Previous Employment Verification Guide

For former employees who separated prior to 2020

Welcome!
This PDF guide walks through how to request Previous Employment Verification from UC Santa Cruz.

1. To begin, you will need to navigate to Payroll’s webpage.
(https://financial.ucsc.edu/Pages/Payroll_Dept.aspx)

2. Scroll down to the “Guides” section on the right side and click “Employment Verification and
Records Request”.
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3. For verification of an historical position that ended prior to 2020, select “Previous Employment
Verification” from the side menu.

» I Previous Employment Verification
¥ Records Request Verification of Previous Employment (2019 and previous)
« The following information is supplied from a previous employment verification.
. o Title
Requesting Employment Records o Hire date
Current/Recent Employment © Separation date
Verification (2020 - Current) o Historical Record of Earnings if requested.

Previous Employment Verification

Public Service Loan Forgiveness
(PSLF)

Records or Verification of Service Earnings (ROE) for the below employment dates with this verification”
Credit

UCPath Payroll Employee Guide

Records Request / Previous Employment Verification

+ Complete the Previous Employment Verification Form and sign in DocuSign.
o If you are requesting verification for a former employee who is not yourself, you will need to atta|
will be required to sign the Previous Verification Request Form.
o Ifyou are unsure of the exact employment dates, approximate dates are acceptable.
o If you require a historical Record of Earnings which includes information such as FTE and gross

+ Turnaround time for the basic Previous Employment Verification is two weeks from receipt of the forn
+ Turnaround time for Previous Employment Verification with a Records of Eamings request is three we

If you are currently employed, or have been actively employed after 2020, please select “Current/Recent
Employment Verification (2020 - Current)” for verification options instead.

4. Complete the Previous Employment Verification Web Form linked on this page to begin your

verification.

The link will open a web form. Start by selecting if you are making this request for yourself or someone else.

Previous Employment Verification

Submit Instructions

P Step 1: Fill recipient information

P Step 2: Email Notification and Access
P Step 3: Filling, Signing and Submitting
P Step 4: What 1o expect when finished

| am requesting employment verification for

m SOMEONE ELSE

I SHATE [RIT & DoeuSign enabled form




If you are requesting verification of someone else’s employment, you will need to attach a signed Information
Release Form OR the former employee will be required to sign the Previous Verification Request Form via
DocuSign.

Did Former Employee Provide a Signed Information Release Form?

‘ Please Select E‘

Please Select -
Yes, release form will be required as an attachment in DocuSign
No, former employee will sign this form in DocuSign v

Complete the required information.

If you are a third party requesting verification of someone else’s employment you will need to provide your own
contact information as well as the former employee’s name and email. The former employee will receive a copy
of the verification.

Submit Instructions

» Step 1: Fill recipient information

P Step 2: Email Notification and Access
P Step 3: Filling, Signing and Submitting
P Step 4: What to expect when finished

Former Employee Information

First Name Last Name Email

START FORM

Confirm your submission to generate the DocuSign request form.

Financial Affairs - Confirm Submit

Clicking confirm will generate an email invitation to begin the signing process on
our DocuSign eSignature platform.

Additional recipients will receive their email invitations in sequence when itis their

urn to sign.

CONFIRM BACK




5. Review and sign the DocuSign sent to the email you provided.
Complete all required fields and signatures.
If you require a historical Record of Earnings which includes information such as FTE and gross earnings,

check the box indicating “Please include a Record of Earnings (ROE) for the below employment dates with this
verification”

Section 1: Requestor Information

Reason for Request: ||

IEI Flease include a Record of Earnings (ROE) for the below employment dates with this verification.

Requestor Name: | Test Employee | Company: “ |

Select the Return Method that works best for you. Return via DocuSign is the default method and a copy will
be sent via DocuSign automatically. If you select an additional method, a copy will be sent as requested.

Return Request Method

| DocuSign (default)

— select —

DocuSign (default)

Mailing Address

Fax Number

Section eg Information

You will be required to enter the former employee’s SSN and dates of employment. If you are unsure of the
exact employment dates, approximate dates are acceptable.

Click ‘Finish’ to Submit your request.

6. After signing and finishing the form, it will be routed to the former employee for signing (if required)
and then to our Payroll Verification team for completion.

-If a signed Information Release form has been attached, the former employee will not need to sign but will
receive a copy.

-You will receive a copy of the completed form via DocuSign and your selected return method (if different).

7. Where to get help?

If you have questions about verification or payroll records, please connect with the Santa Cruz Verification
team at payvoe@ucsc.edu.



It is important that you do not send PIlI, personal identifying information, by email. Please do not send
any organization emails containing whole or part of social security numbers or birth dates either in the
body of the email or on an attached document. This is for your own security.



