UCPath Task:
Update My Current Profile Education
CALIFORNIA U C Path

Use this task to enter your education in UCPath online.

Dashboard Navigation:

Personal Information > My Current Profile

or

Menu Navigation:

Employee Actions > Personal Information > My Current Profile

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.

UNIVERSTY

Mary Canamar UCPath © gt "
aen

Primary Title:
BUSSYSANL 2

‘Ask UCPath Center
Employee ID:
10003129
Service Date:
02/27/2017 MY CURRENT UC PERSON PROFILE
Das Personal Informat... Mary Canamar
Personal Informati Your profile displays skills, competencies, and accomplishments. Review content detail by navigating through the individual tabs and selecting the item description link. Content

that can be updated includes an Edit and Delete button next to each item.

- HEXR
Patent Acknowled
'QUALIFICATIONS EDUCATION OATH / PATENT SIGNATURE DATE
Disability Status

Veteran Status

Lea Employee Disclosu

Honors and Awards (]
My Current Profile

There are currently no Honors and Awards for this profile. Please add one if required

ADD NEW HONORS AND AWARDS

g :::::m Licenses and Certifications (Requires Approval) [~} 9
Step Action
1. In this example, you acquired a bachelor of arts and sciences degree in 2016 from
the University of California, Berkeley. You will add the degree on the Education

tab.
Click the Education tab.

EDUCATION
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UCPath Task:

Update My Current Profile Education

UNIVERSITY
OF]
[CALIFORNIA|

UCPath

Mary Canamar

Primary Title:
BUS SYSANL3

Employee ID:
10003129

Service Date:
02/27/2017

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

My Current Profile

© Editprofile

Das Personal Informat..

[CRversTv]

UCPath ® togout

Ask UCPath Center

MY CURRENT UC PERSON PROFILE

Mary Canamar

Your profile di competencies, and acc Review content detail by navigating through the individual tabs and selecting the item description link. Content
‘that can be updated includes an Edit and Delete button next to each item.

- K3
EDUCATION

‘QUALIFICATIONS
Degrees (Requires Approval) (]

OATH / PATENT SIGNATURE DATE

There are currently no Degrees for this profile. Please add one if required.

/ADD NEW DEGREES

UC Specialty Code @
Q Log out v
®100%
Step Action
2. Click the Add New Degrees button.
Mary Canamar UCPath © togou
arprn
Primary Title:
BUSSYSANL3
‘Ask UCPath Center
Emplayes 1D
10003129
e
0212712017 ADD NEW DEGREES
Das Personal Informat.. Mary Canamar
Personal Informati.. * Effective Date * Degree Education Field
Lea Employee Disclosu. 0972612017 ] n n
Patent Acknowled... +*Status Country State
, Active & n n
Disability Status
Veteran Status School Code School Description Major Description
My Current Profile n
Year Acquired
Graduated
Terminal Degree for Discipline
© EET— ancs
Q Log out v
#100%

Step Action

3. The Effective Date is the date you earned the degree. The default date is today's

date.

For this example accept the default date.

4. Click the Look up Degree button.

Page 2

Last changed on: 2/13/19



UNIVERSITY
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UCPath Task:

Update My Current Profile Education

o]
or
Mary Canamar UCPath @ Logout
=
‘Ask UCPath Center
Employee ID:
10003129
Service Date:
w7y BACK > SEARCH FILTERS
Das Personal Informat...
Description ~ begins with
Personal Informati..
Patent Acknowled..
Quick Filter
Disability Status ‘
Veteran Status
Description Content Item ID
My Current Profile
2
e
2
© editprofile
s
® rogout v
#100% ¥

Step Action

5. You can use the Search Filters at the top of the page to search for the appropriate
degree or scroll through the list of degrees.

For this example click the scroll bar.

For this example click the BACHELOR OF ARTS & SCIENCES button.

Click the Look up Education Field button.

