
Use this task to initiate a job data change and an additional pay PayPath transaction for academic employees.

Navigation: PeopleSoft Menu > UC Customizations > UC Extensions > PayPath Actions Note: This page also may be available in Workcenter depending on your security access.


	Step
	Action

	1.
	After you navigate to the PayPath Actions component, the system displays the Find an Existing Value tab, which you use to search for the appropriate employee record.

Enter search criteria in one or more of the search fields on this page.

	2.
	Click in the Empl ID field.
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	3.
	Enter the desired information into the Empl ID field. 


	4.
	Click the Search button.
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	Step
	Action

	5.
	The PayPath Actions page displays the Position Data tab. Navigate to the appropriate tab for the update you must enter. For this example, a job data change with additional pay, navigate to the Job Data tab.

	6.
	Click the Job Data tab.
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	Step
	Action

	7.
	Before entering the update, you must identify the Effective Date, Action and
Action Reason.

	8.
	The Effective Date field defaults to the system date (today's date). If needed, change the date to reflect the date the update should take effect.

For this example, accept the default.

	9.
	Click in the Action field.
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	10.
	Enter the desired information into the Action field. 

	11.
	Click in the Action Reason field.
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	12.
	Enter the desired information into the Action Reason field. 






	Step
	Action

	13.
	Click the scroll bar.





	Step
	Action

	14.
	Click in the Step field.
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	15.
	Enter the desired information into the Step field. 

	16.
	After the step is entered, UCPath automatically updates the compensation information.

	17.
	For Job Data updates, enter a comment explaining the update. Click in the Job Data Comments field.

	18.
	Enter the desired information into the Job Data Comments field. 




	Step
	Action

	19.
	Click the scroll bar.

	20.
	Click the Additional Pay Data tab.
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	Step
	Action

	21.
	Use the Additional Pay Data page to enter specific information about the payment.

New Additional Pay is entered on the left. If the employee has existing additional pay, it appears on the right. This employee has No Data present for current Additional Pay.

	22.
	Enter the Earnings Code, Effective Date and Pay Period Amount for the additional pay.

For one-time and recurring payments, enter a Goal Amount or End Date. The additional payment stops when the goal amount or end date is reached.

	23.
	Click the Look up Earnings Code button.
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	Step
	Action

	24.
	The Earnings Codes that appear are based on the earnings program tied to the employee's paygroup. Select the appropriate Earnings Code.

For this example, click the ADC (Additional Comp-General) list item.

[image: ]

	25.
	The Effective Date field defaults to the system date (today's date). If needed, change the date to reflect the first day of the pay period that the additional pay should begin.

Click in the Effective Date field.
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	26.
	Enter the desired information into the Effective Date field. 


	27.
	Enter the per pay period amount of the additional pay. Click in the Pay Period Amt field.

	28.
	Enter the desired information into the Pay Period Amt field. 




	Step
	Action

	29.
	The system continues to pay the amount indicated in the Pay Period Amt field until the Goal Amount is reached.

Click in the Goal Amount field.
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	30.
	Enter the desired information into the Goal Amount field. 


	31.
	Click the button to the right of the Reason field.
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	32.
	Select the appropriate Reason.

For this example, click the Academic Advancement list item.
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	33.
	Accept the default for the Applies to Pay Periods check boxes.

The First check box is selected for monthly employees. The First and Second check boxes are selected for biweekly employees. For biweekly employees, you may select which pay period(s) the additional pay should be paid.




