Ulster Staff Portal

Welcome to the new HR ‘Employee Self Service’

This is a secure online system which will provide you with full access to the CoreHR/Payroll system
to maintain all your personal information such as your home address, emergency contact and
banking details. You will also have the facility to view your current appointment details and review
your payslips online.

Over the first year of the implementation of this staff Portal, we have added new functionality such
as ‘online leave requests’and ‘online leave authorisation’ and ‘online course Booking’.
In 2017 we will be introducing the HESA screens to enable staff to enter their own details, for this

annual Staff return.

This system is also available on your smartphone or tablet using Core Mobile.

Getting started:

1 - Signing into Employee Self Service:

Log into the Ulster Portal in the normal way using your AD login details and you will see the new
channel on the next page, under the ‘Staff Services’tab. We have also added an Icon at the top left
to make this even more accessible.

Over the course of 2016 we have moved Employee self-service to ‘Single Sign On’. This means that
once you sign into the University Portal, you can either select the icon on the top left or the link in
the ‘employee self-service channel’ and you will not have to sign in again as you have already
signed in.
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Corporate Applications - Quick Links

Employes Online Mileage eh: Procurement eh: Other Barclay Card
Self Servica & Prior Approval Partal Modules Spend MGT

Click on headings to wview further information:

F es

On-line Mileage and Prior Approval

[
F Barcdlaycard Spend Management
[ 3

Finance Links

HR and Payroll - Employee Self-service

CoreHR - Employee Self-service

This secure online system provides full access to enable vou to maintain all your personal
information such as home address, emergency contact and banking details. You also have
the facility to view your current appointment details and review your payslips and PED's
online.

Since April 2016, online leave requests and leave approval have been added. We are still
in the pilet stage with this functionality but it should all be in place properly forthe 16717
academic year.

ige yvourself with the user

oming scon - HESA update

HR Employee Self-service Login
Sign on to ESS is with the same username and password you use to get access tA\the

portal. Once yvou sign inte the portal vou will be authenticated to ESS also.

& Employee/Manager Self-Service Guidance Motes and FAQs
® Annual Leawve User Guide for Staff and Line Managers
» EO Employee Self-service guide

: #® Online Course booking Step-by-Step Guide
11 e /
D

——

In addition to the HR website, a copy of this ‘FAQ and help guide’will also be available here.
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2 — Assessing Dashboards

Employee Dashboard

All employees will have access to the following screen which is the ‘Employee Dashboard’.

N.B. if you are a Line Manager, you will automatically default to the ‘Manager Dashboard’. Further
details on the functionality available on this Dashboard can be found on page 6 of this document.

I 100% X My Profile
) = My Appointments ? What If v
Dashboard
P 1018271 8 Administrative Systems M... Select Reduction Type
I— * FTE%
E% g‘h Human Resoaurces Directorate ,L 1 5 01 Feb 2003 .
Department FTE Start Date Weeks
Pay
Revised FTE 1 Calculate

£ Important Dates

LUl Pav Da
/o

g Time Off

Data provided subject to Terms and
Conditions

On the Employee Dashboard you will be able to see basic details relating to your current

appointment(s).

You can use the ‘What if’ calculator to see how changes to your FTE would affect your Pay.
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‘Leave Authorisation’ has also been introduced, enabling you to check on your annual leave balance
and request annual leave from this screen — this is available by clicking on the Absence button.

L 83%

s Book Time Off | ¥ «

D © My Requests

Dashboard

APR Annual Leave
II 9:% @ 6Dayls) P8 Wed 25th Apr2018 | Cancelled | |8 ¥
Pay =22
B8 Mon 06th Feb 2017 | Approved | |%& ¥
q nnual Leave
= @ 5Day(s) B4 Tue 31stJan 2017 Approved & -
Training
1 of 11 Displaying 1 - 3 of 31
& Work Week 19 Dec 2016 - 25 Dec 2016 «|» Y &~ i= My Balances Q
Mon 19 Tue 20 Wed 21 Thu 22 Frl 23 Sat24 Sun 25 11.00
73 73 73 7.3 7.3 Resting Resting FrEcutive Assisant

£ Important Dates

g Pay Day g Time Off

You can view annual leave requested, approved or cancelled from this screen.

