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Purpose
SERVE the needs of students, campus & the association

Unils are supported by Student Engagement, Businesses & Services staff and Technical Support & Internal Operaticns stalf


Presenter
Presentation Notes
Associated Students (AS) is a non-profit organization funded by undergraduate student fees. Through elected student positions and appointments, students voice student concerns and express student opinion to the UCSB administration, UC system, our community, and state and local governments. We have dozens of boards, committees, and commissions that are organized and funded through AS to enrich student life and give students services and opportunities not offered by the administration. 
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1. Once the Google Forms “UCSB AS Student Staff Personnel Information 20 - 21" and ‘“New Employee Payroll Orientation Signup 20-21"
are completed you will receive a confirmation email from Lili and Katherine within 24 -48 hours.

2. Enter New Hire in
UCPath

e Hire information will
be entered into
UCPath (UC’s Payroll — —
System). UCPath
Center hire approvals i9complete@trackercorp.com
will take 7-10 days.

LISTS OF
ACCEPTABLE DOCUMENTS All
documents must be UNEXPIRED

Where and
how do | sign in to DocuSign? |
DocuSign - UC Santa Barbara

*IMPORTANT: ONCE NORMAL OPERATIONS RESUME, BFS WILL CONTACT THOSE WHO COMPLETED THEIR I-9
VERIFICATION VIA ZOOM TO SCHEDULE A TIME TO COME IN WITH THEIR ORIGINAL DOCUMENTS FOR REVERIFICATION.
THIS MUST BE COMPLETED.**



mailto:i9complete@trackercorp.com
https://studentstaff.as.ucsb.edu/files/2018/04/ID-List-of-acceptable-documents.pdf
https://docusign.lsit.ucsb.edu/faq/207
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Employment Verification | -9 Tracker
-9 Section 1:

Employment Verification I-9 Section 1: You will

LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A

or a combination of one selection from List B and one selection from List C.

receive an email on your UCSB email account from 1-9
Tracker to fill out section 1ofthe I-9. before you can
begin working, you will need to complete your 1-9.

LIST A

Documents that Establish
Both Identity and
Employment Authorization

OR

LISTB

Documents that Establish
Identity

AND

LISTC

Documents that Establish
Employment Authorization

1. U.S. Passport or U.S. Passport Card

Please Nofte: There are 2 sections. For Section 1 of yeur /

. Permanent Resident Card or Alien

Registration Receipt Card (Form [-351)

9. You will receive an email from. 3.
employment.authorization@universityofcalifornia.edu

Foreign passport that contains a
temporary 1-551 stamp or temporary
I-551 printed notation on a machine-
readable immigrant visa

Drriver's license or [D card issued by a
State or outlying possession of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height, eye
color, and address

</9complete@trackercorp.com

. Employment Authorization Document

that contains a photograph (Form
I-766)

ID card issued by federal, state or local
government agencies or enfities,
provided it containg a photograph or
information such as name, date of birth,
gender, height, eye color, and address

. A Social Security Account Number

card, unless the card includes one of
the following restrictions:

(1) NOT VALID FOR EMPLOYMENT

(2} VALID FOR WORK ONLY WITH
INS AUTHORLZATION

(3) VALID FOR WORK OMLY WITH
DHS AUTHORIZATION

USCIS regulations state that Section 1 of the I-9 is ;
required by the employees first day of work.

I- 9 section 2:

® Employment Verification I-9 section 2: You must

bring in your original valid identification. All
documents must be UNEXPIRED. The employee will present
the original documents in person to a remote verifier for

. For a nonimmigrant alien authorized

to work for a specific employer
because of his or her status:

a. Foreign passport; and

. Form 1-24 or Form 1-34 4 that has
the following:

(1) The same name as the passport;

and

(2} An endorsement of the alien's
nonimmigrant status as long as
that period of endorsement has
not yet expired and the
proposed employment is not in
conflict with any restrictions or
limitations identified on the form.

