
UCPath Online 
Self Service –

Employee Actions
Open Enrollment Workshop

Thursday, Oct. 25 – Tuesday, Nov. 20, 2018 



Trainer Introduction

Kathleen Cool 
Title: Principal Trainer
Department: HR | UCPath
Years @ UC: 1 year 
Previous Experience: 10+ years of experience in instructional design and 
training in higher education. Taught Information System Management at the 
undergraduate and graduate levels. 
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Learning Topics (1 of 3)
 Accessing UCPath Help Site & UCPath Online

o Accessing the UCPath Online Help Site 

o Accessing UCPath Online

 UCPath Online Basics

o Select Your Location

o Enter Your Credentials

o Security Verification 

 Open Enrollment Demo

o Open Enrollment Widget

o Identity Verification 



Learning Topics (2 of 3)
o Welcome Page 

o Current Enrollment Summary

o Medical Elections

o Dependent Enrollments

o Review of Elections Page

o Updated Benefits Enrollments 

o Submit Benefit Choices Page 

o Confirmation of Enrollments 

o Events Status After Submission

o Confirmation Statements 



Learning Topics (3 of 3)
o Adding Domestic Partner to Life Insurance and AD&D

o Adding Pet Insurance

 Additional Resources 

 Contact the FOM|UCPath Training Team 



Accessing UCPath Help 
Site & UCPath Online 



Accessing the UCPath Online Help Site
The UCPath Help for Portal and Self Service website is where you can find UCPath resources such as,

a. How-to-videos
b. Interactive simulations
c. Job aids

https://sp.ucop.edu/sites/ucpathhelp/Pilot_Portal/PORplayer/data/toc.html


Accessing UCPath Online
To access UCPath:

1. Go to R’Space OR https://ucpath.universityofcalifornia.edu/
2. Click the Authorized Apps tab
3. Click on the UCPath Portal link
4. Select University of California, Riverside
5. You will be prompted to sign in to UCPath using your UCR credentials

https://portal.ucr.edu/uPortal/f/home-staff/normal/render.uP
https://ucpath.universityofcalifornia.edu/


UCPath Online Basics



Select Your Location 

1.



Enter Your Credentials

1.



Security Verification

UCPath has launched a new feature to further protect and verify 
your identity – personalized security questions and answers. 

• Answers must be at least four characters and are NOT 
case sensitive. 

1.

Menu Navigation: Employee Actions > Security Question Setup 



Security Verification (Cont.)

Employees will be required to verify their identity by answering 
one of their security questions when they view or update the 
following UCPath information: 

1.

Menu Navigation: Employee Actions > Security Question Setup 

• Direct deposit
• Paycheck
• Benefits Summary
• W-2
• W-4 (State and Federal) 

• Dependent Coverage
• Life events/benefits 

changes
• Enroll in benefits
• Personal information 



Security Verification (Cont.)

• The following process only applies to the first time an 
employee sets up their security questions and answers.

• If an employee has previously set up their security questions 
and answers, they will only be prompted to answer a security 
question. 

1.

Menu Navigation: Employee Actions > Security Question Setup 



Security Verification (Cont.)

1.

Menu Navigation: Employee Actions > Security Question Setup 



Security Verification (Cont.)

1.

Menu Navigation: Employee Actions > Security Question Setup 



Security Verification (Cont.)

1.

Menu Navigation: Employee Actions > Security Question Setup 



Security Verification (Cont.)

1.

Menu Navigation: Employee Actions > Security Question Setup 



Open Enrollment Demo



Open Enrollment Widget

1.

Mobile ViewUCPath Online



Open Enrollment – UCPath Online 

1.

Identity Verification
Employees will be 

prompted to answer 
one of their security 

questions.



Open Enrollment – UCPath Online 

1.

Welcome Page



Open Enrollment – UCPath Online 

1.

Current Enrollment Summary



Open Enrollment – UCPath Online 

1.

Medical Elections 



Open Enrollment – UCPath Online 

1.

Dependent Enrollments



Open Enrollment – UCPath Online 

1.

Review of Elections Page 



Open Enrollment – UCPath Online 

1.

Updated Benefits Enrollments 



Open Enrollment – UCPath Online 

1.

Updated Benefits Enrollments (Cont.) 

The submit button appears on the 
updated benefit enrollment page.  

Changes in enrollments must be 
submitted in order for changes to 

occur. 



Open Enrollment – UCPath Online 

1.

Submit Benefit Choices Page 

Submission of elections are 
required

The submission page  requires 
agreement to Terms & Conditions and 

HIPAA Statement Confirmation



Open Enrollment – UCPath Online 

1.

Confirmation of Enrollments 
Elections can only be submitted 
once daily during the OE period.

Confirmation of elections is 
displayed after the enrollment 

process is complete. 



Open Enrollment – UCPath Online 

1.

Event Status After Submission 

Open Enrollment event will show 
“SUBMITTED” when changes were 

successfully submitted



Open Enrollment – UCPath Online 

1.

Confirmation Statements 
Confirmation Statements will be 
sent the first week of December



Open Enrollment – UCPath Online 

1.

Adding Domestic Partner to Life 
Insurance and AD&D



Open Enrollment – UCPath Online 

1.

Adding Domestic Partner to Life 
Insurance and AD&D (Cont.)

Enter 01/01/19 as the Status Change 
Date.  Employees are not allowed to 
future date so they will need to wait 

until 01/01/19 to enroll their 
Domestic Partner and will only have 

31 days to enroll.

Welcome 
page.  

Select Next



Open Enrollment – UCPath Online 

1.

Adding Domestic Partner to Life 
Insurance and AD&D (Cont.)



Open Enrollment – UCPath Online 

1.

Adding Domestic Partner to Life 
Insurance and AD&D (Cont.)



Open Enrollment – UCPath Online 

1.

Adding Domestic Partner to Life 
Insurance and AD&D (Cont.)

The submission page  requires 
agreement to Terms & Conditions and 

HIPAA Statement Confirmation
The submit button appears again on 

the Submit Benefit Choices page.  

Changes in enrollments must be 
submitted in order for changes to be 

finalized. 



Open Enrollment – UCPath Online 

1.

Adding Domestic Partner to Life 
Insurance and AD&D (Cont.)

Elections can only be submitted 
once. Any subsequent changes 

will require UCPath Center review 
and approval.

Confirmation of elections is 
displayed after the enrollment 

process is complete. 



Open Enrollment – UCPath Online 

1.

Adding Pet Insurance
Click the Edit button.  Note that 

pet insurance enrollment defaults 
to Waive unless you elect this 

benefit

Click Submit



Open Enrollment – UCPath Online 

1.

Adding Pet Insurance (Cont.)

Click the Select button 
to enroll in pet 

insurance.  

Click the Save and 
Continue button.   



Open Enrollment – UCPath Online 

1.

Adding Pet Insurance (Cont.)
You must click the here link 

to access Nationwide’s 
website and enroll in pet 

insurance

A new web browser 
window opens to access 

Nationwide.



Open Enrollment – UCPath Online 

1.

Adding Pet Insurance (Cont.)

After enrolling in pet insurance on the 
Nationwide website, you must return to 

UCPath and click the Save Changes 
button to complete your pet insurance 

enrollment.





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

http://fomucpath.ucr.edu/training/resources.html


FOM|UCPath Training Team Email

FOMUCPathtraining@ucr.edu

mailto:FOMUCPathtraining@ucr.edu
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