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Today’s Topics

= Key Terms & Concepts
= Deadlines
= Scenarios

= Resources
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Key Terms

Retro Module The Retro Module is a module within the UCPath System that captures certain retro transactions and calculates the earnings due
to/from the employee. The Retro Module utilizes Retro Triggers to help UCPC identify retro transactions that should be reviewed.

Retro Trigger Change to Job Data/Additional Pay that may affect earnings previously paid. These changes create a Retro Trigger in the Retro Pay
Module that must be reviewed the UCPC Retro Team.

On-Cycle Check A paycheck processed on the published on-cycle payroll calendar. Retro Pay is issued on-cycle.

Off-Cycle Check A paycheck generated outside of the regularly scheduled on-cycle paycheck. Should not be used for Retro Pay. Used for Missed Pay.

Retroactive Pay Retroactive (Retro) pay refers to a delayed wage payment for work already performed and paid at a rate lower than the new/correct

(Retro Pay) rate. It is the difference between what was supposed to be paid and what was actually paid.

Missed Pay Missed pay refers to payment for time worked in the past that has not yet been paid. Example: increase in FTE, late entry of hire, no

access to Timekeeping etc.

Overpayment Error that occurs when an employee receives too much pay due to incorrect Compensation Rate in Job Data, or missing/retroactive
entry of a job action/reason such as a termination. Overpayments cannot be processed through the Retro Module and must go
through the overpayment recovery process.

Additional Pay Pay that an employee receives in addition to his/her base pay. The two categories of additional pay are recurring and one-time.
One-Time Payment A flat dollar amount payment submitted for a single pay cycle.

Pre-Conversion Transactions with an effective date prior to UCPath conversion. These transactions cannot generate Retro Pay.

_J;?f:-'_jf' Path T UC San Diego




Retroactive Transactions | Retro Pay vs Missed Pay?
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Retroactive
Transaction Retro Trigger

(pay impacting)

Note: Overpayments cannot be processed through
the Retro Module. An Overpayment Request or a
Case to UCPC must be submitted.

Retro Pay Matrix

No paychecks in
past pay periods
OR
FTE change

(Missed Pay)

Paychecks in
past pay periods

(Retro Pay)

Submit an off cycle request

Retro Pay will be issued on the
next on cycle paycheck
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https://www.ucop.edu/ucpath-center/_files/mypath/py/retro-pay-matrix.xlsx

Retro Pay Triggers

* Increase in Comp Rate (BW & MO) * Increase in Additional Pay Amount
e Changes in Comp Frequency from BW to MO * New Additional Pay

The Retro Module will calculate the difference to be paid to the employee and add the
amount to the on cycle paycheck

5 Job Aid: How to Generate Retro Pay



https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/Edy9rwoQBVxHv3gSFaYfy1oBdwm022c3rvi-VNbiWf3n2w

Deadlines for Retro Pay

e Retro payments are processed through the Retro
Pay Module during on-cycle payroll processing only

* Employee Data
Change **#*
(3:00 PM)

Pay Period Dates

Check Date Run ID Schedule

* Any retro Job Data/Additional Pay transactions to
be added to the current on-cycle processing will A o0m
have to be submitted through PayPath or Smart HR segin L SrEE
Template by the Employee Data Change Deadline

Pay Cycle

MO Tue 01-03-23 12-01-22 12-31-22 221231MO0X Mon 12-19-22
Bl Wed 01-04-23 12-11-22 12-24-22 221224B1X Meon 12-19-22 *
B2 Wed 01-18-23 12-25-22 01-07-23 23010782X Thu 01-05-23
MO Wed 02-01-23 01-01-23 01-31-23 230131M0X Wed 01-18-23
B1 Wed 02-01-23 01-08-23 01-21-23 230121B1X Thu 01-19-23
B2 Wed 02-15-23 01-22-23 02-04-23 230204B2X Thu 02-02-23
MO Wed 03-01-23 02-01-23 02-28-23 230228MO0X Tue 02-14-23 *
B1 Wed 03-01-23 02-05-23 02-18-23 230218B1X Wed 02-15-23
B2 Wed 03-15-23 02-19-23 03-04-23 230304B2X Thu 03-02-23
B3 Wed 03-29-23 03-05-23 03-18-23 230318B3X Thu 03-16-23
MO Thu 03-30-23 03-01-23 03-31-23 230331MO0X Fri 03-17-23
Bl Wed 04-12-23 03-19-23 04-01-23 230401B1X Thu 03-30-23
B2 Wed 04-26-23 04-02-23 04-15-23 230415B2X Thu 04-13-23
MO Mon 05-01-23 04-01-23 04-30-23 230430M0X Tue 04-18-23

