Hiring Undergraduate Student
Employees in UCPath

Topic Based Zoom
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Today’s Topics:

= Undergraduate Student Employee Overview
= Pre-Process

" Transactions in UCPath

= Scenarios

= Resources
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Undergraduate Student Employees

Job Codes
» 004919 - Assistant 4 (STDT 4)

STAFF

e Employee Class 5
P2y > 004920 - Assistant 3 (STDT 3)

 Student: Casual/Restrictec > 004921 - Assistant 2 (STDT 2)

itle Codes

004329 - Appointed Official 004934 - Student Information Technology (STDT

009901 - Camp Counselor IT)
004331 - Elected Officer, Student Government 004938 - Student Peer Counselor (STDT PEER

CNSLR)
ACADEMIC 004011 - RecreationibtoctailitEE Y 004942 - Student Researcher (STDT

004928 - Student Artist or Performer (STDT RESEARCHER)

ARTIST OR PERF) .
004944 - Student Residence Hall (STDT RSDNC
004930 - Student Clinical (STDT CLIN) HALL)

e Academic: Academic Student 004932 - Student Events (STDT EVENTS) 004946 - Student Residence Hall Lead (STDT
RSDNC HALLS LD)

e Employee Class 11

3 https://blink.ucsd.edu/HR/supervising/hiring/students/ UC San Diego



https://blink.ucsd.edu/HR/supervising/hiring/students/
https://blink.ucsd.edu/HR/comp-class/classification/students.html

Social Security Number (SSN)

The SSN in UCPath must match ISIS SSN is required for tax purposes

Int ti | Students also need to complete Glacier
At A ETE If the student does not have a SSN yet:

v' Leave the National ID field blank
v Explain the omission in the Comments

v" SSN must be added later by submitting a
Personal Data Change template transaction or
students can enter it via Self Service

s https://students.ucsd.edu/sponsor/registrar/tax-id-number.html _ ZPath i UC San Diego


https://blink.ucsd.edu/technology/help-desk/applications/mainframe/ISIS/index.html
https://blink.ucsd.edu/buy-pay/payments/tax/glacier.html
https://students.ucsd.edu/sponsor/registrar/tax-id-number.html

Work Study

Two types Work Study:

5

Federal Position Pool ID = F (Federal 50%)

University Pool ID = U (University 50%)

Check Work Study Table in UCPath to see which
one is available to the student employee

KBA: Work Study FAQs

Job Aid: How to Create and Manage Work-

Study Jobs

Job Aid: How to Update a Filled Position from

Work-Study to Non-Work Study

Job Aid: How to Submit a Direct Retro for

Work-Study

¢ General Ledger Administration

] Benefits Cost Transfer
1 Budget
7 Configuration
] Direct Retro
1 Funding
Funding Entry
Funding Entry Inquiry
Funding Reallocation Logs
Funding Upload
Work Study Award Table
] HR Employee Information
] Position Data

1 Reporting/Dashboards

https://blink.ucsd.edu/HR/supervising/hiring/students/work-study-positions.html

General Ledger Tasks a Q ! @
Hew Window | Help
Work Study Award table

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Exisfing Value

Search Criteria

Empl 1D[begins with v ||
| begins wi

2qins wi
Second Last Name[begins with v |
Altemate Character Name[begins with v |
Set ID[begins with v |

T Case Sensitive

ril
Search Clear | Basic Search |2 Save Search Criteria



https://support.ucsd.edu/path?id=kb_article_view&sysparm_article=KB0033958
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EQEVBriV2l9Lkd8bbW1gKz8BR74qLKVfbuso8Xy_0bVChA
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EYxGQyKIMVFBnM0GJCCZlxQBTItuPuLYx6a_PBW-N5lFcQ
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EXdK648hLqFCgEEg80CkpLsBDJO0VkaQo1tm1uBrET5DTA
https://blink.ucsd.edu/HR/supervising/hiring/students/work-study-positions.html

Pre Process

Does this student already
have an Empl ID?

e Search for People:
Search/Match

Is the combined FTE
across all active jobs
under the threshold?

