UCPath Task:

[OF B h Update My Address
CALIFORNIA at b /

Use this task to update your home and/or mailing address in UCPath.

Dashboard Navigation:

Personal Information > Personal Information Summary

or

Menu Navigation:

Employee Actions > Personal Information > Personal Information Summary

Note: This example uses sample images as seen on a computer. Sample images appear differently
on a tablet or smartphone, but the steps remain the same.

Peggy King 5 UCPath Search Q @ Bookmark @ Logout A

Primary Title:
BUS SYS ANL 4

Employee 1D Ask UCPath Center
10000644
Service Date:

01/01/2014

SECURITY QUESTION

Please confirm your identity by answering the following security question.

Das Personal Informat

Personal Informati_..
Lea Employee Disclosu Who is your childhood best friend?
Patent Acknowled.
Disability Status

My Current Profile

© it profile @
)}
® Logout NV

Step Action

1. Before you change personal information, you must validate your identity. UCPath
randomly displays one of the security questions set up on your profile. Click in the
Security Question field.

For this example click in the Who is your childhood best friend? field.

2. Enter the desired information into the Security Question field.

For this example, enter Molly.
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Peggy King Z=m UCPath search Q @ sookmark @ rogoue A

Primary Title:

BUSSYS ANL4

Employee ID: Ask UCPath Center
10000644

Service Date:

01/01/2014

SECURITY QUESTION

Please confirm your identity by answering the following security question.

Das Personal Informat.

Personal Informati_

Lea Employee Disclosu... is your childhood best riend?

Patent Acknowled. | eesed]

Disability Status

My Current Profile

© cdit profile @
Q Logout j V|

https://ift02. B ot IFI21SUCSS) 2 HDisplayl NG90

SUCSBISEEN R 100% ~

Step Action

3. Your answer appears as a series of dots.

Click the Submit button.

Peggy King Fmm UCPath search Q @ sookmark @ Logour A

Primary Title:
BUSSYS ANL4

Employee 1D Ask UCPath Center
10000644

Service Date:
01/01/2014

PERSONAL INFORMATION SUMMARY

Das Personal Informat..

Personal Informati_- Peggy King

Expand All & Collapse All
Lea Employee Disclosu

Patent Acknowled.

Legal/Preferred Name (V]
Disability Status
Veteran Status
My Current Profile Social Security Number O
Date of Birth o
Home/Mailing Addresses o
© cdit profile

O ozout v
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Step Action

4. If you answer the question correctly, UCPath displays the Personal Information
Summary page, and you can make your changes.

If you answer incorrectly, an error message appears. You have three attempts to
answer this question correctly. After three incorrect answers, UCPath displays the
Security Questions Setup page. You must provide your date of birth and the last
four digits of your Social Security number to validate your identity and then update
your security questions and answers.

5. UCPath allows for a home address and a mailing address. The home address is
required. The mailing address is optional. If you do not enter the optional mailing
address, your home address is used as the mailing address.

Note: Paper paychecks are always mailed to the home address, even if you add a
mailing address to your personal information.

6. In this example, update your home address and add a mailing address.

Click the Expand Home/Mailing Addresses button.

<

Peggy King e
rinary T PERSONAL INFORMATION SUMMARY
BUS SYS ANL 4
Employee ID: Peggy King
10000644
2 EXPAND ALL S COLLAPSEALL
Service Date:
01/01/2014
Das Personal Informat. Legal/Preferred Name o
Personal Informati...
Lea  Employee Disclosu Social Security Number 0
Patent Acknowled
Disability Status
Veteran Status Date of Birth °
My Current Profile
Home/Mailing Addresses Q
300 Lakeside Dr Dummy 100 Oakland, CA 94612
Curren it 10/02/2006 m
'CHANGE HOME/MAILING ADDRESSES
Py~ N R
@ Logout v
H100%
Step Action
7. Click the Change Home/Mailing Addresses button.
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Peggy King

Primary Title:
BUS SYS ANL 4
EmployeeID:
10000644

Service Date:
01/01/2014

Das Personal Informat..
Personal Informati._.
Lea Employee Disclosu...
Patent Acknowled...
Disability Status
Veteran Status

My Current Profile

© cdit profile
@ Log out

UNIVERST]

ADDRESSES
Peggy King

300 Lakeside Dr
Dummy 100 Oakland, CA 94612
Current 10/02/2006

Select an Option v

RETURN TO PERSONAL INFORMATION

© togout

Ask UCPath Center

[ vome Td

Terms of Use  University of California

H100% -

Step

Action

Click the Address link.

