UCPath Task:

[OF | ) h Update My Emergency Contact
CALIFORNIA at P 4 J Y

Use this task to update your emergency contact(s) in UCPath online.

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.

Roy Nakane fm=m UCPath Search Q @ sockmark @ togont A

Primary Title:
CURRICULUM PLNR 3

Ask UCPath Center

SECURITY QUESTION

Please confirm your identity by answering the fol lowing security question.

Das Personal Informat...

Personal Informati...
Lea Employee Disclosu PR T Tt
Patent Acknowled.
Disability Status

My Current Profile

© kit profile @
® Losout J v

w1008 -

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.

3. Your answer appears as a series of dots.

Click the Submit button.
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Roy Nakane 2
prinary Tie: PERSONAL INFORMATION SUMMARY

CURRICULUM PLNR 3
. Roy Nakane
10003126

EIBPAND ALL D COLLAPSE ALL

Das Personal Informat... Legal/Preferred Name V]

Service Date:
02/2712017

Personal Informati.

Lea Employee Disclosu.

Home/Mailing Addresses (V]
Disability Status
Veteran Status FE ©
My Current Profile
Emergency Contacts 0
Email Addresses (V]
© Editprofile
Q Logout Ethnic Groups 0 9
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. In this example, add an emergency contact.

Click the Expand Emergency Contacts button.

v

Roy Nakane ol
Primary Tt PERSONAL INFORMATION SUMMARY
CURRICULUM PLNR 3
Employee ID: Roy Nakane
10003126
Service Date:
0212712017
Das Personal Informat... Legal/Preferred Name V)
Personal Informati...
Lea Employee Disclosu.
©a) bmployee biscosu Home/Mailing Addresses (V]

Patent Acknowled._.

Disability Status

Phone Numbers (V]
Veteran Status
My Current Profile
Emergency Contacts Q
Please Select Value
© editprofile
© Lozon .

®100% ~
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6.

Click the Change Emergency Contacts button.

[CRveEssv]

Roy Nakane

Primary Title:
CURRICULUM PLNR 3

Employee ID:
10003126

3737 13017 EMERGENCY CONTACTS
Roy Nakane

Das Personal Informat...

P You have no emergency contacts listed.

Lea Employee Disclosu.

Patent Acknowled. ..
Disability Status

Veteran Status

My Current Profile

© cditprofile
Q Log out

RETURN TO PERSONAL INFORMATION

@ togout

Ask UCPath Center

Terms of Use  University of California

e — ®100%
7. Click the Add button.
Roy Nakane o
Y 4 EMERGENCY CONTACT DETAIL
CURRICULUM PLNR 3
;’3‘6’6’;’; Contact
Service Date:
0212712017 Contact Nama
Dag Personal Informat.. Relationship to Employee * Please Select Value v
Personal Informati...
Primary Contact Set as my primary contact
Lea Employee Disclosu.
Patent Acknowled.. Address
Disability Status
My Addresses Use Employee Address
Veteran Status
My Current Profile
EDIT ADDRESS
Country United States
Address
Phone
© cditprofile
My Numbers Use Employee Phone Number
Q Logout v
— ®100% ~

Step

Action

Click in the Contact Name field.
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9.

Enter the desired information into the Contact Name field. For this example, enter

William Nakane.

10.

Click the button to the right of the Relationship to Employee field.

b

~
Roy Nakane Select an Option
Y 4 EMERGENCY CONT| chid
CURRICULUMPLNR 3 ExSpouse
4 Friend
;’3‘36’;’1‘: Contact Grand Parent
i 44 Grandchild
rvceDse: Crande
P 1 inf Parent
o2 erenallnfomat- tationstip to Employee
Personal Informati_.. Roommate
Primary Contact Sibling
Lea Employee Disclosu. Spouse
Ward
Patent Acknowled... Address
Disability Status
My Addresses Use Employee Address.
Veteran Status
My Current Profile DI ADDRESS
Country United States
Address
Phone
© cditprofile
My Numbers Use Employee Phone Number
@ Logout v
H100% v
Step Action
. T : - .
11. Select the option that indicates the contact's relationship to you.
For this example click the Parent list item.
Roy Nakane ol
— EMERGENCY CONTACT DETAIL
CURRICULUMPLNR 3
5’3‘?.'6’5'{5 Contact
sevie Dot
0272772017 Contact Name * William Nakane
D= FersonalInformat geiaionshipto Employee v
Personal Informati...
Primary Contact Set as my primary contact
Lea Employee Disclosu.
Patent Acknowled... Address
Disability Status
My Addresses Use Employee Address
Veteran Status
My Current Profile DI ADDRESS
Country United States
Address
Phone
© editprofile
My Numbers Use Employee Phone Number
@ Logout v
®100% v
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Step Action
12. You must specify one contact as your primary contact.
Click the Set as my primary contact option.
Set as my primary contact
13. If the emergency contact has the same address as you, click the Use Employee
Address option. You can then select an address from your address list.
For this example, the emergency contact has a different address.
14. Click the Edit Address button.
EDIT ADDRESS
Roy Nakane B UCPath @ ogort °
737017 EDIT ADDRESS
Personal Informati. ) Country United States n
My Current Profile ity State n
> ] e
© editprofile
e Logout Terms of Use umvarsltynlcjallferma v
Step Action
15. Click in the Address 1 field.
16. Enter the desired information into the Address 1 field. For this example, enter 123
Main Street.
17. Enter the desired information into the City field. For this example, enter Oakland.
18. Click in the State field.
19. Enter the desired information into the State field. For this example, enter CA.
20. Click in the Postal field.
21. Enter the desired information into the field. For this example, enter 94612,
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Roy Nakane U CPat h Q logout A
arpem
Primary Title:
CURRICULUM PLNR 3
‘Ask UCPath Center
Employee ID:
10003126
Service Date:
0212772017 EDIT ADDRESS
Das Personal Informat...
Country United States n
Personal Informati_..
Lea Employee Disclosu.. LS 123 Main Street
Patent Acknowled... Address 2
Disability Status Address 3
Veteran Status
city Oakland State cA n
My Current Profile
Postal ‘ 94612 x ‘ County
- o
© cditprofile
Q Logout Termsof Use University of Calfornia
®100% ~
Roy Nakane 2
T EMERGENCY CONTACT DETAIL
CURRICULUM PLNR 3
Employee ID:
10003126 Contact
Service Date:
./ s Contact Name * Wwilliam Nakane
Das Personal Informat . Relationship to Employee * Parent v
Personal Informati_..
Primary Contact Set as my primary contact
Lea  Employee Disclosu.
Patent Acknowled._. Address
Disability Status
My Addresses Use Employee Address
Veteran Status
My Current Profile
EDIT ADDRESS
Country United States.
Address 123 Main Street
Qakland, CA 94612
Phone
© editprofile
Q Logout My Numbers Use Employee Phone Number v
H100% -

