UCPath

Job Aid: UCPath Former Employee Portal

This document provides information on accessing and navigating the UCPath Former Employee Portal.
The Former Employee Portal allows separated UC employees to update their personal information and
retrieve UCPath documents such as their earnings statements, W-2s, and 1095-Cs.

A Note: Only former employees who received earnings/W-2 forms issued by UCPath will have

access to this site.

Getting Started

Ensure you have entered a personal email
address and personal phone number in
UCPath before your employment separation with
UC. After you have separated, a Former
Employee Portal registration email will be sent to
your personal email address. If you do not have
a current personal email or phone number on
file, call UCPath. An associate can update your
contact information and ensure you receive your
registration email.

Logging into the Former Employee
Portal

If UCPath has your personal email address on
file, you will receive a notification email as soon
as you are eligible to access the Former
Employee Portal. This email will include your
employee ID, which is used as your username,
and a one-time password.

UNIVERSITY

Hello

As a former University of California employee, you will continue to have access to
view or download your UC earning statements and W-2s via the Former Employee
portal. Access to the portal is available for three years following your most recent
separation date.

To access the account that has been created for you, please complete the following
steps:

« Log into your account by clicking this Former Employee partal link

« Use your Employee ID: 10675120 and password: -ETghW.3 to login

If you have questions or need assistance, please contact UCPath at 855-982-7284
from 8:00 a.m. to 5:00 p.m. (PT) Monday through Friday to speak with an associate.

Thank you,

UCPath

(855) 982-7284

Monday - Friday from 8:00 a.m. - 5:00 p.m.
ucpath.universityofcalifornia.edu

Flease do not reply to this message. Replies to this message are routed to an unmonitored
mailbox.

e Click the link in the email to navigate to the Former Employee Portal

o Enter your employee ID and the one-time password from the email

e You will be directed to validate your identity via multifactor authentication (shown below)
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Sign in with UCPathVerify « If you select Call Me, you will

Your computer or mobile device has not been verified, or a previous verification receive. a SlX-dlglt Veriﬂcation
has expired. code via automated phone call

UNIVERSITY
[OF ]

CALIFORNIA

« If you select Text Me, you will
receive a six-digit verification
Choose any authentication method code via SMS text message

call +1XXXXXX8-9815 L Enter Code

@ verlty o If you select Email Me, you will
receive a six-digit verification

sms +1XXXXXX8-9815 o Enter Code - © Verify code via email

email XXXXXXX@yahoo.com 4 Enter Code @ Verify

Once received, enter the verification code in the Enter Code field and click Verify. A confirmation
message will appear, advising that you will be redirected to the next page.

Note: For your security, you must validate your information through multifactor authentication

each time you log into the Former Employee Portal. Do not share the code with anyone; UCPath
associates will never ask you for it.

How to Access Your Username

L'\_,-v-_n\— AT AT T e e A L A e e A b T T P s

Your username is your UC employee ID number. If you
forget your username, select the Request Employee ID
i [UNIVERSITY|
button on the login page. ‘VERS'TY
: : [CALIFORNIA
You will be prompted to enter your personal email address CALIEORNIA
and your date of birth in MMDDYYYY format without using
dashes or slashes.
) ) ) Former Employee Login
e Your username will be sent to you via email.
Employee |D
How to Access Your Password Fesawoid
If you forget your password, select the Reset Password
button on the login page. You will be prompted to enter your
employee ID and email address.
) . g:ed mor(e:;lelp‘? =
ntact UCPath to speak with an associate M- m
e A new password will be sent to your personal email ey e s
address. ucpath@universityofcalifornia.edu
o Note: This password is system-generated and cannot "~ T TR

be customized.

If you do not receive an email to retrieve your username or password, contact UCPath for further
assistance.
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Accessing your information

Once you have signed in successfully, you can access your income and tax documents for payroll
information processed by UCPath. You can also ensure your personal contact information is up to date
and make any necessary changes.

Note: You will have access to the Former Employee Portal for up to thirty-six (36) months after

your separation date, so make sure to download any information you need for your records.