Person Org Summary
FTE < 80% and
registered for > 6 units

Person Org Summary

8[8§/Path § UCSanDiego



Search for People | Search/Match

B Hemepage x + oo B
Pe rfo rm th e sea rch th ree ti m es’ i N th is o) rd er: c 0 a ucpath-fpuniversityofcaifornia.edu/psc/ucpheprd S/EMPLOYEE/HRMS/c/NUL FRAMEWORKCPT.LANDI.. Q t @ » O : )
1. The employee’s Social Security number
. = o
2. The employee's first and/or last name and - b
date of birth
3 . Th e e m p I Oyee’S fi rst a n d Ia St n a m e Absence Administration Benefits Administration Payroll Tasks
o+
I8 : &
UPK: Search for People Using Search/Match
e Search Type = Person \.;; L 3 o«

e Search Result Code: PERSON_RESULTS

7 Resolving SSN/Name Audit Discrepancies in UCPath ]“ UC San Diego
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https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=db097de9-6e1f-4c04-8e37-65d70ff6acca
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EehhwYDDyitEvm4gF_7wSsQBWE2DfAgNd6ONnaF7YnB5zw

Person Org Summary

Person Organizational Summary
Maggie Doolittle Person ID 10438908

Benefit Eligibility Hours
Limited Hours Career
Floater Hours Career

Employment Instances Find§ View All First 4/ 1-30f3 (b Last
ORG Instance HR Status  Inactive Last Hire 06/14/2021
Primary Job: PﬂlMM!!-MEl Termination Date (4/12/2022 Job Record End Date -Auto
Term
Assignments Personalize | Find | (2 | m First (4 10f1 (» Last
Empl Business Position Department Job i Expected Union FLSA Pay Employee Probation -
Record Unit Number Dept ID Description Code Description Job End Date FTE Employee Class Code Status Group Type Code Probation End Date
POLITICAL ) :
0 SDCMP 40805001 000221 SCIENGE 004920 STDT3 0.250000 Student Casual'Restricted 99 N 65T H Mone
ORG Instance 1 HR Status Active Last Hire  08/02/2021
Primary Job: Pa L3 Termination Date
Assignments Personalize | Find | {3 | Q First (4 10of1 (» Last
Empl Business Position Department Job - Expected Job Union FL5A Pay Employee Probation Probation End
Record  Unit Number DeptlD  peceription Code  Description End Date LB plryeelllass Code || Status  Group  fType Code Date
POLITICAL ) )
1 SDCMP 40837244 000221 SCIENCE 004920 STDT 3 06/30/2023 0.250000 gtudent: Casual/Restricted o9 E GMH H Mone
ORG Instance 2 HR Status  Aclive Last Hire  10/01/2022
Primary Job: P 3 Termination Date
Assignments Personalize | Find | (1] [E3 First (4 10f1 (b Last
Empl Business Position 5= Job . Union Employee Probation Probation End
Record Unit Number Dept ID Department Description Code Description mployee Class Code Type Code Date
2 SDCMP 40883910 000148 -c'-OF GLOBAL poz31g |EACHGASST- 12312022 0.500000 hcademic: Academic Student  BX 5 None

POLICY &STRATEGY GSHIP

g / Path j‘ UC San Diego




Aligning FLSA/Pay Frequency

9

When New Hire needs to align FLSA/Pay
Frequency to existing Empl Record(s):

Override Pay Groups can be done through
comments on Hire Template

6MS 6MH
FLSA = Exempt FLSA = Exempt

Comp Rate Code = Comp Rate Code =
UCANNL UCHRLY

Comp Rate = Annual Comp Rate = Hourly
Rate Amount

Comp Frequency =M Comp Frequency = M

Resolving FLSA Conflicts

When existing Empl Record(s) needs to align
FLSA/Pay Frequency to the New Hire:

Use PayPath to update the FLSA, Comp
Rate Code, Comp Rate and Comp
Frequency

Submit a Job Data Update Form to request
a Pay Group Override to 6MS or 6MH

Use an Effective Date that is before the
Effective Date of New Hire

Use an Effective Date that begins a pay
period

Z Path j‘ UCSan Diego



https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EVA8fOPo2LJLo0jIhbMgQWgBnguwtB8U4OOfnfLH2b3m_g

