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HR — WFA Refresher Topics

HR Workforce Administration Issues

« WFA Overview

« Pay Groups

« Template Transactions

« Avoiding Cancellations

« Job Data Update Forms
 Position Update Forms

* Hiring Process

- SWB

» Resources
https://ucsb.service-now.com/hr

Infroduction to:

» Payroll Processing Schedule
* When to call AP / BFS / UCPC
* When to call ETS

Human Resources, Administrative Services Division

Please refer to AP or BFS regarding:

Academic Personnel Issues
« Academic rehire (Empl Rec #)
* 4 month plan for TA’s

* TA childcare reimbursement

* Questions regarding Academic
Personnel

AP-Path@ucsb.edu

BFS Issues

» Funding Errors

« Overpayments

» Reconciliation of Payroll Ledger

« Sick/Vacation Accrual

» Salary Cost Transfers / Direct Retfro

* TA childcare reimbursement
https://ucsb.service-now.com/payroll

UC SANTA BARBARA
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Working with UCPath



Multiple HR Units Work Together in UCPath

HR Units +

the UCPath System Manage
« Compensation
WFA * Position Administration

* Recruitment
" * Problem Solving
* Functional User Training
Comp Emp

&

=

After fulfillment of the hiring tfemplate,
UCPath maintenance continues through:

« Payroll (BFS)
« WFA
« UCPC

Human Resources, Administrative Services Division 4 UC SANTA BAR BARA



Walk step-by-step on the (UC)Path

@
0 D) e Department
submits Hiring

Requisition o
Employment (OACIS)

adds Position
funding.
BFS provides support
if needed

Department
secures FTE Approval

@ WFA 0 Department

Department approves, assigns submits Hiring

secures Budget position number and Proposal to
Approval adds to JD Employment (OACIS)

oF

@ Department

Dept
[s)uek?rgir’:srrﬁg submits Position Initiates/Approves
. Control Request to Hiring Template
Description in OACIS WFA (UCPath)

4 A (1) B.

UCPath Center fulfills

Compensation Hiring Template
approves JD

Department
approves JD and/or

=

Department
on-boards new
employee

BFS

completes |-9 Process

Human Resources, Administrative Services Division 5 UC SANTA BAR BARA



19 & @

Job Description and Position Data



Step 1 - Job Description

All Career and Limited employees have a job description in OACIS

) Job Description must be:
R d Current
- — d Approved

d In OACIS

Human Resources, Administrative Services Division 7 UC SANTA BAR BARA



Job Description Approval Workflow — STAFF

Job Description must be current, approved and in OACIS

INITIATOR APPROVER*

Request a new JD DepT

OACIS

Update
existing JD DepT

—

. L * Specific criteria allow
Compensation & Classification Team certain limited positions
) Kofhy Moore to be approved at the
* Linda Broen department level, but

* Johnlbach they must be in OACIS.
« Andrea Dittman

« Anna Fudge

https://www.hr.ucsb.edu/compensation/contacts

Human Resources, Administrative Services Division 8 UC SANTA BAR BARA



PROV # 40072965
ON:

REQU

Job Descriptions ST O T ™ AT

Claszified By: Decizion Date:
o /.__—-—-—___.}- Moore, Kathy 05-27-201%
d ei.e I' m I n e S O m e ( EMPLOYEE NAME: EMPLOYEE ID: NEW HIRE START DATE: )
] 1/06/2019

ATION
EFFECTIVE DATE:

H A E: TITLE CODE: WORKING TITLE:
os I I o n q n BLANK AST 3 4722 Performing Arts Coordinator
042772014
H JOB FAMILY: JOB FUNCTION: |JOBLEVEL: JOBE LEVEL CODE :
o q q I e s PERCENT OF TIME: |CBU: g H 4 3

100.00

ilding 402

P O S i -I-i O n AJE =3 SUPERVISOR'S PAYROLL TITLE: NAMFE OF DEPARTMENT HEAD:
Sarah Jane Eennstt Events Specialist 4 Celesta Billaei

D O 'I'O EMPLOYEE'S FORMER PAYROLL TITLE: NAME OF PREVIOUS INCUMBENT:
BLANK AST 3 Vacant {repl Lyndsay Cooke)
HE APPROVED | TEMP BEGIN TEMP END DATE: |LTD APPT BEGCIN LTD APPT END END DATE
ACTION: DATE: DATE: DATE: (OTHER):
Update
TYPE OF SUPERVISION RECEIVED:
General supervision

Job
Data

Frequency of Other Activity: No Fesponse

SPECIAL CONDITIONS OF EMPLOYMENT:
The below licenses, carfificates, cradentials, bondahbulity, altered work schedulss, fiurloughs, travel, etc are required for this pesition:

Maintain a valid CA driver's license, a clean DMV record and enrcllment in the DMV Employea Pull-Notice Program
Satisfactory eriminal history backgroond check

-Some evening and oceasional weekend hours required (subject to overtime pay in accordance with University/CEU agreement).
-Ability to liftmove up to 50 Tha.

Emplovee's Signature Supervisor's Signature Department Haad's Signature

Human Resources, Administrative Services Division 9 UC SANTA BAR BARA



Align Position Data with Job Description

Approved Determines WEFA's

Job Description meeesssss———) Position fields

* Working title, job class, name / Detailed Position Description
* FLSA

* ERC

* Percent of time / FTE

* Name of supervisor / Reports To Position No.

* Special Conditions of Employment / Security Clearance Type

e Position Number

Most Employees

1 Position
1 Corresponding Approved Job Descriptfion

Human Resources, Administrative Services Division 10 UC SANTA BAR BARA



THE POSITION

Job Codes auto
populate some fields
in the job Information
section as well as the
FLSA

Description | Specific Information

Position Information

Position Number NEW

Headcount Status Open

*Effective Date 111192019 3

*Reason NEW|Q

*Position Status| Approved v

UC Position Data

Supporting Documents

Find | ViewAll  First ‘& 10f1 ' Last

Transaction ID 1111111111

Current Head Count  { outof 1

'Status Initialize

Approval Status Initial
New Position

Status Date 11/19/2019 |5 CKey Position

Initiators populate
the remaining fields

Job Information

NOTE:

= available options to
populate a field

Human Resources, Administrative Services Division

*Business Unit SECMP | Q UC Santa Barbara Campup
Job Code 0096171, - Manager Level All Other Positions
Reg/Temp Not Applicable Full/Part Time
Shift Not Applicable Union Code RX  |@Q Research Support Professionals
Title |SRA 2 NEX Short Title SRAZNEX | Detailed Position Description
Work Location
Reg Region USA United States
Department Q Company Q
Location Q
Reports To Dot.Line Q
Supervisor Lvl
Salary Plan Information
Salary Admin Plan Q  Salary Grade Q Step
Standard Hours (.00 Work Period W Weekly
Salary Ranges
Minimum Midpoint Maximum
“Euysa
FLSA Status [ Nonexempt V‘ Bargaining Unit 8868

11

UC SANTA BARBARA



If Department has an Existing Position Number

Job Description and Position
1:1

— 1. Department searches for existing
‘\ Position Numberin OACIS
If a JD with the Position Number is FOUND

- Confirm that the information on the position

Note:
WFA is not

matches the information on the JD involved if
Update position / JD ded fhere is no
- ate position as neede
PRI (2 update to the

- If the Title Code on the Job Description does not posifion.
match the Job Code on the Position ... Consult with

your department’s Compensation Analyst.

Contact WFA with
questions

If JD with Position Number NOT FOUND
- Add Position Number to the existing JD or
- If no JD found, create a new Job Description

g 2. Department begins Hiring Requisition process

Human Resources, Administrative Services Division 12 UC SANTA BAR BARA
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The Position



THE POSITION
Ste p 2 - C re G -l-e Description || |Specificinformation | UC Position Data | Supporting Documents

[ ] [ ]
]
O N eW P OS I -l-l O n O r Position Information Find | View Al  First ‘4" 10f1 '}/ Last
M M Position Number NEW Transaction ID 1111111111
U p d O Te G n EXI S-I-I n g Headcount Status Open Current Head Count 0 outof 1

“Effective Date : *Status Initialize
P OS i .I.i O n 1110512019 Approval Status Initial vz

*Reason NEW/|Q,

New Position

*Position Status| Approved v Status Date 11052019 [y [Key Position

Job Information

*Business Unit SBCIP |Q UC Santa Barbara Campus
Job Code Q

Reg/Temp FulliPart Time | System Default - Sele +

Manager Level

Shift_Not Applicable Union Code Q

l Title Short Title Detailed Position Description
U S e Th e J O b Work Location

Descriptfion as — N
a reference
Reports To Q Dot-Line 6}

Salary Plan Information Ad d
Salary Admin Plan Q Salary Grade Q Step C O m m e n 'I'S
Standard Hours ~ 0.00 Work Period W Weekly _I_ : .I.
Salary Ranges O pOSI Ion
Hinimum Midpoint Makmum (]d min |S'|T(]'|'O|"

here.

E s

FLSA Status | Nonexempt V]

Bargaining Unit 8838
S b by - AR el 8 ‘,‘_.'-A,F""J Y rj i —

Human Resources, Administrative Services Division 14 UC SANTA BAR BARA




Required Data on the POSITION

Required Fields on Position by Tab

DESCRIPTION ‘ SPECIFIC UC POSITION ‘ SUPPORTING

INFORMATION DATA DOCUMENTS . P.OSITIOH
Administrator
Max Head Count . op:
positions are only for ways COﬂTI’O' RGC]UGST
student job codes .
if any of these
me | | | e et o fields are blank
Full/Part Time FTE Training Code docu:gzr&}rrségm not lelds dare an
Budgeted Position Fmploves
i If the position is not Ploy
Union Code b Relations
udgeted. you can Code
uncheck this box. = . .
These fields align
Department Security .
Clearance with the
I Reports To I JOb descripTion

Salary Admin
Plan

I SoloryGrodeI

I FLSA Status I

Human Resources, Administrative Services Division 15 UC SANTA BAR BARA



Position Control Approval Workflow — STAFF

INITIATOR APPROVER

Request a new Dep-l- m
Position
- Writes DIRECTLY to
UCPath System
Update a vacant

*WFA = Workforce Administration
(Central HR on the UCSB Campus)

—  UCPC notinvolved

UCSB WFA Team

- Amy Arnold

« Sarah Soto

 Edna Arellano

« Karen Reynolds-Moreno

Human Resources, Administrative Services Division 16 UC SANTA BAR BARA

Remember: No
department
approver for
Position requests



Single Headcount Multi-Headcount

Positions Positions

Most positions are single- A department can group staff

headcount student or academic student
jobs in one multi-headcount

1 Position : 1 Incumbent pOSiﬂOﬂ if all Position attributes

are the same.