School 1D card with a photograph

. Certification of report of birth issued

by the Department of State (Forms
D5-1350, F5-545, F5-240)

Voter's registration card

U.5. Military card or draft record

M@ R e

Military dependent's ID card

. Original or certified copy of birth

cerfificate issued by a State,
county, municipal authority, or
termitory of the United States
bearing an official seal

U.5. Coast Guard Merchant Mariner
Card

. Mative American tribal document

Mative Amernican tribal document

. LS. Citizen 1D Card (Form |-197)

Driver's license issued by a Canadian
government authority

Section 2 ofthe I-9.

Section 2 documentation ID is required no later than
the third day of work.

. Passport from the Federated States of

Micronesia (FSM) or the Republic of
the Marshall Islands (RMI) with Form
1-94 or Form |-94A indicating
nonimmigrant admission under the
Compact of Free Association Between
the United States and the FSM or RMI

For persons under age 18 who are

unable to present a document
listed abowve:

. ldentification Card for Use of

Resident Citizen in the United
States (Form 1-179)

10.

School record or report card

11.

Clinic, doctor, or hospital record

12

Day-care or nursery school record

. Employment authorization

document issued by the
Department of Homeland Security

Examples of many of these documents appear in Part 13 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.



Presenter
Presentation Notes
You will be getting an email from Tracker, and will  need to complete Section 1 online before, or on, your first day. You  should then go to Business and Financial services to complete Section 2 by their third day of work (e.g., if your employee starts on Monday, and Section 1 is done Monday morning, Section 2 must be done by Thursday at 3:30 pm).

mailto:i9complete@trackercorp.com
https://studentstaff.as.ucsb.edu/files/2018/04/ID-List-of-acceptable-documents.pdf

Must Complete ASAP

e ONLY IF YOU LIVE AROUND THE UCSB COMMUNITY
PLEASE FILL OUT THIS LINK:
https://forms.gle/ XMwkWSSnyerHVYiw7

e ONLY IF YOU DO NOT LIVE AROUND UCSB COMMUNITY
PLEASE FILL OUT THIS LINK: UCSB A.S. New Student Staff
Remote Employment Verification | -9 Section 2_ Does Not
Live Around UCSB Community



https://forms.gle/XMwkWS5nyerHVYiw7
https://forms.gle/7dvk3b9BpHEvjJ6e9
https://forms.gle/7dvk3b9BpHEvjJ6e9

Complete State Oath of Allegiance Google Form. UCSB A.S. Student Staff State Oath of Allegiance 20 -'21

Oath Process: The Oath must be completed on or before the employee’s first day of work (US Citizens only).
You will need to schedule a time you are available. This process will only take 15minutes. Associated Students

staff member, Katherine Kosearas will confirm your availability and send a calendar invite with the Zoom link.

IMPORTANT : This must be complete no later than Your start date.

As soon as UCPath has completed your hire transaction you will receive an email to set up a Zoom meeting to

complete the Oath of Allegiance.


https://forms.gle/itDg9bnCUUsPV7wh8
https://forms.gle/itDg9bnCUUsPV7wh8

OFFICE OF FINANCIAL AID AND SCHOLARSHIPS

SANTA BARBARA, CA93106-3180 (BO5) 893-2432 5CHOOL CODE #001320

What is Work- Study?

e The intent of the Work-Study Program is to
encourage your part-time employment and reduce
the amount of loan debt incurred while attending
college.

e Work-Study begins in the Fall 2020

Federal Work-Study Program - UCSB Office of Financial
Aid and Scholarships

UNIVERSITY OF CALIFORNIA, SANTA BARBARA
OFFICE OF FINANCIAL AID AND SCHOLARSHIPS

803-2067

WORK-STUDY PROGRAM

2017-2018 ON-CAMPUS REFERRAL
ReFerrAL DATE:

STUDENT'S NAME:

Perm NumBER: THIS AWARD REFLECTS:
The maximum allowsble gross Work-Study wapges.
Wonrk-STuDY AWARD: ] The combined Departmental AND the Work-Study Shares,

The Wark-Study Program (WSP) Office will formally notify employers of any revisions to this allocation in writing,