Student Employee Lifecycle

Create Hire
Position Employee

Work Study? Position Pool * Template Transaction
Add Position Funding

10

Manage
Job

PayPath

Payroll Tasks

Position Management
Update Position Funding
Direct Retro

Terminate
Employee

* Template Transaction
* Final Pay

M@ UC San Diego



Create Position

11

Navigation: Workforce Administration > Position B e S
Management > Add Update Position > Add/Update FE— T— o)
Position Info ]
Use this page to create a new position or to update a - —re
vacant position.
Note: Position Management entries do NOT go through R + """""""""""""
an approval routing but are committed immediately to |B7! = %
UCPath
Key fie|ds for students: Mass Upload Experience Based Pay Person o f Interest
: — X
Effective Date <« L7

Job Code
Full/Part Time: Variable

FTE

FLSA

ER Code: All others non confidential
Position Pool ID

{@gthi UC San Diego



Add Position Funding

 Navigation: General Ledger Administration > General g 0000000 o*
Ledger TaSkS > Funding > Fu nding Entry e UCPath v Workforce Administration : o
 Use this page to enter new position funding or to ﬁ
update existing position funding. - r %
 Funding entry transactions only require local approval. B - |
e To affect the current pay cycle, Funding Entry page is @7’ * fl'g
due 7pm the day before Pay Confirm
 Note: Failure to add funding will cause payroll expenses T—
to hit the department default. If this happens, you will i~ p po
3 /4
see an error code of FND in the Program column of the
DOPE report.
[ Je) C

. U[¢[Path} UCSanDiego



Hire Employee

13

Navigation: Workforce Administration > HR Tasks> Smart
HR Templates > Smart HR Transactions

Use Smart HR Templates for full hires, rehires,
concurrent hires, personal data changes, terminations.

Template transactions require local approval as well as
UCPath Center acceptance and processing.

Deadline to affect current pay cycle is the Employee
Data Change

Key fields for students:
Employee Class
Expected Job End Date

Pay Frequency
Pay Group Overrides

B Homepage x 4+
& > C Y & ucpath-ifp.universityofcalifornia.edu/psc/ucphrprd/EMPLOYEE/HRMS/c/NUILFRAMEWOR.. @ 12 & @ #» 0O G'C'ui'%"i 5\

NIVERSITY . .
Froms UCPath v Workforce Administration
HR Tasks Position Management Approvals
E.l
A4 s
Al Ad Benefits Administrat Payroll Task:

avascriptsubmitAction_winO{documentwind, PTNUI_LAND W,

[Path{ UCSanDiego



Manage Job | PayPath

14

Navigation: Workforce Administration > HR Tasks >
PayPath/Additional Pay > PayPath Actions

Use this page to modify position data, job data, and
additional pay for filled positions

PayPath only requires local approval.

Examples:
Short Work Break/Return from Short Work Break
Update Pay Rate

Reclassifications
Update Expected Job End Date

Position Management Approvals
G %
Benefits Administration Payroll Tasks

Zﬁgi‘f’}i UC San Diego



Manage Job | Payroll Requests

15

Navigation: Workforce Administration > Payroll Tasks >
Payroll Transactions > Self Service Transaction Links

Use the Payroll Requests page to request off cycle,
overpayment or final pay.

Payroll requests require local approval as well as UCPath
Center acceptance and processing.

Use the Off Cycle Dashboard to track status of
submitted payroll requests.

Examples:
Off Cycle requests
Overpayment

Additional Pay
One Time Payment

x +

C Y & ucpath-ifp.universityofcalifornia.edu/psc/ucphrprd/EMPLOYEE/HRMS/c/NUI_FRAMEWOR... @ 1= v @ #» 0O G'C'u:-cal—; E\

v UCPath

Absenc

Canvas  [§] BUNK snow [ uceath @ Calen

Mass Upload

e Administration

dly

Ed Transactors B Reports € UCCPTnTiira [ BOX K UCPsth - DeptHRP..