5

8 @g%g

J

Human Resources, Administrative Services Division 17 UC SANTA BAR BARA



Managing Atiributes on Multi-Headcount Positions

POSITION DATA changes apply to JOB DATA changes
ALL incumbents.* apply only to the

Y4

selected incumbent

iy

« Only Cenftral HR Position

Administrators have access to . -
make changes to Multi- « Use PayPath to search for
Headcount position data. Employee ID

« Submift multi-headcount Position - Navigate to Job Data Tab

Data update requests through HR

ServiceNow Submit Job Data Updates for

department approval via
https://ucsb.service-now.com/hr PayPath

Human Resources, Administrative Services Division 18 UC SANTA BAR BARA



Creating & Updating Positions

Filled Single-headcount Positions

Q Create Using: Position Control Request

d Update Position Data: @

O Update Job Data: PayPath

Filled (or partially filled) Multi-headcount Positions

@ % d Create Using: Position Control Request
g g O Update Position Data: AR ServiceNow ticket
g O Update Job Data: PayPath
=)

Human Resources, Administrative Services Division 19 UC SANTA BAR BARA
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Ready for Recruitment



Relationship Between HR Units

IE Departments follow this
process and wait for
Compensation approval notification

at each step

Approves JD

% A Frefpess] Reviews Position
based on

Employment Approved JD Control Request

g Hiring Requisition Approves, assigns
based on Position Position Number,

Employment Number and adds to JD

Human Resources, Administrative Services Division 21 UC SANTA BAR BARA



Step 3 - The Employment Unit ...

% Unites Position Data and Job Description in Hiring Requisition

« Position Number + Job Description

 Verifies accurate relationship between Position,
JD, and Hiring Requisition

% Finalizes Job Data and Position Data in Hiring Proposal
 Employee name & other details formalized

Department submits Smart HR Template
UCPC assigns Employee ID

Empl ID + Position + Fulfilled Hiring Template = Job in UCPath

I-9 Process (BFS) Employee Onboarding

Must be completed within 3 days of Completed by the department
the hiring effective date or the

Department can be assessed a fine

by the federal government.

Human Resources, Administrative Services Division 22 UC SANTA BAR BARA
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Time for Templates



Step 4 - Complete the SMART HR TEMPLATE TRANSACTION

Position Number
auto-populates
many (but not all)

Template Fields \

NOTE: The initiator enters

Employee Classification _~

per the Job Description

Smart HR Transactions
Enter Transaction Information

Click here to Hide Header Details

Template: UC_FULL_HIRE Name:
Effective Date: 11/20/2019

Employee ID: I\IEW Employee Record:

Action/Action Reason: HIR/HIR (Hire - Mo Prior UC Affiliation)

Personal Data|| Job Data Earns Dist || AddlPay || Employee Experience
Employee Infclarmation
Work Location - Position Data

I *Position Number QI

Work Location - Job Fields

Business Unit
Location Code

Job Information - Job Code
Job Code
Job Information - United States
FLSA Status
Job Labor - Union Code

Union Code

Job Information - Reporting Information

Reports To Position
Humber

Department

Establishment ID Q

Union Seniority Date [

Job Information - Emeloxee Classification
*Employee Classification QL

Job Information - Standard Hours

Standard Hours

UC Job Data
SO ST SN e P

Human Resources, Administrative Services Division 24

Classified/Unclassified
Ind

FTE

P WY T e

UC SANTA BARBARA



Department
Initiator enters
Job Data in
appropriate
Template Fields

NOTE:

If a job has a step, upon
entering that step, the
Compensation Rate
auto-populates

Human Resources, Administrative Services Division

SMART HR TRANSACTION —

Job Data Tab

UC Job Data
Probation Code | None ~ Probation End Date E|
Trial Employment End El ERIT/Phased Retirement [
Date End Dt
Location Use End Date El Location Use Type | |
Alternate Work Week | 7/40 v PY Career Duration | ]
UC Employee Review
Review Typel v| Next Review Date B
Job - Salary Plan
Salary Administration Salary Grade
Plan
Step Q,
Job Compensation - Pay Components Personalize | Find | View All | £ | E First ‘4" 10of1 ‘*/ Last
Comp Rate Code Compensation Rate Compensation Frequency Rate Code Source
; - # =

Work Location - Expected Job End Date

Expected Job End Date El

Job Compensation - Payroll Currency and Frequency

*Compensation a8,
Frequency

Return to Enter Trans action Details Page

Save and S Save for Later Cancel Supporting documents
Transaction ID: NEW
Initiator Comments:
Requester ID: 10072304 Sarah Soto

25 UC SANTA BARBARA




Template Transaction Approval Workflow — STAFF
INITIATOR APPROVER

—

Dept Dept
Re-Hire Dept Dept
Concurrent Hire
Voluntary Terminations &
. Dept Dept
s Then fulfilled
by UCPC
Involuntary Terminations Dept Dept
No stops
Personal Data Changes Dept Dept iﬂ H R
Add/Renew Contingent T
Worker Dept Dept

—

Human Resources, Administrative Services Division 26 UC SANTA BAR BARA
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PayPath actions on employee records



Job Data Updates Use PayPath
PayPath actions neverleave campus

Initiate in the Department

Approve in the Department

w & =

Saves immediately to UCPath System v]

Human Resources, Administrative Services Division 28 UC SANTA BAR BARA



PayPath Approval Workflow — STAFF

INITIATOR APPROVER
Job Dat
(.ct’hcmqgtgI DepT DepT

Short Work

Break Dept Deptf

Additional Pay

Recurring/Flat DepT DepT

Position Data
PayPath Actions DepT DepT

Pay Rate

Change DepT DepT

Human Resources, Administrative Services Division 29

Writes DIRECTLY fo
UCPath System

No stops
N HR

t

UC SANTA BARBARA



See

Data that lives on PayPath’s POSITION tab
current

| Position
Job Data Additional Pay Data ﬁ DO .I.O h ere

Employee Empl ID 10000077 Empl Record 0
Fosition Data < I
Position Data
Position Number: 40000157 PROJECT POLICY ANL 4 GF Action: POS Paosition Change
Effective Date: 07/31/2017 31 Position Change Reason: a
New Values to updatel
Current Effective Date: 10/17/2016
Business Unit: LCOP1 UC Office of President Business Unit: UCOP1 UC Office of President
Department ID; 205600 Q. UNDERGRADUATE ADMISSIONS Department: 205600 UNDERGRADUATE ADMISSIONS
Location: FRANKLIN @ UCOP - Franklin Building Location: FRANKLIN UCOP - Franklin Building
Job Code:; 005883 |Q PROJECT POLICY ANL 4 GF Job Code: 005333 PROJECT POLICY ANL 4 GF
Union Code: 93 Mon-Represented Union Code: 93 Non-Represented
FLSA Status: FLSA Status: Exempt
Reports To Position: 40000093 |Q ADMISSIONS RECRMT MGR 2 Reports To Position: 40000083 ADMISSIONS RECRMT MGR 3
Sal Admin Plan: |[CTOP | Sal Admin Plan: CTOP
Salary Grade: (23 |Q Salary Grade: 23
Standard Hours:  40.00 Standard Hours:  40.00
FTE:| 1.000000 FTE: 1.000000
Mail Drop: 712343 Adds to FTE Actual Count: ¥
Position Pool: ), G Include FTE: ¥
Employee Relations Code: |AI| Others, Not Confidential v| Representation Code: Covered
Classified Indicator:  Management & Sr Professional
Return to Search
Position Data | Job Data | Additional Pay Data
Human Resources, Administrative Services Division 30 UC SAN TA BAR BARA



Common PayPath Reason Codes - POSITION tab

. CID: Change in Duty Station . JRU: Job Reclass - Upward

. CNV: Conversion Use Only MICD: Update Mail Code

. COR: Correction Salary Plan, etc. PIT: Permanent Increase in Time

. CWT: Change in Working Title POC: Position Only Change

. ERC: Update EE Relations Code PRI: Permanent Reduction - Layoff
. FL2: FLSA Update- Does Not Meet PRO: Promotion

. FL3: FLSA Revert . PRT: Perm. Reduction in Time

. FLS: FLSA Override Due to Review - REG: Regularization

. IN1: Inactive - Bus Unit Transfer . REO: Re-Org/Restructure

. IN2: Inactive - No Plan to Refill . RTC: Reports To Change

. INA: Position Inactivated . SEC: Series Change

. JFT: Job Data FTE Override . TIT: Temporary Increase in Time
. JRD: Job Reclass -Downward . TRT: Temp. Reduction in Time

. JRL: Job Reclass - Lateral . XFR: Transfer

Human Resources, Administrative Services Division 31 UC SANTA BAR BARA



How PayPath Job Data is Determined
This data lives on the JOB in UCPath (noft the position)

% Pay Components established on the Hiring Proposal
- Effective start date
« Comp rate
« Step

IEI Job Data established by the Job Description

« Job FTE (typically same as Position FTE, but can be different)
« Employee Class (career vs limited vs casual restricted™)
» Expected Job End Date as applicable

* Remember in UCPath:
o Limited jobs = Employee Class 4
o Student/Casual Restricted = Employee Class 5

Human Resources, Administrative Services Division 32 UC SANTA BAR BARA



Data that lives on PayPath

Position Data

Chen Allen

Employees

Staff: Career
Job Data

Effective Date: |07/31/2017 |[5]

Effective Sequence: o

Current Effective Date: 10/17/2016

Current Eff Sequence: u]

Position Number: 40000157
Business Unit: UCOP1
Department: 205500
Location Code: FRAMNKLIN
Job Code: 005223
Union Code: 99
Reports To Position Number: 40000093
FLSA Status: Exempt
Salary Administration Plan: CTOP

Salacy Grade: 22

Additional Pay Data

Empl ID 10000077

HR Status: Active

PROJECT FPOLICY ANL 4 GF
UC Office of President
UNDERGRADUATE ADMISSIONS
UCOP - Franklin Building
PROJECT POLICY AML 4 GF
Mon-Represented
ADMISSIONS RECRMT MGR 3

Establishment ID: [UCOP

Step:

's JOB DATA tab

See current

Empl Record o

Payroll Status: Active

\ 4

Work Force Job Summary
Person Org Summary

Job Data
Lo here

Find | “Wiew All First ‘4

Action:

