AB119: UPDATING LOCATION IN UCPATH

RIVERSIDE

Campus Support Center

AB119 Purpose:

State Assembly Bill 119 (AB119) signed into law in 2017, contains a legal requirement for public institutions to have

available the physical location of a represented employee’s “workstation”.

UCPath pages for updating location:

UCPATH PAGE UCPATH NAVIGATION

Position Admin PeopleSoft menu > Organizational Development > Position
Management > Maintain Positions/Budgets > Add/Update
Position Info

Position Control (new position/vacant position) PeopleSoft menu > UC Customizations > UC Extensions >

Position Control Request
PayPath (recommended for existing filled positions) | PeopleSoft menu > UC Customizations > UC Extensions >
PayPath Actions

How to validate location code:

This job aid requires you to have already obtained a valid Location Code. If you do not already have a Location Code, you
can use the Validate and Translate Location Data job aid to look up location data to obtain a valid UCPath Location Code.
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https://ucpath.ucr.edu/sites/g/files/rcwecm436/files/2022-03/locationvalidationlookuptool.pdf

AB119: UPDATING LOCATION IN UCPATH

RIVERSIDE

Campus Support Center

UPDATING LOCATION IN POSITION ADMIN - PeopleSoft menu > Organizational Development
> Position Management > Maintain Positions/Budgets > Add/Update Position Info

STEP ACTION

Navigate to Position admin in UCPath

Enter position number in the search box and hit enter

Click (+) to “add a row”

Enter effective date

Select appropriate reason code “MCD” Update Mail/Location Code

Clear out and delete the old location number and enter new location number
“Save” transaction

N[OOI~ WIN|E-

Description Specific Information UC Position Data Budget and Incumbents. Supporting Documents

FPosition Information Find | View All First ‘4 1 1 ‘& Last
Position Number 40008477 ﬁg
Headcount Status Filled Current Head Count 1 out of 1
w*Eﬁﬁti\m Date | 11/18/2021 | [w) | *Status | Active  ~ |
I Reason |MCD 2L Update Msil'lLocation Code Action Date 11/18/2021

*Position Status | Appn ~ | Status Date |12/07/2017 [T [Tl Key Position

Job Information

*Business Unit RVC o, UC Riverside Campus
Job Code 002473 3, SPECIALIST COOP EXT
*RegiTemp | Mot Applicable | *Full/Part Time | Ficed v
*Regular Shift| Not Applicable | Union Code | FX 2, Mon-Sanste Acsdemic Ressarch
Title |SPECIALIST COOF EXT Short Title | SPECIALIST

Detailed Position Description

Work Location

*Reg Region US4 %, United States
Department | 041050 %, CE - Nematology Company UCS University of California
wLnﬂatinn 24114532 BOYCE I
[Reports TolRat=al o 3, PROF EMERITUSWOS) Q
Supervisor Lvl o,

Salary Plan Information

Salary Admin Plan|T0Z3 |Oy Grade | 1 a, Step 3,
Standard Hours 0.01 Viork Period | W Wisskhy
Mon Tue Wed Thu Fri Sat Sun

BN usa
FLSA Status | Exsmpt ~ | Bargaining Unit| 2228 |
Updated on 11/18/2021 &:51:42PM Updated By 10008302 Kameron Johnson
il Save o] Return to Search =] Motify » Add Update Displan #1 Include History

Description | Specific Information | UC Position Data | Budget and Incumbents | Supporting Documents
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AB119: UPDATING LOCATION IN UCPATH

RIVERSIDE

Campus Support Center

CREATING A NEW POSITION IN POSITION CONTROL- PeopleSoft menu > UC Customizations
> UC Extensions > Position Control Request

1. Navigate to Position Control in UCPath

2. Select add new position and next

AgnUpaats Position Requsst

Transaction Type

» () Add New Position @ Updsts Vacant Position () Rewiew Transaction

=
=

Posiion Numbsr  Dasoniphion

Delate Salaciad Transaciions

Transschon Ststus

Personaiize | Find | viewan | 5 | B

First ‘4 1of1 * Laat
Position Hatus Eusiness Unit  Depariment Job Cods FReporis B Update
Updaie

3.

Input/update all required fields in the Position Information and Job information section.