Bl Wed 05-10-23 04-16-23 04-29-23 230429B1X Thu 04-27-23

B2 Wed 05-24-23 04-30-23 05-13-23 230513B2X Thu 05-11-23
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Central Payroll | Loaded Retro Pay Report

The Central Payroll team receives the
Loaded Retro Pay Report for each pay
cycle. This is a list of employees’ retro
payment that will be processed for the
current on-cycle payroll

Central Payroll will notify the Department HR
contact via email for employees in their

department that are listed in the Loaded Retro
Pay Report

Department HR contact must review and
respond for any discrepancy or cancellation by
the deadline provided on the email
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Missed Pay

Missed pay refers to payment for time worked in the past that has not yet been paid.
Example: increase in FTE, late entry of hire, no access to Timekeeping etc.

Off Cycle Request (E-078) Payroll Adjustment Form

Review Job Data and correct any information that is A Payroll Adjustment that cannot be accurately
driving incorrect pay before submitting the off-cycle submitted via an Off-Cycle request/Overpayment
pay request. request, must be submitted via UCPath Inquiry. The
Payroll Adjustment form is available in the Forms
Job Aids: Library. Instructions for completing the form can be

e How to Request Off-Cycle Pay for Exempt found in the
Employees presentation in the

How to Request Off-Cycle Pay for Non-Exempt
Employees
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https://sp.ucop.edu/sites/ucpc/UCPathLocationSupport/CommunitiesofInterest/_layouts/15/WopiFrame.aspx?sourcedoc=%7b37042108-4757-4C31-BB2D-2ED2EBB28520%7d&file=Payroll%20Adjustment%20Scenarios%20Meeting%2003.29.23.pptx&action=default&DefaultItemOpen=1
https://sp.ucop.edu/sites/ucpc/UCPathLocationSupport/default.aspx

Deadlines for Missed Pay | Off Cycle Processing Timeline

UCPath Center uses established off-cycle timelines for processing payroll requests:

Processing is daily except for UC holidays and Pay Confirm days

Payroll Requests (E-078) received by 2:00pm will be processed on the next business day

Payroll Requests (E-078) received after 2:00pm will be processed within two business days

Check issue date will be 2 days from processing date

Pay will be received however the employee normally receives pay (direct deposit or paper paycheck)
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Scenarios

=  Retro Pay Scenarios
= Missed Pay Scenarios

= (Qverpayment Scenarios
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Retro Pay Scenario 1: Comp Rate Increase

You need to increase a BW Steps to Take:
employee’s pay rate by S1 per hour 1. Update the Comp Rate in PayPath before the Employee Data
effective 1/1/23 Change Deadline

2. The Retro Pay Module will assess the hours paid at the
incorrect rate and will automatically calculate the difference
to be paid to the employee and add it to the on-cycle
paycheck

1 | ZPai-h { UC San Diego



Retro Pay Scenario 2: Compensation Frequency Change from BW to MO

You need to change an employee’s Steps to Take:
pay frequency from BW to MO 1. Update the Compensation Frequency in PayPath before the
effective 3/15/23 Employee Data Change Deadline

2. The Retro Pay Module will calculate the difference due to
the employee and add it to the on-cycle paycheck

12 | ZPai-h { UC San Diego



Retro Pay Scenario 3: Increase in Additional Pay Amount

You need to increase an employee’s Steps to Take:
recurring additional pay amount by 1. Update Additional Pay via PayPath before the Employee
S50 effective 1/1/23 Data Change Deadline
* |nitiate Update to Additional Pay PayPath Transaction
(Staff/Acad)

2. The Retro Pay Module will calculate the difference due to
the employee and add it to the on-cycle paycheck
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https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=5e23e31a-d435-4299-88c3-2fe5ccf30e5a

Missed Pay Scenario 1: Increase in FTE

You need to enter a FTE increase for Steps to Take:
a MO employee effective 1/1/23 1. Update the FTE in PayPath before the Employee Data
Change Deadline

2. Submit an off-cycle request using the calculation on the
How to Request Off-Cycle Pay for Exempt Employees job aid

3 [Path{ UCSanDiego
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https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/ETZfnKF3sHRMosbA9ATXJ0oBATcnhOoZkww6KKwV-LrKLA