INSTRUCTIONS TO EMPLOYER:

1. Review the 2017-2018 Work-Study Program [WSP) Employer's Handbook for all rights and responsibilities, policies and procedures
regarding participation as a W5P employer and the employment of this student on W5P funds:
nerps: S finaid uesb. edu fTederal-work-st I ]

2. Update this student’s 2016-2017 WSF employrment record in PFS, and remember that:

LC Student Status:
Registered Student Status Code Must be “3" (Undergraduate) or “4° [Graduate)

A Ll ]
Parsonnel Program Code Must be “17 (Staff) or  “A" [Academic)
Appointment Type Code Must be “87(Casual/Restricted] or  “5" (Academic)
b Lim
LOC/ACCOUNT/FUND/SUB: Account number may MEVER begin with an “8" |e.g. B-806021-12345-2).
LOC/ACCOUNT/FUND,/SUB: Fund number is NEver 20092, 20093, 23495 23497 23499 (e.g., B-5B0108-23499-2).
DOS Code: May only be REG [Regular), never BYA, STF, etc.
WSP Code WSP Code is "A", "C", "F", or "W~ [Please see handbook for description).
3. Complete the section below. Include the Dept. Code and Dist. Number from the student’s WS5F Dist. Line in PPS.
Employes ID: Dept. Code
Dept. LAFS Number: Dist. Na.:
Start Date: |Raferral date or |ater) End Date: June 2, 201E or before
PP5 Preparer’s Namea: Phone Ext.:
Autharized Signature®: E-Mail Address:
Print Mame: Diate:
*I hereby acknowledge that the student and I have both signed snd retsined s detsiled job description for this appointment and have
verified the student's departrnent code and Work-Study Distribution Mumber.

Photocopy this Referral and retain with suditsble Wsp employment/peyroll records, which must include = signed job description.
Return original Referral to the Work-5tudy Program Office. Mail Code 3180
Failure to return this Referral in 2 timely manner may result in 2 delayed use of WP funds or loss of the award altogethar.

Forwsp Officeuse 1. OSstWSLUmitinpes 2 :Ema-rerrﬂn-,mrrtinfnrm;rinnhpms.&hﬂ



https://www.finaid.ucsb.edu/federal-work-study-program

Important Checklist for UCPath Actions:

1 Direct Deposit

UCPath Task:
OF | Add or Delete Direct Deposit
CALIFORNIA ALl

1 Patent Acknowledgement

UNIVERSITY UCPath Task:
U C P th Review Patent Acknowledgement and
ALIFORNIA a Amendment

1 Tax Withholdings

[UNIVERSITY| UCPath Task:
_M h Update My California Tax Withholding (DE-4)
CALIFORNIA
UCPath Task:
OF 5 h Update My Federal Withholding (W-4)
CALIFORNIA .

1 Enroll to receive your W2 online

UCPath Task:
[ ]

Enroll to Receive Online W-2
CALIFORNIA L]

UCSB [ujeizEtiy

About UCPath -

Functional User Support ~

Employes Support ~ News FAQ UCPath Center

Click here to log onto UCPath # :
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UCPath Portal Basms

Job Aid: UCPath Portal Basics

UCPath Portal

UCPath gives employees greater access to view and updiate their own personal information, such as home
and mailing address, direct deposit and benefits enrcliment.

Type ucpath.universityofcalifornia.edu in your browser's address bar to access UCPath.
Portal Employee Dashboard Sample
Ann Toossi u-_-mn.mE UCPath B 1goe

Fmay il

FOMER SWE REFR 2 REE UCRFR

Pt Paycheck

Empoyes Aconng Ma}" 1?

Qicklnk=

e L

Hele f FALL 3
i Personal Infarmatian L] Health and Wellare -] Income and Taxes (-]

a Edi prafie

m Lz sar

Ahways use the buttons and links within the site to navigate. Do not use the Back and Next buttons in your
web browser toolbar.

The portal pages automatically resize to fit your computer, tablet or smariphone screen.