£

Action Reason:

h

Current Action: POS

Current Action Reason: RTC

10001557 Annette Gil

Q. uc Office of the President

FTE: 1.000000
Appointment End Date:

Employee Class: [>

A staft career

—

Earnings Distribution Type: MNone

Comp Rate: 7,846 317500

Pay Components
Rate Code

1 |UCAMNNL

Comp Rate
Q) [94,163.010000

Earnings Distribution

Puosition Change

Reports To Change

1 Of bt st

[ [=]

Standard Hours: 40.00 Pay Freguency: M|, mMonthily
Personalize | Find | Y| E Figst ‘4' 1 of1 ‘&' Last
Compensation Frequency
Annual +] [=]
Personalize | Find | 50| B First ‘4 1of1 k) Last

Earnings Code Comp Rate Distribution %
T
UC Job Data
ERIT/Phased Retirement End Dt: Trial Employment End Date: E
Probation Code: [None ~] PY Career Dur‘ation:
Location Use End Date: Probation End Date: [E]
Location Use Type: | v|

Job Data Comments:

Return to Search

Position Data | Job Data | Additional Pay Data

Human Resources, Administrative Services Division
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Common PayPath Reason Codes - JOB DATA tab

ACR
ATH
DEM
EQU
JRD
JRL
JRU
MER
rIM
PRO
REF
STI

Look Up Action Reason

Search by:

Look Up

Search Results
View 100

Action Reason Description

Action: PAY | Pay Rate Change
Action Reason beging
Action Reason: | QL
Cancel Advanc
First ‘& q.1zof12 W) Last Look Up Action Reas

Accretion to Bargaining Unit
Across-The-Board

Cremotion

Equity

Job Reclass - Downward

Job Reclass - Lateral

Job Reclass - Llpward

Merit

Bring To Meet Minimum
Promotionf/Academic Promotion
FRange Adjustment/Comp Refresh
Step Increase/Progression

Human Resources, Administrative Services Division

Look Up

Wiew 100

Search by:  Action Res

Action: DTA | O

Action Reason: | L

Cance

Data Change

Search Results

First ‘&' q42cof12 ‘B Last

Action Reason Description

CAR Limited to Career

COR Correction - Mon Pay Related

CPR Correction-Pay Rate

CPT Change in Percent Time (FTE)

ERI pdate ERIT End Date

EXP Extend Expected Return Date

EXT AddExtend Appointment

LUE pdate Location Use End Date

PHR pdate Phased Retiremnt End Dt

PRB pdate Probation Code/End Date

TMF pdate Auto Termination Flag

TRL Update Trial Employment Date
34 UC SANTA BARBARA




Populating PayPath’s ADDITIONAL PAY tab

New Window | Help
Position Data | Job Data | Additional Pay Data

Amy Frohlich Employee EmplID 10038740 Empl Record  {
New Additional Pay Find | ViewAl ~ First ! 20f2 ! — T e T e A T i
o | urrent Additional Pay Find | View Al First ‘4" 1of1 Last ¥
‘Eamings Code: A o | [Py $ |- : I
. Stipend-Adnin-Staf N | Y Eamings Code: 48 Stipend-Admin-Staf :
Effective Date Find | ViewAl ~ First '* 10f1 ' Last :ﬁecti e Fod Ven Al it & 103 ! Lag E
'Effective Date: ~ P2202019 | i ] Efective Date 011012019 :
I I
7 Payment Details % Find | VieWA~Fist ¢/ 10f1 ' Last  § ¥ Payment Detais Find | View Al Fist & 1of1 ¥ Last |
I I
MdSegt Overite et | AddlSeq i :
: I
End Date: 033112019 Reasom:  Not Specfied i End Date 0331/2019 Reason: ot Speced i
Pay Period Amt. 65250 : Pay Period Amt: 65250 :
| ' . Goal Balance: !
Goal Amount; Goal Balance: : A :
. ) : ! 0K to Pay :
¥ Prorate Additional Pay ! Anpis T Pay Priods :
Applies To Pay Periods : :
- Third '
CFist | Second | Thid Bl L ——— !

Human Resources, Administrative Services Division 35 UC SANTA BAR BARA



Save and Submit PAYPATH Action

Postaam Data oD [ata Acditiomal Pay [haetia

Chen Allen

e Aadciiomal Pay
“Earmings Codac
Effective Date
*EMective Dade:

- Paymeend Detadls
Addl Saq B
End Dmate:
Pay Period Sl

Geosall Aamacumil=

Jovhy ImPosrmmation

ke

Empicrnes Empl I 10
Fired | e A Furst & 19

3,
Fird | Wssesr AN Fir 4 1

ar3LwEo T  |[H

Find | Wierar AN Fist A& 1

El FoEas0m: Mo Spat fad

Goal Balance:

= Proqate Addaicnal Pay
Applies To Pay Periods
= First Saconsd Third

Employes Type: Salaned Siandard Howrs: S0 D
e e O Rabe: 57,846 317500 Freguency: L= ]
Default Job Dats
Prosinm: SIS T PROSECT POLICY AL £ GiF
Brisingss Limi: (e oy | LS Qs of Préshdent
Dot punrtrmse-nit: BOSE00 URIDERGRADUATE ADMESSIOMNS
Jenly (e DOSEE3 FPROSECT POLICY AML 4 GF
FTE: 100000
e TSR INT S W TS R

Sana SO0 Labesr

Tramsaciion 10k
Woarkflow' SLahss
Raquersl Stales

Savwe And Suberet CEnced L Andca
MEWY \
Agsmangd Frg

Save and Submit

B ——— IS Visible on the

Inmiabor s Cormimssnis

o
Returm o Seanch

Porsiticen Data | Job Data | Additceal Pae Cats

Human Resources, Administrative Services Division
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Key Take-Aways and Resources



Key Take-Aways from Part 1 (see more in Part 2)

Several HR Units are involved in the hiring workflow:

Step 1: Compensation approves the Job Description and therefore
defines the related Position Data (uses Job Code, Dept., Employee Name)

Step 2: WFA verifies that the position attributes align with the Job
Description, assigns the position number, and adds the position
number to the Job Description (uses Transaction no., Position No.)

Step 3: Employment facilitates the Hiring Requisition and the Hiring
Proposal based on the Position Number (uses Requisition No.)

« The department waits for approval notification after each step before
proceeding to the next.

« After Step 3 approval, the department submits hiring template to UCPath
Center. At this point, no further stops in HR are necessary.

TEMPLATES: Provide information to UCPC regarding an
employee’s relationship with UC

PAYPATH: Enables on-campus maintenance of an employee
record at UCSB

Human Resources, Administrative Services Division 38 UC SANTA BAR BARA



Find the answers

Department: Infernal Divisional Process

s

Resourc es FTE Approval Budget Approval
vary based
on -l-he help Job Description Approval

OouU heed Workforce Administration (WFA
y Position Control Request Approval

A4

Position Funding Questions

A
Employment
Receiving Hiring Requisition Receiving Hiring Proposal

g B 2O

UCPath Center

Fulfilling Hiring Template

A 4

[-? Process

g
Department: With New Employee
Onboarding

& ©

Human Resources, Administrative Services Division 39 UC SANTA BAR BARA



Send Questions to: hitps://ucsb.service-now.com/hr

Position Funding & Pay Issues go to BFS: https://ucsb.service-now.com/payroll

UC SANTA BARBARA  Human Resources @ MyApprovals  @MyCases  wSites S5 SarahSo

Other Services ’J @ &

W openvelnen Academic & Staff Assistance Benefits Administration Classification & Compensation

W ucpath P’gg’am

# Human Resources website

O Training Videos

Payroll Services

M uCNet
020
: v 0
! -
Employee & Labor Relations Employment Services Health Care Facilitator Leave Administration

éta = ¥

Position Management & Training & Development HR/UCPath Workplace Accommodations
Workforce Administration

=

Please use the appropriate reference number
when communicating with respective units.

Human Resources, Administrative Services Division 40 UC SANTA BAR BARA




Identify Records in Comp - WFA - Employment

When communicating
with Comp, WFA, and
Employment please
use the appropriate
identifying information

—

—

Human Resources, Administrative Services Division

=

=2

Compensation

- ldentifies Job Description
* Department Code
« Title Code / Payroll Title
* Employee Name

Workforce Administration (WFA)

* |ldentifies Position and/or Incumbent
« Position Number
* Department + Job Code
« Transaction ID (Position Control Request)
* Empl ID or Employee Name (filled positions)

Employment

- ldentifies Requisition / Proposal by:
* Requisition Number (Hiring Requisition)
« Job Number (Hiring Proposal)

2 UC SANTA BARBARA



Help and Resources

Ask Staff E-mail
WFA HR Servi . = questions re:
Questions ¢ erviceNow - for Staff Academic Personnel T
P hitps://ucsb.service-now.com/hr UCPath Team ASE
AP-Path@UCSB.edu
UCSB HR '
Staff-specific Find Job Aids,
Guidelines Hunduufs;
and Support
Processes HR Website - for Staff UCSB UCPath Site Documents
https://www.hr.ucsb.edu/ucpath hitps://www.ucpath.ucsb.edu j,rfuﬁ
ctional-user-supportffunctional-
USEr-resources
Video Demos Submit an
from UCOP Inquiry o
(UPK) UCPC or
UCPath Portal Ask UCPath Search

Dashboard Menu = Help/FAQ > Self
Service or Location Users

UCPath Help
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Refresher — Part 2
Time to Talk about Templates



Hiring Templates



Transactions Processed Using Templates

TEMPLATES: Provide information to UCPC regarding an
employee’s relationship with UC

Concurrent
Hire

Infralocation [§ Interlocation
Transfer Transfer

Contingent

Termination Retirement Worker

(CWR)

Human Resources, Administrative Services Division 45 UC SANTA BAR BARA



Initiate

Walk the (UC)PCI"'I Template

at Point 10
Start Eﬁ

Here _I—> @ Department

Department adds Position submits Hinng
securaes FTE unding. Requisition to
Approval 5 provide Employment

' [OACIS)

Department
Department . submits Hinng
secures Budget c:rEprf:::.ve;. Eir."':j Proposal to
Approval U""'%B‘r'rﬁ:;lr on Employment
= [CACIS)

Department Dept @ Department
submits Posifion Inilicﬂeiﬁ%proves 'Eg“ rd’“E

Control Request to Hiring Template Qr-Doaras fsw

[UCPath) employee

Department
submits Job

Descnption in
CACIS

s ——————— ..