Missed Pay Scenario 2: Late Entry of New Hire

You need to enter a concurrent hire Steps to Take:
effective 3/1/23 1. Submit the template before the Employee Data Change
Deadline

e Smart HR Templates Matrix
2. Submit an off-cycle request for the missed pay
e How to Request Off-Cycle Pay for Exempt Employees

e How to Request Off-Cycle Pay for Non-Exempt
Employees

15 UC ZPath  UCSanDiego


https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/ETpo4ddr6O9Pq1xQaqBx9AEBSzx03TsWpJYehFyTmgtKCg
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/ETZfnKF3sHRMosbA9ATXJ0oBATcnhOoZkww6KKwV-LrKLA
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EUGi03SqIXlHt60J6FgnuqUBubGWwFtmBok5-hWFAzxRKA

Overpayment Scenario 1: Late Entry of SWB

You need to enter a SWB for an Steps to Take:

employee effective 1/1/23 1. Submit the Overpayment request for the earnings paid out
in error from 1/1/23 to present (Review Paycheck Summary)
e How to Process an Overpayment Payroll Request

2. Submit the SWB via PayPath before the Employee Data
Change Deadline so another on-cycle paycheck is not
generated
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https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EXoYGcc-hXlGoZzGGGfVKTMBK4cnV5ojBb8xgb6tY5Bm-A

Overpayment Scenario 2: Decrease in Comp Rate

You need to decrease a BW Steps to Take:
employee’s pay rate by S1 per hour 1. Submit the Overpayment request for the earnings paid out
effective 1/1/23 in error from 1/1/23 to present (Review Paycheck Summary)

e How to Process an Overpayment Payroll Request

2. Update the Comp Rate in PayPath before the Employee Data
Change Deadline so the current paycheck issues at the
correct rate
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https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EXoYGcc-hXlGoZzGGGfVKTMBK4cnV5ojBb8xgb6tY5Bm-A

Overpayment Scenario 3: Decrease in FTE

You need to decrease a MO
employee’s FTE effective 1/1/23

18

Steps to Take:
1. Submit the Overpayment request using calculation on:
e How to Process an Overpayment Payroll Request

2. Update the Comp Rate in PayPath before the Employee Data
Change Deadline so the current paycheck issues with the
correct FTE
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https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EXoYGcc-hXlGoZzGGGfVKTMBK4cnV5ojBb8xgb6tY5Bm-A

Resources

=  UCPath Center Resources

= |ocal Resources
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UCPath Center Resources | UCPath Help Site
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UCPath Help Site for Location Users

(Transactors)

e Retro Pay Matrix

* Job Aid: Review Paycheck Summary
e |nitiate Retroactive Additional Pay PayPath

Transaction (Staff/Acad)
e Submit Off-Cycle Pay Request
e Job Aid: Offcycle Dashboard

_ - [m]
E Dashboard | UCPath
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8 ucpath.universityofcalifornia.edu/home#

UMNIVERSITY
P h
CALIFORNIA a

e+ @ » 00O

Q @ Bookmark o Log out

Cherry Park

Primary Title-
TRAINER 3

Employee ID:
10419810

Ack UCPath

Service Date:
11/04/2019

1
Dashboard Go Paperless!

Going paperless is a few quick clicks away. Enroll in direct deposit, and consent to receive your W-

PeopleSoft Homepage 2 and 1095-C statements electronically; click here to learn more!

[£] Deco1, 2022
Worklist

| Hide | ead More

Bookmarks

Employee Actions

Worklist
Forms Library
Quicklinks View All
Help / FAQ Date From Link Priority

12/21/2021 UC_SDCMP_PayrollRequest, 185025, UC_SDCMP_PayrollRequest,
2016-01-01, N, 0, UC_TRANSACT_ID:PR001817/86
EMPLID:10401020 EFFDT_NOKEY:2021-12-17
BUSINESS_UNIT:SDCMP RDC:ES,0,A,

o Edit profile
e Log out

02/04/2022 UC SDCMP_PayrollRequest, 191360, UC SDCMP_PayrollRequest,
2016-01-01, N, 0, UC_TRANSACT_ID:PR00188211
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https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/data/toc.html
https://www.ucop.edu/ucpath-center/_files/mypath/py/retro-pay-matrix.xlsx
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=3c99f9e3-c0c0-400d-b551-ddf88b02250d
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=dacaa693-d01b-4753-8d5a-78d29fde7d4d
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=cc51d135-e071-4266-8aa1-6e73a5a2085f
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=32f77daf-38d6-47b2-8a88-3dcedde54d5a