Job Aid: UCPath Portal Basics

Ann Toossi mg?__ UCFath 0 tegoe

Pl Paychack

[ahsan
Employes Actnrs J v la}" 17
Quicklinks
Heled FAL =
¥ Persanal Informetan [ ] Health and Wellare ] Inceme snd Taxes [~]
& Ednprofe
@ Lapaard

+ Employee information appears in the upper left comer, including your name, fitle, employee ID and

service date.

Dashboard provides links to key information and activities for your roke. The dashboard is based on your
system role and differs for managers and super users. The example on this page represents an employee
dashboard.

HNotices & Updates provides key information for all employees, such as W-2 reminders at year end or
planned system outages.

Havigation menu provides access to all UCPath activities. The menu opticns are based on your system
role and may differ from the options available to your colleagues.

+ Employee Actions provides access to all self-service activities, such as updating your address,
updating your emergency contacts or setting up direct deposit.

+ Forms Library provides access to frequently used documents, such as the Dependent Information
Update form.

+ Quicklinks provides access to frequently used tools and sites, such as the payroll calendar, holiday
schedule, campus websites and more.

+ Help / FAQ provides access to training materials, the Ask UCPath tool and other support links.
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How to Setup Direct deposit in UCPath

1. Goto UC Path at: ucpath.univeristyofcalifornia.edu. From the dashboard look for “Income and

Taxes”.

aShonsSIDIHIT

UCPath Direct Deposit

Income and Taxes Q Click Down Arrow

2. Select Direct Deposit

Income and Taxes (~]

3. Answer your Security Question

SECURITY QUESTION

Piease confirm your identity by answering the following security question

Wha is your childhood best friend?

4. Choose Add Account

DIRECT DEPOSIT =

5. Enter in your account information, including Routing Number, Account Number, Account
Type (Checking or Savings), and Deposit Type (Amount, Percentage of Pay or Balance of Net
Pay) and the Amount or Percent.

Lastly, you will need to select the deposit order.

Note: You can have your check deposited in up to 3 different accounts
ADD DIRECT DEPOSIT

Return 10 Direct Deposit

6. Once entered select the authorization box and choose “Save”. Please note that the prenote
process can take 1 — 2 checks before your first deposit is made.

| authorize the University of California 1o initiate credits and/or debits 1o my accow

acknowledge and confirm th e direct deposit information noted above it correct. Debits shall be initiated only

uctions for University salary overpayments and 1o respond 1o mandatory cour

10 effect appropriste adjustments against 3 prior credit made for the same Day dat

bit trangactions are limited to
orders.

Hote: Empioyees can only edit their Direct Deposit account information once per day. LICPC ES will need to be contacted if you enter incorrect information and wish 1o update your sccount the same day. Any
changes, sddilions or desetions 10 dinect deposit information may tabe up To wo pay periods 10 take effect, subject 10 banking and payroll deadiines 1f you dre cancelling your direct deposit entirely, Once the
cancellation is effective, afl future payments will be made by paper check mailed to your home address. Please verify your address and other personal information using Employee Seif-Service

For any questions, please contact the UC Path Center at 1-855-982-7284 M-F
8am -5pm.
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" UCPath Patent Acknowledg

UCPath Task:

Use this task to review your patent acknowledgement in UCPath online.

Dashboard Navigation:

Employee Actions > Personal Information > Patent Acknowledgement

or

Menu Navigation:
Personal Information > Patent Acknowledgement

Sa
01/01/2014

Das Personal Informat..

Personal Informati

Lea Employee Disclosu..

Patent Acknowled..

Disability Status
Veteran Status

My Current Profile

L':lll\lli nn:: UC Path Q Log out

PATENT ACKNOWLEDGMENT

Your Patent Acknowledgment was not signed electronically. If you wish to obtain a copy, please contact your departmental HR representative. If you are required to complete the
Patent Acknowledgment electronically, click here.

CONTINUE

Termsof Use  University of California

© cditprofile
@ Log out
Step Action
1. Click the Continue button to view your Patent Acknowledgement.