A,
UCPath Center

Department Compensation fulfills Hinng
approves D approves JD Template

andfor ...
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Full Hire Overview

The full hire template
transaction creates a
record for an employee
receiving compensation
through UCPath Payroll
processing and
establishes the
employee — UC
relationship.

Human Resources, Administrative Services Division

AVAILABLE TEMPLATES*

47

Template Description

UC_ADD_CWR Add Contingent Worker - No Posdon Data
UC_ADD_CWR_POSN Acd Contingent Worker \Vith Poson
UC_COM_CWR Complete Contingant Worker instance
UC_CONC_HIRE Staff Concurrent Hire/Inter Locabion Transfer
UC_CONC_HIRE_AC Academic Concurrent Hirefnter Location Transfer
UC_EXT_CWR Extend CYWR Appomntment

l;f‘_i X ]_C‘ U E-""‘|SM Eadaad Lol Saath Raadian :_;{- Aln b ot
UC_FULL_HIRE Full Hire - Staf! Only

UC_FULL_HIRE_AC  Full Hire - Academic Use Only
UC_INVOL_TERM T ORITNaTy Termauen

UC_PERSON_DATA  UC Personal Data

UC_REHIRE UC Rehira - Staff Only

UC_REHIRE_AC Rehire - Acadamic

UC_REHIRE_RE! Rehire Renstatement - For Staff Appointments
UC_REHIRE_REI_AC Rehire Remnstatement - For Academic Appointments
UC_RENW_CWR Renew Condngent \Worker - Wigthout Position
UC_RENW_CWR_POS Renew CWR Instance - with Posiion
UC_RETIREMENT Retiramant

UC_TRANSFER Intra-Business Unit Transfer - Staff Only
UC_TRANSFER_AC  Intra-Business Unit Transfer - Academic Only
UC_VOL_TERM Voluntary Termination

* Separate hire templates are
available for academic vs staff
full hires.

UC SANTA BARBARA



When to use a Full Hire Template

Hiring someone
from another UC
campus or medical
center

New Hire

First time hiring
former staff

First time hiring a
former academic

employee as an
PIOY employee as staff

academic

Human Resources, Administrative Services Division 48 UC SANTA BAR BARA



Hiring Template Considerations
To Help Avoid Template Cancellation

STAFF Full Hire

Reason Codes 1. Understand who you are hiring, why, & when
a) Review Person Org Summary

Concurrent Hire - Dual Empl b) Work with other Department (CIS needed)

Concurrent Hire - Non Dual Emp H H

e - No Brior UG Afiation c) Determine effective date

Rehire, = 120 days break o . .

Rehire, >= 120 Days Break 2. Update Position attributes & receive approval
Rehire, fr Layoff-MNo Pref <120 oy H . I .

Fatire, T Ly NoPrer ><120 frgm Position Administrator prior to initiating
Rehire, from Layoff-Pref < 120 h|r|ng tem p|(]1'e

Fehire, from Layoff-Pref ==120

Fehire: Rehired Retiree O) Refer to Handout 07

Fehire: Reinstatement b) FLSA

Fehire: Retirment Suspended

Rehire: Staff Recall « 120 c) Is FTE accuratee

Fehire: Staff Recall == 120

Transfer-Inter BU, Demotion 3 COHCUFFGHT Hire

Transfer-Inter BU, Lateral ’ .

Transfer-Inter BU, Promotion Cl) Does FLSA match? Override

;ﬂﬁﬁf{;ﬂ i%'":'t’;fnm'”e” b) Does Pay Group matche Request UCPC update

c) Is FTE accurate or exceed 100%< Update Position

NOTE: “With Prior UC Affiliation” refers to former Confract, BYA, or CWR only.
It does not refer to those who previously worked as a UCSB employee
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Effective Date

The effective date of transactions drives the entire system.

\ Position Updates must be approved before AND have an
RN effective date prior to initiating a template fransaction.
CA)

If you notice something wrong with the position data as you
are populating the template. STOP - CANCEL - UPDATE the
position — INITIATE a new template.

- You can cancel a template prior to saving

- You can delete a template in Transaction Status

If your Template Transaction has been fulfilled
by UCPC, submit a Job Data Update Form or
Position Update Form to the UCPath Center
and request they make the update
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Full Hire Template Job Data

Smart HR Transactions

Enter Transaction Information

Click here to Hide Header Detalls

Template: UC_FULL_HIRE Name:
Effective Date: 02/01/2019
Employee ID: NEW

Job Data

Employee Record:
Addl Pay

Personal Data Eams Dist

Employee Information

Work Location - Position Data

*Position Number 40027517 Q

Work Location - Job Fields

Business Unit SBECMP

Location Code BREN-2202

Job Information - Job Code

Job Code 004922

Job Information - United States
FLSA Status Exempt hd
Job Labor - Union Code

Union Code 99

Job Information - Reporting Information

Reports To Position 40078106
— Number

Job Information - Employee Classification

*Employee Classification Q

Human Resources, Administrative Services Division 51

Action/Action Reason: HIR/HIR (Hire - No Pri

Employee Experie

Department ESMS

Establishment ID UCSB

Union Seniority

Ind

C Affiliation)

After the Position
Number is entered,
many of the other
fields default and are
view-only.

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

* For academic
personnel, the
Employee
Classification field
defaults and is view-
only.

Classified/Unclassified  Professional & Support Staff v

UC SANTA BARBARA




Salary Plan & Grade are on the Job Data Tab

Template: UC_FULL _HIRE Name:
Effective Date: 05/06/2019 ActionfAction Reason: HIR/MIR (Hire - No Prior UC Affiliation)
Employee ID:  NEW Employee Record: The JOb COde
Personal Data Job Data Earns Dist Addl Pay Employee Experience d ete rm | n es th e
Employee Information .
Work Location - Position Data Salary Admln Plan
*Position Number B0024861
= and Salary Grade
Work Location - Job Fields (and defaU|t from
Business Unit SBCMP epartment MUSC .
Position Control)

Location Code MUSIC-0301 Establishment ID|UCSBE aQ,

Job Information - Job Code

Job Code 000547

/\ FYI: Job Codes with no
Job - Salary Plan established Salary Plan and

Salary Administration CTSB Salary Grade 25 ;
o Grade are typically By
Agreement (BYA)
Step Q
Job Compensation - Pay Components Parsoraze | Find | View Al | 0] R Fist (U fot 0 Last For BYA jobs, tab through the
Comp Rate Code Compensation Rate  Compensafion Frequency Rate Code Source compen sation field , leavin g it
1 Q cle blank
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Expected Job End Date Staff

Expected Job End Date

NN MWWH&MW
Work Location - Expected Job End Date -

Enter the date the job

ends in the Expected

Job End Date field for:
« Confract (1)

Limited (4)

Casual/Restricted (5)

CWR (13)

Rehired Retiree (15)

Human Resources, Administrative Services Division

Y

* Non-Academic employeesinclass 1, 4,5, 13, and 15

are automatically terminated in UCPath on the
expected job end date.

Departments monitor expected job end dates and, if
needed, update/extend the expected job end date (in
PayPath) to ensure termination occurs only as
intended.

* Failing to enter an end date for employee class 1, 4, 5,

13 or 15 may result in the employee continuing to be
paid after the expected job end date, and possibly
becoming eligible for benefits, including vacation and
sick, which is charged to the department.
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Transfer Templates



STAFF Transfer Templates

1. INTRA-Campus Transfer - SAME department

An employee fransfers from one position to
another at UCSB, within the same department.

2. INTRA-Campus Transfer - DIFFERENT department
An employee transfers from one position to
another at UCSB, between different

departments.

3. INTER-Campus Transfer - different CAMPUS

An employee transfers from one position to
another at a different CAMPUS.

ucssB
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Infra-Campus Transfer Template - a closer look

INTRA-Campus Transfer —
Same OR Different depariment at UCSB

« Used to transfer a staff employee
within or between departments at
UCSB.

- The new department initiates the
infralocation transfer template.

Always maintain communication
between departments throughout
this process.

UCSB
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Available

Templates

Template Description

UC_ADD_CWR Add Contingent Worker - No Position Data
UC_ADD_CWR_POSN Add Contingent Worker With Position
UC_COM_CWR Complete Contingent Worker Instance
UC_CONC_HIRE Staff Concurrent Hirefinter Location Transfer
UC_CONC_HIRE_AC Academic Concurrent Hire/Inter Location Transfer
UC_EXT_CWR Extend CWR Appointment
UC_EXT_CWR_POSM Extend CWR (with Position) Appointment
UC_FULL_HIRE Full Hire - 5taff Only

UC_FULL_HIRE_AC  Full Hire - Academic Use Only

UC_INVOL_TERM Involuntary Termination

UC_PERSON_DATA  UC Perzonal Data

UC_REHIRE UC Rehire - Staff Only
UC_REHIRE_AC Rehire - Academic
UC_REHIRE_REI Rehire Reinstatement - For Staff Appointments

UC_REHIRE_REI_AC Rehire Reinstatement - For Academic Appointments
UC_RENW_CWR Renew Contingent Worker - Without Position
UC_RENW_CWR_POS Renew CWR Instance - with Position
IC_BETIREMEMN Betirement

UC TRANSFER Inira-Business Unit Transfer - Staff Only
UC_TRANSFER_AC  Intra-Business Unit Transfer - Academic Only
UC_VOL_TERM Voluntary Termination

UCSB
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Inter-Campus Transfer — a closer look

Initiate an inter-campus transfer when an
employee transfers from one UCPath campus
to another UCPath campus without a break
in service. For example, an employee
transfers from UCLA to UCSB.

UCSB

STEP 1 New Campus (UCSB)
Submits and confirms
Concurrent Hire Template

STEP 2 Former Campus (UCLA)
Submits Termination Template

Human Resources, Administrative Services Division 57

Available

Templates

Template Description

UC_ADD_CWR Add Contingent Worker - No Position Data
UC_ADD_CWR_POSN Add Contingent Worker With Position
UC_CONC_HIR Staff Concurrent Hirefinter Location Transfer
UL_COUNC_HIRE_AC Academic Concurrent Hire/inter Locauon [ransier
UC_EXT_CWR Extend CWR Appointment
UC_EXT_CWR_POSM Extend CWR (with Position) Appointment
UC_FULL_HIRE Full Hire - 5taff Only

UC_FULL_HIRE_AC  Full Hire - Academic Use Only
UC_INVOL_TERM Involuntary Termination
UC_PERSON_DATA  UC Perzonal Data

UC_REHIRE UC Rehire - Staff Only
UC_REHIRE_AC Rehire - Academic
UC_REHIRE_REI Rehire Reinstatement - For Staff Appointments

UC_REHIRE_REI_AC Rehire Reinstatement - For Academic Appointments
UC_RENW_CWR Renew Contingent Worker - Without Position
UC_RENW_CWR_POS Renew CWR Instance - with Position
UC_RETIREMENT Retirement

UC_TRAMSFER Intra-Business Unit Transfer - Staff Only
U _TRANSTER_A IIMd-Du e LT Trdrr I'EI = ALJUETTIL Uiy
UC_VOL_TERM Voluntary Termination

The Job Termination Effective
Date should be the same as the
Job Effective Date for the
concurrent hire.