T
or]
Mary Canamar UCPath @ togount
drptm
Primary Title:
BUS SYSANL3
‘Ask UCPath Center
Employee ID:
10003129
Service Date:
gz BACK > SEARCH FILTERS
Das Personal Informat...
Major Code v begins with ‘ |
Personal Informati.
Patent Acknowled...
Only the first 300 results can be displayed.
Disability Status
Major Code Description
Veteran Status
My Current Profile
© cditprofile
01006 Astrophysics
© ozt v
#100%
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Update My Current Profile Education U C P h
[CALIFORNIA at

Step Action

8. In this example, find the Analysis / Functional Analysis major using the
Advanced Lookup search.

Click the Advanced Lookup button.

ADVANCED 1 OOKUP

UNVERS Y

Mary Canamar UCPath © tozout
arpern

Primary Title:
BUS SYSANL3

Ask UCPath Center

Employee ID:

10003129

Service Date:

7z BACK > SEARCH FILTERS

Das Personal Informat...

Major Code: begins with v
Personal Informati.
Lea Employee Disclosu. G begins with v

Disability Status

Only the first 300 results can be displayed.
Veteran Status

Description
My Current Profile

01001 Acoustics

Applied Science

i

Astronomy
1004 Astronomy and Astrophysics
© editprofile
01005 Astronomy, Other
O wron .

H100%

Step Action

9. Click in the Description field.

10. Enter the desired information into the Description field. For this example, enter
Analysis.

11. Click the Look Up button.

LOOK UP
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UNIVERSITY

ath

Mary Canamar

Primary Title:

BUSSYSANL3

Employee ID:
10003129

Service Date:
02/2712017

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

My Current Profile

© editprofile
e Log out

UCPath Task:

Update My Current Profile Education

[CRversv]

BACK > SEARCH FILTERS

Major Code: begins with v
Description: begins with v Analysis
[ioei L oo
Quick Filter
Major Code Description

@ Log out

Ask UCPath Center

TermsofUse University of California

H100%

Step

Action

12.

For this example click the 02005 button.

Mary Canamar

Primary Title:
BUS SYSANL3
Employee ID:
10003129

Service Date:
02/27/2017

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

My Current Profile

© Editprofile
Q Logout

[URvERsTV]

ADD NEW DEGREES

Mary Canamar
* Effective Date

09/26/2017

“Status

Active

School Code

Year Acquired

Graduated

Terminal Degree for Discipline

BAS
BACHELOR OF ARTS & SCIENCES
Country

School Description

- W o

Education Field

02005

Analysis / Functional Analysis

State

Major Description

Analysis / Functional Analysis

CANCEL

® oot al

Ask UCPath Center

H®100% -

Step

Action

13.

Notice that the Major Description field populates based on the value in the
Education Field code.

14.

Code.

Click the Look up School Code button.

The Country and State fields automatically appear when you select a School
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UCPath Task:
Update My Current Profile Education

UNIVERSITY
OF]
[CALIFORNIA|

UCPath

s
or
Mary Canamar UCPath @ togount
drptm
Primary Title:
BUSSYSANL3
‘Ask UCPath Center
Employee 1D:
10003129
Service Date:
WL BACK > SEARCH FILTERS
Das Personal Informat...
School Code v begins with ‘ |
Personal Informati..
Patent Acknowled..
Only the first 300 results can be displayed.
Disability Status
School Code Country State Description
Veteran Status
My Current Profile
ABB USA NY Lemoyne C
© Editprofile
© ozt v
#100% ~

Step

Action

15.

School Code v

In this example, locate the University of California, Berkeley School Code by
changing the search filter to search by Description.

Click the button to the right of the Search field.

T
or
Mary Canamar UCPath Q Logout
]
Primary Title:
BUSSYSANL3
‘Ask UCPath Center
Employee ID:
10003129
Service Date:
przeiy BACK > SEARCH FILTERS
Select an Option
Das Personal Informat... Description
School Code begins with
Personal Informati.
Patent Acknowled..
Only the first 300 results can be displayed.
Disability Status
School Code Country State Description
Veteran Status
My Current Profile
© editprofile
® rogout v
®100% v

Step

Action

16.