Input Department code in the Work Location section. The Location code will auto derive to the default

location once the department code has been entered. If the default location is not correct, clear out and
delete the default location number and enter new location code.

5.

Complete all remaining required fields and tabs.

Descriptionl Specific |nformation

Position Information

Headcount Status
*Effective Date 02232022 W

*Reason [NEW |3

Mew Posit
*Position Status| Approved w | Status Date |0
Job Information
*Business Unit| RYCMP |O UC Riverside Cam
Job Code 3
Reg/Temp

Shift Mot Applicable
Title

Work Location

Reg Region USA

1

Reports To, 2,

Supervisor Lvl

Salary Plan Infermation

Fiind | View All
Transaction ID 1911199111
Current Head Count out of
*Status | Active -

Az

Approval Status Initiz

7

Salary Admin Plan 3, Salary Grade -y Step
Standard Hours Work Pericd W Weskhy
Mon Tue Wed Thu Fri Sat

32022 W

T Key Position

Manager Level

FulliPart Time | System Defsult - 8= ~ |
Union Code A,

Short Title

Company UCS

Dot-Line 3,

First ‘4 10f1

¥ Last

Initislize

Detailed Position Description
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AB119: UPDATING LOCATION IN UCPATH

RIVERSIDE

Campus Support Center

6. “Save and Submit transaction

ption Information UC Position Data Supporting Documents

Transaction ID 1119111111
Personalize | Find | View Al | & | B First ‘4 1of1 ‘* Last

Position Numbsr Effsctive Dats  Action Reason OperstoriD Unigus $ys Fllsnams DatsTime stamp Attsched Fil od Attschment View Attachmesnt Dsists Attschment

NEW

Attzchmeant 2w Attzchm,

Save for Later Cancel

Description | Spe

Information | UG Position Data | Supporting Documents
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AB119: UPDATING LOCATION IN UCPATH

[T RIVERSIDE

Campus Support Center

UPDATING LOCATION IN POSITION CONTROL - PeopleSoft menu > UC Customizations > UC
Extensions > Position Control Request

1. Navigate to Position Control in UCPath

2. Select update vacant position and next

AddiUpdate Position Request

Transaction Type

® Upatate vacant Postion |0 Review Transaction

Diraft Transactions Personalze | Fing | Viewal | (7)1 R First ‘4 1071 ‘% Laat
beleot Transsofion I Emat Position Humbsr Desoription Transsotion Hatus Position Eatus EBusiness Unit  Depariment Job Cods  Reporis B Update
1 0 Update

Deelele Salacied Transaciions

3. Enter effective date and position number and search

Find an Existing Valus

Update Vacant Positions

“Effective Dats: 00z |[H
Position Humbsr: 40006540
Degcription:

Posttion Status: | ~|
Business Linit:

Dwepartment:

Joib Coda:

=
a
Raports To Posttion Numbsr: (=]
Gt Ream
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AB119: UPDATING LOCATION IN UCPATH

4. Once desired results are returned click select

Find an Existing Value

Update Vacant Positions

o2 |

*Effective Date:
Position Numbsr: 40006540
Description:

Position status: |

Businsss Unit: Q,
Departmant: 4
Job Cote: a,

Raports To Position Numbsr: e}

| Searcn

Clear

Pastion Kumbsr Desoription

1120207 40006540 DMIN SUPY 2

Approwed

Doi3az 07T

personaitze | Fina | 7] [

Jab Cods

RIVERSIDE

Campus Support Center

Fisporis T Possion Kum|

40004557

5. Select appropriate reason code “MCD” Update Mail/Location Code

Description || Speciic informatkn || UG Poskkn Data || Supporiing Cocuments

Position Information

Position Numbsr 40005540
Heatcount Status open

Approval Status kil

Lesttion Status | Approwsd

~| Status Date [1207/2017
Job Information

Business Unit RYCHP
Job Code | 007

UC Rverside Campus

3 ADMIN SUPV 2
RegiTemp Not Applicable
Shirt ot Applicable

Titte [ADMIN SUPYV 2

Work Location

Reg Region USA Unihed Staes
Department 001332 nPoll Sl Admin Unik
Locstion (P25 @, SPROUL
Reports To 40004657 | PROF-AFBEE
Supsrvisor Lvl