UC SANTA BARBARA



Termination & Retirement Templates
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IMPORTANT

Termination Templates ) Dol Eiteeive Be
Use VOLUNTARY * Reason Code
Termination Template when ... St HR Transacions These fields are important
. . Enter T on Detal entry points for the
¥ An employee resigns their UC nter Transaction Detalls employee’s record and
employment. have many downstream

Ne ioliowing [ransacton Cetails are required eﬂ:eCtS.

¥ As one part of Inter-Campus

fransfer. Template UC Voluntary Temination
> Initiators submit templates only for Organizational Relationship Employee
employees within departments for which Enployee 0] . |
they have security access. ) Select the
) ) *Employment Record Number|( (PROF-AY v\ correct
> If needed, you must coordinate with Employment
other departments for terminating other *Job Effective Date 12152017 Record Number
UC jobs.
Action Termination
Use INVOLU NTARY Continue Cancel
termination template when ...

M It is necessary to ferminate an employee, lay off an employee or you
learn of the death of an employee

> (If the termination reason is Death, only one termination template is initiated (Involuntary
Termination); UCPC WFA Production terminates all other jobs for the employee.

UC SANTA BARBARA
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Entering Termination Transaction Information

Smart HR Transactions
Enter Transaction Information

Return to Previous Page ”LaSt Date Worked”
Save and Submit Save for Later Cance automatically populates with a date

that is one business day prior to
Job Data “Job Termination Effective Date.”

Work Location - Position Data

Position Number 40077227

Work Location - Job Fields Update the Last
Business Unit RVCMP in‘e Worked if
Location Code P5307 needed Ond enfer

a Comment.

Job Information - United States

Last Date Worked 12/14/2017 L]l

Comments

Comments | Termination effective 12/15/2017. Last day worked 12/14/2017 A

Return to Previous Page

Save and Submit Save for Later Cancel Supporting documents

When complete, click
Save and Submit

Transaction ID: NEW

Initiator Comments:
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Retirement Template
Initiate a RETIREMENT Template when:

¥ An employee decides to retire

> When UCPC WFA Production receives a refirement transaction,
they retire the employee from all UC jobs.

Smart HR Transactions

Enter Transaction Details

The following transaction details are required

Click Continue to Template UC Retirement
enter the
remaining Organizational Relationship Employee

ke When an employee retires
template. *Employee ID 10069686 Q Archer Witt from UC, only one
retirement template needs
to be initiated; UCPC WFA
Production will retire all
other jobs for the
employee, as needed.

*Job Effective Date 12/20/2017 X [3)

Action Retirement
There is only one
Reason Code Retirement Reason Code for
the retirement

Continue | Cancel template.
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Enfering Retirement Template Information

“Last Date Worked”
automatically populates with

Smart HR Transactions

“ If the Job Retirement Enter Transaction Information 3 date that is one business
EffeCfive ine iS a Return fo Previous Page day prior to
I\/\Oﬂd(]y, the Last Save and Submit Save for Later Cancel “‘lob Retirement Effective
Date Worked defaults Date.”
to the previous Job Data
Wordey (F”dGY) . Work Location - Position Data

it 0097653
Position Kumber 40097653 Update the Last Date Worked

Work Location - Job Fields if needed and entera

v The Last Date Worked —— Comment.
field can be changed |
if needed; however,

Location Code 159610

-I-he qui- in-e Worked Job Information - United States
mus-l- be prior -I-O -I-he Last Date Worked | 12/19/2017 @
Job Retirement Comments
Effecﬁve Dai-e Comments Refirement effective 12/20/2017. Last day worked 12119/2017 i
When complete, click Save and Submit Retum to Previous Page
NOTE: End of FY retirements Save and Submit Save for Later Cancel Supporting documents
have specific requirements for termination date,
last day work, and effective date. Transaction ID: NEW
Initiator Comments:
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Termination & Retirement Final Pay

Final pay is required when all jobbs are
terminated or refired

> While the termination and retirement templates provide a link for
initiating final pay after entering the template, UCSB does not use
this component.

M Request final pay through BFS ServiceNow portal:
hitps://ucsb.service-now.com/payroll

¥ For additional information on final pay, refer to the Payroll course:
PHCMPAYL200: Additional Compensation and Pay Adjustments
Requests.
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https://ucsb.service-now.com/payroll

Key Take-Away from Part 2 (see more in Part 1)

@ Bookmark PeopleSoft Menu > Workforce Administration >Personal
Information > Person Organizational Summary

Carefully examining the Person Org Summary is
critical to successfully submitting tfemplates and
hiring staff employees.

Person Org Summary can help determine:
o Hiring Template

o Reason Code

o Certain Position Attributes (FLSA)

o Pay Group

o Timing / Effective Date

o Impacts on Other Departments
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Specific Questions
Let’'s answer some of YOUR specific questions ....



Resources for Template Fields

[ Description || specifcinformaton || UC Posiion Data || Supparting Documents

1. Job Code

auto-populates Union Code, etc.

; - : :
Position Information Find | ViewAll  First (&' 10f1 () Last ‘

Position Number NEW Transaction ID 1111111111

Current Head Count 0 outof 1

Headcount Status Open

Approval Status Initial

New Position

*Position Status

Status Date 12052019 |[5)

*$tatus | Active v Initialize

I Key Position

2. Job Description determines some

i Job Information

fields on hiring template

HR Website / Compensation links

*Business Unit

Job Code

Q
Q

UC Santa Barbara Campus
SRA2NEX

Manager Level All Other Positions

RegTemp Not Applicable

FulliPart Time | System Default - Sele v

Shift Not Applicable

Title |SRA2 NEX

Union Code[RX_|QQ Research SupportPrfessianals
Short Title

Detailed Position Description

l Work Location

|

to Salary Scales or TCS:
https://www.hr.ucsb.edu/compe
nsation/salary-scales

I “'_}b\‘\IJ‘w,AM‘M,_‘j.M\‘N‘,-»N__\’*»

Question & Answer

9
|Human Resources ARl UCSB NI SN NN NN NN NN NN RN N NN EEEE N
M ucsB salary Scales current as of - 10/01/2019 =
- Unit Organization [Effect: i
w99 NOBARGAINING UNIT NOT REP 4/1/2018 1
ASAP | Benefils | Compensation  Leaveof Absence EmployeeServices Employment Labor Relations UGPalh 4| ©X IBTCLERICAL cue 7/1/2019 L
M bx  pHvsicians & DeTisTs UAPD 7/1/201% m
Training oM EX PATIENT CARE TECHNICAL AFSCME 11/1/2018 ‘m
M| HX RESIDUALPATIENT CARE PROFESSIONALS  |UPTE 7/1/2019 i
COMPENSATION & CLASSIFICATION fg| KB  SKILED CRAFTS--UCSB 501 3/10/2019 u
9 NX  REGISTERED NURSES CNA 1/1/2015 & 5/22/2019 B
1M pa  POLICE OFFICERS FUPOA 7/1/2019 ™
izl SALARY SCALES k M| RX  RESEARCH SUPPORT PROFESSIONALS upTE 7/1/2019 m
F——— UC Tite Coce systemTcsy || '8| X SERvice AFSCME 6/3/2018 -
13| TX SYSTEMWIDE TECHNICAL upTE 7/1/2019
Classification atime, by going UCSB Salary Scales - Oct L u
to the Title Cade System (TCS) (system-wide web site). You can also 20195 u n
St Uit download a complete Excel file of current UCSE rates. And lastly, you ca Job FLsA |Union| Unioncode | Y 'm
P setld Job Code Descr Admin | salary Admin Plan Descr
oAcis view the salary grade structures for UCSE's professional and support [ code status| Code | Descr
. 3 N Grade Ranges - July 2019 Plan n
staff (PSS), managers and senior professionals (MSP), Physicians (PH), = = 1 == = =
Selary Increase and Development Officer (DI0) positi = 3 N
Progiams pment Officer (DO) positions. 538 SBCMP. 9613 SRA 1 N RX ResearchSuppc UCRX  RX Salary Plan B
UCSB Career Tracks Salary 5334 SBCMP 9613 SRA1 N RX ResearchSuppc UCRX  RX Salary Plan
Salary Scales + Title Coda Systam (TCS) Instructions Grade Ranges - July 2019 S SBCMP 9613 SRA 1 N RX ResearchSuppc UCRX  RX Salary Plan [ ]
Serics . (paf) - SBCMP 9613 SRA1 N RX ResearchSuppc UCRX  RX Salary Plan n
eries Concepts SBCMP 9613 SRA1 N RX ResearchSuppc UCRX  RX Salary Plan
B rename ssbevistons UCPath Step Translation sag/SECMP 9613 SRA1 N Rx esearchsuppc UcRX o salary lan B
e ) ) Chart - 5320 SBCMP 9614 SRA 4 SUPV E 99 Non-Represent 5B  Locally Assigned - PSS ]
FAQs *  Understanding UCSE's Salary Scales and Grades 53W/secmp| 615 |sRa 3 sUPY E 99 Non-Represent 5B Locally Assigned - PSS n
53 sBCMP 9616 SRA 2 SUPV E 99 Non-Represent SB Locally Assigned - PSS n
Compensation Staff + Historical Salary Scales S39SBCMP 9617 SRA 2 NEX N RX ResearchSuppc UCRX  RX Salary Plan
5333 SBCMP 9617 SRA 2 NEX N RX ResearchSuppc UCRX  RX Salary Plan L]
Contacts + Historical Salary Grades 334 SBCMP 9617 SRA 2 NEX N | RX ResearchSuppc UCRX  RX Salary Plan [ ]
53Mspcmp 9617 SRA 2 NEX N RX ResearchSuppc UCRX  RX Salary Plan n
+ Public Salary Databases
s:l SBCMP 9617 SRA 2 NEX N RX ResearchSuppc UCRX  RX Salary Plan I
5 M seeme ss17 sraz NEX N RX ResearchSuppc UCRX  RX Salary Plan n
52 secmp S617 SRA2 NEX N RX ResearchSuppc UCRX X Salary blan 3
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Resources for UNIVERSITY OF CALIFORNIA, SANTA BARBARA RIQ