The Patent Acknowledgment
requires individual to

disclose to UC licensing offices
potentially patentable inventions.



Christopher Phan
Primary Tite
ADMIN MGR 1

Employee ID:
10003127

Service Date:
03/06/2017

Das ¢ Income and Taxes

Direct Deposit
Lea View Paycheck

View Pay Record vi_.
CA State W-4 (DE-4)
Federal Withholdi...
Out-of-state Tax...
Enroll to receive o..
View Online W-2/_.

W-2 Reissue Requ..

@ cditprofile
@ Log out

-

v ' Responsi

| B\ 4

UCPath Tax Withholdings

B UCPath

e Logout

Ask UCPath Center

FEDERAL W-4 TAX INFORMATION
Christopher Phan

University of California

Christopher Phan
SSN: XXX-XX-8012
Federal Worksheet

Home Address
300 Lakeside Dr
Dummy 100
Qakland CA 94612

W-4 Tax Data

You must complete Form W-4 5o the Payroll Department can calculate the correct amount of tax to withhold from your pay. Federal income tax is withheld from your wages

based on marital status and the number of allowances claimed on this form. You may also specify that an additional dollar amount be withheld. You can file a new Form W-4

anytime your tax situation changes and you choose to have more, or less, tax withheld.

Whether you are entitled to claim a certain number of allowances or exemption from withholding is subject to review by the IRS. Your employer may be required to send a copy
of this form to the IRS.

Enter total number of Allowances you are claiming 0

Enter Additional Amount, if any, you want withheld
from each paycheck

IRS regulation requires a dollar amount and not percent

#100% -

Christopher Phan

Primary Title:
ADMIN MGR 1
Employee ID:
10003127

Service Date:

03/06/2017

Das Income and Taxes

Direct Deposit
Lea View Paycheck

View Pay Record vi
CA State W-4 (DE-4)
Federal Withholdi._..
Out-of-state Tax...
Enroll to receive o.
View Online W-2/.

'W-2 Reissue Requ..

o Edit profile
© Logout

UNIVERSITY]

UCPath ® rogoun

Ask UCPath Center

CA STATE W-4 TAX INFORMATION

Christopher Phan
University of California
Social Security #: XXX-XX-8012

‘You must complete CA DE4 Form so the Payroll Department can calculate the correct amount of tax to withhold from your pay. CA State income tax is withheld from your
‘wages based on marital status and the number of allowances claimed on this form. You may also specify that an additional dollar amount be withheld. You can file a new CA
State form anytime your tax situation changes and you choose to have more, or less, tax withheld.

‘Whether you are entitled to claim a certain number of or ion from wil

of this form to the IRS.

ing is subject to review by the IRS. Your employer may be required to send a copy

Copy Federal W-4

Check this box if you would like your marital status and allowances claimed (including any additional allowances) on the federal Form W-4 used to populate your CA
state

CA State W-4 Tax Data

Indicate Tax Status

Generally, you may claim “Head of Household” filing status on your tax return only if you are unmarried and pay more than 50% of the costs of keeping up a home for yourself
R100% ~

V|

This form is your Withholding Allowance Certificate. The way you fill out
this form determines how much tax is withheld from your paycheck.

From the IRS page:

“If you are a student, you are not automatically exempt. If you work only
part-time or only during the summer, you may qualify for exemption from
withholding.”

To help determine what you’re withholding should be, use The Withholding
Calculator as a tool on IRS.gov. When you use the Withholding Calculator, it

will help you determine if you need to adjust your withholding and submit a
new Form W-4 to your employer.

Your status as a full-time student doesn’t exempt you from federal income
taxes.

You can update your W -4 form when you want through the year on
UCPath. If you claim Federal Tax Exemption, remember to fill out a new

W-4 at every beginning of the year.