You can click the address you want to update or you can click the arrow to the right
of the address type to open the address information.

Peggy King

Primary Title:
BUS SYS ANL4

Employee ID-
10000644

Service Date:
01/01/2014

Das Personal Informat..

Personal Informati.. [Auldress s 300 Lakeside Dr
Lea Employee Disclosu
ka2 Dummy 100
Patent Acknowled...
Address3
Disability Status
Veteran Status Gy B2
[ o o B
My Current Profile s
Postal County
94612
Change As OF
09/20/2017 =)
© cdit profile
O so ] ot v
#100% ~

UCTT auT

EDIT HOME ADDRESS

Country

United States

T g

AskUCPath Center

Step

Action

In the Change As Of field, use the calendar to enter the date your address change
took or will take effect. The default date is today's date.
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Step Action

10. You must enter a value in the Address 1 field, and you may add additional street
information in Address 2 or Address 3. The City, State/Province and Postal
fields are also required.

You cannot save this page with an incomplete address. Post office boxes are
allowed.

11. Click in the Address 1 field.

300 Lakeside Dr

12. Enter the desired information into the Address 1 field. For this example,
enter 1518 Solitude Lane.
13. In this example, remove the second address line.

Click in the Address 2 field.

14, Press [Delete].
Peggy King AskUCPath Center A
BUSSYS ANLA
ooy EDIT HOME ADDRESS
3'{75’172‘634 cn: :ut:d States n
Das Personal Informat Address 1 1518 Solitude Lane
Personal Informati... "
Lea Employee Disclosu -
patent Acknowled.. T
Disability Status city State
Veteran Status Oakland cA n
My Current Profile postal Zi::u
94612
09/20/2017 =]
O conprtic == FTE
@ Logout v
Step Action
15. Click in the City field.
16. Enter the desired information into the City field. For this example, enter Moreno
Valley.
17. Click in the Postal field.
18. Enter the desired information into the Postal field. For this example, enter 92557.
19. Click the Save button.
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(] |
Peggy King Adde=T 1518 Solitude Lane
Primary Title:
BUS SYS ANL 4 Address2
Employee1D:
10000644 Address3
Service Date-
01/01/2014 &
Das Personal Informat.. Moreno Valley CA n
California
Personal Informati...
Postal County
Lea Employee Disclosu... 02557
Patent Acknowled...
Disability Status Change As Of
Veteran Status 09/20/2017 P,
My Current Profile
We were unable to verify the address you entered. Please review the address and try again or check the following option to skip address verification.
[t Proceed with the address | have entered_
T— oo
© cdit profile
@ Logout Termsof Use Universityof Calfornia |
f100% ~

Step

Action

20.

The system displays a message if it cannot verify the address. Review the address
and make changes, if necessary. Or select the Proceed with the address | have
entered check box to indicate your confirmation of the address.

In this example, the address is correct. Click the Proceed with the address | have
entered option.

21.

Click the Save button.

Peggy King

Primary Title:
BUS SYS ANL 4
EmployeeID:
10000644

Service Date:
01/01/2014

Das Personal Informat..
Personal Informati...
Lea Employee Disclosu
Patent Acknowled.
Disability Status
Veteran Status

My Current Profile

© cditprofile
@ Logout

[(hvese ]

SAVE CONFIRMATION

The Save was successful

@ Logout

Ask UCPath Center

Termsof Use  University of California

®100% -
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Step Action

Click the OK button.

22. A confirmation message appears.

Peggy King e
Employee ID: Peggy King
10000644
2 EXPAND ALL S COLLAPSEALL
Service Date:
01/01/2014
Das Personal Informat.. Legal/Preferred Name o
Personal Informati...
Lea Employee Disclos
Py Social Security Number V]
Patent Acknowled.
Disability Status
Veteran Status Date of Birth o
My Current Profile
Home/Mailing Addresses (]
1518 Solitude Lane Moreno Valley, CA 92557
Current 09/20/2017 m
© cdit profile
© Lo v
H100% v

Step Action

23. You can enter multiple addresses. For this example, add a mailing address.

Click the Change Home/Mailing Addresses button.