JOB DESCRIPTION

Template Fields | e T

% EMPLOYEE ID: NEW HIRE START DATE: 3
] 1/06/201%
2 E: |TITLE CODE: WORKING TITLE: ATION
BLANK AST 3 4722 Performing Arts Coordinator EFFECTIVE DATE:
04/2772014
JOB FAMILY: JOB FUNCTION: |JOB LEVEL: JOB LEVFL CODE :
PERCENT OF TIME:
. . 100.00
Job Descriptions
determine some
oy 'PE: g - s 5
POS|'|'|O|’] Qnd JOb Carear ALEC-Arts And Lectures Office Arts & Lectures Building 402
H SOR: SUPERVISOR'S PAYROLL TITLE: NAME OF DEPARTMENT HEAD:
DO TO fl e | d S Sarah Jane Eennstt Events Specialist 4 Celesta Billaei
EMPLOYEE'S FORMER PAYROLL TITLE: NAME OF PREVIOUS INCUMBENT:
P . _I_' BLANK AST 3 Vacant {repl Lyndsay Cooke)
OsSITIoN HR APPROVED | TEMP BEGIN TEMP END DATE: [LTD APPTBEGIN  |LTD APPT END END DATE
ACTION: DATE: DATE: DATE: (OTHER):
Data Updae
TYPE OF SUPERVISION RECEIVED:
General supervision

Job

Other:
D G TG Frequency of Other Activity: No Fesponse

SPECIAL CONDITIONS OF EMPLOYMENT:
The below licenses, carfificates, cradentials, bondahbulity, altered work schedulss, fiurloughs, travel, etc are required for this pesition:

Maintain a valid CA driver's license, a clean DMV record and enrcllment in the DMV Employea Pull-Notice Program
Satisfactory eriminal history backgroond check

-Some evening and oceasional weekend hours required (subject to overtime pay in accordance with University/CEU agreement).
-Ability to liftmove up to 50 Tha.

Emplovee's Signature Supervisor's Signature Department Haad's Signature

Question & Answer
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Where Do | Go For Help?

 How to get all units to be on
the same page?

* Why am | getting sent in
circlese

* When to call HR@¢

Question & Answer

Administrative Services Division 68 UC SAN TA BAR BARA
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Question & Answer

@

Department
secures FTE Approval

Where Do |
@

Go For Help?

ANSWER Az
Start at the beginning

Department
adds Posifion
fundi
BFS pro
ifr

Department
submits Hiring

Requisition to
Employment [OACIS)

WFA Department
approves, assigns submits Hiring
position number and Proposal fo
adds to JD Employment (OACIS)

and proceed in order
waiting for approvals.

Depariment
submits Job
Description in OACIS

ldentify where
the issue lies.

Department
approves JD and/or

Call Compensation with questions about a
Job Description

Call WFA (Amy & Sarah) with questions
about Staff Positions, PayPath Actions, and
Template Transactions.

Call Employment with questions about
Hiring Requisitions, Hiring Proposals

Call BFS with questions about Funding,
Paychecks, Salary Cost Transfers/Direct
Retros, and I-9 69

Department
submits Posifion
Confrol Request to

Compensation
approves JD

be

Dept

Inifiates/Approves or?f)%%?é??\rgw
Hiting Template employee
(UCPath) Py

UCPath Center fulfills BFS
Hiring Template

completes -9 Process

Multiple HR Units Work Together in UCPath

HR Unifs +

the UCPath System Manage
+ Compensation
WFA + Position Administration

« Recruitment
’ « Problem Solving
+ Functional User Training
Comp Emp

After fulfillment of the hiring template,
UCPath maintenance continues through:
= Payroll (BFS)

= WFA

« UCPC

UC SANTA BARBARA




Accessing Resources & Step-by-Step Guides

HR Website

https://www.hr.ucsb.edu/ucpath

CURRENT EMPLOYEES

Employee Services

Leave of Absence

Employment

Position Management

PayPath Actions

HR Smart Template
Transactions

Tools & Resources
Forms

Contacts

Position Management & </ Login
Workforce Administration

The future is now. .
W ServiceNow

U Payroll /
4 Accounting

PPS Login

Question & Answer

Human Resources, Admi

WELCOME

The Position Management and Workforce Administration Unit provides
campus with UCPath transactional support and training. Our goal is to
provide campus with outstanding service while building user confidence
in UCPath. We help campus manage the life-cycle of a Staff employee at
UCSB, including: Position Management, Training, Technical Guidance,
UCPath Troubleshooting, Mass Hires, Mass PayPath Actions, Service
Credit Review/Milestones, and Reporting.

The Basics

This site offers WFA-specific information regarding UCPath actions and
functionality for UCPath initiators and approvers on campus. Visit our

dedicated UCSB UCPath page
calendars, job aids, step-by-step instructions and more. These two

o directly access news, memos,

resources, combined with the power of HR ServiceNow,  provide UCSB
UCPath Functional Users with the support and information to complete
most WFA tasks in UCPath.

+  Quick Reference Navigations
+ Employee & Manager Self-Service Actions

+ Where Can | Find Help Regarding UCPath?

* PPS (Personnel Payroll System) is inquiry-only for authorized PPS users.

istrative Services Division

. UCPath Portal

v

W (Inquiry Only)

ADMINISTRATIVE
SERVICES U C s B
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UCSB UCPath Website

https://www.ucpath.ucsb.edu/functional-
user-support/functional-user-resources

ucsB [Jelg) - B

Home  About UCPath + Employee Support - News ~ FAQ  UCPathCenter  Contact

Functional User Resources

Functional users with UCPath fbles (inftiator, Approver, etc ) ean access support dacumentation h

UCPath Help

Within UCPath, use the "Help" link to find support documentation in the UCPath Help site Specific to the page you are working
on.

Log into UCPath

For all UCPath inquiries please follow the contacts listed below. This information can also be found under the Contact section of
tne UCPath website

Functional Users:

+ UCSE Human Resources at hrhelp.ucsb.edu ? or (805) 893-4048 (for staff employees)

+ UCSB Academic Personnel st AP-Path@ucsb.edu s or (03] 893-3423 (for faculty, scademic employees, graduste student
employees, and post docs

* UCSB Payrol Office at bshelp.ucsb.edur or (805) 893-4145 (for staff. student employees. and work-study employees)

+ UCSB ETSC at etsc.ucsb.edu (for technical questions, security access. role assignments. and imekeeping)

+ Please reference the UCPath Functional User Support document for more detsils

Job Aids

Access courses, Job Aids.and User Productivity * {UPKs) on the UCPath Help Site I

Resources are updated on a requiar basis. Therefore, they are best viewed online rather than downlosded and saved to your
computer or a shared drive. If you don't find the information you're looking for n one of the categories below, you can also search
for content in the UCPath Help site @

UCPath Job Aids.

UCPath Portal Basics:?
Clear Your Web Browser Cache:?
Disable Pop-Up Blocker:

Basics and Navigation Who Does What

Transaction Lifecycle

Effective Dates

UCPath Help Site

Approval Workfiow Engine (AWE) Desk Reference: Approval Workfiow Engine (AWE)

Initiate New Position Control Request for Staff and Academic Student Positions
Position Control Update Single Headcount Vacant Staff and Academic Student Positions
UCPath View Vacant Budgeted Positions

Position Funding UCPath Position Funding Entry

WFA Basics

UCPath WFA Navigation

UCPeth PayPath and Additionsl Pay Navigation
Smart HR Templates

Concurrent Jobs Supplemental Chart with FLSA status
UCPeth Hire Template Matrix

UCPath New Hire

UCPath Rehire - Change Employee Class

UCPath Rehire - Same Employee Class

\Work Foree, Adcinistration (WFA) UCPath TransferIna-Locaton No Break n Service Same Eml Class

- [V Y S Y ot PV
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Question & Answer

Help and Resources

Ask Staff E-mail
WFA - . Y - questions re:
Questions i HR ServiceNow - for Staff Academic Personnel Faculty and
P hitps://ucsb.service-now.com/hr UCPath Team ASE
AP-Path@UCSB.edu _ J
UCSB HR -
Staff-specific Find Job Aids,
Guidelines — e ——————— Handouts,
and Support
MOGESIEN  HR Website - for Staff UCSB UCPath Site Documents
hitps:/fwww.hr.ucsb.edu/ucpath hitps:/fwww.ucpath.ucsb.edu ‘,rfuﬁ
ctional-user-support/functional-
User-resources
Video Demos Submﬁ an
from UCOP Inquiry 1o
(UPK) UCPC or
UCPath Portal Ask UCPath Search

Dashboard Menu > Help/FAQ > Self UCPath Help
service or Location Users : L|brc1ry
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Step-by-step guides, UPK, Navigations

¢ Real-life demonstrations of UCPath
Transactions

 Why are there no step-by-step guides or
even answers to emails¢

« Whatis UPK<
» Navigation tools for approverse

« HANDOUT 1: Functional User Resources
« HANDOUT 2: Recommended Bookmarks

« HANDOUT 7: Required Position Fields

Question & Answer
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Step-by-step guides, UPK, Navigations

User Productivity Kit (UPK),
located under “UCPath Help
Site” and created by UCOP.
Provides step-by-step video
demonstrations and printed
guides. Look under “workforce
administration” or search by
key word.

Employes Support = News ~ FAQ  UCPath Centsr  Contact

Functional User Resources

Functional users with UCPath roles (Initiator. Approver, etc.) can access support documentation here

UCPath Help

Within UCPath, use the "Help" link to find support documentation in the UCPath Help site specific to the page you are working

For all UCPath inquiries please follow the contacts listed below. This information can also be found under the Contact section of

the UCPath website

Functional Users:

at hrhelp.ucsb.educ or (B05) B93-4048 {for staff employees)
| at AP-Path@ucsb.edur or (805) 893-5429 (for faculty, acad

Job Aids

Ac Job Aids,

Question & Answer

Human Resources, Administrative Services Division 73

hitps://www.ucpath.ucsb.edu/functional-
user-support/functional-user-resources

UNIVERSITY

QA® = | { Shace

Basics and Navigation

[+ QAbsenoe Management

[+ QBeneﬁts

3 QePerformance

[+ QGeneraI Ledger

[+ Q Payroll

- @ System Administration B

= U,.] Workforce Administration
[+ QPHCMWFMOU: Employee Data Inquiry
[+ Q PHCMWFA110: WFA Overview
+ QPHCMWFAQ'H]: Allocate Compensation
i @ PHCMWFA215: Mass Hires
@ PHCMWFAL205: Person of Interest
+ QPHCMWFALZQD: Experience Based Pay
[+ Q PHCMWEFAL225: Mass Update of PayPath Actions
- @ PHCMWFAL250: Template Transactions - Part |
H Q PHCMWFAL260: Template Transactions - Part Il
\% Q PHCMWFAL270: PayPath Transactions
[+ Q PHCMWFAL300: Position Control
* Q PHCMWFAL301: Position Administration

UC SANTA BARBARA



Step-by-step guides, UPK, Navigations

Question & Answer

Handouts and Trainings

Slides in "Support

Documentation” are
created at UCSB and

offer step-by-step

instructions and are

based on the most
current information
available.

