UCSB ACADEMIC PERSONNEL: UCPATH JOB AIDS

Academic Hire Templates

Selecting the Hire Template Transaction Type remains “All”
Smart HR Transactions Enter the Effective Date of the hire

Select a template and press Create Transaction.

Select Template — choose the appropriate

Transaction Template (7 Academic template

Transaction Type [ Al = Fifective Date & e Academic Concurrent Hire — used
Select Template Q | Create Transaction to add a new employee I’ECOI’d #
Transaction Type Al v] [ Refresh | when the employee has a current
Transactions in Prol | 45k Up Select Template - active record.
You do not have an| Help e Full Hire — used to create a new
5 : v ins wit
GoTo  qraned Cooren DY [Templte v]beginsuin employee record # when the
LookUp || Cancel | Advanced Lookup employee does not have an

Search Resuits existing record on the academic
View 100 First (4) 1210f21 (b Last table at UCSB.
Template Description . . .
UC_ADD_CWR Add Contingent Worker - Mo Posifion Data ) Reh're - used tO hlre IntO anew
UC_ADD_CWR_POSN Add Contingent Worker With Position job using an existing employee
UC_COM_CWR Complete Contingent Worker Instance . .
UC_CONC_HIRE Staff Concurrent Hire/Inter Location Transfer record #. Must pre-/dent/fy the
UC_COMNC_HIRE_AC Academic Concurrent Hire/inter Location Transfer d# th t ” b d
UC_EXT_CWR Update/Extend CWR Appointment recor atwi € usea.
UC_EXT_CWR_POSN Extend CWR (with Position) Appointment ° Transfer* _ US€d to hire into an
UC_FULL_HIRE Full Hire - Staff Only
UC_FULL_MIRE_AC  Full Hire - Academic Use Only existing active record, replacing
UC_INVOL_TERM Involuntary Termination A o a
UC_PERSON_DATA  UC Personal Data the previous job. The previous
UCSHEHIRE LR che e SEOn department will no longer be able
UC_REHIRE_AC Rehire - Academic
UC_REHIRE_REI  Rehire Reinstatement - For Staff Appointments to view or act upon the job record.

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 Select Create Transaction button
UC_RETIREMENT Retirement

UC_TRANSFER Intra-Business Unit Transfer - Staff Only *Note: AP does not recommend the Transfer
UC_TRANSFER_AC  Intra-Business Unit Transfer - Academic Only template. Best Practice — use a Concurrent or Full
UC_VOL_TERM Voluntary Termination

Hire template with the correct Transfer Reason Code
and a corresponding Termination template to end
the job the employee is separating from.

See the Academic Hire Transaction Matrix on ap.ucsb.edu for additional
guidance on selecting the correct Template and Reason Code.



https://ap.ucsb.edu/resources.for.department.analysts/ucpath/hiring.matrix.pdf
file:///G:/Shared%20drives/AP%20-%20Academic%20Personnel/AP%20UCPATH%20TEAM/Process%20Manual/Resource%20Documents_Campus/ap.ucsb.edu
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Transaction Details: Reason Codes & Employee ID

Enter Transaction Details

The following transaction details are required. If the hire already has an existing record in UCPath (pre-identified using Person Org Summary),

enter the Employee ID Number in the Employee ID field.
Template Full Hire - Academic Use Only

Organizational Relationship Employee

"Employee ID[NEW & Select the Reason Code that best aligns with your hire scenario. Note that Reason Codes vary
*Effective Date (U010 by template. Refer to the Job Aid: Template Transactions — Action Reason Codes and
*Action| Hire hd Descriptions for a list of all codes and descriptions of when they are appropriate for use.
*Reason Code hd

»

*Address Format | Academic Concurrent Hire

Rehire, >= 120 Days Break employee, make sure you selected the correct template.

Fenire. T Layof-Ho Fref =120 Remember — Academic and Staff tables do not “talk” so a Full Hire

template is required if the employee does not have a record on the
Academic table.

Rehire, ir Layofi-NoPref ==120

Rehire, from Layoff-Pref <= 120

Rehire, from Layoff-Pref =120

Rehire: Academic Recall

FRehire: Emeritus Faculty

Rehire: Rehired Retires *Address Format] United States w

Rehire: Reinstatement

Rehire: Retirment Suspended | | Cancel

— | Global

United States .
- The Address Format defaults to United

States. For employees with an international
address, the format can be changed to Global.

