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Use this task to raview your leave balances m the UCPath Portal
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;; Job Aid How UCPath Dispiays Leave Balances Dashboard Navigation:

£ Updsle My Direct Deposit If you have vacabton or sick leave balances your current balances appear n the View Leave Balances widget
€& Agd or Delete Drect Deposit or

& Review My Crilne Paysiu Menu Navigation:

& Update My Federal Withholding (W-4) Empiovee Actions > Leave Balances
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= : examgle 1 portal images as seen on a computer. Porial images appear differently on 2 tabiet or smariphone but the steps remain the same.
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€2 Envoll 1o Recewve Onine W-2
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Agenda

 Review My Leave Balance

e Update My Direct Deposit

* Add or Delete Direct Deposit

 Review My Online Paystub

o Update My Federal Withholding (W-4)

« Update My California Tax Withholding (DE-4)
o Update My Out-of-State Tax Withholding

* Enroll to Receive Online W-2

 Review My Online W-2

 Request W-2 Reissue
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Review My Leave Balance -
https://goo.gl/zX1r8r

Charles Weiss smn UCPath

Primary Tithe
RSCHADM?3

Forms Library
View Paycheck
Quicklinks
Help / FAQ ’
Personal Information () Health and Welfare P

button to review the details for
your current balances and view
lzave balances as of 3 differamt
dats

L

Ask UCPath Center
Employee 1D
10000021
O |
Dashboard Next PaythQCk 232-59 VACATHON HOURS ACTRUED

Employee Actions J u ne 1 151.35 sciwcuiiacoms
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Update My Direct Deposit-
https://goo.gl/ImgaNc

Lea

Income and Taxes

Direct Deposit

View Paycheck
View Pay Record vi
CA State W-4 (DE-4)
Federal Withholdi
Out-of-state Tax_
Enroll to receive o
View Online W-2/

W-2 Reissue Requ

%m UCPath © togou

DIRECT DEPOSIT ADD ACCOUNT
Peggy King

Review, 2dd or update direct deposit information. You can add up to three direct deposit accounts. The total direct deposit must add to 100%. NOTE: If you cannot find your
Routing Number through the look up prompt provided, please contact Payroll Services at 855/982-7284. None of your changes will saved until you click the Save Button

¥ Checking s

Account- 0870843542 Routing- 121000358 | Balance of Net Pay

Note: Employees can oaly edit their Direct Deposit account infor :xmi WI' page displays allof | tacted if you enter incormect information and wish to

update your account the same day. Any changes, additions or df” up to two pay periods to take effect. subject to banking
and payroll deadfines. If you are cancelling your direct deposit in this example. change the bank ture payments will be made by paper check mailed to
your home address. Please verify your address and other account on your drect 2posit checking
Chick the Direct Depesit Account link
\ v
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Add or Delete Direct Deposit -
https://qoo.gl/wkPPMK

aura Engman

Primary Tithe:
ROJECT POLICY ANL 3

Das Income and Taxes

Direct Deposit
Lea View Paycheck

View Pay Record vi_
CA State W-4 (DE-4)
Federal Withholdi_
Out-of-state Tax_
Enroll to receive o_
View Online W-2/

W-2 Reissue Requ.

UCFrath

® rogout

The Direct Deposit page displays all of your direct
| depasits Ask UCPath Center

In this example, delete the first checking account and add a
savings account

DIRECT DEPOSIT kp‘e“[E"‘e’lmiOﬂiﬂ‘—E ADD ACCOUNT

Laura Engman

Review, add or update direct deposit information. You ¢an add up to three direct deposit accounts. The total direct deposit must add to 100%. NOTE: if you cannot find your
Routing Number through the look up prompt provided, piease contact Payroll Services at 855/982-7284. None of your changes will saved until you dick the Save Button

@ Checking s
Account: 9662966812 Routing- 121042882 | 80.00%
Checking s

Account: 1405225796 Routing: 121042882 | Balance of Net Pay

Note: Employees can only edit their Direct Deposit account information once per day. UCPC ES will need to be contacted if you enter incorrect information and wish to
update your account the same day. Any changes, additions or deletions to direct deposit information may take up to two pay periods to take effect, subject to banking
and payroll deadlines. If you are cancelling your direct deposit entirely, once the cancellation is effactive, all future payments will be made by paper check mailed to
your home address. Please verify your address and other personal information using Employee Self-Service.
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Review My Online Paystub-
https://goo.gl/LE7uU4

Jashboard

lookmarks
mployee Actions
orms Library
Juicklinks

ielp / FAQ

P £dit profile

ﬁm ULI"atn Search
drpern

Next Paycheck

June l

Personal Information Health and Welfare &

Click the View
Paycheck bution
|

Notices & Updates

m Eight reasons to sign up for direct deposit

Still getting a paper paycheck? You might want to consider these eight advantages of direct deposit:
«On payday, your pay is already in your account for you to use, without having to visit a bank or ATM.
«Your pay will never get lost or misplaced like a paper check might.