UCSB [SleEN

https://www.ucpath.ucsb.edu/functional-
user-support/functional-user-resources

UCSE [SletzEis ﬂ

Home  AboutUCPath »  FunctionalUser Support  Employes Support »  Mews  FAQ  UCPsth Center  Contact

Support Documentation
View KTS Recordings
s Concurrent Jobs Supplemental Chart with FSLA status

* Handout 01 - Functional User Resources
* Handout 02 - Recommende

cokma
* Handout03 - Employee cations and Pay Groups

+ Handout 04 - Payroll Pro g Schedule 2019 [s
* Handout 05 - Payroll Processing - Biweekly 2019

* Handout 06 - Payroll Calendar - Monthly 2019

* Handout 07 - Position Request - Required Fields

* Handout 08 - Hire Template Matrix

+ Handout 09 - UCSB UCPath Emplovee Relations Code

« Handout 10 - Resolving Staff Concurrent FLSA Mismatch

* Handout 11 - UCSB UCPath New Hire UCPath Help
+ Handout 12 - Smart HR Template Pitfalls and Resolution
* Handout 13.1 - Transfers Intra-location No Break in Services Same Empl Class Resources

« Handout 13.2 - Transfer Interlocation

* Handout 18 - How to Request a New Staff Position in UCPath
« Hire Template Matrix

* Hiring Explained
* KTS Fall Transitio
* KTS Fall Transitio

Access web-
based training

* KTS Summer Transiti UC Learning Center
« KTS UCPath Mew Hir nZoom Chat Log EMPLOYEE LOGIN
* KTS Understanding and Resolving tion

* KTS Understanding and 3t Transcript
* Position Cantrol to Hire Proc
* Training Slideshow - OC vPath

+ Training Slideshow - OC sition Control
s Training Slideshow - OC Template Transactions
* UCSE Support For Acad s

* UCSE Support For Staff Emplo
* UCSE Support For UCPath Functional Users
* WFA Campus Quick Reference

es

Home  AboutUCPath » [ETRSTSSIUEETeoos@l mpioyce Support - News UCPath Center  Contact « WFA Quarter Transition
A Recruit to Paycheck

WFA Stablization Session

Functional User Resources

Functional users with UCPath here.

Access Sup@ort Documentation
UCPath Hel R
~-nath hglp Pl nd g~ Lpa P =CRath

Human Resources, Administrative Services Division

74 UC SANTA BARBARA



Step-by-step guides, UPK, Navigations

Question & Answer

JOB AIDS, created by hitps://www.ucpath.ucsb.edu/functional-
' user-support/functional-user-resources

UCQOP, are sorted by
topic and provide —
printable step-by-step B I =

instructions for many 7 — N
processes in UCPath.

Funding Entry Dets

Direct Retre/Salary Cost Transters

Submitting Cases to UCPuth Center

s T NSRS A
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Step-by-step guides, UPK, Navigations

Question & Answer

Handouts and Training

Slides in “Support
Documentation” are
created at UCSB and
offer step-by-step
instructions and are
based on the most
current information
available.

Home  AboutUCPath -  Functional User Support~  Employee Support ~  News

Support Documentation

University of California, Santa Barbara @
UCSB julelariidy

UCPath Help
Resources

Access web-
based training

UC Learning Center
EMPLOYEE LOGIN

Employee Support - MNews FAQ UCPath Center Contact

hitps://www.ucpath.ucsb.edu/functional-

user-support/functional-user-resources




Pay Group Overrides

Pay Group Override is typical when a STDT 1 employee holds a
concurrent exempt academic position. The circumstance of the
staff student employee determines the process for the Override:

Question & Answer

Vacant Position

ASE adds a staff student
position:

1.

Navigate to Position
Control Request

Update FLSA on the staff
student position to
“Exempt”

Submit hiring template to
UCPC

» Inthe comments field
request UCPC update
the Pay Group to 8MH
(paid hourly/monthly)

Human Resources, Administrative Services Division 77

Filled Position
Staff Student adds a concurrent
exempt position (ASE):

1. Navigate to PayPath
2. Search by employee ID

3. On Staff Student’s Position
Tab:
Change FLSA to “Exempt”

4. Submit Job Data Update
Form to UCPC to change
Staff Student’s Pay Group
to “8MH"

On a filled position the only way
to update a Pay Group is with a
Job Data Update form to UCPC

UC SANTA BARBARA



Job Data Update and Position Update Forms

Question & Answer

Position Update Forms Job Data Update Forms
Correct history Correct history
Update Pay Group
Forms Library Human Resources
Access Forms
(A Dual Employment
View an Employee eForm
Interlocation Transfer Request - Benefits (UCPC UFIN301A)
Update an Employee efo..

(A Interlocation Transfer Request - Final Balances (UCPC UFIN301B)

Job Data Update

(A Multilocation Agreement

Position Update

Human Resources, Administrative Services Division
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1

osition Update Form Insiructions

Insfructions are

POSITION UPDATE FORM

Question & Answer

Human Resources, Administrative Services Division 79

Update Form

UNIVERSITY UCPath

em bed d ed in OF | Center ClearForm | | vaiidate | [ undo Higniignt |
-
the Position FRO50

The purpose of the Position Update Form is to submit position related
the position data (and/or incumbent job data, if applicable) in UCPat

e Y N e

Lo ad update

Click to access form instructions.
’

—— —

Instructions

Record corrections to position data may require special handling in UCPath and must be processed by
the UCPath Center. Business Units will complete applicable sections of the Position Update Form to
notify the UCPath Center of these updates.

« Section 1: Key Information — Business unit completes this section in its entirety. This section
should indicate the data row in Position Management which requires an update.

— Type of Update:
= Add New Row — Select to insert a position data row.
= Update Existing Row — Select to edit the data of an existing position data row.

= Remove Existing Row — Select to delete an existing position data row entered in
error.

= Position/Job Data Sync — Select when a position update has been made but
does not reflect in the incumbent’s job data. UCPath Center will use the
completed form to update the incumbent’s job data record.

= Sections 2-4: Business Unit completes applicable sections with requested updates.

e Section 5: Business Unit approver(s) completes appropriate approval information.

e To submit the form, please visit UCPath (hitp://ucpath.universityofcalifornia.edu):

— Click on “Ask UCPath Center” and then select “Submit an inquiry” on behalf of the
employee listed on the form.

— Select "Workforce Administration” as the inquiry Topic and "Submit a Form” as the inquiry
Category.

UC SANTA BARBARA



Position Update Form

Question & Answer

Section 1

All fields are required.
These fields are used

to identify the record
that needs to be

UNIVERSITY [RVEETY

POSITION UPDATE FORM

Center : __
LIFORNIA ClearForm | [ validate | [ undo Higniignt |
FR.050

The purpose of the Position Update Form is to submit position related corrections to the UCPath Center and update
the position data (and/or incumbent job data, if applicable) in UCPath. Click to access form instructions.

SECTION 1. KEY INFORMATION
Type of Update™ Position #*

*Indicates Required Fields

Effective Date™ (mm/dd/yyyy) Reason Code®

SECTION 2. POSITION INFORMATION

U p d G Te d . Business Unit™ Department # Location

. ;II / Part Time Reports To Position # Job Code Union Code
SeCTlon 2 O rixed O variable
B U S| ness U N |-|- |S Classified Indicator FLSA Status salary Admin Plan

. _ O Exempt O Non-Exempt
reqU|red. POpUlOTe Salary Grade Standard Hours FTE
Only Those ﬁelds ThOT Adds to FTE Actual Count Max Head Count Health Certificate
need to be updated. Llves [Jno

Signature Authority Worksite Employee Relations Code

Secftion 3

Populate only those
fields that need to be
updated.

Section 4
Always include
comment

SECTION 3. INCUMBENT INFORMATION

Update Incumbents Include Salary Plan/Grade
[ lves [ Ino | | Yes [ Ino
Empl ID# (2 Digits) Last Name First Name

Once approved, submit this
form via inquiry to UCPath.

Human Resources, Administrative Services Division

al r—*ﬂh—-‘-”—"*“-mhi*qd‘& e g e gy

SECTION 4. INITIATOR COMMENTS
Type Comments Below

80 UC SANTA BARBARA




[ 3

ob Data Update Form Instructions

Instructions are
embedded in JCParh
the Job Data

The purpose of the Job Data Update Form is to submit job d

JOB DATA UPDATE FORM

Clearform | [ validate | [Undo Hightight |

FR.107

ata related corrections to the UCPath Center and update

Update form

the job data in UCPath.| Click to access form instructions.

L e an
M.—-__’-' —_

Bt e N s o Bttt

Question & Answer

Human Resources, Administrative Services Division 81

Use

Business Units will complete the Job Data Update Form to correct erroneous job data which should not
exist in UCPath. The Business Unit will submit the form via Case Management to the UCPath Center for
processing.

Instructions

Record corrections to job data must be processed by the UCPath Center. Business Units will complete
applicable sections of the Job Data Update Form to notify the UCPath Center of these updates.

1. Section 1: Key Information — Business Unit completes this section in its entirety. This section
ould indicate the data row in Job Data which requires an update.

a. Type of Update:
— Add New Row — Select to insert a job data row.
— Update Existing Row — Select to edit the data of an existing job data row.
— Remove Existing Row — Select to delete an existing job data row entered in error.
2. Sections 2-5: Business Unit completes applicable sections with requested corrections.

3. Section 6: Business Unit approver(s) completes appropriate approval information.

To submit the form, please visit UCPath (hitp://ucpath.universityofcalifornia.edu):

a. Click on "Ask UCPath Center” and then select “Submit an inquiry” on behalf of the
employee listed on the form.

b. Select “Waorkforce Administration™ as the inquiry Topic and “Submit a Form™ as the inquiry
Category.