Transfer-Inter BU, Demotion

Transfer-Inter BU, Lateral

Transfer-Inter BU, Promotion

Transfer-Inter BU, Undefined

With Prior UC Affiliation

Academic Hire w/ Contract Pay
Continue | | Cancel
Academic Inter BU Transfer
Hire - No Prior UC Affiliation QUICk Tlp:
Reire, = 120 days break If you enter the employee ID, and the system does not “recognize” the



https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=8228d3f5-6859-4c86-a180-54428e7346b5
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=8228d3f5-6859-4c86-a180-54428e7346b5
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Transaction Details: Personal Data

Smart HR Transactions
Enter Transaction Information Enter the hire’s Legal name information. If the employee has a preferred or lived

name, this can be input in the First, Last and Middle Name fields; if no

Click hers to Hide Header Detalls information is input in the Hire transaction, these fields will default to the Legal

Template: MC_FULL HIRE AC Name: Name information on UCPath records upon fulfillment of the Hire.
Effective Date: 07/01/2023 Action/Action Reason: HIRHIR (Hire - Mo Prior UC Affifation)
Employee D MNEW Employee Record:

Date of Birth entry is required.

Personal Data Job Data Eams Dist Person Profile

Highest Education can be input, if applicable.

Employee Information

Name - Legal Name/Name Person Phone Number should be marked as Preferred.
*Legal First Name |Dudley Legal Middle Name D
Person Email Address should be set to Home — this initiates the 19 process.
*Legal Last Name DoRight Legal Suffix
First Name |Dudiey Middle Name D Enter the Person Address attributes.

Last Name [DoRight Do not enter anything in the UC External System ID section.

Birthday Information
UC I-9 Information: Refer to the I-9 training & materials provided by BFS for

if/when the Tracker Profile ID & Remote I-9 Section 2 fields should be completed.

Date of Birth | 01/02/1937 [

Person Education Level
Highest Education Level| A Q Add any comments relevant to the hire. NOTE: UCPC only reviews this Comment
D box; they do not review Initiator or Approver comments.

Person Phone Number Personalize | Find | viewal | 31| (& Fipt
Phane Type Telephane Freferred Click on the Job Data tab to navigate to the next section.
1 [Home w | [205/555-1212
Person Email Address Personalize | Find | Viewall | (31| [ Fifst (4 10f1 (b Last
Email Type Email Address UC External System ID
1 [Hame w | |dudiey@daright.com Business Unit Q External System Q
Perzon National 1D United States External System ID
Maticnal ID Type [FR & Mational ID |81
UC 19 Information
Perzon Address 01 - United States Tracker Profile ID [J Remote 19 Section 2
*Address Type Home W Address Line 1[1] | Comments
R . Comments |Hire into AC
Address Line 2 City |5g
State |CA Q *Postal Code |85

Return to Enter Transaction Details Page

Save and Submit Save for Later Cancel Supperting documents
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Enter the Position Number; this will auto-

Transaction Details: Job Data populate the attributes directly from the position:

Perzonal Data Job Data Earns Dist Person Profile e Business Unit
Employee Information e Department
Work Location - Position Data [ ] Location
*Position Mumber 40023404 & e Job Code
e FLSA Status
Work Location - Job Fields .
e Union Code
i it SBCMP CHEM
Business Unit Department ° Reports to
Location Code CONVERSION Establishment ID | UCSE aQ e Employee Classification
e FTE
Job Information - Job Code
Job Code 003252 If the above attributes are incorrect, cancel the
_ : template, and contact AP regarding the position
Job Information - United States .
- corrections needed. Start a new template once
CXempit W eae .
FLSA Status - the Position is updated.
Job Labor - Union Code . . .
— If applicable, in the UC Job Data section:
Union Code PX Union Seniority Date )

e Populate the Academic Duration of

Appointment (Term appointments, Unit
- 18, etc.)

Reports To iﬂi‘;ﬁ;‘} L e All Postdoc hires - enter the Postdoc
Anniversary Date

e Add Cubicle information with physical
work location detail. (Room, Office or

Classiﬂed-'Unclﬂssifliﬁg Lo ~ Cubicle — required for all represented

appointments.)

Job Information - Reporting Information

Job Information - Employee Classification

Employee Classification 23 LBNL Officer Code | None W

Job Information - Standard Hours

Standard Hours 16. 260000 ETE 0 405400
Quick Tip:
UC Job Data If the position number is “invalid” — make sure you have the
Academic Duration of| ] Location Use End Date 5 correct position number AND the correct template.
Appt
_ ) . Academic positions will not populate on a Staff template.
Location Use Ty, pe| | Post Docs Anniversary i
Date Cancel and start a new template.

Cubicle
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Job - Salary Plan

Salary Administration T023 Salary Grade LO
Plan
Step o)
Job Compensation - Pay Components Personalize | Find | View All | &2 | & First (4) 10f1 () Last
Comp Rate Code Compensation Rate Compensation Frequency Rate Code Source
1 [UCANNL Q, 60000.000000| A Manual [+] [=]

Job Compensation - Payroll Currency and Frequency

*Compensation UC_FY a
Frequency

Work Location - Expected Job End Date

Expected Job End Date | 06/30/2022 ] [JEnd Job Automatically
Return to Enter Transaction Details Page For Step based positions:

Save and Submit Save for Later
e Add the Step to populate the compensation fields

e Add the UCOFF1 Comp Rate Code and Compensation Rate for employee who are paid an

Transaction 1D: NEW “» . . .
offscale supplement (use the “+” to add a line when an offscale is applicable)

Initiator Comments: "
For non-Step based positions:

e Addthe UCANNL and UCOFF1 or UCABVE Comp Rate Code(s) and Compensation Rate(s)
e Add the UCWOS for without salary positions, if applicable

The Compensation Frequency auto-populates based on the Job Code attributes.
Add the Expected Job End Date, if applicable.