Salary Plan Information

‘Saary Admin Plan | CTRV |3, Salary Grade |23 |Q stap
Standard Hours 4000 iork Pariod W Wity

Salary Ranges

Kinmm Midpaln
B s
FL3A Status | Esempt v
Updated on 12122017 S00520M Updsted By Ussr 100025
S for Laer Cancal

Description | Speciic informition | LG Posktion Data | Supporting Documents

Cument Head Count o

Find | View All First ‘A

TranssctioniD it
out of 1

«status | Acthe |

[ [T Key Position

Manager Level

FullPart Tims | Fied =]
Union Code |99 |34 non-Represented

Short Titke |ADMIN SUPY Detaliad Pasition Descrigtion

Company|UCE |3 Uniershy of Calfamia

Dot-Line

Madmum

Bargaining Unit 3353

Jazn Park

Look Up Reason
pos Help A
| pegizwm ||

Action

Descrigtion| beging wit

Clear

Cancel

Lock Up Bask: Lookup

Search Results

Accretion i Bargaining Unit
Crested for Payroll Adjustment
AU Crange
Crznge In Duty Station
Comersion Uise Ol
Cormection SalPlan, Grade, B
Crange In Working Thie
Mass Position Creation
Upazte Emplojes Reltions Cods
FLSA Update- Does Not Meet
LS4 Reven
LSA Querride Dwue 1o Review
FTE Revert 1 Poshin FTE
Caresr Traces Grade Waten Cnng
N1 nEctle - Bus Lk Transter
N2 nacthe - No Plan to Refll
] mactie - \okd Posiion
NA Position nactkied
JF Job Data FTE Quermide
o Reclzssification -Downmard
JRL Jon ReclzssMcation - Lateral
Jon Reclzssification - Ugward
e iac
Uindate MalliLocation Code I
=N oen
Permanent IncreaseinTime(FTE)
Position Only Change
Parmanent Reduction - Lot
Promatin
Parmanent ReductioninT me{F
Reguiartzation
Re-OrganizationRestructurs
Feports To Crange
SEC Saries Cnangs
S0R LEMNL - Secondary Org Crangs
T Temparary increzse in Time
TRT Temparary Reduction in Time W

RTC
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AB119: UPDATING LOCATION IN UCPATH

6. Clear out and delete the old location number and enter new location number

7. “Save and Submit” transaction

Description || Speciic mformation | UC Posion Data

Fosition Infermation

Position NUMb$r 40005540
Hesdcount Status open
Effective Date g202/2022
*Reason [MCD |qy,
“Position Status | Approved

Job Information

Buginass Unit RyChe

Job Code 007375 |y
RegTemp Mot Apolicanle
Shirt Mot Applicanie
Titie |ACMIN SUPV 2
Work Location
Fsg Region USA

Department 001332

Find | View All First ‘4 1ol
TransactionID 1IN
Current Head Count o out ot 1

Approval Status ksl +status| Ad ~|
Update MallLocation Code

~| Status Date | 120772017 i [ Key Posttion

UC Rkersie Camous
Manager Laval
ADMIN SUPV 2
FulPart Tims | Fleed 5
Union Codie |92 |0} miom-Seoresented

short Trbe |ADMIN SUPY | Detalled Posftion Descrigtion

Unifed Staes

EconPoll Sl Admin Uk company [UCS |3, Unkershy of Calfamia

Location | 3411463

Reports To [40004557
Supsrvisor Lvi
Salary Plan Information
‘Satary Admin Plan | CTRV |G
Standard Hours 4000

Salary Ranges

L [TYY

=, BOYCE I

0, PROF-SLEEE Dot-Lins @,
Salary Grade |23 |Qy Step

Work Period W ‘Weekly

Minkmum Midpoint Maximum

FL3A $tatus | Exempt

Updsated on  12112/2017 60352PM

~| Bargaining Unit 3533

Updated By User 10002570 Jemn Park

RIVERSIDE

Campus Support Center
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AB119: UPDATING LOCATION IN UCPATH

[T RIVERSIDE

Campus Support Center

UPDATING LOCATION IN PAYPATH - PeopleSoft menu > UC Customizations > UC
Extensions > PayPath Actions