UCPath Center Resources | UCPC Knowledge Base
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Search the Knowledge Base
Filter or enter Keyword
https://ucpath.my.site.com/askucpath/s/articl

e/When-are-off-cycle-payroll-transactions-

processed

E Dashboard | UCPath » + - o 3

&« C Y @ ucpathuniversityofcalifornia.edu/home » x @ » 0O o :
UNl‘J'ERE\TY -

Cherry Park “mmA UCPath Q ® Bookmark o Log out

Primary Title:

TRAINER 3

Employee ID- Ask UCPath

10419810

Service Date:

11/04/2019

1
Dashboard Go Paperless!

Going paperless is a few quick clicks away. Enroll in direct deposit, and consent to receive your W-2

PeopleSoft Homepage and 1095-C statements electronically; click here to learn more!
) Dec 01,2022

Worklist ( 1
)

Bookmarks

Employee Actions

Worklist
Forms Library
Quicklinks View All
Help / FAQ Date From  Link Priority

12/21/2021 UC_SDCMP_PayrollRequest, 185025, UC_SDCMP_PayrolIRequest,
2016-01-01, N, 0, UC_TRANSACT_ID:PRO0O181786 EMPLID:10401020
EFFDT_NOKEY:2021-12-17 BUSINESS_UNIT:SDCMP RDC:ES,0,A,

o £dit profile 02/04/2022 UC_SDCMP_PayrollRequest, 191360, UC_SDCMP_PayrollRequest,
2016-01-01, N, 0, UC_TRANSACT ID:PR0O0188211 EMPLID:10421204
Q Log out EFFDT_NOKEY:2022-01-31 BUSINESS_UNIT:SDMED RDC:ES,0,A,
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https://ucpath.my.site.com/askucpath/s/article/When-are-off-cycle-payroll-transactions-processed

Local Resources | UC San Diego’s UCPath Resource Site

e https://ucpath.ucsd.edu/

e UCPath information for Self-Service Users
(Employees and Managers) and

Transactional Users (Initiators, Approvers, S . |
Inquiry) Job Aids and Quick References

UCPATH UC SanDiego

Log in to UCPath About - Benefits & Payroll - Self-Service - Training - Transactors - Need Help? ~

Job Aids
[ H OW to G e n e rate Ret r‘o Pay = Survival Kit- Provides a curated list for first-time users, newbies and those needing a quick review
Local Updates = Job Aids: Provide succinct step-by-step instructions for key transactions with appropriate business process context
. = Quick References: Provide summarized information on concepts and data that span multiple UCPath transactions and
* Troubleshooting Incorrect Pay et Syt Ut mosues

Pro Tip: To search for a specific Job Aid, Click + Expand All below, type Ctri+F and enter keyword.

e How to Request Off-Cycle Pay for Exempt Transactor FAGS

+ Expand All

Employees SPT—
e How to Request Off-Cycle Pay for Non- Reports e m——
Exempt Employees Department Hierarchy > Extended Leave of Absence
* How to Process an Overpayment Payroll Email Subscrption " Funding
Request uoran T v > PayPath Transactions

* Payroll Requests

e How to Manually Enter Overtime Hours

1B ath Proicct Nataile

T
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https://ucpath.ucsd.edu/
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/Edy9rwoQBVxHv3gSFaYfy1oBdwm022c3rvi-VNbiWf3n2w
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EcQ7Mi3PZsBDm1AW1Ub73SsBTH8G4DnYG-WWVS7ZcxcDiw
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/ETZfnKF3sHRMosbA9ATXJ0oBATcnhOoZkww6KKwV-LrKLA
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EUGi03SqIXlHt60J6FgnuqUBubGWwFtmBok5-hWFAzxRKA
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EXoYGcc-hXlGoZzGGGfVKTMBK4cnV5ojBb8xgb6tY5Bm-A
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/ESoDraVIhAJNiGtQ2IAfdCsBZWVZPsS05tFk7NmmpVO-5w

Local Resources | Book a 1:1 Appointment

Book a 1:1 "How-To" Appointment —— A
[C =i g
UCPath HR Transactions UCPath Finance Campus Timekeeping UC San Diego UCPath Support
Manday through Friday Every Wednesday Every Friday

BEOOK AM APPOINTMENT BOOK AN APPOINTMENT BEOOK AM APPOINTMENT

Reporting: Request a 1-on-1 session by emailing ucpathreports@ucsd.edu

UCPath Finance Transaction b UCPath HR Transaction b
Support for Week of Apr 17 Support for Week of Apr 17
Sign up for a 15 minute appointment to get help Sign up for a 156 minute appointment to get help
with UCPath Funding Transactions, Direct Retros, with a specific UCPath transaction. Please review
Payroll Reconciliation, and CBR, GAEL & VLA the relevant job aids on the UC San Diego Job Aids
Assessments. Please r.. and Quick Ref...