	Step
	Action

	34.
	Click the scroll bar.






	Step
	Action

	35.
	Use the Upload \ View Supporting Documents link to attach supporting documentation, if applicable.

	36.
	Use the Initiator's Comments field, to further explain the transaction for the Approver, if applicable.

	37.
	Click the Save And Submit button.
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	Step
	Action

	38.
	The transaction is submitted for approval.

	39.
	You have initiated a job data change and an additional pay PayPath transaction.
End of Procedure.



image5.png
New Window | Help | Personalize Page |

[[Positon bata || Job Data | AdtionaiPay Daia |

Yuuki Okonek Employes EmplID 10020313 EmplRecord 3
BosiinDaa
Position Data
Position Number: 40012580 LeCTFY Action: POS  Positon Change
Eftective Date: 077102017 ) Position Change Reason:| |Q
New Values to update Existing Values.
Current Effective Date: 012912017
UCLA Campus Business Unit: LACMP UCLA Campus
School Of Nursing Department: 190000 ‘School Of Nursing
Location:[ 91821 JQ  Factor Location: 61521 Factor
Job Code: [001634_|Q LECT-FY Job Code: 001634 LECT-FY
Non-Senate Isiructonal Union Code: X Non-Senate Isiructonal
FLSA Status: Exempt
Reports To Position:
Sal Admin Plan: T15F
Salary Grade:
Standard Howrs: 2,00
FTE: 0200000
Wail Drop: 691821 Adds to FTE Actual Count:
Position Pool: [ JQ Include FTE: ¥
Employee Relations Codt Representation Code: Covered ~

U >




image6.png
Job Data




image7.png
Position Data || Job Data || Addtional Pay Data

New Window | Help | Personaiize Page | ]

Yuuki Okonek Employee EmplID 10020313 Empl Record 3
Work Force yob Supmmary
Academic Facuty HR Status: Actve Payrol status: Acte i
Job Data Find | ViewAl  Fist & 1or1
et Date: 0T 9 Actons| &
Effective Sequence: 0 Action Reason:||Q
Curtent ffective Date: 01292017 Curtent Acton: DTA Data Change
Curtent Ef Sequence: 0 Curent Action Reason: NV CONV: Conversion row

Position Number: 40012580
Business Unit: LACMP
Department: 130000
Location Code: 691821
Job Code: 001634
Union Code: 1X
Reports To Position Number:
FLSA Status: Exempt
Salary Administration Plan: T15F

Salary Grade: |
FTE: 0.200000

‘Appointment End Date: (123172017 |5

LECTFY
UCLA Campus

‘School Of Nursing
Factor

LECTFY

Non-Senate Instructional

Establishment ID:UCLA Qg Los Angeles
stew:| 23Q
Employee Class: & Academic: Facuty

End Job Automatically: [

Eamings Distribution Type: None

Comp Rate: 14429502 Standard Hours:  8.00

oy Freaseney Q. oy

U >




image8.png




image9.png




image10.png
New Window | Help | Personaiize Page |

Position Data || Job Data || Additional Pay Data

Yuuki Okonek Employee EmpiID 10020313 Empl Record 3
Work Force Job Summary
Academic: Facuty HR Status: Active Payrol Status: Active e
Job Data Find [ViewAl  First (& 101
Effective Date: [07/10/2017_|[5) Q pay Rate Change E
Effective Sequence: 0 Q. step Increase/Progression
Current Effective Date: 012072017 Current Action: DTA Data Change
Current Eff Sequence: 0 Current Action Reason: CNV ‘CONV: Gonversion row
Position Number: 40012580 LECTFY
Business Unit: LACMP UCLA Campus
Department: 120000 ‘School Of Nursing
Location Code: 691821 Factor
Job Code: 001634 LECTFY
Union Code: X Non-Senate Instructional
Reports To Position Number:
FLSA Status: Exempt
‘Salary Administration Plan: T15F EstablishmentID:[UCLA &y Los Angeles
salary Grade: | step: [ 33/Q
FTE: 0200000 Employee Class: 9 Academic: Faculty
Appointment End Date: [12/31/2017 |[5) End Job Automaticaly: [
Eamings Distribution Type: None Comp Rate: 14.420602 Standard Hours: .00 Pay Frequency:[ HQ  ouny