Step

Action

23.

Click the scroll bar.

24.

If the emergency contact has the same phone number as you, click the Use
Employee Phone Number option. You can then select a number from your phone
number list.

For this example, the emergency contact has a different phone number.

25.

Click in the Telephone field.

26.

Enter the desired information into the field. For this example, enter 951/239/1234.
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Roy Nakane o
EDIT ADDRESS
Primary Title:
CURRICULUM PLNR 3
Country United States
Employee ID:
10003126 Address 123 Main Street
P— Oakland, CA 94612
02/2712017
Das Personal Informat... Phone
Personal Informati.
My Numbers Use Employee Phone Number
Lea Employee Disclosu.
Patent Acknowled.. e 051723971234 x Extension
Disability Status
Veteran Status Alternate Phone Numbers
My Current Profile
ADD NUMBER
EETTE—— -
© editprofile
e Logout Termsof Use Universityof California
#100% ¥
217. In this example, add a second phone number for your emergency contact.
EDIT ADDRESS
Roy Nakane &
— 4 Country United states
CURRICULUM PLNR 3
Address 123 Main Street
W Oakland, CA 94612
e
02/27/2017
Phone
Das Personal Informat...
My Numbers Use Employee Phone Number
Personal Informati.
Lea Employee Disclosu.
Telephone 951/239-1234 Extension
Patent Acknowled...
Disability Status
Alternate Phone Numbers
Veteran Status
My Current Profile Select an Option v Phone Numbe Extension DELETE NUMBER
ADD NUMBER
ETT—— -
© Editprofile
Q Logout Termsof Use Universityof California
H100% v

Step Action
28. Click the button to the right of the Select an Option field.

b

29. For this example click the Mobile - Personal list item.
Maobile - Personal
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Roy Nakane EDIT ADDRESS ~
Primary Title:
CURRICULUM PLNR 3 Country United States.
e ‘Address 123 Main Street
10003126 Qakland, CA 94612
Service Date:
02/27/2017
Phone
Das Personal Informat...
Personal Informati... My Numbers Use Employee Phone Number
Lea  Employee Disclosu.
Tel ) Er
patent Acknowled. elephone 951/239-1234 nsion.
Disability Status
Veteran Status Alternate Phone Numbers
My Current Profile Mobile - Personal v [ ]| etenson DELETE NUMBER
ADD NUMBER
ST -
© cditprofile
© togout et G
#100%

Step

Action

30.

Enter the desired information into the field.

For this example, enter 951-239-1973.

Roy Nakane EDIT ADDRESS ~
Primary Title:
CURRICULUM PLNR 3 Country United States.
Employee ID: Address. 123 Main Street
10003126 Qakland, CA 94612
Service Date:
02/27/2017
Phone
Das Personal Informat...
Personal Informati... My Numbers Use Employee Phone Number
Lea  Employee Disclosu.
Tel - Extensi
Patent Acknowled. .. elephone 951/239-1234 neion
Disability Status
Veteran Status Alternate Phone Numbers
My Current Profile Mobile - Personal v 951-239-1973 x Extension DELETE NUMBER
ADD NUMBER
T -
© cdiprofile
Q Logout Termsof Use University of California ¥
#100%

Step

Action

31.

Click the Save button.

32.

A confirmation message appears.

Click the Save button.
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Step Action

33. You have updated your emergency contact(s) 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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