[(hvers T

Peggy King UCPath

[—
10000644
ServiceDate:
01/01/2014 ADDRESSES

Das Personal Informat.. Peggy King

Personal Informati._. 1518 Solitude Lane

Moreno Valley, CA 92557
Current 09/20/2017

Lea Employee Disclosu
Patent Acknowled...
Select an Option

Disability Status

Veteran Status

My Current Profile

© cdit profile
@ Log out

@ Logout

Ask UCPath Center

Terms of Use  University of California

®100%

Last changed on: 3/1/21

Page 7



UCPath Task:
Update My Address OF

=

Step

Action

24,

Click the button to the right of the Select an Option field.

UNVERST]

Peggy King UCPath © togout
drptm

Primary Title:
BUS SYS ANL4

'Ask UCPath Center

Employee D:

10000644

Service Date-

01/01/2014 ADDRESSES

Das Personal Informat.. Peggy King

Personal Informatr... 1518 Solitude Lane
Moreno Valley, CA 92557 [ Home 24

Lea  Employee Disclosu
Current 09/20/2017

Patent Acknowled...

Disability Status

Select an Option
Mail
KEIURN 10 PERSONAL INFORMATION:

Veteran Status

My Current Profile

Terms of Use  University of California

© cdit profile
@ Log out

Step Action
25. For this example, click the Mail list item.
Mail
26. Click the Add button.
Peggy King AskUCPath Center “
coprer: ADD MAILING ADDRESS
éﬁg&l"’;ﬁa C::::d States n
Das Personal Informat.. Address1
Personal Informati...
Address 2
Lea Employee Disclosu...
Patent Acknowled.. o
Disability Status city State

Veteran status B

My Current Profile

Change As OF

09/20/2017 ]

© o v

H100% -

Step

Action

27.

In the Change As Of field, use the calendar to enter the date your address change
took or will take effect. The default date is today's date.
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Step Action
28. Enter the desired information into the Address 1 field. For this example,
enter 28981 Alessandro Blvd.
29. Click in the City field.
30. Enter the desired information into the City field. For this example, enter Moreno
Valley.
31. Click in the State field.
32. Enter the desired information into the State field. For this example, enter CA.
33. Click in the Postal field.
34, Enter the desired information into the Postal field. For this example, enter 92555.
Peggy King Ask UCPath Center A
e ADD MAILING ADDRESS
STisirs0a R B
Veteran Status Moreno Valley CA n
[ .
O oo . et
@ Log out v
Step Action
35. Click the Save button.
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Peggy King UCPath © rozout
drptm
Primary Title:
BUS SYS ANL4
'Ask UCPath Center
Employee D:
10000644
Service Date:
01/01/2014
SAVE CONFIRMATION

Das Personal Informat.. ‘The Save was successful

Personal Informati...

Patent Acknowled...

Disability Status Termsof Use  University of California

Veteran Status

My Current Profile
© cditprofile
® togout

H100% -

Step Action

36. Notice that the verification message did not appear for this address. Only the
confirmation message appeared. The address was correctly entered.

Click the OK button.

Peggy King
Primary Tt PERSONAL INFORMATION SUMMARY

BUSSYS ANL4

Employee1D: Peggy King
10000644

@ EPAND ALL & couapseaLL
Service Date:

01/01/2014

Das Personal Informat... Legal/Preferred Name ()
Personal Informati...

Lea Employee Disclosu

Social Security Number V]
Patent Acknowled.
Disability Status

Date of Birth o
Veteran Status
My Current Profile

Home/Mailing Addresses c

1518 Solitude Lane Moreno Valley, CA 92557
y o]

Current 09/20/2017

28981 Alessandro Blvd Moreno Valley, CA 92555
Current 09/20/2017 @

© cditprofile

H100% -
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Step Action
37. You have updated your address in UCPath online.

A confirmation email is sent to the primary email address on your account. You
can identify your primary email address under Employee Actions > Personal
Information > Personal Information Summary.

End of Procedure.
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