire a current
UC Employee

The Home Location
The Home Location initiates any required
approves and sends MLA data changes based on
to Host location discussion with Host
Location

The Host Location
initiates a Smart HR
template for Concurrent
Hire with approved MLA
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Intra-location Concurrent Jobs - Process
Overview

This is a Business Process for Intra-location Concurrent
Hires.

" . _T_he Ongmatmg Dept. The Receiving Dept.
The Receiving Dept. initiates any required data 0
. , initiates Smart UC
intends to Hire a current changes based on
UCI Employee discussion with Receiving
Dept.

Concurrent Hire Template

The Receiving Department
approves the template via
AWE

UCPC processes the
template
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Concurrent Hire - Key System Steps
Y

Enter
Review Navigate to Select the concurrent hire

Person Org Smart HR Concurrent details and

Click Save
& Submit

) : attach
Summary Transaction Hire supporting

age S page template documentation
el Pag P as needed

for Review
and
Approval
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Smart HR Transactions Page

Navigation: PeopleSoft Menu > Workforce Administration > Smart HR Template >
Smart HR Transactions

Enter the effective

. date of the transaction
Smart HR Transactions
Select the concurrent
Select a template and press Create Transaction. hire (staff or academic - _
i i ( ) Click Create Transaction
template. _
to begin entry of the
Transaction Template (7 / template transaction.
Transaction Type | A/ i v/ Effective Date e /
Select Template |JC_CONC_HIRE x|Q / Staff Concurrent Hire/inter Location Transfer Create Transaction
Transaction TypE|AI: W Refresh

Transactions in Progress (¢

You do not have any fransactions in progress.

GoTo Transaction Status
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Enter Transaction Detalls Page

- N
Enter the details for the concurrent hire, beginning

with the Employee ID, Effective Date and the Reason

COdemart HR Transactions

r Sl HRE Tramsasclions

| Important

rrect Effective Date and
are important entry points for
T e T tebnwing rarsachinn debaiis am mored 1ve many downstream

Enter Transachion Details

Tamplsds & soamb: Concumses =Hnsininr Locafion Transier

Uspararalionsl Helationship Emoioyss nefer

“Fmployes I 0000000 ) Krstm Bngid

"E e iive Thass 1 1

loyee’s current
Actioa Hir

"Reanon Code | 4

Paisa ID 10000002 alieady ewsts m e aysiers fon Kisin Geghl (1007 81

Seei] QK o contnue 1ha kire process with this Pereon ID. Seiect Cancsd 10 anier 3 Fey
e |G

"Alddeess Formal ||y

....... Select the appropriate
Reason Code.

I

Sananun o ¢ ]
Click Contuluu v vl

12 (ERTEN I CLEENE i Concurment Hire - Dual Emipl

the template. *Address Format | Concurrent Hire - Non Dual Emp
\ Transfer-Inter BU, Demaotion

*Reason Code

Transfer-inter BU. Latera
Continue Cancel | Transfer-inter BU, Promotion
Transfer-Inter BU, Undefined
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Enter Transaction Information

Page

¢ Some existing personal
information is automatically
displayed.

¢ When complete, click the Save
and Submit button to submit
the template for review and
approval.

¢ Navigate through all the tabs
before the Save and Submit
button is available.

Smart HR Transactions

Enter Transaction Information

Click here to Hide Header Details

Tempiats: UC_CONC HIRE HNeame: Erin Greenfield
Effective Dats: 06252012 Actionisction Reason:  HIR/DEE (Concurment Hine - Dusl Empl)
Employes iD: 10000435 Emploges Record:

Personsi Data || JooData || EamsDist || Acd Py

Employee Information

Primary Name - English

“First Nams [Erin Ml Name |Lesds

namosutma[ ]

“Last Nams Sresnfizid
Birthday Information
Date of Barth |0SHEHSE2
Diversity - United States

Personaiize | Find | viewan | LY | R Firsd & 1of1 ‘& Lag

Person Education Level
Highast Education Leva
Person Gender
“Ganoer Assigned at Bartn | Female
Person National 10 United States

Hational ID Type PR Mational 1D | 545552865

Person Address 01 - United States

*fddiress Typs | Home Address Lins 11007 Siown A
fybcirees Line 2 AQTST City | Latayene
State CA Postal Cods [34549
County
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Inter-location One-Time Pay

¢ If an employee performs work for a different business unit, a
concurrent job must be set up so the employee can be paid
using the one-time additional pay functionality in UCPath.