Income and Taxes

UCPath

REER, W e A

From the Home Page, select :
Former Employee v

the Income and Taxes tile. In
this section, you can generate
a verification of employment
summary, review your previous
paychecks, access your Form
1095-C and view your W-2/W-
2c Forms.

Income and Taxes Personal Information

8/

)

=
T —1

Verification of Employment Summary

e To access your verification of employment report, navigate to Income and Taxes > Verification
of Employment

e This section details how to provide verifiers with proof of employment and income

e If you need your employment verification for your records, you may download a summary by
clicking the Generate Summary Report link at the bottom of the page

¢ Note: The link will open in a new browser window, and you can save or print the report

Paycheck

e To access your UCPath-issued paychecks, navigate to Income and Taxes > Paychecks. You
will see your paychecks listed in order from most recent to oldest.

e All paychecks processed or issued by UCPath appear on the View Paycheck page
e To view your paycheck, click the Paycheck Data hyperlink or the View Paycheck button
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e Click the Download Attachment button. Your online paystub appears in a new browser
window. You can print, download or save this page to retain a copy for your records.

A Note: Only paychecks processed by UCPath appear in this section. If you were paid by a third-

party agency, your paycheck will not be visible here.

Form 1095-C or W-2/W-2C Form

e To access your 1095-C or your W-2/W-2c forms, navigate to Income and Taxes and select the
corresponding tile for the form you need

e

Income and Taxes

Verification of Employment Paychecks

S - — No Paychecks
=

View Form 1095-C W-2/W-2¢ Forms

m =

e You can review your documents by clicking the Year End Form link
e Click the Download Attachment button to view an electronic copy of your form

e You can print, download or save this page to retain copies for filing or for your own personal
records

A Note: Forms 1095-C and W-2/W-2C from previous payroll systems and third-party agencies are

not available in UCPath.
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Personal Information ST UcPath

From the Home Page, select
the Personal Information tile.
In this section, you can review
and update your address,
contact details and additional
personal information.

Former Employee v

Income and Taxes Personal Information

8/

)

=
T —1

Updating Your Address

e You can view and
update your address by

navigating to Personal  [persons peuis
Information > e ek
Addresses S s
R Acanonal nlomanon Caktarad, CA G812

e To update your T
address, click on the oot
address you want to
change

e Enterthe

necessary
updates, then
click Save to e
confirm the R e

address change e g Von

“Country | Uinted States

Address 1 | 300 Lakeside D

Address 2 | Dummy 200

Address 3
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Adding an address

e Toaddan Personal Details
address, click LVD-Jolee LVD-Iglesias
agm ITARCHITECT 5
Add Mailing =
Addresses Home Address
Ad d ress = ) 300 Lakeside Dr
¢ Contact Details Dummy 100 Current >

2 Additional Information Oakland, CA 9612

Mailing Address
No Mailing Address exists.

Add Mailing Address

A A A, Aot A A b M

)
1
L

!

B e A S N R TR PP e B e

e Inthe Change As Of field, enter the date the address change takes effect. You can either type
the effective date in the box or select the date using the calendar icon.

e Enter your
new address,
and once Home Address .
complete, .

Instructions

click Save C B v e e e GR—
Change As Of | 0B/04/2024

Address Type Home

“Country |United States

Address 1 |30 Lakeside Dr

Address 2 | Dummy 200

Address 3 |

City |Oakiand

state | Calfomia

“Postal ‘94512

County |

Contact Details

To review your phone number and email address, navigate to Personal Information > Contact
Details from the Home Page. You can also access this page by selecting Contact Details on the left
side of the screen.
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Personal Details

LVD-Jolee LVD-Iglesias
ITARCHITECT 5

[ Addresses
2 Contact Details

2 Additional Information

SN

Phone
+]
Number
-0457
-0815
Email
+]
Email Address
@ucop.edu
(@yahoo.com

Extension Type
Business - Primary

Mobile - Personal

Type

Business

Home

Preferred

Preferred

In this section, you will find the phone numbers and email addresses you provided UCPath. It also
indicates the type of contact information (such as Personal, Home, or Campus) and your preferred

means of contact.