v Workforce Adminisiration

Benefits Administration Payroll Tasks

¢+

Experience Based Pay Person of f Interest

{@gthi UC San Diego



Manage Job | Direct Retro

 Navigation: General Ledger Administration > General
Ledger Tasks > Direct Retro > Process Direct Retro

e Use Direct Retro, also known as salary cost transfer, to
move payroll expenses from one fund to another to
correct general ledger records.

e Direct retro transactions only require local approval.

e Direct retro deadlines to post in the accounting periods
are posted on our local UCPath transactors page:
https://ucpath.ucsd.edu/transactors/index.html

16

e

|
O
X

x  +

C {t & ucpathifpuniversityofcalifornia.edu/psc/ucphrord/EMPLOYEE/HRMS/c/NUILFRAMEWOR.. @ 1= & @ #» 0O O'CU:'CE"* 5\

E:::S.": UCPath v Workforce Administration

®0 C



https://ucpath.ucsd.edu/transactors/index.html

Termination & Final Pay

e Use the UC_VOL_TERM template when an employee decides to resign their UC employment (voluntary)

e Use the UC_INVOL_TERM template when an employee is terminated, laid off, or dies
e Use the UC_RETIREMENT template to initiate a retirement

NOTE: If Retirement template is used or termination template reason is Death, only one transaction is needed; UCPC will terminate all other jobs.

Situations that require a Final Pay Request:

a Involuntary Termination

a Employee is represented and off cycle final pay is part of their contract

Employee has accruals that need to be paid out

0 Employee is unable to report all hours worked/leave used in Time & Attendance

17

L

If any of these are true then you will
need to submit a Final Pay Request

If none of these are true then you DO
NOT need to submit a Final Pay
Request. The employee will receive
their Final Pay as their last on-cycle
paycheck

{@gthi UC San Diego



UC {Path i UC San Diego

Hiring Student
Employees in
UCPath:

Key Takeaways

Social Security Number is needed to ensure tax status is correct
Position Pool ID must be entered to apply Work Study
Use Search/Match to make sure the student doesn’t already have an Empl ID

Make sure you have a good understanding of the students Empl Records in
order to manage combined FTEs and resolve any FLSA/Pay Frequency
misalignment

Monitor Expected Job End Dates
Timely entry of SWB and RWB



Scenarios

* Hiring Department Aligning FLSA
= Existing Department Aligning FLSA
= Correcting Hours Paid on Incorrect Position

19 _ ZPath f UC San Diego



Scenario 1: Hiring Department Aligning FLSA

You are hiring a new student employee
into a Non Exempt Biweekly Hourly
position but noticed in Person Org
Summary that the employee already has
a job in another department with a
conflicting FLSA/Pay Frequency of
Exempt/6AC. You reach out to the
Central HR Compensation contact listed
on the Resolving FLSA Conflicts job aid
and were told that you will need to align
to the existing Empl Record.

20

Steps to Take:

1.

Update your position:

Submit the Concurrent Hire Template:

FLSA Status = Exempt

Comp Rate Code = UCHRLY
Comp Rate = Hourly amount

Comp Frequency =M

Enter in the Comments to request a Pay Group Override

to the 6MH Pay Group

_ {Path f UC San Diego


https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EVA8fOPo2LJLo0jIhbMgQWgBnguwtB8U4OOfnfLH2b3m_g

Scenario 2: Existing Department Aligning FLSA

You are contacted by another Steps to Take:
department requesting that you align 1. Use 2/19/23 for the Effective Date since this is a pay period
your FLSA/Pay Frequency so that they begin date that is before the 3/1/23 Effective Date

can hire the student into their o .
2. Update the position data tab in PayPath to change FLSA

department with a position with a
g P Status = Exempt

FLSA/Pay Frequency of Exempt/6AC. The
student will start working 3/1/23. 3. Update the job data tab in PayPath as follows:

e Comp Rate Code = UCHRLY
e Comp Rate = Hourly amount
e Comp Frequency =M

4. Submit an inquiry to ASK UC Path Center with a Job Data
Update form to request a Pay Group Override to the 6MH
Pay Group.

2 | ZPai-h { UC San Diego



Scenario 3: Correcting Hours Paid on Incorrect Position

The student accidentally selected the
wrong position in Ecotime and as a result
was paid on the incorrect position at a
lower rate.