U >




image11.png
Union Code: X Non-Senate Instructional
Reports To Position Number:
FLSA Status: Exempt
‘Salary Administration Plan: T15F EstablishmentID:[UCLA &y Los Angeles
salary Grade: | step: [ 33/Q
FTE: 0200000 Employee Class: 9 Academic: Faculty
Appointment End Date: [12/31/2017 |5} End Job Automatically: [
Earings Distribution Type: None Comp Rate: 14.420502 Standard Hours: .00 Pay Freauency:[ HIQ  ouny
Pay Components. Personalize | Find | @] B Fist @ 1011
Rate Code ‘Comp Rate ‘Compensation Freauency
1 UCANNL 150,644.000000 Annual
Eamings Distribution Personalize | Find | 3] B8 First 0 1011
‘Earmings Code Comp Rate. Distribution %
1
UC Job Data
PostDocs Anmarsary Dt L —]
Location Use End Date:| |5
Locaton use Type
Job Data Comments:
Retum o Search

Position Data | Job Data | Additional Pay Data

U >

<




image12.png




image13.png
Union Code: X Non-Senate Insructional
Reports To Position Number:
FLSA Status: Exempt
Salary Administration Plan: T15F EstablishmentID:[UCLA &y Los Angeles:
salary Grade: | step:[ 39Q
FTE: 0.200000 Employee Class: 9 Academic: Facuty
‘Appointment End Date:[12/31/2017 |[&) End Job Automatically: [
Eamings Distribution Type: None Comp Rate: 15490000 Standard Hours: 2.0 Pay Frequency: [ HQ Houry
Pay Components. Personalize | Find | €] B First (4
Rate Code Comp Rate Compensation Frequency
1 UCANNL 154,409.000000 Annual
Eamings Distribution Personaiize | Find | 2| B First ¢
Eamings Code Comp Rate. Distribution %
1
UC Job Data
PostDocs Anniversary Date:| i Academic Durationof Appt[ V]
Location Use End Date:[ |5
Location Use Type:
Job Data Comments: Step increase with additional pay |

Retum to Search
Position Data | Job Data | Additional Pay Data

U >

<




image14.png
Additional Pay Data




image15.png
[ Postion Data || Job Data || Additonai Pay Data |

Yuuki Okonek Employee Empl ID 10020313
New Additional Pay Find | View Al
“Eamingscode: |1
Effective Date Find | View All
“Effective Date:  07/102017 |
¥ Payment Details Find | View All
Addl Seq #: 1
End Date: 08 Reason:

T
Goatamount [ | Go Baance

Iprorate Additional Pay

Applies To Pay Periods

MFirst  [Isecond [l Third

Job Information

Employee Type:  Hourly Standard Hours: 500
Compensation Rate: ~ $14.420502 Frequency: Hourly
Default Job Data

Position: 40012580 LECTFY

Business Unit:  LACMP. UCLA Campus

Department: 190000 ‘School OF Nursing

Job Code: 001634 LECT-FY

FIE: 0200000

New Window | Help | Personalize Page |

EmplRecord 3

No Data present for current Additional Pay

U e e





image16.png




image17.png
Favorites > | Main Menu ~

> UC Customizations + > UC Extensions » > PayPath Actions

ORACLE'

Posion Daa || dob Data || Adtional Pay Dsia |

Yuuki Okonek Employee
New Additional Pay
“EamingsCode: | |Q
Effective Date
“Effective Date: (07102017 |
v Payment Details
Addl Seq #: 1
End Date:  — R
Pay Period Amt: l:'
Goalamount: [ | Goal

I Prorate Additional Pay
Applies To Pay Periods

MFirst  [lsecond  [[IThird

Job Information

Employee Type:  Hourly
Compensation Rate:  $14.429502
Default Job Data
Position: 40012580 LECT-FY
Business Unit:  LACMP. UCLA Cam
|
Job Code: 001634 LECT-FY
FIE: 0200000