¢ Scenario
* UC Berkeley Professor Smith receives an honorarium of S500 from

UC Davis for a lecture.
* The employee must be set up with a concurrent job at UC Davis so
they can create a payment for the task using one-time additional

pay.
¢ Refer to the Interlocation One-Time Additional Pay job aid for
the steps to process this type of payment.
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Instructor Demo UPK

Initiate Concurrent Hire Template Transaction

e This is your opportunity to view this task on your own.

o Staff: Open the UCPath Help site and refer to the Initiate
Concurrent Hire Template Transaction (Staff) topic.

 Academic: Open the UCPath Help site and refer to the Initiate
Concurrent Hire Template Transaction (Acad) topic.

 Launch the See It version of the topic.
e Ask your instructor for assistance.
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| esson Review

Assessment

¢ You now have the opportunity to assess your knowledge of
the information presented in this Lesson.

¢ The questions and answers presented in this review help you
to determine whether you remember and understand the
important points.




True or False

A concurrent hire is when a staff or academic
employee adds an additional job, which is concurrent
to his or her existing job with UC.

True.
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Fill-in-The-Blank

e Access the Person Org Summary page

before initiating a concurrent hire template
transaction to gain an understanding of the
employees current assignments.
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Lesson Objectives Reviewu

J Having completed this Lesson, you should
now be able to:

¢ Describe the key system steps to complete a
concurrent hire template transaction.

¢ Initiate a concurrent hire template transaction.
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Course Review
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Course Summary
Y

¢ The Smart HR Transactions page is the starting point to
initiate HR template transactions.

¢ Refer to the Template Transactions — Action Reason
Codes and Descriptions job aid for a list of all the
templates, the associated Reason Codes and a
description.

¢ Remember to enter Comments on the template to
further describe what is needed with the template
transaction.

¢ Attach supporting documentation whenever needed.
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Smart HR Templates - when to use which?
%

UCI Job Aid - Smart HR Templates

Helps the Initiator decide which template to use depending type
of transaction, circumstances and relevant factors.

¢ See Job Aid: SMART HR Staff/Academic Job Template
Selection for help in template selection.
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Course Objectives Review B

Having completed this course, you should be
able to:

¢ ldentify the pages used to initiate template transactions.
¢ View template transaction status.

¢ Describe the key system steps to complete a full hire,
concurrent hire and add contingent worker template

transaction.

¢ Initiate full hire and concurrent hire template
transactions.
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Parking Lot

¢ Review parking lot

e Have all questions been answered during our
class?

* Are there any new questions to add to the list?
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Course Resources
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Reference Material for Review
.

Links to helpful reference material:

http://www.hr.uci.edu/ - UCI HR Website

https://ap.uci.edu/ - UCI Academic Personnel Website
http://www.uclc.uci.edu/ - UC Learning Center Website
https://ucpath.uci.edu/training/index.php - UCI UCPath Training Website

List of Other Relevant UPKs:

Initiate New Position Control Request

Initiate New Position Control Request — Copy Existing Position

Initiate Update Vacant Position Request

Job Aid: Template Transactions — Action Reason Codes and Descriptions

<

<

* o

®* & & o
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Where to Get Help

1. Your training materials are available to use as reminders for
navigation, codes, and page processing information.

+ UPKs
+ Job Aids
* Presentation decks

2. Who do you ask for Help now?
¢ Continue to do so. Specially trained users (Points of Contact,
POCs) are ready to help you within your departments and divisions.
+ Many of the POCs are those you have already worked with.

3. You or the POC contacts the Employee Experience Center (EEC or Service Now) via
phone or website to view knowledge base articles and/or open a ticket.

4. The UCPath Help site is your last level of support. Search for conceptual content, job aids
or step-by-step instructions for UCPath tasks.

+ From the UCPath portal homepage, expand the Help / FAQ section on the left side of
the page, click the appropriate link.

+ From any UCPath page or component, click the Help link in the upper right corner of
the page to find help topics specific to the page/component.
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Additional UCPath Pages

Below is a list of UCPath pages that may need to be completed as part of the
hire process. It includes the steps listed in the onboarding overview plus
some additional pages related to the hire process.

Position Control Request Create/ Update a Position PeopleSoft Menu > UC Position Control ILT
Customizations > UC Extensions >
Position Control Request

Funding Entry Add or update position PeopleSoft Menu > Set Up HCM > Funding
funding. Product Related > Commitment
Accounting > UC Customizations >
Funding Entry

Person Profile Update employee’s PeopleSoft Menu > Workforce Template Transactions
qualifications, education, oath Development > Profile Management >  Part 1 (this course)
& patent signature dates and Profiles > Person Profile
UC Student Status.

Security Clearance Page Update different types of PeopleSoft Menu > Workforce Template Transactions
Security Clearances for an Administration > Personal Information  Part 1 (this course)
employee. For example, 19 > Security Clearance
completion.
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Training End

Thank You!
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