22

Steps to take:

1. The department of the incorrect position will need to submit an
Overpayment request

2. The department of the correct position will need to submit an
Off Cycle request

Another Option:

If historical time adjustment period has not passes and in the
current pay period the student will have worked enough hours to be
able to reverse the hours without resulting in a net negative hours:

1. The incorrect department can submit a historical timesheet
adjustment to reverse the hours on the incorrect position and

2. The correct department can submit a historical timesheet
adjustment to add the hours on the correct position.

3 [Path{ UCSanDiego



Resources

=  UCPath Center Resources
= |Local Resources
=  Contacts for policy guidance & escalation

2 _ ZPath i UC San Diego



UCPath Center Resources | UCPath Help Site

Location Users (Transactors)

e Job Aid: Short Work Break Matrix

e Job Aid: Job Data - Effective Sequence and Impacts

* |nitiate Personal Data Change Template Transaction

(Staff/Acad)

e PayPath Action and Reason Codes (Academic)

e PayPath Action and Reason Codes (Staff)

e Templates Action and Reason Codes

24

= m}
E Dashboard | UCPath ® =+

< C ) & ucpathuniversityofealifornia.edu/home# e % @ » % 0O o

&
UNIVERSITY
UCPath Q ® Bookmark e Log out

Cherry Park

Primary Title:
TRAINER 3

Employee ID-
10419810

DASHBOARD

Ask UCPath

Service Date:

11/04/2019

How to View and Download Your 2022 UC W-2 Statement

Your 2022 W-2 statement is available.

Dashboard

PeopleSoft Homepage
81 Jan 27,2025
Worklist

| N

Bockmarks

Employee Actions

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

02/26/2022 UC _SDCMP_ ManageAccruals, 49274, UC_SDCMP_ManageAccruals,
2016-01-01, N, 0, UC_TRANSACT_ID:M000055992 SETID:SDCMP
DEPTID:000444 EMPL_CLASS:2 RDC:ES,0,A,

02/26/2022 UC SDCMP_ManageAccruals, 49275, UC_SDCMP_ManageAccruals,
2016-01-01, N, 0, UC_TRANSACT_ID:M000055993 SETID:SDCMP
DEPTID:000444 EMPL_CLASS:2 RDC:ES,0,A,

02/26/2022 UC_SDCMP_PayrollRequest, 196197, UC_SDCMP_PayrollReguest,
2016-01-01, N, 0, UC_TRANSACT _ID:PRO0193074 EMPLID:10414012
EFFDT_NOKEY-2022-02-23 BUSINESS_UNIT:SDCMP RDC:ES,0,A,

o Edit profile
e Log out

Z Path j‘ UCSan Diego
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https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/data/toc.html
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/data/toc.html
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/data/toc.html
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=838abcc8-0a90-4c7a-8e16-ef57f2a1febb
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=edd8a16e-209e-478c-aee3-2a65571eedb2
https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=7d382a81-de79-42e8-922c-8100e6d5a4fa
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://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=8228d3f5-6859-4c86-a180-54428e7346b5

Local Resources | UC San Diego’s UCPath Resource Site

https://ucpath.ucsd.edu/ m -

&« C Y @ ucpathucsd.edu a = » 4 0O e :

e UCPath Paygroups Matrix

* Employee Classifications & Job End Dates e UCSanDiego

Loginto UCPath  About ~  Benefits & Payroll ~  Self-Service -

* Using Effective Dates in UCPath
* UCPath vs Campus Ecotime Matrix — What To Do UC ath

Where

e Resolving SSN/Name Audit Discrepancies in UCPath

LOGIN TO UCPATH
UCPath is the University of California’s HR and Payroll system.