Tax information

Form W-4, Excess FICA, Students, Withholding



https://www.irs.gov/individuals/irs-withholding-calculator
https://studentstaff.as.ucsb.edu/tax-information/
https://www.irs.gov/faqs/irs-procedures/form-w-4-excess-fica-students-withholding/form-w-4-excess-fica-students-withholding
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“"UCPath Enroll to receive your

. s

UCPath Task:

[OF ] S h Enroll to Receive Online W-2
CALIFORNIA -

Employees have the option to
receive their W-2 form
Dashboard Navigation: .
Income and Taxes > Enroll to receive online W-2 electronic a]ly, rather than
or
Menu Navigation: 1V1
En'elgll;yeaevflkg;io(::; > Income and Taxes > Enroll to receive online W-2 receivin g a p ap CT S t at cmen t )
Note: This example uses sample images as seen on a computer. Sample images appear differently (If you Ch 00S€ tO h ave your W2
on a tablet or smartphone, but the steps remain the same. m alle d m ake sure your cCurr ent
=i ro— address 1s up-to-date.)

Ask UCPath Center

Use this task to submit or withdraw your consent to receive an electronic W-2 or W-2C form.

W-2/W-2C CONSENT FORM

Ty Employees who wish to receive

Direct Deposit Submit or withdraw your consent to receive electronic W-2 or W-2c forms.

their W-2 electronically will need

View Pay Record vi
Y The IRS has approved the delivery of your W-2/W-2¢ statement(s) online If you provide your consent

« An email notification will be sent to you when the W-2/W-2c is available for retrieval
CA State W-4 (DE-4) Youwl mcaven e t
Federal Withholdi s Lo i o e e - - .
a federal, state, or local income tax return.

Out-of-state Tax. «Your forms will be maintained on UCPath for a minimum of five years
«1f you have any questions or need other services, please contact the UCPath Center Monday - Friday 8:00 &.m.-5:00 p.m. (PST) at 855-582-7284.

Enroll to receive o..

Your Current Status: CONSENT WITHDRAWN.
View Online W-2/.
By checking this box, | hereby acknowledge that | wish to receive my W-2/W-2c electronically. | understand that | will no longer receive a paper version of my
W-2 Reissue Requ... W-2/W-2¢ unless | unselect this checkbox. | also understand that all notification regarding my W-2/W-2¢ form(s) will be sent to the preferred email address that is on
filke for me.

o Logout |

H100% -

Step Action

1. The current status of your consent appears on the page.

To receive your W-2/W-2C electronically, click the Consent option.

2. Click the Submit button.




Electronic Timecard
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- Access Kronos via the Portal page, Timekeeping Login link: timekeeping.ucsb.edu

- Log in with your UCSBNet ID and password.

UCSB TIMEKEEPING
> < d

Workforce Central'

A.Be sure to be on your session

B. Workspace

C. The Accruals widget on the right of the screen displays the current accrual balances available.
D. When you log in clock your time. When you log out clock your time.


http://timekeeping.ucsb.edu

Date Pay Code Amount

1. Click in Pay Code> Hours worked - Sun 7/16
2. Enter the number of hours worked * j Mon 7/17 F"f:‘-‘f'm“ »
3. Click on Save - ue 7/18 Sick

L o 1433 ' d--ré- :Iﬂ-l.:-r'-u-

If multiple pay codes are needed for one day, click on + to add a row

Date Pay Code Amount In Transfer
+ Sun 7/16
+ % i Mon 717 Hours Worked 8.00
+ (%] gTue7ne Hours Worked 8.00
+ (x| gwed7/19 Hours Worked 8.00
+ X i Thu 7/20 Hours Worked 8.00
+ | x i Fri 7/21 Hours Worked 8.00



1. Verify timecard is in the correct pay period by checking the Time Period

mcenu.

