
12/18/25

Topic Based Zoom

How to Search for UCPath 
Guidance

Presenter Notes
Presentation Notes
Hi my name is cherry park and Today’s topic based zoom is on how to search for UCPath Guidance. 
This presentation is being recorded and will be posted on our Media Library.
If you have any questions feel free to type them in the chat and we’ll get to them during the Q&A
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Today’s Topics

1 Types of guidance and where to go

2 What to do when you don’t know what to do

3 Finding resources

4 Q&A

Presenter Notes
Presentation Notes
Today we’ll start by going over the different types of guidance and where to go to get them.
Next we’ll go over what to do when you don’t know what to do.
Then we’ll spend some time going over how to find resources, including using TritonGPT
And end with Q&A.
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Types of guidance and where to go

1 Guidance on What 
to enter

• This is something you will
need to gather from your 
department or the 
employee

• For policy guidance or union 
related guidance contact 
Employee Relations / Labor 
Relations

2 Guidance on How to 
enter (Happy Path)

• UC San Diego local support 
teams can help if you need 
additional guidance on 
deciding which transaction 
to use or understanding the 
resources.

3 Guidance on How to 
correct (Unhappy Path)

• All the scenarios are not
documented so will need 
guidance from UCPath 
Center

• Job Aid: Job Data Corrections
and Retro Pay Matrix

• To escalate submit an 
Employee Center case and 
provide Ask UCPath case 
number

Presenter Notes
Presentation Notes
There are 3 different types of guidance and 3 different places to go to get the guidance.

First there is guidance on what to enter. This is something that only the employee or your department can guide you on. They can help you make informed decisions on selecting action reason codes, dates, and other numbers you enter in the fields in UCPath. For example, if you are hiring an employee, UCPath Center or a local UCPath support team will not be able to tell you what you need to enter for the effective date of hire, pay rate, FTE, and so on. And for policy guidance or union related guidance you should contact Employee Relations or Labor Relations.

Next there is guidance on how to enter a transaction, that is on time with documented system steps. These are the happy paths and something local UCPath support teams can help you with. For example, if you need help deciding what transaction to use or help picking the correct KBA to follow or if you just want to enter the transaction together to make sure you are doing it right for the first time. You can request support through Employee Center or book an On-The-Job Training session.

And finally, there is guidance on how to correct something in UCPath or if you need to enter something late because unfortunately that happens from time to time~ these are the unhappy paths. Because most of these scenarios are undocumented, UCPath Center will need to provide assistance or guidance. There are some scenarios on the Retro Pay Matrix with some not so detailed instructions on how to enter retroactive actions and 7 scenarios captured on the Job Data Corrections job aid you can refer to but if you have a complicated correction that is not documented in those resources you will need to submit an Ask UCPath case for further guidance. And if you need to escalate that Ask UCPath case you can submit an Employee Center case to request escalation.

https://spwebserv.ucop.edu/LocationUsers/LOCplayer/index.html?Guid=64dcfe29-0248-44cd-bb77-b256a2f87676&bypasstoc=0
https://ucofficeofthepresident.sharepoint.com/sites/CommunitiesofInterest/_layouts/15/Doc.aspx?sourcedoc=%7B59DDC81A-0A25-4A19-AF2C-B483E14BE43C%7D&file=Retro%20Pay%20Matrix%202024.xlsx&action=default&mobileredirect=true&DefaultItemOpen=1
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What to do when you don’t know
what to do

Look for 
resources

Employee Center
UCPath On-The-
Job Training

Ask UCPath
1

2

3

Presenter Notes
Presentation Notes
But What do you do? when you don’t know what to do? Where do you start?

Let say I get an email from an employee saying they are going on a leave but I’ve never entered a leave in UCPath before or I haven’t done this particular type of leave before. What do I do? Where should I start?

First, I should start by looking for resources. Because this is the fastest way to get some information. Any information on leave transactions in UCPath so I can start thinking about what information I will need to gather to be able to enter the transaction. I can browse or search keywords for Knowledge Based Articles or I can use TritonGPT to help point me in the right direction. We’ll go over how to search using the different avenues a little later.

After I’ve looked for resources and if I still need help with entering the transaction, then I can submit an Employee Center case or book an On-The-Job Training appointment to go over the transaction steps with someone.

Finally, if this is a super complicated transaction or something that is outside of documented system steps, I should submit a case to ASK UCPath Center to ask for additional guidance.
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UCPath

• The Transactor Hub drop 
down is where you can find 
the various forms and 
resources

• The Help tab has a link to a 
self-service, repository for 
support materials for 
UCPath.

Presenter Notes
Presentation Notes
Now lets move on to where you can find UCPath resources.
�UCPath has some resources you can find by logging in and clicking on the Transactor Hub or Help drop down menu.
The transactor hub drop down contains various forms and resources to help you process transactions in UCPath.
The Help drop down menu contains links to UCPath’s self-service repository for support materials for UCPath
These are the system steps we link to on our local KBAs
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Ask UCPath

• Ask UCPath has a knowledge base

• Use the search bar to search 
keywords

Presenter Notes
Presentation Notes
UCPath Center also maintains a knowledge base in ASK UCPath.
You can use the search bar to find articles with certain keywords or you can browse by trending topics under the quick search section or frequently asked questions below
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Ask UCPath (cont)

• Click the magnifying glass icon to 
retrieve all knowledge articles

• Side bar with options to filter

Presenter Notes
Presentation Notes
Or you can click on the magnifying glass icon and select the KNOWLEDGE heading and that will pull up all the knowledge articles and then you can filter by what you would like.