e How to Create and Manage Work-Study Jobs

e How to Update a Filled Position from Work-Study to
Non-Work Study

e How to Manage Appointment End Dates

e Resolving FLSA Conflicts

e Smart HR Templates Matrix

V[®)/ Path ]“ UCSan Diego
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https://ucpath.ucsd.edu/
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EQp96zD7H9NIlcLkScPxyRMBWIKBdg9uGWSk3-BXDusPGw
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/Ef1Y7SBFq0hPtJHB1OiU9tcBV5Sw-qM7_KYaZPLpa0y3yQ
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/Edzy3_Y192ZKssktboeo_jUBJrcLEYhOBJKU8-1JLcxN-w
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EWdTcEL38KxBgPTyMWlisrEBcjeqmBNWG3Q1S_vTgq-VNA
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EehhwYDDyitEvm4gF_7wSsQBWE2DfAgNd6ONnaF7YnB5zw
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EQEVBriV2l9Lkd8bbW1gKz8BR74qLKVfbuso8Xy_0bVChA
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EYxGQyKIMVFBnM0GJCCZlxQBTItuPuLYx6a_PBW-N5lFcQ
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EfV1thFxQ11Om8nXj_xKwl8B38_9mmpUgkOIqj0K2-6HXg?e=lLSb8k
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/EVA8fOPo2LJLo0jIhbMgQWgBnguwtB8U4OOfnfLH2b3m_g
https://ucsdcloud-my.sharepoint.com/:b:/g/personal/ucpathproject_ucsd_edu/ETpo4ddr6O9Pq1xQaqBx9AEBSzx03TsWpJYehFyTmgtKCg

Local Resources | Business Analytics Hub

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

26

Student Employee Registration Report
FLSA Mismatch
Future Dated Hires Lite Report

Jobs with Approaching End Dates Report (HR
tab)

Short Work Break Monitoring Report

Z Business Analytics Hub X + B =
&« C { @& bahucsdedu Q » fr » 4 0O o :
COVID-19 Updates Masking is required in all clinical areas. Leam more on the Retumn to Learn website Learn More
BUSINESS ANALYTICS HUB UC San Diego

Budget & Finance  HR/Payroll Research  Student Help

WELCOME TO THE BUSINESS
ANALYTICS HUB

The Business Analytics Hub (BAH) houses a ceniralized 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 to 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 fo reach your reports.

_ {Path f UC San Diego


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

Local Resources | UC San Diego Services & Support

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

<« c O 8 support.ucsd.edu/services

e Knowledge Base Articles UC San Diego

Services & Support

= ]

Qe x @ 00O :

LG ENLELRENWLITE | Services & Support hd ]

* Browse by category o search by keywore

e KBA: How to Request a Student FICA
Adjustment

e KBA: Work Study FAQs

o

ADVANCEMENT
Support for Engagement,

Stewardship, and Philanthropy
systems and initiatives

27

- =

BUDGET & FINANCE INFORMATION
TECHNOLOGY
Support for Budget, Finance,
Logistics, Payment, Procurement, Technical, Communications and

and Travel Network Support for Business
Systems and Campus Infrastructure

& i
| / Path{ UCSanDiego



https://support.ucsd.edu/
https://support.ucsd.edu/path?id=kb_article_view&sysparm_article=KB0033749
https://support.ucsd.edu/path?id=kb_article_view&sysparm_article=KB0033958

Local Resources | Blink

https://blink.ucsd.edu/HR/supervising/hiring /students/

* Job classifications

UCSan Diego ‘ blink

BUDGET & FACILITIES &
FINANCE SERVICES

esee System Status: All Services are operating normally.

@ Search Blink () Search Faculty/Staff Search Blink Q

FACULTY & HUMAN IT SERVICES
INSTRUCTION RESOURCES

TOOLS: I@;‘I Personal -  [Z] Business - E Instruction - jl Research ~ Qb Resources for: - {§} All

https://blink.ucsd.edu/HR/supervising/hiring/students/
hire.htm|#6.-Setting-Up-Student-Employee- AGizz

Staff

Internal Recruitment

Students
Hiring
Listing Student Jobs

Requesting Exception to Open
Recruitment

Employing Students with Work-Study
Near Relative Employment
Employee/Employer Conflict Resolution
Student Employment Quarterly Updates

Minimum Wage 2023

Faculty & Staff Home / Human Resources

28

Supervising & Management | Hiring | Students

Employing Students

Last Updated: February 6, 2023 1:35:30 PM PST Give feedback

Find information on how to hire and manage student employees.