2. Review timecard and verify information 1s correct.
3. Click on “Approve Timecard” then “Approve”

Current Pay Penod v
Previous Pay Pericd
Current Pay Period L
Mext Pay Period ﬂ

3 _ _ 30 To
Previous Schedule Penod

IEYA,WANT.TO,GET.PAID

Nllll MUST APPHII\IE!YIIIIII
T
““0"“3!- pmegeneralor net




UNIVERSITY

CALIFORNIA

UCPath 2020 Biweekly Payroll Calendar
Center

: Payday O: Pay Period Ends : Holiday I I: Vacation and Sick Leave Accrual D: Deduction Holiday : Service Credit Accrual
January February March
S M T W T F S S M T W T F S S M T W T F S
1 2 3 4 1 1 2 3 4 5 6
5 6 7 8 9 10 2 3 4 5 6 7 8 9 10 11 12 13 14
12 13 14 15 16 17 18 9 10 11 12 13 14 15 15 16 17 18 19 20 @
19 [0 21 (22 23 20 @)1 [17\ 18 19 20 2 @)| 2 23 24 25 26 [27) 28 “0 TI“ES“EETS — ““ PAV
26 27 28 29 30 31 23 24 25 26 27 28 29 29 30 31
April May June
S M T W T F S S M T W T F S S M T W T F S
1 2 3 1 () 1 2 3 4 5 6
5 6 7 8 9 10 11 3 4 5 6 7 8 9 7 8 9 10 11 12 @
12 13 14 15 16 17 10 11 12 13 14 15 14 15 16 17 18 19 20
19 20 21 22 23 24 25 17 18 19 20 21 22 23 21 22 23 24 25 26 _ P d . th d d
- 1 r r W n
26 27 28 30 24 25 26 Ay 28 29 28 29 30 ay ay S eve y O e e es ay
31
July August September 5 o
s w1 ow 1 ¢ sls omotow ot o f sl|ls omotow o1 o F s - Timecard approval is every other
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UCPath Task:
OF » Review My Online Paystub

CALIFORNIA -

Use this task to review your online paystub in the UCPath Portal.

Dashboard Navi This Is how you viev
ashboard Navigation:
:;iew Paycheck pane J/OU/’ payc hec k’

Income and Taxes > View Paycheck

or review, and

Menu Navigation:

Employee Actions > Income and Taxes > View Paycheck do wrl /Oa d

Note: This example uses portal images as seen on a computer. Portal images appear differently
on a tablet or smartphone, but the steps remain the same.

U -
Charles Weiss B UCPat h Ssarch Q @ rogout () Bookmark  *
drpem
sk UCPath Center
[ |
Dashboard Mext Paycheck 232.59 womasmousaccnes
Boakmarks J une 1 15135 soromsscues
Employee Actions.
BT T ST
Forms Library
Quicklinks
Personal Information e Health and Welfare [-] Income and Taxes (-]
Help / FAQ
Notices & Updates
m Eight reasons to sign up for direct deposit
A
5till getting a paper paycheck? You might want to consider these eight advantages of direct deposit:
=0n payday, your pay is already in your account for you to use, without having to visit a bank or ATM.
«Your pay will never get lost or misplaced like 8 paper check might
O dit profile Octos, 2017
© gout Welcome ASUCLA, UC Merced and UC Riverside! v
0% -

Step Action

1. Click the View Paycheck button.

View Paycheck




UCPath Task:

UNIVERSITY
OF |

Review My Online Paystub B
CALIFORNIA
Charles Weiss m UCPath Seartn Q (@ reour () Bovkmark A
Ask UCPath Center
VIEW PAYCHECK
Das Income and Taxes Charles Weiss
Boc Direct Deposit
Lea Wiew Paycheck Wed Feb 01, 2017 - Tue Feb 28, 2017 | #50031310 ®
$1947.20
Wiew Pay Record vi._
A State W4 (DE4) Sun Jan 01, 2017 - Tue Jan 31, 2017 | #50029208 o
$2027.39
Federal Withholdi
Out-chietate Tas_ Thu Dec 01, 2016 - Sat Dec 31, 2016 | #50027148 2]
$1998.27
Enroll to receive o.
e Online W2/ Tue Nov 01, 2016 - Wed Nov 30, 2016 | #50024653 =]
$2001.31
W-2 Reissue Requ...
Sat Oct 01, 2016 - Mon Oct 31, 2016 | #50022611 (2]
$2001.31
@ edit profile
Thu Sep 01, 2016 - Fri Sep 30, 2016 \ #50020598 ®
@ oot $2001.30 N
s 100% v
Step Action
2. All paychecks processed in the UCPath system appear on the View Paycheck
page.
3. To view your paycheck, click the Paycheck Data hyperlink or click the View

Paycheck button.