If this is a temporary appointment (ASE, Visiting, Supplement, etc.), the End Job Automatically checkbox
may be selected to auto-terminate the position. Note — this practice does not apply a Reason Code at
the time of separation that aligns with the termination reason. All other populations must use a
Termination or Retirement template and Reason Code that aligns with the separation reason.
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Transaction Details: Earns Dist

Perzonal Data Job Data Person Profile

Employee Information

Job Earnings Distribution Type

Eamings Distribution| Nong i | Aggregate Comp Rate
Type
The Earns Dist tab is left blank.
Job Earnings Distribution Personalize | Find | View All | (0 | & First (4 ) -
Exception — Summer Salary — please refer to the AP Additional
Eamings Code Compensation Rate Percent of Distribution Compensation training regarding Hire transaction processing of
" Summer Salary.

Return to Enter Transaction Details Page

Save and Submit | Save ||  Cancel | Supporting documents

Transaction Details: Person Profile

Personal Data Job Data Eams Dist [

Employee Information
JPM Degrees

*Effective Date | 06/13/2020 5] *Degree |MFA

Q
Education Field Q, Country Q,
state Q School The Degree and Effective Date fields are required in the JPM Degrees section for some
School Description UCSE G craduated Academic employees. All other field are optional.
Year Acquired 2020 O terminal Degree for|
UC Oath Date The Oath Signature Date and Patent Acknowledgement Sign Date fields are typically
Oath Signature Date e managed as part of the onboarding process. If they have been completed at the time
UC Patent Acknowledgment of the Hire Template initiation, the dates of signature can be included here.
Patent Acknowledgment 5 [ Modified Patent Ack
Sign Dt
Employee Experience Personalize | Find | ViewAll | (21| 5§ First (4 10f1 (b Last
Employer Name Job Description Start Date End Date UC Relevant Experience UC Relevant |
1 e B O ]

4

Return to Enter Transaction Details Page

Save and Submit | Save || cancel | supporting documents
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Template Tips and Tricks!

Hire templates vary:
e The Concurrent Hire template does not include the Person Profile tab.
e The Rehire template requires you to select the Record Instance to use as the Employee Record # (pre-identify on Person Org Summary).
e The Rehire/Reinstatement template is used to reactivate a record that was erroneously terminated WITHOUT a break in service:
o The effective date must match the termination date on the Job.
o The template is one tab with minimal data entry.

Complete all of the necessary fields on each tab and review that all data points are correct to ensure a successful Hire.
The Save and Submit button will not appear as active until ALL tabs have been touched upon, regardless if data is changed on that tab.

An email is sent to the Initiator when a transaction has been fulfilled (or denied) by UCPC. Review the email (and transaction comments) to determine if
additional action is needed; and review the Job Data record to ensure all data points are correct once the record is active.

Hiring without a Social Security Number (SSN):

If an employee does not have an SSN at the time of hire, the Hire transaction can still be processed. Include a note in the Comments box on the Personal
Data Tab — “Employee SSN will be input into UCPath as soon as the employee receives notice that it has been assigned.” Note: this practice should only be
used when an employee is awaiting an SSN to be assigned to them due to the downstream impacts to benefits and retirement enrollment when the system
does not have an SSN included at the time of hire. Transactions missing a SSN AND corresponding comments will be denied.

Academic Year (AY) Employees — Pay vs Service:
AY employees have Service and Pay dates associated with their employment. The effective date on a Hire transaction is the start date of the employees
Pay. Please refer to the Pay and Service charts available on the AP Website.

Example: A faculty member is hired and expected to start teaching during fall quarter. The start of their Service is 9/24/23. The start of their Pay is
7/1/23. The effective date of the Hire template is 7/1/23.

Approvers:
Approvers play a critical role in ensuring all data points are entered and correct to reduce pay and benefit impacting errors that can take months to fix if
they write to the system incorrectly due to a data entry error on a template.

e C(Click on the blue Employee Name link to open the transaction detail.

e Review each tab closely compared to the backup documentation.

o Work with initiator on any corrections needed on the Hire template. Approve only complete and correct transactions.

e Brief training videos on approving transactions are available in the UCPath section of AP’s Training Materials web page.



https://ap.ucsb.edu/compensation.and.benefits/
https://ap.ucsb.edu/training.and.workshops/staff.training.materials/