Updating Your Phone Number

e To update your
phone number,

Personal Details

click on the

LVD-Jolee LVD-Iglesias
IT ARCHITECT 5

phone number
you want to
change

[ Addresses

¢’ Contact Details

S Additional Information

UCPATH.UNIVERSITYOFCALIFORNIA.EDU

Phone

+

Number Extension Type Preferred

0457 Business - Primary

I -9815 Mobile - Personal v

Email

+

Email Address Type

@ucop.edu Business
@yahoo com Home
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Adding A Phone ‘
N um be r Personal Details

Enter the new

number and

extension, if

applicable, and

click Save

Phone Number
e ACTU T
Exension | |
[oe |

You can also

delete a phone

number by

clicking Delete

Note: Business

Phone Numbe
phone numbers = i e u, ,
cannot be —
deleted from |

. Extension ’7\
your profile

LVD-Jolee LVD-Iglesias
ITARCHITECT 5

To add a phone g .ee -
number {0 your | comeioeas

profi |e’ Cl iCk the 2" P — Number Extension Type Preferred
. 0457 Business - Primary >
plus button in
. 9815 Mobile - Personal v >
the left corner of
the Phone field Email
Email Address Type Preferred ﬁ
@ucop.edu Business >
@yahoo.com Home v >

S
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e Select the phone
number type
from the drop-
down menu

Cancel Phone Number

Preferred

Extension

If this is your
preferred
contact phone
number, select
the Preferred

box -
Trpe | Mobde - Wok
el

Mumissr

[EP ]

Enter the new
number and
extension, if
applicable, and

click Save
Phone Number

* Indicates required fieid
“Type | Mobile - Work v
Preferred [

Number |855-982-7284
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Updating Your Email

Address Personal Details
;

e To update o Addresses

your email <@ ComactDecls

address, click e o vtomaion || e o :

the emall 9815 Mobile - Personal v >

address you

want to

change. P ype pretered

| oo PR

e Enter the new
email address
and click Save

Email Address

Email Type Home

Praferrad

Email Address ‘ucpa\h@umveriltyafcahmm\a edu

Delete

e You can also
delete an
email address
by clicking
Delete

Email Address

e Note: .
Business eiired O
email
addresses
cannot be
deleted from
your profile

Email Address | ucpath@universityofcalifomia edu
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Adding an Email
Address

e If you want to
add an email
address, click
the plus
button located
in the left
corner of the
Email field

¢ Indicate the type
of email address
being entered
using the drop-
down menu

e |If this is your
preferred
contact email
address, select
the Preferred
box

Personal Details

LVD-Jolee LVD-Iglesias
IT ARCHITECT 5

[ Addresses
¢ Contact Details

¢ Additional Information

UCPATH.UNIVERSITYOFCALIFORNIA.EDU

Phone

Number Extension

0457

. 9815

Email

Email Address

@ucop edu

@yahoo.com

Email Address

“Email Type
Preferred B
Email Addrass
Othes

Email Address

“Email Type | Other v

Preferred [ |

Type Preferred

Business - Primary

Mobile - Personal v
Type Preferred
Business
Home v

* Indicates required feld

* Indicates required field

Email Address.
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e Enter the
email address
and click Save

Additional Information

Email Address

* Ingicates required field

“Email Type | Other |

Preferred

Email Adress | ucpathi@universityofcalioma edu

You can access the Additional Information page by navigating to Personal Information > Contact
Details from the Home Page. The Additional Information section houses your date of birth and
Social Security Number. For your protection, only the last four digits of your Social Security Number

are shown.

Changes tO thlS Personal Detai;
information cannot be |Tesiers
made within the [ Addresses
Former Employee {f—’ Contact Details
POrtal |f yOU need tO S Additional Information
update this

information, contact
UCPath for further
assistance.

UCPATH.UNIVERSITYOFCALIFORNIA.EDU

Review Additional Information
Date of Birth 01/01/1956

Social Security Number XXX-XX-1193

Employee Information

Contact the Human Resources departiment if any of your Employee Information is incorrect.
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