Look Up Eamings Code

Search by: [Eamings Code w]begins with|]
LookUp | [ Cancel | Advanced Lookup

Search Results

View 100 First 0 reooren () Last
Eamings Code Description

saC Al Eamings Codes - System Cd
SNA N/A - Retro Place Holder

Aap Academic Award Program

ACF ‘Additional Comp-Consuiting
ACN ‘Additional Comp-Gen-No RTMT
Acs ‘Additional Comp-Summer-DCP.
AcT ‘Additional Comp-Teaching

ACX ‘Additional Comp-Extensions
ADC ‘Additional Comp-General

AFR ‘Additional Comp-FY Research
ANN Annuity Payments

APH ‘Additional Comp-Public Health

‘Additional Comp-Summer-No DCP
Incentive Award

Benefts Biling

Bonus

Collective Bargaining-Flat Amt
Child Care Assistance
‘Summer Differential

Fair Market Value - Taxable
Faculty Recruitment Allowance
FSA Unsub Claim

Unpaid Cap Gap

Honorarium
Housing Allowance

icP Incentive Pay

i Involuntary Term-Lump Sum

e Involuntary Term-Pay In Lieu

ims Involuntary Term-Severance

Help

Worist | Addto Favorites | Sign out

New Window | Help | Personalize Page |

fent Additional Pay





image18.png




image19.png




image20.png




image21.png




image22.png
Academic Advancement




image23.png
[ Postion Data || Job Data || Additonai Pay Data |

New Window | Help | Personalize Page |

Yuuki Okonek Employes EmplID 10020313 EmplRecord 3
No Data present for current Additional Pay
New Additional Pay Find | View All
“Camings Code: BOC X0 pgaons comp ceners
Effective Date Find | View All
“Effective Date: 071012017 |
v Payment Details Find | View All
Addl Seq #: 1
End Date: B Reasom:
Pay Period Amt:
Goal Amount: Goal Balance:
Prorate Additional Pay
Applies To Pay Periods
Fist  [JSecond  [1Third
Job Information
Employee Type:  Houty Standard Howrs: 800
Compensation Rate:  $14.420502 Frequency:  Houry
Default Job Data
Position: 40012580 LECT-FY
Business Unit: LACMP UCLA Campus
Department: 190000 School Of Nursing
Job Code: o063 LeCTFY
FTE: 0200000

U e e





image24.png
Iprorate Additional Pay
Applies To Pay Periods
MFirst  [Isecond  [IThird

UserID  UC_PayPath_User

Retum to Search
Position Data | Job Data | Additional Pay Data

Uy

<




image25.png
‘Save And Submit




image26.png
Iprorate Additional Pay

Applies To Pay Periods

MFirst  [Isecond  [IThird

Job Information

Employee Type:  Hourly Standard Hours: 500
Compensation Rate: ~ $14.420502 Frequency: Hourly
Default Job Data
40012580 LECTFY
LACMP UCLA Campus
190000 ‘School Of Nursing
001634 LECT-FY
0200000
Active Expected Job End Date: 06/30/2017

Coertas | [ ssemasimt | | Gel |

Transaction D 0000003184
Workflow Status Submitted

Request Status Pending Approval

Initiator's Comments|

UseriD  UC_PayPain_User
Paypath Staff

Upload \ View Supporting Documents

~ Transaction: 0000003184, II

0039133, Empl Record: 0:Pending

<




image1.png
New Window | Help |
PayPath Actions
Enter any information you have and click Search. Leave felds blank for a it of allvales.

[ Findon Existng vaive |

| Search Criteria

e o —
P -7 —

Nam: [T —

st am: T —

B e = —.
e T —)
Deparma: [T —)

ot o [T —)
e Casstcaon regrewn V]
Employeo Status:

[case sensitive

[ Seacn || Clear | Basic Searcn & save searcn Crtenia





image2.png




image3.png
‘Search




image4.png
uuuuuuuuuuuuuuuuuuuuuu

UCPATH PILOT