Should you wish to edit an annual leave request which you have made, you must do so, before your
Line Manager approves.

If your annual leave has already been approved by your Line Manager and you wish to edit this for
any reason, you must cancel the annual leave and resubmit.

There may be occasions that you have booked annual leave, however were ill and you have
therefore been reported sick during a period of annual leave. HR will automatically remove this
booked annual leave, upon receipt of notification from your Faculty/School/Department and return
these days to your annual leave balance.

Staff are also asked to review the details under Work Week’, to ensure the hours worked each day
are recorded correctly on the HR database. N.B. if you work on a full-time basis your hours will be
divided equally over five working days. If the details displayed are incorrect, please contact HR
immediately to rectify this, as your annual leave entitlement is calculated using this information.
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If you select the Pay button on the left you will see details regarding your salary. Over the next year
we will continue to add additional buttons here with new functionality.

L 67%

|
D & My Payslips Q B P60Documents @ ~ Q
Dashboard
Pavment Summar EulPaysip No P60 Documents Available
o y y
Pay 13th June 2015 Total Earnings £2,404.65
22nd May 2015 Total Deductions (E610.57)
Net Pay £1,794.08
B2 Important Dates My Bank Accounts
Nl Pav Da Time Off *hEIEFAT

This Pay page will provide details on your salary history with online copies of your payslips and your
P60, as we progress through the year.

You will also be able to view your bank account details, into which your salary will be paid into.

N.B. you will be unable to update your bank details online — this must be confirmed in writing directly
to the Salaries and Wages Department.

Page | 5



Manager Dashboard

If you are a Line Manager, you will also have access to the Manager Dashboard. You can move
between Dashboards by clicking on ‘Dashboards’and selecting the relevant option, as shown:

GTH"RPROSUCTS -  DASHBOARDS~ e

@

#& Manager Dashboard

Employee Dashboard

L 40%

e L My Team

Dashboard

Search for an Employee

[ Search |
B4
P a =
e ~ E
&4

On this screen you will be able to see your direct reports. If you select the settings beside a team
member, you will be able to see details on their direct reports also.

Please contact hr@ulster.ac.uk if your team members are not showing correctly. We understand
that in some cases different Line Managers approve annual leave, appraisals, expenses etc for
staff and each department may manage this in a slightly different way.
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3 - Updating your personal Information

To review or update the personal information the University holds for you, select the ‘My Profile’

button to update your own personal information.
2 oo

4 = My Appointments ? What If v
Dashboard
F 1018271 #8 - Administrative Systems M... Select Reduction Type
I_ * FTE %
E% rh Human Resources Directorate 1 E8 01 Feb 2003 o
Department FTE Start Date Weeks
Pay
Revised FTE 8 Calculate
Reduced Salary £31,967

Data provided subject to Terms and
Conditions

£ Important Dates

Pay Day g Time Off

You will be progressed through to the screen below, with a number of options displayed on the left
hand bar. Each of these will provide more options for you to add personal detail if you wish to do
so.

My Next of Kin Details

&'. Next of Kin >

‘ View your Next of Kin details here.
‘> Known As
E Contacts
A Dependents Forename Surname
é Bank Detai Relationship Phone
Comments
Address You have not yet provided address information o -
Save
Contract

Other Information

We will continue to add additional areas to this screen in the future and a more detailed guide to
entering data here can be found in Appendix 1.
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Employee Detail

My Contract
Contract
P 101827-1 == Hr Administrative Systems M... ¢h Human Resources Directorate
@ Contract

Hr Administrative Systems Manager

HR Administrative Systems Manager

01 Feb 2003 1 Human Resources Dire...
@ Started l FTE {h Department
Permanent D Paul Da-;l_dscn Jordanstown
ﬁ Status Reporting To O Location
68270 Personal Salary None Entered
Q Extension Point 9599 E ncrement Due
D
ﬁ Ml Letter

QOther Information

Please check that your ‘Manager details’ on the My Contact’ screen is correct. This is important to
enable online authorisation to work correctly.