Oct 03, 2017

fo—
232.59 vacanommoues scomes

151035 SACH HOURES ACCRUSED

Income and Taxes o
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https://goo.gl/LE7uU4

Update My Federal Withholding (W-4) -
https://goo.gl/Fhrehr

UCFath

Use ths Federal W4 Tax ink ion page to review and
update your curment withhoiding information for Federal income
tax
FEDERAL W-4 TAX INFORMATION ! 25 rzmsl sotste s radus s o siomaton
Das Income and Taxes Christopher Phan Press [Enter] 1o continue
< -

— University of California

Llea View Paycheck

Christopher Phan Home Address
View Pay Record vi_ SSN 00 XX-8012 300 Lakeside Dr
Federal Worksheet Dumemy 100
CA State W-4 (DE-4) Oakiand CA 94612
Federal Withholdi__
Out-of-state Tax W-4 Tax Data

You must complete Form W-4 50 the Payroll Department can calculats the correct amount of tax to withhold from your pay. Federal income tax is withheld from your wages
based on marital status and the number of allowances dlaimed on this form. You may aiso specify that an additiona! dollar amount be withheld You can file 3 new Form W-4
anytime your tax situation changes and you choose to have more, or less, tax withheld

Enroll to receive o

View Online W-2/

Whether you are entitled to daim a certain number of allowances or exemption from withholding is subject to review by the IRS. Your employer may be reguired to send 3 copy

W-2 Reissue Requ_ of this form to the IRS.
Enter totai number of All ®s you are claiming 0
9 Edit profile Enter Additional Amount, if any, you want withheld
from each paydeck
a 1 0o cart =S reguiztion requeres 3 Oo:ar amount and not pargent
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Update My California Tax Withholding
(DE-4) - https://goo.gl/VPmMJIZG

ristopher Phan s UL FAth © togon

Primary Tithe:
ADMIN MGR 1

Use the CA State W4 Tax
Information page to review and
update your current CA State W-4 tax
details

CASTATE W-4 TAX INFORMATION | e

Das Income and Taxes ChfiStOphEr Phan \ J
University of California
Sodial Security #: X00(-XX-8012

Direct Deposit

Lear “View Paycheck You must complete CA DE4 Form so the Payroll Department can calculate the correct amount of tax to withhold from your pay. CA State income tax is withheld from your
wages based on marital status and the number of allowances claimed on this form. You may also specify that an additional dollar amount be withheld. You can file a new CA

View Pay Record vi State form anytime your tax situation changes and you choose to have more, or less, tax withheld.

CA State W-4 {DE‘A) ‘Whether you are entitled to claim a certain number of allowances or exemption from withholding is subject to review by the IRS. Your employer may be required to send a copy

of this form to the IRS
Federal Withholdi

Out-of-state Tax Copy Federal W-4
Enroll to receive ...
Check this box if you would like your marital status and allowances claimed (indluding any additional allowances) on the federal Form W-4 used to populate your CA

View Online W-2/_ state.

W-2 Reissue Requ_

CA State W-4 Tax Data

Indicate Tax Stat
D editprofile S

Es QTP m
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FOM|UCPath Training



https://goo.gl/VPmJZG

Update My Out-Of-State Tax Withholding
- https://goo.gl/Z5Wolw

%_m UCFath Search Q @ sookmark () togout

T REL PROFL 5

7T MeTEEES OTHER STATE W-4 TAX INFORMATION

Boc Direct Deposit

Jerry Chin
Lex View Paycheck University of California
View Pay Record vi_ Sodial Security # J00(-XX-6401
. ) Employees living in the US but outside the state of California should submit their State Tax form to UCPC via case management. Employees living outside the US should contact
CA State W-4 (DE-4) UCPC to set up appropriate tax status and deductions.
Federal Withholdi OTHER STATE WORKSHEET
Out-of-state Tax_

1 you live in the US but outside of
California. submit your State Tax form to I
UCPC using Ask UCPath Center

Click the Other State Worksheet button
LS 7

ICRIVERSIDE @
FOM|UCPath Training



https://goo.gl/Z5Wo1w

Enroll to Receive Online W-2 -
https://goo.gl/zUsX44

JUS SYS ANL 4

1as < Income and Taxes

Direct Deposit
Lea View Paycheck

View Pay Record vi
CA State W-4 (DE-4)
Federal Withholdi
Out-of-state Tax.
Enroll to receive o..
View Online W-2/_

W-2 Reissue Requ..