1. Navigate to Paypath in UCPath

2. Enter position number, or employee ID or use name search

PayPath Actions

Emter amy Infonmation you neve and click Search. Leave fields bilank for 3 1ist of llhvalkes

Find an Existing Valua

Search Criteria

I Empl 10| begins wilh ~ | I

Empl Fecord | begins wilh ~ |

Mame| begins Wil ~ |
L=zt Mame| begins win - |
E-.sl'e_s-s..“l'.l Degine win |

I Posiion Number| beging wiln ~ | (40008422 3 I

Cezariment| begins wilh ~ |
Join Code| begins wilh v |

Employes Classicstion| begins win ~ |

Employes SEE| = w |

] Czsa Sansitivae

@ Clear Szskc Searcn O S3e Ssaron Crien:
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AB119: UPDATING LOCATION IN UCPATH

RIVERSIDE

Campus Support Center

3. Enter effective date
4. Select appropriate reason code “MCD” Update Mail/Location Code
5. Clear out and delete the old location number and enter new location number

6. “Save and Submit” transaction

Position Data Job Cata AddRElonal Pay Data
Employee Empd ID Empd Record 1
Position Cata
Positicn Data
BGstios Mumrar: Joooss o SPECIALIST CO0P EXT agtion: Pos PgsRien Crangs
I Effsctive Date: 02022022 iil | mosibon changs messon:[ mcp = |
News Values to update Existing Walues
Ccumrant Effective Date: 111182021
Business Unit: RvChP U Riversioe Campus Businass Unit: RvChaP U Rikverside Campus
partment I0: | 041050 Y, CE - Nemaiology Deparbment: 041350 CE - Nemztology
ILﬂ'ﬁﬂH’"i 3411453 Y, BOYCE I Location: 3411463 BOYCE
ol CoeBac | QO34T L=3 EPECIALIST CO0P EXT Job Code: 003479 EPECIALIST OO0P EXT
Union Coa: 7 NOon-Senate Academic Research Undon Code: FX Non-Senate Academic Researcn
FLEA Statws: | Ecempt | FLSA Status: Evemm
Reports To Position: | 40814017 |3 PROF EMERITUS[WES) Reports To Position: 40514017 PROF EMERITUS[WEE)
Sal Admin Plan: | TO29 |0y Sal Agmin Plan; T2
Eatany Grade: | 1 X, Zalary Grads: 1
Standard Hours: am Standard Howrs: am
FTE:[ 0.000000] ETE:
Mall Drop: P5323 Aads to FTE Actual Coount:
Position Pood: L] Inciuds FTE:
Empiojes Rslations Code: | A1 OMers. Mot Confidential - Representation Code:  Cowered WWorkstts 1D [«
ClassiMiad Indicator: Acaoemic

FRetum o Seanch
PesRion Data | Job Data | AddRional Py Dot
= &=
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AB119: UPDATING LOCATION IN UCPATH

RIVERSIDE

Campus Support Center

Position Data Job Data Additional Pay Data

Antoon Ploeg Employee

Empl ID 10005556 Empl Record 1

HNo Data present for current Additional Pay
New Additional Pay

Find | View All First ‘4 10of1 ‘& Last
*Earnings Code: | Q | =
Effective Date Find | Wiew All First ‘4 1of1 '* Last
*Effective Date: 02/18/2022 (W) *|| =
Payment Details Find | View All First ‘4" 10f1 ‘& Last
Addl Seq #: 1 F=
End Date: (i Reason: (Net Specified

Pay Period Amt:
Geoal Amount: Goal Balance:
@ Prorate Additional Pay
Applies To Pay Periods

First Second Third

Job Information

Employee Type: Salaried Standard Hours: 0.01
Compensation Rate: Frequency:
Default Job Data
Position: 40008422 SPECIALIST COOP EXT
Business RVCMP UC Riverside Campus
Unit:

Department: 041050 CE - Nematclogy
Job Code: 003473 SPECIALIST COOP EXT

FTE: 0.000000
Employee Status: Active Expected Job End Date:

Save And Submit Cancel

Upload ' View Supporting Documents

Transaction 1D NEW
Workflow Status Apprvl Pro

Request 5tatus In Progress

Initiator's Comments

User IO 10001249

Return to Search

Positicn Data | Job Data | Additional Pay Data

END UPDATING LOCATION IN UCPATH
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