Charles Weiss

Income and Taxes
Boc Direct Deposit
Lea View Paycheck

View Pay Record vi
CAState W-4 (DE-2)
Federal Withholdi...
Out-of-state Tax
Enroll to receive o..
View Online W-2/..

W-2 Reissue Requ...

£ DOWNLOAD ATTACHMENT

@ kditprofile
@ Log out ~
Step Action
4, Click the Download Attachment button.




UCPath Task:

F Review My Online Paystub
CALIFORNIA i

University af California Busimess Umat:  UC Office of Pressdent
14350-1 Mendian Patkway Pay Begin Date:  02/01/2017
Rversade, CA %2518 Pay End Dae: 027282017
B55/982-7284 Advice #: OO0
Adwice Date: 03012017
TAX DATA: Federal CA State E
i " Employee 1D — Tax Stams: Single Single
—— Drepartment: 802200-RES GRANT FRGMS OFFICE Allowances: 1 1
- = Location: UCOP - Kaiser Center Addl Allownces:
Jab Title: RSCH ADM 3 )
Pay Rate: £5,002 51 Manthly Addl. Amouzt
HOURS AND EARNINGS TAXES
Current YD
Regular Pay 02012017 QXIE201T 500251 36960 13,857,553 |Fed Withholdng 296.08 91824
Fegular Pay 0012017 01312017 28750069  -5.00 -230.00 ;fg ﬂﬁﬂ ,:; :i ;2;33
Vacation Leave-Used 01012017 0113172017 28750065 200 23000 3200 92000 ed L =g :

Sick Leave Paid - Sa 8.00 230,00 CA Withholdng 5403 171.73
TOTAL: LKL 500251 S0, 60 15,007.53 | TOTAL: T05A2 L5550
BEFORE-TAX DEDUCTIONS AFTER-TAX DEDUCTIONS EMPLOYER PAID BENEFITS
Kaiser Perm NoCal 164.28 492 84 | ARAG Legal Plan 15.42 46.80 | Karser Perm NoCal 1.585 94 475788
403B Vel Plan 1. 500.00 4.300.00 | Supplemental Life 26.75 50.25 | Delta Dental PPO 14356 430.68
UC Retirement Plan 381.20 1.143.60 | Prudential AD&D Dependent Ins. 1.00 2.00 | Vision Service Plan 12.75 3825
Parkmg Pre Tax 195.00 585 00 | Expanded Dep Life - Spouse 29,03 5E.06 | Basic Life 434 13.02

Valuntary Long-Term Disabiliry 15.76 31.52 | Basie Disabdlity .04 2279

Voluntary ShonTerm Disabaliry 2135 4270 | UC Retsrement Plan T0035 2101.05

ADED 1.00 | Employee Asst Prog 217 6.51

Rasic Denend Life 27 B9 i
Done

Step Action

5. Your online paystub appears in a new browser window. You can print this page to
retain a copy for your records.

6. You have reviewed your online paystub in the UCPath Portal.
End of Procedure.




ON CAMPUS?

If you are working in another
department, your combined hours

If for any reason your status as a student
changes, please let your supervisor know
immediately. This includes if you are
taking a quarter off or if you are
graduating.




Report any injury to your supervisor within

24 haurs

In arder for the paperwark to be processed.

Student health services available.

UCSB Student Health - Hone



http://studenthealth.sa.ucsb.edu

If you have any questions please feel free
to contact:

Lil1 Hartounian
Assistant Director of HR & Payroll Analyst
lilth(@as.ucsb.edu

And

Katherine Kosearas
Administrative Support Specialist
katherinek@as.ucsb.edu



mailto:lilih@as.ucsb.edu
mailto:katherinek@as.ucsb.edu
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	If you have any questions please feel free to contact:
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