IMPORTANT HANDSHAKE UPDATE

On Wednesday, January 11, 2023, Handshake published an update to the “Estimated Pay”
field. This update is consistent with new legislation for California (Senate Bill 1162),
Colorado, and New York where employers are now required to include a pay range, rather
than a specific pay rate. To comply with this new policy, we ask that you take the following
steps when posting new positions:

« Use the “Custom range” drop-down option within the "Estimated pay” section
» Use the minimum wage for the STDT level you are posting for as the low end of the

ranna_and tha mavimum wana far the hinh end nf the ranns

" / Path{ UCSan Diego


https://blink.ucsd.edu/HR/supervising/hiring/students/
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UCPath Support Contacts

UCPath

Contact the UCPath Center (located in Riverside) for:

New Employee or First-Time User issues
Benefits

Net Paycheck

After deductions and withholding
Overpayments

Employment Verification

Payroll-related Documentation for pay after
6/1/20

*  Transaction Support Tickets

Submit an inquiry to UCPath Center or call (855)
982-7284 (Mon - Fri: 8 am - 5 pm)
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UC San Diego

Contact local support and submit a ticket for:

Gross Pay

Missed Pay

Local Deductions

Labor Ledger

Cost Benefit Rates

Direct Retro (Salary Cost Transfers)
AYSO

Transaction Support

For Missed Pay, submit a SNOW ticket with Missed
Pay Description to ensure expedited action
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Notes

* As long as there are enough hours combined across all student records (position) reversals can be done.

e What's the longest period a student can be placed on a Short-Work Break? Job Aid: Short Work Break
Matrix. Causal restricted students can only be placed on SWB during the summer. If they are taking a
leave during the school year recommended to terminate and rehire later.

e Will funding default to department funds when student exhausts WS funding and will department be
notified when this happens? No known notifications. Check DOPEs. Check Work Study Award Table in
UCPath to make sure correct position pool ID is on the position. Work Study runs from fall quarter to
spring quarter. No Summer.

e We recently saw that a discrepancy with FLSA status with the Position Management screen and the
PayPath. Has anyone come across this? Submit a Case with examples. May need to submit a Position and
Job Data Update form if the correction cannot be done through PayPath.

* Reclassification requests — action reason code needs to be the correct one.
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https://sp.ucop.edu/sites/ucpathhelp/LocationUsers/LOCplayer/index.html?Guid=838abcc8-0a90-4c7a-8e16-ef57f2a1febb

Notes

e |[sit possible to hire student staff and have them report to a vacant HEERA position? Policy guidance ask
Central HR. Strictly speaking Ecotime — Ecotime only looks the the primary position, if it is vacant then it
is blank in Ecotime. Will show old Reports To name until new person is hired into the position listed
under Reports To.

* | have a student employee who has the Primary ID for SSN as zeros. However, there is a "Derived Default
ID" as well which is the correct SSN. How do | make the "Derived Default ID" as the primary? Submit a ASK
UCPath Case to UCPC.

e (Can you explain how to use the Student Employee Registration Report? What should the department do if
the Registration status is Null? Is there a contact email for submitting inquires regarding student
employment? https://blink.ucsd.edu/HR/ files/supervising/hiring/students/regreportinstructions.pdf
Null is most likely a SSN mismatch or the student is not registered. Contact SEO office with inquires
regarding student employment. Email: studentemployment@ucsd.edu
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https://blink.ucsd.edu/HR/_files/supervising/hiring/students/regreportinstructions.pdf
mailto:studentemployment@ucsd.edu

Notes

e 1. Why is proof of work authorization not required for students? This kept defaulting to not required in
handshake and | was unable to select “required.” Student should have work authorization to work legally
on campus. 2. Which staff designation do we use for students in OBS? | had issues when trying to
designate in OBS and it kept rejecting - it finally worked after trial and error? Contact
studentemployment@ucsd.edu with details or submit a case to handshake. Take screenshots and email
to studentemployment@ucsd.edu. Talent Acquisition manages OBS. Make sure to choose a student
template. Casual restricted or Academic Student which ever is applicable.
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