Description

For this example click the Description list item.
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[CRversTv]

Mary Canamar UCPath @ Logout
arpern

Primary Title:

BUS SYSANL3

Ask UCPath Center
Employee ID:
10003129

Service Date:
0272772017 BACK > SEARCH FILTERS

Das Personal Informat .

I | besevith
Personal Informati..

lea Employee Disclsu [ 1oocve [ avancepioone

Patent Acknowled...
No results found

Disability Status
Veteran Status
Gratz C
My Current Profile
) Velez C

) Kanazawa U
Colby €

Lemoyne C

© editprofile
@ logout Emory U |
Step Action
17. Enter the desired information into the begins with field. For this example, enter U
of Calif.
18. Click the Look Up button.
LOOK UP
19. For this example click the U of California Berkeley button.
20. Click in the Year Acquired field.
21. Enter the desired information into the Year Acquired field. For this example, enter
2016.
22. You can indicate whether or not you graduated.
For this example click the Graduated option.
Graduated
23. Click the Terminal Degree for Discipline option if this is the maximum level of

education available in the given field.
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UCPath Task:
Update My Current Profile Education U C P h
[CALIFORNIA at

Step Action

24. If you need to add another degree, click the Apply and Add Another button. If
you have entered all degrees, click the OK button.

For this example click the OK button.

25. Click the scroll bar.

26. Click the Save button.

[ORvERsTv]

Mary Canamar UCPath [ JET
arpm

Primary Title:
BUSSYSANL3

‘Ask UCPath Center
Employee ID-
10003129
Service Date:
(LY SUMMARY OF CHANGES
Das Personal Informat... Mary Canamar
Personal Informati.. “This page shows a summary of all the changes that you made that require approval. Any Changes not requiring approval have been successfully saved. Select the Submit button
o request approval of these changes.
Lea Employee Disclosu.
Changed Degrees (Requires Approval)
Patent Acknowled._.
Add: BACHELOR OF ARTS & SCIENCES
>

Disability Status 1D:BAS
Veteran Status

Comments

My Current Profile

T v
© Editprofile
© ozt v

®100%

Step Action

217. If applicable, you can enter additional information in the Comments field.

28. Click the Submit button.
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ath

UCPath Task:
Update My Current Profile Education

[CRversv]

Mary Canamar

Employee D
10003129

Service Date:
02/27/2017

Das Personal Informat.__ SUBMIT CONFIRMATION

Profile items have been routed to the approver for review.
Personal Informati..
Items requiring approval will be routed to the approver for review.

Lea Employee Disclosu. .
ploy Approval Routing

Patent Acknowled.. sty .
107245257, agprocl s 775
e

Disability Status

Veteran Status

My Current Profile

© editprofile
e Log out

@ Log out

Ask UCPath Center

Termsof Use  University of California

®100% v

Step Action

29.

Click the OK button.

The Submit Confirmation page appears and indicates whether approval is
required. In some cases, only self-approval is required.

Mary Canamar

~
prinary Tie: MY CURRENT UC PERSON PROFILE
BUSSYS ANL 3
Employee - Mary Canamar
10003129
Your profile di competencies, and acc Review content detail by navigating through the individual tabs and selecting the item description link. Content
Py s that can be updated includes an Edit and Delete button next to each item.
02/27/2017
- KX
Das Personal Informat...
Personal Informati..
Approvals
Lea Employee Disclosu.

Patent Acknowled .. ‘ # 1item(s) pending approval

Disability Status

Ve S QUALITIGATIONS OATH/ PATENTSIGNATUREDATE

My Current Profile

Degrees (Requires Approval) [~}
There are currently no Degrees for this profile. Please add one if required.
© editprofile
© Lozon .
H100% ~

Step Action

30.

Degrees do not appear until after approval. If you need to review degrees before
they are approved, click the item(s) pending approval link.

31

End of Procedure.

You have entered your education in UCPath online.
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