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Transfers | Pre Process

Create or identify existing vacant Position
you will be transferring the employee into

Check Person Org Summary to see existing
Empl Records:

* Active Status

* Expected Job End Date
e FLSA/pay frequency

* Dept Contact

Coordinate with the Releasing Department
as needed

Refer to Transfer Matrix and Template Action
Reason Code job aids to determine which
template and action reason code to use

Review the Payroll Processing Calendar to
ensure you submit your transaction(s) in time
for approval
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Transfers | Templates vs PayPath

Concurrent Hire Template &

UC_Transfer Template . .. PayPath
= P Voluntary Termination Template Y

uses existing empl record; do not creates a new empl record and terminates updates existing empl record; do
submit termination template previous empl record; no break in service not use for open recruitment
= Transfer associated with an = Transfer between Academic positions = Staff employee has been

open recruitment of a staff reclassified (downward or

employee from VCHS = Transfer between Staff and Academic upward) following

positions departmental/HR review.

= Staff employee hired via open
recruitment into a different staff

Transfer an employee between departments = Staff Position classification is

position within the same in UC San Diego changing for a filled Position
department not via open recruitment
= Transfer an employee to another UC location (e.g.,Limited to Career)

*\/CHS refers to Health Sciences and Medical

Center = Reorganization/Restructuring
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Resources

UC San Diego Job Aids and Quick References UCPath Help Site for Transactional Users
T UC SanDiego !VERS!TY
.= -Im.. ml- Benelits & Pmyroll «  SelfService = Training = - Hesd Helg? a5 CALIFORNIA U C Path
:::;actors .Jo:;iimds and Quick Fi(ifergnces - Q@ ® D %3 Share

LocalUpantes i ichin ST @ Basics and Navigation
Pri Tip: To search for a specific Job Ald. Click + Expand All below, type Clr+F and enter keyword @ Absence Manaﬂement
@ Benefits

@ ePerformance

@ General Ledger

System Updates

Teansactor FAQS

e i+l @ Payroll
. @ System Administration
o S — ----@Talent Acquisition Management
i ot o 14 Workforce Administration
sTransfer Matrix sTemplate Transactions - Action Reason Codes and
=How to Initiate an Intra-Location Transfer Descriptions
»How to Initiate An Inter-Location Transfer or Intra- "Template Transactions - Status Pages
Location Transfer Creating a Different EMPL Record =PayPath Transactions - Action Codes, Reason Codes

and Descriptions (Academic)

=PayPath Transactions - Action Codes, Reason Codes

and Descriptions (Staff)
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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=d91dfa7c-559a-43cc-a01a-ae92ed3b6dfb
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=4811650a-ff52-470a-b1ef-e96143af3d81
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=b77e5ba5-7bcf-4dd2-b3b8-00f88c368706
https://ucpath.ucsd.edu/transactors/job-aids.html
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/data/toc.html
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/ESe8QJ0FdC1HidrpxRUIbukBZJhX9khivx0uesVaVZFNBQ?e=aO9nUr
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EWPj6Zuu8ctCnVN3MDlS1ukBuSV-wdMqgwbQJ2mYDEGilA
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EfjwG5e3h-5JkyPW6ptWLMkB9-jNSz1jr6CicE2vKfAPBg
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