Job Aid: UCPath Basics and Navigation - DRAFT

Overview

Use this job aid to learn about the basic concepts and steps regarding navigating the UCPath system.

Accessing UCPath
Access UCPath by typing ucpath.universityofcalifornia.edu in your browser’s address bar.

A The URL in the address bar may appear differently when the page opens in the web browser.

Either version may be captured when creating bookmarks.

Signing In

Log in to UCPath using your current UC network user ID and password. UCPath times out after 60
minutes of inactivity; any unsaved data entry will be lost.

Signing Out

Always sign out of UCPath. Sign out of your current session by clicking the Log Out link in the upper
right corner. Do not close the browser tab or window, or go to another site, as a method of closing
UCPath.

Tips
o Prior to logging in to UCPath, turn off your web browser’s pop-up blocker feature. Refer to the
UCPath Disable Pop-Up Blocker job aid for more information.

e To maximize your browser window, press F11 on your keyboard. Press F11 again when you no
longer need to view a full screen.

A Your browser may use a different keyboard shortcut to enter/exit full screen mode.

o Do not use your web browser’s forward and back buttons to navigate. This may work on some
pages some of the time, but in other situations, it can cause data loss in UCPath. Always navigate
with the UCPath buttons and menus.
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UCPath Dashboard Menu Structure

UCPath uses cascading menus to display a hierarchy of submenus you use to navigate to various
application pages and components (page groups).

The top-level menu (far left example in the image that appears below) includes PeopleSoft
Homepage, Employee Actions, Help / FAQ and other standard options.

Continue to drill down to find pages and components for the tasks you perform in UCPath (far right
example.
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UCPath PeopleSoft Menu Structure

UCPath PeopleSoft uses a topic or process path structure to navigate.
Click on the PeopleSoft Homepage link to access the PeopleSoft UCPath system.
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TRAINER 4

Employee ID:

Service Date-

05/20/2019
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Homepages, Tiles and Security Roles

PeopleSoft opens your default Homepage in a new tab.

Homepages are the starting point for UCPath PeopleSoft system navigation.

HR Tasks Position Management Approvals

v Workforce Administration

Tiles are standardized collections of business processes logically grouped together. They provide a
quick and easy way to navigate to the pages or screens that you need.

Tiles are not Homepage specific and can be found in multiple Homepages.

A Your specific security roles determine which Homepages and Tiles you will see and have

access to.
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You may have access to more than one Homepage. To access other Homepages available to you,
click on the dropdown arrow positioned next to the Homepage name and select from the list.

| v Workforce Administration

Workforce Administration

Recruiting Administration

Performance Administration

Absence Administration

Payroll Administration
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Navigation Collections

Selecting a Tile opens a new tab. On the left pane are the folders and pages making up the
Navigation Collection of this Tile. A default page opens in the middle.

These are pages and folders that are functionally similar, or are part of a functional process.

Your specific security roles determine which pages and folders you will see and have access to.
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As needed, click on pages or open folders and then select pages.

Navigation Bar

In the upper right corner is the Navigation Bar, which gives you access to several good navigation
tools.
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Recent Places lists the last five pages you navigated to. Select any of these to jump to that page.

NavBar: Recent Places
- Performance Management
]
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Recent Places Smart HR Transactions
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My Favorites Person Profiles
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My Favorites gives you access to any of your saved Favorites and allows you to edit them here.

You can use this list to quickly navigate to saved pages or Navigation Collections without using
Homepages or Tiles.

NavBar: My Favorites

& Edit Favorites

Recent Places Billing Audit
* HR Tasks
My Favorites Modify a Person
E Person Profiles
S Query Viewer
Search Match
Search/Match Results

A PeopleSoft pages can only be saved as Favorites, they cannot be saved as Bookmarks on

the Dashboard.

To add a Favorite, see the Actions section below.
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The Navigator provides another way to navigate to PeopleSoft pages.

This method uses cascading menus to display a hierarchy of submenus you use to navigate to various
application pages and components (page groups).

NavBar: Navigator

. Manage GT eForms 3.x >
-
&)

Recent Places Talemetry >

Self Service >
My Favorites Manager Self Service >
E Recruiting >
—— Workforce Administration >
Benefits >
Compensation >
Time and Labor >

Payroll for North America > |

Global Payroll & Absence Mgmt >

Workforce Development >

Organizational Development >

e et I e it T L

Many of the navigation paths here have an equivalent Homepage and Tile navigation path.
Refer to these job aids for cross-reference information:

UCPath WFA Navigation

UCPath ePerformance Navigation

UCPath TAM Navigation

UCPath PAY Navigation

UC Path AB Navigation

UC Path GL Navigation
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Actions

The Actions button gives you access to several useful options.

New Window | Help |

You can open a new window in a new tab using the New Window link.

N Q :

I

New Window

Add to Favaorites

Help

Once you’ve navigated to a page, it can be added to Favorites.

To add, click Add to Favorites.

Ip
New Window

Add to Favorites

Help

You can add descriptive text to the defaulted name in Description, but never remove the name of the
page.

Click OK to add.
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Click OK to confirm.

[x]

The favorite has been saved.

The page is now in My Favorites.

How you navigated to a page or Navigation Collection determines what you'll be able to save as a
Favorite.

o If you are using the Navigator or Global Search, saving to Favorites saves the current page.

o If you navigated from a Tile, or are on a Navigation Collection, saving to Favorites saves the
current Navigation Collection.
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Help will take you to the standard PeopleSoft documentation.