D cditprofile

‘ Ao ek

UCLFath © tozoun

W-2/W-2C CONSENT FORM
Peggy King

Submit or withdraw your consent to receive electronic W-2 or W-2c forms.

The IRS has approved the delivery of your W-2/W-2c statement(s) online if you provide your consent.

. n the W-2/W-2c is available for retrieval.

. n not provide your consent.

A ::;e?:::;::‘::;: T - every year. Your latest election will remain on file until you change it.

-l J‘(ime through December 31 Changes made after December 31 will be applied to next year's W-2.

*Y To receive your W-2/W-2C attached to a federal, state, or local income tax return.

+ v electronically. click the Consent 'or a minimum of five years.

«f Ppon _}lces. please contact the UCPath Center Monday - Friday 8:00 a.m.-5:00 p.m. (PST) at 855-982-7284.

YoulCurrent Status: CONSENT WITHDRAWN.

checking this box, | hereby acknowledge that | wish to receive my W-2/W-2c electronically. | understand that | will no longer receive a paper version of my
W-2/W-2c unless | unselect this chedkbox. | also understand that all notification regarding my W-2/W-2c form(s) will be sent to the preferred email address that is on
file for me

SUBMIT
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Review My Online W-2 - https://goo.gl/2aHFmMA

arles Weiss UCFath Search Q o Log out Bookmark
arperm
Ask UCPath Center
This feature is available after your first W-2 is issved in
UCPath W-2s from previous payroll systems are not
available in UCPath Year after year, as W-2s are
issued for tax purposes, you have access to each tax
VIEW W-2/W-2C FORMS
> I T Press [Enter] 1o continue
as ncome and Taxes "
Charles Weiss % s
3ocC Direct Deposit
Review your available W-2 and W-2c forms. Select the year end form that you would like to review
Lea View Paycheck
View Pay Record vi
W-4 (DE-4)
CASse Ny Select Year End Form View 3 Different Tax Year
Federal Withholdi
L Ve 215 [Z YEAR END FORM
Out-of-state Tax 2 Reporting Company: UCS
3 FILING INSTRUCTIONS
Tax Form 1D W-2

Enroll to receive o_
ssue Date” OL/20/2017
View Online W-2/_

W-2 Reissue Requ_

’ Edit profile
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Request W-2 Reissue - https://goo.gl/xfJCB8

e ULt & i
!r*,'r'_' Actons

This featurs is avadable after your first onfine W-21is Ask UCPath Center
ssued in UCPath \V-2s from previous payroll systems |

are not available in UCPath Year after year as W-2s are
issued for tax purposes, you have access to each tax
year W-2

W-2 REISSUE REQUEST ...

¥ J

Das IR - Charles Weiss

Direct Deposit Compilete the following information to request a reissue of your W-2 form.

Lea View Paycheck

View Pay Record vi
Home Address

CA State W-4 (DE-4) Stk

_ o . Dummy 100
Federal Withholdi_ Culdond CASETS
Out-of-state Tax_
* W2 Request for year Select where you want your W-2 delrvered
Enroll to receive o_ 2016 = Mailing Address s

View Online W-2/

——

D edit profile

Terms of Use  University of California
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FOM|UCPath Training Team Email

FOMUCPathtraining@ucr.edu
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Training Resources
http://fomucpath.ucr.edu/training/resources.html

UCRIVERSIDE = FOM| UCPath

COMMUNICATION AINING v SHARED SERVICES CENTER ACADEMICS TAM EPERFORMANCE PROJECT TEAM FAQ CONTACT

ABOUT FOMJUCPATH v

N RESOURCES

TRAINING RESOURCES

View our Training Resource Matrix to learn more about the training assets that are currently available. Resources are continually
updated. Don’t see what you are looking for? Send an email to fomucpathtraining@ucr.edu and let us know.

Shared Service Center Learning Path Central Office Learning Path

Salary Cost Transfer Position Data Management
(PDM)

> Job Aid

Tools and Navigation

Job Aid
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ThankYou
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