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Today’s Topics:

= Contingent Worker Defined
= Pre-Process

=  Choosing the Correct Template
=  Resources
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What is a Contingent Worker?

CWR designation is used for a person that e Not an Employee

is providing services to UC San Diego on a e Not paid through UCPath

non-permanent basis or is potentially paid

by a third party and does not receive  Not be used as a bridge for future hires waiting on work

compensation through UCPath. authorization

CWR designation allows for the tracking
and management of certain populations’
relationship with the University.
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Qualifying Populations for CWR

Independent Contractor/Consultant* UC Employee — Different Business Unit

Research Associate Visiting Scholars
Research Fellow Visiting Student Researcher — Grad

Staff Emeritus Visiting Research Scholar Intern (Undergrad)

Staff Volunteer Volunteers (excluding Health Professional Schools)

Temp Agency Staff — Health*
Temp Agency Staff - Non UC*

*Independent Contractor/Consultant or Temp Agency Staff populations should only be entered in UCPath if
they will be transacting in UCPath or supervising UC San Diego employees.
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Pre-Process

Search Match to ensure the employee has never been
assigned an UCPath Employee ID

Navigation: Workforce Administration > HR Tasks > Search
for People

UCPath Center recommends performing all 3 searches to
verify new hire isn’t in system:

1. Enter National ID (SSN), click Search
2. Enter First and/or Last Name with DOB, click Search

3. Enter First and Last Name, click Search

5 UPK: Search for People Using Search/Match
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Lifecycle of Contingent Workers

Create Submit a CWR Manage Complete
Position* Template CWR CWR Instance

Contingent workers do e UC_ADD_CWR Template e Update Reports To e UC_COM_CWR Template
not need a position Transaction * Extend Job End Date Transaction

unless they supervise UC * Enter Expected Job End Date * Renew (if Job End Date

San Diego employees has passed)
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Create Position

Navigation: Workforce Administration > Position
Management > Add Update Position > Add/Update
Position Info

Contingent workers do not need a position unless they
supervise UC San Diego employees

Note: Position Management entries do NOT go through
approval routing but are committed immediately to

UCPath
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Choosing the Correct Template

 Job Aid: Template Transactions - Action Reason Codes Fle EiR View Wandow Hep .
o 5 Home Tools Document B 1| /15 568% v e @ Cherry ~
and Descriptions

(==
z 4 ~
M CALIFORMIA
° T late: UC_ADD_CWR for Cont t Work
empiate. or contingen orker : . . .
— — Job Aid: Template Transactions — Action Reason Codes and Descriptions
. e, e
W It h O ut p O S It I O n For further guidance, visit the page. Specific academic personnel policy questions may be directed
to campus Academic Personnel Offices
Templali‘clgzsncﬁ ption / A Reason
.
° T late: UC_ADD_CWR _POSN for Cont t Work - : 01 oy
e m a e . 0 r O n | n e n 0 r e r Tempate: CN1 - Academic Concurrent Hire Use to add a coneurrent job (either Dual or Non-Dual employment)
) ) L - — — ACP - Academic Hire w/ Contract Pay | Use to hire an academic year employee with Contract Pay_ This also can be
. e, Description: Full Hire — used for a cencurrent hire
Academic Use Only
W I p O S I I 0 n Action: HIR - Hire AlL - Academic Inter BU Transfer Use for an inter-business unit transfer of an academic employee. This is a
’ transfer from one business unit to another unrelated business unit
HIR - Hire - No Prior UC Affiliation Use to hire a new employee with no Empl ID that has never been on pay status
with UC. Employee has no prior UG affiliation as a confingent worker or persen
of interest
REZ - Rehire, = 120 days break Use for rehires from a different business unit. Use for a regular rehire to retumn to
| pay status following less than 120 days of break in service. 4

RE3 - Rehire, == 120 days break Use for rehires from a different business unit. Use to hire a prior UC employee

with a break in service. The employee does not already have a PeopleSoft
record. The receiving campus must treat this as a rehire

RL2 - Rehire, fr Layoff-No Pref <120 Use for rehires from a different business unit. Use to rehire following a layoff and
not secured through the preferential rehire process within 120 days of
separation

RLO - Rehire, fr Layoff-No Pref ==120 | Use for rehires from a different business unit. Use to rehire following a layoff and
not secured through the preferential rehire process where there is greater than
or equal to 120 days of separation

PR2 - Rehire, from Layoff-Pref <120 Use for rehires from a different business unit. Use to rehire following a layoff and
secured through the preferential rehire process within 120 days of separation.