New Window

Add to Favorites

Help

Global Search

Global Search looks throughout the UCPath PeopleSoft system for the page or Navigation

Collection specified.
o a) o]

The default search method is All, but you can select Navigator to be more precise.

Either method provides both search filters and folder or category lists to narrow searching.

Select a search method, enter a search value and click the arrow icon to start the search.

Ciasr oeaesoumens 8

[-SAearch [-Qarch
Method Value
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The search results list displays every page or Navigation Collection that includes any of the keywords
in their title or description.

< Workforce Administration Search Results

» New Search View Search Results
6 results for keyword: "create documents™

~ Folder
[ Workforce Development (4) o2 Create Documents| Found in
O Workforce Administration (1) E"):ﬁ; 55:";"3;2? g;;ﬁll:mz title ployees }

;2 Create Documents

Create development documents for a group of employees.
Application; Human Capital Management

[» View Document Creation Results

View the results of the create documents process. Found in
Application: Human Capital Management e
description

[ Internal Resume

Create a resume-like document from the data contained in PeopleSoft tables
Application: Human Capital Management

2 |-9 Receipt/Expiration Report
Create a list of emplayees, within a speciﬂed date range, whose I-9 Forms are due to expire or whose final I-9 document information must be received.
Application: Human Capital Management

If search results do not include what you're looking for, add or change search values using the New
Search section and then click the Search button to try again.

£ Workforce Administration

~ New Search View Search Results

5 results for keyword: "create documents"

Category
MNavigator ~ E
2 Create Documents i

Keywords Create performance documents for groups of employ

Application: Human Capital Management
create documents

[: Create Documents

’ Create development documents for a group of emplox
More Options Application: Human Capital Management

[; View Document Creation Results

View the results of the create documents process.
Application: Human Capital Management

> Intemal Resume

Create a resume-like document from the data CODtaIF
w EBldEF Application: Human Capital Management J

B I-9 Receipt/Expiration Report

] Create a list of employees, within a specified date rang
L) Workforce Administration (1) Application: Human Capital Management f

J Workforce Development (4)
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The Folder section lists all the topic folders within UCPath where the search keywords can be found.
Click the check boxes to narrow the search results list for a more accurate selection.

£ Workforce Administration Search Results :

b New Search View Search Results §

| 4 results for keyword: "create documents"

~ Folder

. {

Oﬁdﬂrce Development (4) [ Create Documents Y
O Workforce Administration (1) Create performance documents for groups of employees.

Application: Human Capital Management

[0 Create Documents L

Create development documents for a group of employees.
Application: Human Capital Management

2 View Document Creation Results
View the results of the create documents process.
Application: Human Capital Management

[ [nternal Resume

Create a resume-like document from the data contained in PeopleSoft tables
Application: Human Capital Management

Click on any item in the list to open it.

Home

In the upper right corner is the Home button. Click this button at any time to return to your default
Homepage.
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UCPath Page Navigation Features

UCPath's browser-based interface contains some navigation elements that are the same regardless of
where you navigate in the system.

The following are some basic UCPath navigation features.

New Window | Help | Personalize Page | =)
You can open a new

UCPath window as

necessary in the

same login session.

Workforce Jo
Move across grid

Elliott Smith tabs on a page to EMP Empl I

Empl Status Active view correspondmg
record details.

ire Date 07/13/1981

Job Information Use the right/left
| arrow, and the

First, Last and View

Personalize | Find | 2| [& First ‘&' 1-50f5 &/ Last
| General || JobInformation || Work Location || Salary Plan Compensation UC Job

Organizational Empl Y : Action ik S H H
Retationatip Rocod Effective Date Seq Action ikl Description Job Indicator All |_|“_k5 to display
additional rows.

EMP 0 04/12/2016 O Data Chg CNV CONV: Conversion row Primary

EMP 0 110172015 0 Data Chg CNV CONV: Conversion row Primary

EMP 0 07/01/2015 0O Pay RtChg ATB Across-The-Board Primary

EMP 0 077131981 1 Transfer CNV Used for Conversion Primary

EMP 0 07/13/1931 0 Hire CNV Conversion Use Only Primary

or to view the previous or next record in the
search results.

[&h Returnto Search | 4] PreviousinList | 4] NextinList ||[=]Notify | <[ Use these buttons to return to the search results ]

Keyboard Shortcuts

You can navigate or perform tasks with keyboard shortcuts. This table provides a list of commonly
used shortcuts, a description of the action and the related button or link.

A Press Ctrl+K in UCPath to display a full list of keyboard shortcuts. (This shortcut may not

work in all web browsers.)

Shortcut Button Action
Alt+1 Save Save changes.
Alt+2 [&F Return to Search Return to search list.
Alt+3 +5] Nextin List Display next record in list.
Alt+4 =] Previous in List Display previous record in list.
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Alt+5 @Q o [ Display lookup values or calendar, depending on the field
type.

Alt+7 +] Insert new row in grid.

Alt+8 =] Delete currently selected row in grid.

Alt+0 =~ Refresh Refresh page.

Alt+. ' Display next row in grid.

Alt+, 4 Display previous row in grid.

Alt+/ Find Display the find feature for grid.

Alt+’ View All View all rows in the grid.

UCPATH.UNIVERSITYOFCALIFORNIA.EDU Last updated 9/22/22 BACK TO TOP Page 14 of 14



	Overview
	Accessing UCPath
	Signing In
	Signing Out
	Tips
	UCPath Dashboard Menu Structure
	UCPath PeopleSoft Menu Structure

	Homepages, Tiles and Security Roles
	Navigation Collections
	Navigation Bar
	Keyboard Shortcuts