UC SANTA BARBARA



JOb Dqlllq Updqie Form UCPath JOB DATA UPDATE FORM

enter
CALIFORNIA

ClearForm | | validate | [ Undo Highlight |

FR.107
h S e C 'I'i O n ] The.purpose .of the Job Da?a Update Form is t.o subm.'\tjob data related corrections to the UCPath Center and update
the job data in UCPath. Click to access form instructions.
m Al | fl e | ds O re req U I red * SECTION 1. KEY INFORMATION *Indicates Required Fields
Th ese fi e | ds O re Used Eniplu‘yee ‘ID #7 (8 Digits) Last Name | First Name
.I.o id e n.l.ify .I.h e record jpe of Update® Empl Record #* J:b Indicator® Effective Date® (mm/dd/yyy) | Effective Sequence™
2 that needs to be Aeien” ressen
: U p d G -I-e d . ;bmi‘tter Name* Submitter Email® — Date Submitted® mm/dd/ywy)
1 SECTION 2. JOB DATA
< S e C TI O n 2 Business Unit* Department # Position # Reports To Position #
BUSI neSS U nIT IS ;pluyee Pay Type Job Code Union Code
d ‘ 1 OHourl Osalar
reqUIred ° POpUIGTe Emlll Cla\;s#/f.‘nde : Standard Hrs FTE
C O n |y Th Ose fl e I ds Th G 1- Ejpected Job End Date (mm/dd/yyyy) | End Job Automatically Classified Indicator FLSA Status
need to be updated. _ _ | Oves  Ono — _ i -
Probation End Date Probation Code PY Career Duration Academic Duration of Appt
O S e C Ti O n 3 Comp Frequency — Salary Step | Trial Employment End Date ERIT Phased Retirement End Date
i P lat ly th =
+ O p U O e O n y Ose Eligibility Group Override Pay Group Override Salary Admin Plan Salary Grade
m fields ThOT need TO be JS:Y::rning?::i:tribution Ores One
m U p d O _I_e d Earnings Distribution Type Earnings Code Compensation Rate Percent of Distribution
’ . Compensation
S e C TI O n 4 1) | Reason Rate Code
@ AlWO ys i n Cl U d e S:q Comp Rate Frequen; Apply to Future Rows
__ Oes OnNo
comment e A e e e P s
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Job Data Update Form|pr=
S_Eq Comp Rate Frequem; Apply to Future Rows
_ OYES OND
. ) | Reason ate Code
Section 2 - 4 i -
N °1 ° Se Comp Rate Frequenc Apply to Future Rows
Business Unit is : i e Oves One

re q U I re d : P O p U IO Te SECTION 3. SHORT WORK BREAK / RETURN FROM SHORT WORK BREAK
O n |y 'I'h Ose fi e I d S Expected Return Date (mm/dd/yyyy) Date Returned to Work {mm/dd/yyyy)

that need to be

SECTION 4. TERMINATION / RETIREMENT
U p d O Te d . Last Date Worked (mm/dd/yyyy) Date of Death, (if applicable) (mm/dd/yyyy) | Surviver Information, (if applicable)
. SECTION 5. INITIATOR COMMENTS
S e C TI O n 5 Type Comments Below
Always include
comment
H SECTION 6. BUSINESS UNIT APPROVAL
S e C TI O n 6 Approval #1 Type/Print Name* | Approval #1 Signature® Date Approved™ (mm/dd/yyyy)
Approval 1
R e q U ire d Approval #2 Type/Print Name Approval #2 Signature Date Approved (mm/dd/yyyy)
Approval #3 Type/Print Name Approval #3 Signature Date Approved (mm/dd/yyyy)
Once approved,
submit this form via

in qu iry to UCPath. UCPATH CENTER INTERNAL USE ONLY

Processed By Completion Date (mm/dd/yyyy)

Question & Answer
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Help Avoid Template Cancellation

Question & Answer

Human Resources, Administrative Services Division

STAFF Full Hire

Reason Codes

Concurrent Hire - Dual Empl
Concurrent Hire - Non Dual Emp
Hire - Mo Prior UC Affiliation
Rehire, = 120 days break
Fehire, == 120 Days Break
Fehire, fr Layoff-No Pref <120
Rehire, fr Layoff-MoPref ==120
Rehire, from Layoff-Pref = 120
Rehire, from Layoff-Pref ==120
Rehire: Rehired Retiree
Fehire: Reinstatement

Rehire: Retirment Suspended
Rehire: Staff Recall = 120
Fehire: Staff Recall == 120
Transfer-Inter BU, Demaotion
Transfer-Inter BU, Lateral
Transfer-Inter BU, Promotion
Transfer-Inter BEU, Undefined
With Prior UC Affiliation

1. Understand who you are hiring, why, &
when
a) Review Person Org Summary
b) Work with other Department
c) Determine effective date

2. Update Position attributes & get approval
from Position Administrator prior to
inifiating hiring template

a) Refer to Handout 07 (Support Documentation)
b) FLSA
c) Is FTE accurate?

3. Concurrent Hire
a) Match FLSA? Override
b) Align Pay Group? Request UCPC update
c) Accurate FTE less than 100%% Update Position

NOTE: “With Prior UC Affiliation” refers to former Contract, BYA, or CWR
only. It does not refer to those who previously worked as a UCSB employee

84 UC SANTA BARBARA



Hiring Template Demonstration

Login to UCPath

Question & Answer

Human Resources, Administrative Services Division 85

Which opftional fields
do | fill out and how?

UC SANTA BARBARA


https://sso.ucsb.edu:8443/cas/login?service=https://passport.identity.ucsb.edu/idp/Authn/ExtCas?conversation%3De1s1&renew=true&entityId=https://ucpath.universityofcalifornia.edu

Tracking Department Submissions

@ Bookmark Navigation: PeopleSoft Menu > UC Customizations >
ormar UC Extensions > $S Smart HR Transactions

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

ON
CAMPUS

AT UCPATH
CENTER

Question & Answer

Human Resources, Administrative Services Division

Use the following pages to view the / \~
status of template transactions. '

SS Smart HR Transaction Page

Use to view Smart HR template transactions
requiring on-campus approval, and their
status in the AWE (on campus)

Transaction Status Page

Use to view the status of template
tfransactions that completed the AWE on
campus and are being fulfiled by UCPath
Center WFA Production
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What is Short Work Break

HR Status Active

Payroll Status Short Work Break

= SWB stops pay for an employee for a temporary
period of time.

This process applies to certain staff and academic
employees.

= Max length of SWB is four months.

= Employee’s on SWB are monitored by the
deparrment on a regular basis.

= Departments are responsible for returning
employees from SWB.

Question & Answer

NOTE: Short Work Break is NOT a Leave of Absence.
Human Resources, Administrative Services Division 87 UC SANTA BAR BARA



More About Short Work Break

Partial-Year Used fo place a partial-year career
Career employee on furlough. Action Redason
Furlough selection is based on the number of

working months the partial-year career
employee is scheduled to work: 2, 10 or
11 months. (mostly in STHL)

Undergraduate | Used to put undergraduate students
Students (covered under PPSM) off pay status over
the summer or in between quarters.

Be sure fo extend the appointment
date through and beyond the
return from SWB if needed.

« Return from SWB is a PayPath Action - RWB

« |f the Job End Date passes while staff student is on SWB, the
staff student job will auto-term upon return from SWB (RWB).

 |f student will continue working after SWB, be sure to extend
the initial Job End Date before that date passes.

Question & Answer
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Key Pay Processing Dates

Data Corrections
Due Due

UCPath : ;
UNIVERSITY 2019 UCPath Production Processing Schedule
Center
CALIFORNIA
— —
. c*m Med Center Only
Pay Feriod Dates L
* HR template I Inbourd Files

] slemve s intound Files |+ P Due #4+ + Locatian

b Chack Date Run 10 Schecul® | Tramsaction A e faam) Cormection;

£ sunion ||| RO To Mg Emmar Log ‘

3pm) fzp] Msg ErrorLog | To Msg Errar flog
E';:‘ sMsgErorlog [l Distribution [zpm)
Begin End « Retro Pay Uplozd [2am)
[4pm]n

Mo Wied 01-02-1% 12-01-18 12-31-18 IHLXIIMONN | Tue 121618 | WWed13-19-18 | Wed 12-10-18 § Thull-20-18 | Wwed 13-10-18 | Thu1l-20-98 | Wed 10-26-18° 010219 | Fril2-28-18 | Mon12-32-18 | Wed 01-02-19

Bl Wied D1-09-1% 13-15-1% 12.73-1% lﬁ.]]lﬁﬂ-]xl Fri13-28-18 IWDd 01-02-19 | Wed 01.02-1%* @ Thu01-03-19* IThI.l aln3-19* ThLlCII.-IH-II" Frinl-n4-19* 'il'l 01407-19* | TueDl-0R-19* | ManOl-07-19

0| wedvraiie TEet] 011218 vounsf | oz [fueniaas | reeorisis | owedmanrs [fwedoiias | wedornlb | tworare | Bonorzas | menonaias | menorans | wensiaa

M0 [ Fioz0-1 01-01-19 o310 | ronof | teeor2a9 [Bwedorazn | wesorazao | mworaern [Jwesoass | muotaed) | wenoraean | Biozoras | wedora019 | wesordons | rioati

Bl Wied DF-0R-1% 01-13-19 01-25-19 15012681% Fridl-25-19 M 01-2R-1% Tue0l-2%-19 Wed 01-30-15 IWM 01-30-1% Wed D]-.‘!I]-Ii Thi 01-31-1% lﬂl‘l 0204-13 Min 07-04-19 Man 03-04-19

o sk B e, | A wa w0 Iw.:.d 021315 M 13 0 (73414 uwmnua-mlrm

View
Paycheck

Question & Answer
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Help and Resources

Ask Staff E-mail
WFA . e questions re:
Questions HR ServiceNow - for Staff Academic Personnel Faculty and
https://ucsb.service-now.com/hr UCPath Team ASE
AP-Path@UCSB.edu M J
UCSB HR -
Staff-specific Find Job Aids,
GUidEHﬂES R, andgufs;
and Support
ACEEHEEN  HR Website - for Staff UCSB UCPath Site Documents
hitps:/fwww.hr.ucsb.edu/ucpath hitps:/fwww.ucpath.ucsb.edu ffuﬁ
cfional-user-support/functional-
USSr-resources
Video Demos Submit an
from UCOP Inquiry o
(UPK) UCPC or
UCPath Portal Ask UCPath Search
Dashboard Menu > Help/FAQ > Self UCPath Help
service or Location Users : L|brc1ry
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