PRF - Rehire, from Layoffi-Pref >=120 | Use for rehires from a different business unit. Use to rehire following a layoff and
secured through the preferential rehire process where there is greater than or
equal to 120 days of separation.
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Manage CWR

Initiate Update Contingent Worker (No Position)
Update Reports To Template Transaction

* |nitiate Extend Contingent Worker (No Position) Template

Extend Transaction
Can be extended before the Expected Job End Date e |nitiate Extend Contingent Worker (With Position) Template
Transaction

* |nitiate Renew Contingent Worker (No Position) Template

Transaction
* |nitiate Renew Contingent Worker (With Position) Template

Transaction

Renew
IF Expected Job End Date has passed

12 UC ZPath  UCSanDiego


https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=082a41f0-0ecb-4bcf-8069-0c971289f9aa
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=54897685-52ce-471c-b24d-be2218ddf75a
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=7323e96d-d76f-41f2-b92c-ee1c0f3f868f
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=18f8ed07-bb93-4c01-be61-eca37a64f2ab
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=c470ec8e-ee84-471a-9af6-10847f4c5d74

Complete CWR Instance

e Contingent Workers must be completed when the service(s) they provide are done

e |nitiate Complete Contingent Worker Instance Template Transaction

Template/Description/Action

Template: UC_COM_CWR COM - Completion - Contingent  Used to complete academic or staff
Description: Complete Contingent  Worker Contingent Worker instance
Worker Instance DNR - Do Not Rehire (Settlement) Agreement/Settlement - Individual
Action: COM - COmpletiOn - agrees not to return

Contingent Worker
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Location Users (Transactors)

Job Aid: Contingent Worker (CWR) Job Codes and
Descriptions

Initiate Add Contingent Worker (No Position) Template
Transaction

Initiate Add Contingent Worker (With Position) Template
Transaction

Initiate Complete Contingent Worker Instance Template
Transaction

Initiate Extend Contingent Worker (No Position) Template
Transaction

Initiate Update Contingent Worker (No Position) Template

Transaction

Initiate Extend Contingent Worker (With Position)
Template Transaction

Initiate Renew Contingent Worker (No Position) Template
Transaction

Initiate Renew Contingent Worker (With Position)
Template Transaction

E Dashboard | UCPath

<« c 0O 8 ucpath.universityofealifornia.edu/home

Cherry Park

Primary Title:
TRAINER 3

Employee ID-
10419810

Service Date:
11/04/2019

Dashboard

PeopleSoft Homepage
Worklist

Bookmarks

Employee Actions
Forms Library
Quicklinks

Help / FAQ

o Edit profile
e Log out

- o X
2 * @ » 00 :

Q @ Bookmark |

Ask UCPath

Go Paperless!

You can now sign up to receive your 1095-C electronically. Sign up before
January 1, 2023, to receive your 2022 1095-C electronically and befere January

13, 2023, to receive your 2022 W-2 statement electronically. Go Paperless

Today!
Dec 01, 2022

e |

Worklist

View All

-

Date From  Link Priority

12/21/2021 UC SDCMP_PayrollRequest, 185025,
UC_SDCMP_PayrollRequest, 2016-01-01, N, 0,
UC_TRANSACT_ID:PR0O0181786
EMPLID:10401020 EFFDT_NOKEY:2021-12-17
BUSINESS UNIT:SDCMP RDC:ES.0.A.
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Local Resources | UC San Diego’s UCPath Resource Site
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 Job Aid: Understanding Contingent Workers

UCPATH UCSan Diego

Leginto UCPath  About ~  Benefits & Payroll ~  Self-Service ~ raini

UCPath

LOGIN TO UCPATH

UCPath is the University of California’s HR and Payroll
system

CLICK TO LOGIN
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Key Takeaways

Contingent workers are not Employees, not paid through UCPath and not be
used as a bridge for future hires waiting on work authorization

Separate templates for Contingent Workers, review the Job Aid: Template
Transactions - Action Reason Codes and Descriptions to ensure the correct
one is used

Enter an Expected Job End Date
Extend, Renew, or Complete Contingent Worker instance as applicable

Contingent Workers must be completed when the service(s) they provide are
done
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Notes

 Template transactions go through approval routing, both local and UCPC.

e The process to bring on a new volunteer/contingent worker does still require Records approval prior to
putting in the UCPath Template, correct? Form to Records still required. (include this step in the Job Aid).
Thanks! It might be important to note on the job aide that volunteer appointments need to be renewed
annually, and the renewal also needs to be approved by Records prior to updating in UCPath. Blink
volunteer info https://blink.ucsd.edu/HR/services/campus-staff-volunteers.html Will reach out to records
team for guidance/approval to add to Job Aid.

* Will you also address process to fix/change hire date? My question is CWR was 12/1/22 start, now is
4/1/23. No position. Anytime you need to correct effective date for hire/start date you will need to
submit a Job Data Update form to UCPC. Only UCPC can overwrite data.

e Do we need to do anything when there is an end job in UCPath? Do we know why UCPath does not end
Contingent Worker jobs when the Expected Job End Date is reached? Must Submit the Complete CWR
template when the CWR instance is completed. Auto term check box is what triggers auto terminations.
If that box is not checked then the auto term will not occur. There is no check box for CWRs hence they
will not auto term and a Complete CWR template MUST be submitted.

. e :
* Employee data change deadline if you want it to affect that paycycle. | @1 UCSanDiego
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