Campus Timekeeping Support »
for Week of Apr 17

Sign up for a 15 minute appointment to get help
with Campus Timekeeping. Please review the

relevant job aids and KBAs before your

appointment.

Cookie settings

UC San Diego
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Local Resources | Business Analytics Hub

* https://bah.ucsd.edu/hr-payroll/index.html W oot x|

& C {t @ bahucsdedu Q & » 0O e H

o B rOWS e by ta b O r S e a rC h by keywo rd COVID-19 Updates Masking is required in classrooms, clinical areas and on university Learn More

transportation. Learn more on the Return to Learn website.
e Click View Details hyperlink to read report
description and criteria

BUSINESS ANALYTICS HUB UC SanDiegO

Budget & Finance HR/Payroll Research  Student  Help

WELCOME TO THE BUSINESS

ANALYTICS HUB

The Business Analytics Hub (BAH) houses a centralized list of analytics and reports that use data from one or more Activity Hubs or
created from sources such as Oracle Financials Cloud and UCPath, among others. On BAH, find analytics and reports listed by area,
request access 1o view the data, suggest new or enhanced analytics reports and submit questions. Recommended browsers for BAH and
posted reporting solutions are Chrome and Firefox.

GET STARTED

Select from one of the sections above: Budget & Finance,
HR/Payroll, Research or Student to reach your reports.

2 | ZPai-h - UCSanDiego


https://bah.ucsd.edu/hr-payroll/index.html

Local Resources | UC San Diego Services & Support

* https://support.ucsd.edu/ B som et sev. ¢

& C (Y @& supportucsd.edu/services

e Knowledge Base Articles
UC San Diego

e Browse by category or search by keyword

Services & Support

= ]

Qe x @ 00O :

LG ENLELREO LT | Services & Support hd ]

* Submit a case to the local UCPath support

team
e How To Report an Overpayment

e (Qverpayment FAQ

e How to Pay Hours Unpaid Due to Pay

o

Frequency Change

ADVANCEMENT
Support for Engagement,

Stewardship, and Philanthropy
systems and initiatives

25

3 ;
BUDGET & FINANCE INFORMATION
TECHNOLOGY

Support for Budget, Finance,
Logistics, Payment, Procurement, Technical, Communications and
and Travel Network Support for Business
Systemns and Campus Infrastructure

& v
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https://support.ucsd.edu/
https://support.ucsd.edu/path?id=kb_article_view&sysparm_article=KB0033007
https://support.ucsd.edu/path?id=kb_article_view&sysparm_article=KB0033006
https://support.ucsd.edu/path?id=kb_article_view&sysparm_article=KB0033203
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Notes

e |f we know that an employee will miss pay, do we have to wait until they actually miss pay to submit the
off-cycle request? You can submit an off cycle request however it will not get processed until the on-cycle
paycheck is issued for the earnings period the off cycle request is for. For example, if the off cycle request
is for a prior earnings period then it will be processed according to the off cycle processing timeline.
However if the off cycle request is for earnings for the current payroll processing then UCPC will not
issue the off cycle check until the day after the on cycle paycheck date.

e For anyone on the call, curious if the retro module has correctly paid out retro pay for a pay group change
from BW to MO. Transactor: Yes if monthly payroll has not processed yet. Please send an example. UCPC
states that the retro module will pick up the BW to MO. Will need to escalate to UCPC liaison if their
resources need to be updated. Retro Pay Matrix and Operational Alignment Deck

28 | ZPai-h { UC San Diego


https://www.ucop.edu/ucpath-center/_files/mypath/py/retro-pay-matrix.xlsx
https://sp.ucop.edu/sites/ucpc/UCPathLocationSupport/_layouts/15/WopiFrame.aspx?sourcedoc=%7b49e3672f-b395-428e-be8c-01ac800980c2%7d&action=view&source=https%3A%2F%2Fsp%2Eucop%2Eedu%2Fsites%2Fucpc%2FUCPathLocationSupport%2FOperational%5FAlignment%2FForms%2FAllItems%2Easpx%23InplviewHashf1e5033d%2D88e5%2D4429%2Da67d%2Ddcc38b892a0f%3DPaged%253DTRUE%2Dp%5FSortBehavior%253D0%2Dp%5FFileLeafRef%253DJob%252520Aid%252520%25252d%252520Resource%252520Center%25252epdf%2Dp%5FID%253D1029%2DPageFirstRow%253D31
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