UCPath Task:

[OF B h Update My Email Address
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Use this task to update your email 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.

Charles Park UCPath Q| @ sookmark @) rogout

Primary Title:
TRAINER 4

Employee D Ask UCPath Center
10191147

0573072019
SECURITY QUESTION

Please confirm your identity by answering the following security question.

Personal Informat.

Personal Informati_
Employee Disclosu
What s your favorite drink?
Patent Acknowled
Veteran Status

Gender Identity an...

My Current Profile

© cdit profile
QLoguut
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.
For this example click in the What is your favorite drink? field.
2. Enter the desired information into the Security Question field.
For this example, enter COKE.
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Charles Park

Primary Title:
TRAINER 4

EmployeeID:
10191147

Service Date-
05/20/2019

Personal Informat.

Personal Informati...
Employee Disclosu
Patent Acknowled
Veteran Status
Disability Status
Gender Identity an..

My Current Profile

© cdit profile
e Logout

@ UCPath

Pt

SECURITY QUESTION

Please confirm your identity by answering the following security question.

What s your favorite drink?

Q| @ sookmark @) Logout

Ask UCPath Center

Step

Action

Your answer appears as a series of dots.

Click the Submit button.

Charles Park

Primary Title:
TRAINER 4

Employee ID:
10191147

Service Date
05/20/2019

Personal Informat.

Personal Informati_.
Employee Disclosu
Patent Acknowled
Veteran Status
Disability Status
Gender Identity an...

My Current Profile

© cdit profile
e Logout

Charles Park

Legal Name/Name

Social Security Number

Home/Mailing Addresses

Phone Numbers

PERSONAL INFORMATION SUMMARY

Q @ Bookmark (@) Logout

Ask UCPath Center

B Expand Al S Collapse All

o
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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.

Charles Park

Primary Title:
TRAINER 4

EmployeeID:
10191147

Service Date-
05/20/20.

19
PERSONAL INFORMATION SUMMARY
Charles Park

Personal Informat.

Personal Informati...
Employee Disclosu

Patent Acknowled

Q| @ sookmark @) Logout

Ask UCPath Center

B Expand All S Collapse All

Legal Name/Name (V]
Veteran Status
Disability Status
Gender Identity an... Social Security Number o
My Current Profile
Date of Birth (V]
Home/Mailing Addresses (V]
© cdit profile
© wosaur
Charles Park
primary Title: Social Security Number (V]
TRAINER 4
EmployeeID-
10191147
Service Date- Date of Birth (V]
05/20/2019
Personal Informat
Personal Informati... Home/Mailing Addresses (V]
Employee Disclosu
Patent Acknowled
Phone Numbers S
Veteran Status
Disability Status
Gender Identity an... Emergency Contacts (V]
My Current Profile
Email Addresses (V]
Ethnic Groups (V]
© cdit profile
@ ogout
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Step Action

6. Click the Expand Email Addresses button.

v

Charles Park
o Home/Mailing Addresses (V]
TRAINER4
Employee ID:
10191147
Service Date- Phone Numbers (V]
05/20/2019
Personal Informat..
Personal Informati... Emergency Contacts (V]
Employee Disclosu...
Patent Acknowled...
Email Addresses (A
Veteran Status
Disability Status 10191147@ucoptest.edu

Business
Gender Identity an...

cp@gmail.com
Home

My Current Profile

© ceit profile Ethnic Groups o
e Logout
Step | Action
7. All current email addresses display.

The Business email address is view-only and cannot be changed or deleted.

The gold star identifies your primary email address. You must select a primary
email address.

8. In this example, update your home email address.

Click the Change Email Addresses button.

Change Email Addresses
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Charles Park

TRANER S EMAIL ADDRESSES

EmployeeID:
10191147 Charles Park

Service Date:
05/20/2019 10191147@ucoptest.edu
Business
Personal Informat
cp@gmail.com
Personal Informati... .

Return to Personal Information

Employee Disclosu
Patent Acknowled
Veteran Status
Disability Status
Gender Identity an...

My Current Profile

© Edit profile
© Logout

Privacy Statement Terms of Use  University of California

Step

Action

For this example, click the Home link.

Click the email address that you want to update.

Charles Park
Primary Title:
TRAINER 4 EDIT EMAIL ADDRESS
[IT—
10191147 *EmallType
Home
Service Date:
05/20/2019 Email Address

cp@gmail.com

Personal Informat

Personal Informati... iy

email

“ Corneel

Employee Disclosu
Patent Acknowled
Veteran Status
Disability Status
Gender Identity an...

My Current Profile

© cdit profile
@ Logout

Privacy Statement Terms of Use  University of California

Step

Action

10.

Use the Edit Email Address page to update or delete an existing email address.

11.

Click in the Email Address field.

12.

For this example, enter ABC@gmail.com.

Enter the desired information into the Email Address field.

13.

email checkbox.

If you wish to change your primary email setting, select the Set as my primary
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Step

Action

14.

Click the Save button.

Charles Park

Primary Title:

TRAINER4

SAVE CONFIRMATION

The Save was successful.

Employee ID:
10191147

Service Date
05/20/2019

Personal Informat.
Personal Informati_.
Employee Disclosu...
Patent Acknowled...
Veteran Status
Disability Status
Gender Identity an...

My Current Profile

© kit profile

@ Logout Privacy Statement Terms of Use _ University of California

Step

Action

15.

A confirmation message appears and an email is sent to the primary email address
on your account.

Click the OK button.

Charles Park
Primary Title:
(A0 EMAIL ADDRESSES [ 2 |
Employee D=
10191147 Charles Park
Service Date:
05/20/2019 10191147@ucoptest.edu N
Business
Personal Informat.
ABC@gmail.com N
Personal Informati... Home
Employee Disclosu.
Patent Acknowled...
Veteran Status I
Disability Status
Gender Identity an._
My Current Profile
© it profile
e Logout Privacy Statement Terms of Use  University of California
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Step Action
16. The updated email address appears.
17. If additional email addresses are needed, use the Add button.
18. Click the Return to Personal Information button.
Return to Personal Information
19. You have updated your email address in UCPath.
End of Procedure.
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