You can filter by knowledge type like How To articles, job aids and even videos!
You can also filter by audience type like employees versus super users which I think are for transactors.
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Local UCPath help site

• Transactors page has curated 
information important for doing 
transactions in UCPath

Presenter Notes
Presentation Notes
Our local UCPath website has an easy URL to remember ucpath.ucsd.edu
This website has a bunch of resources we’ve gathered and created to help transact in UCPath.
Under the Transactors drop down menu you will find quick access to our local UCPath Job Aids page and the training page where you can find additional resources.
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Local UCPath help site (cont)

• Need Helps page lists the 
escalation contacts

Presenter Notes
Presentation Notes
The Need Helps page contains information on where to get additional help and escalation contacts.
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Complementary Resources

• Complementary Resources page lists 
all the different types of UCPath 
resources available

Presenter Notes
Presentation Notes
Another important page to note on our local UCPath website is the Complementary Resources page,
Here you will find a list with links and description of the different local and ucpath resources available to help you with UCPath transactions.
You can also see here is another way to get to the Media Library where todays recording and slides will be posted and previous topic based zooms are posted.
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Services & Support / Employee Center

• Use Search Bar to search by keyword 
or browse by folders

• UCPath GL content only in Services &
Support

• UCPath WFA content in both Services 
& Support and Employee Center

Presenter Notes
Presentation Notes
We also have the Services and Support and Employee Center knowledgebases where we have moved the local UCPath Job Aids. 
You can search by keywords or browse by folder. 
All UCPath GL related KBAs (like for entering position funding or salary cost transfers) are only available in Services & Support in the Budget & Finance Knowledgebase under the Financial Accounting folder.
The UCPath WFA related KBAs (like for hiring, payroll or leave of absence transactions) are available to search in both Services & Support and Employee Center

We’ll demo how to search in Services & Support and Employee Center during the Q&A~
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TritonGPT Resources

• TritonGPT Blink page

• TritonGPT features multiple specialized AI assistants designed to help you navigate UC 
San Diego resources efficiently.

• Explore the TritonGPT Interface Guide to learn the basics for navigating the tool.

• If you have any questions, concerns, or feedback regarding TritonGPT, please 
email: TritonGPT@ucsd.edu.

Presenter Notes
Presentation Notes
Now let’s move on to TritonGPT

There are a lot of resources and trainings on TritonGPT out there but I think the two that are helpful to get started quickly is the one that goes over the different AI Assistant types and the one that goes over the TritonGPT interface.

https://blink.ucsd.edu/technology/ai/tritongpt/index.html
https://blink.ucsd.edu/technology/ai/tritongpt/assistants.html
https://share.articulate.com/VfZj5SXH-6Yi_w9k5mRP-#/
mailto:TritonGPT@ucsd.edu
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TritonGPT for UCPath Guidance

• Not great at giving detailed steps yet

• Not great at answering detailed steps 
type of questions yet

• For now, just use it to point you to the 
resources or help getting started

TIP!
• Prompting determines how helpful 

TritonGPT is:

• Make sure you are using UCPath in 
your prompt

• Ask it to provide a link to the KBA

Presenter Notes
Presentation Notes
Triton GPT is great at helping you brainstorm and point to applicable resources. As you get more comfortable and skilled at prompting, the responses you receive will improve as well.

That being said, it is not great at giving detailed steps for UCPath yet and sometimes there is missing or incorrect information.
So for now, its best to use it to help you get started in troubleshooting or point you to the KBAs or other resources.

Some tips to ensure you are getting UCPath relevant information, is don’t forget to include UCPath somewhere in your prompt and if it doesn’t reference an article or job aid, ask it to provide a link to where it found this information.

We’ll demo how to use Triton GPT during the Q&A~
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Your Voice Matters!

• Do the thumbs up and thumbs down on TritonGPT to help it provide better answers.

• Email ucpathproject@ucsd.edu to provide feedback about the KBAs.

• Whenever you get guidance from UCPC that is not documented anywhere, ask them to 
please create or update a job aid to document the steps for others who may encounter 
the same issue in the future

Presenter Notes
Presentation Notes
Your Voice matters!

Help TritonGPT get to a point where it can provide detailed steps on troubleshooting issues in UCPath! To train TritonGPT to know when it is giving good or bad answers use the thumbs up or down button and leave comments on what worked or didn’t work.

You can also be a part of helping us improve the UCPath KBAs by emailing ucpathproject@ucsd.edu with detailed feedback on how to improve a specific KBA.

And another way to help UCPath Center improve is to ask them to create or update a job aid to document anytime you receive guidance that is not documented anywhere! 

mailto:ucpathproject@ucsd.edu


Thank you!

Presenter Notes
Presentation Notes
Thank you for tuning in to our topic based zoom on how to search for UCPath guidance!
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Q A

Presenter Notes
Presentation Notes
And now lets move on to Q&A
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