HR understand that individuals may have different Line Managers for different functions and this
can be accommodated, but requires careful configuration and HR will continue to work with each
Faculty/School/Department in order to roll this out, over the coming months, in a phased manner.

PLEASE IGNORE START DATE - the system derives this from appointments loaded and it was not
possible to migrate all historic appointments due to organisation structure changes, but be assured
we have migrated correctly the ‘Date Joined'.

All issues/queries and Line Manager amendments should be forwarded to hr@ulster.ac.uk

Your enquiry/request will be forwarded to the relevant contact within HR, who will respond to you at
the earliest possibility opportunity.
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HR are also asking staff to complete details in relation to the Higher Education Statistics Agency
(HESA). This is an official agency which collects, analyses and disseminates quantitative
information about higher education and Ulster University has a statutory obligation to provide details
relating to staff.

To insert your HESA details, please select the ‘Other Product’ option from the taskbar and select
the HESA option.

DASHEOARD

OTHER PRODUCTS =

¢h OrgChart

Hrlmi:y
Ol e-Performance

€ Academic Activity
Shorter Working Year
l 1 HESA I
g My Timesheet Details [
&1 Team Analytics | [V B] Health and Safety
1 People Hub

D) & My Team

Dashboard

Search for an Employee & HR Admin

@ Data Migration

CATeEr employee name, gepartment or Job titie

You should enter details relevant to you in each of the Categories ensuring you ‘submit’ details in
order to save your additions/amendments.

Categories Academic Teaching Qualifications

® Academic Teaching Q... >
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Qualification 3

Academic
Teaching
Qualification 4

Academic
Teaching
Qualification 5

Academic
Teaching
Qualification 6

Education Secondary Education
Further Education Life Long
Learning Or Any Other Equivalant
Uk Qualification

Mo Qualification Held

Mot Known

Other Uk Accreditation Or

(%]
m

L
m

ommen

ommen

ommen

@ (Current Academic Di_ Description Value Comments
@ Highest Qualificati... Academic | r Subject By A Professional Uk Bady| | Comments
Teaching R R
@ Previous Employment Qualification 1 ST S T AEr S T ~
Subject By A Professional Uk Body
@ Previous Hei Acadelmil: Holder Of A National Teaching Comments
@ Orcid Id -(rltla:l:]fli:iian 2 Fellowship Scheme Individual
Award
& Academic Employment... .,
Academic Holder Of A Pgce In Higher Comments
Teaching

ts

ts

™ Submit



Appendix 1 -Amending/Entering personal details: Step by Step Guide

1. To view or amend your own details click on ‘My Profile’.

| X 100%

) = My Appointments ? What If v

Dashboard
P 1018271 ®® Hr Administrative Systems M._. Select Reduction Type
I— + FTE%
E-% ;h Human Resources Directorate .L 1 g 01 Feb 2003 N
Department FTE Start Date Weseks
Pay
Revised FTE 1 Calculate

Data provided subject to Terms and
Conditions

£ Important Dates
LIl Pay Da Time Off
A

You will now see the following screen:

Empl Detail . :
mplovee Betal e My Next of Kin Details
x Mext of Kin >
View your MNext of Kin details here.
% Krown As
E Contacts
Farename Surnarne
a0 Dependents
Relationship Fhaone
é‘ Bank Detail
Camments
Default oo
B Save
Diversity (+]
Contract (+]
other Information (+]
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https://cloud.corehr.com/pls/coreportal_ulslive/cp_emp_profile.display

2. Under Employment Details/Next of Kin’you can enter the Forename, Surname, Relationship,
Contact Details, and any other relevant information of your ‘next of kin’.

Employee Detail

My Contact Details
L’\ Mext of Kin

Emergency Contact Mumber

b & —
» Known As
K. Harme Phone MNa. oo
E Contacts > -
N Personal Ernail Address oo
A2 Dependents Q
Personal Mabile Mumber -
é Bank Detail 2
a Work Email Address o v
of 2 Displaying 1-5 of 7
My Address Details
Home Address oo
Diversity of 1 Displaying 1- 1 af 1
Contract

Other Information

This would typically be the person the University would call in event of any emergency.
Please ensure you save all details you enter.

3. Under Employee Detail, Contact’ you can complete Contact Details and Address Details.

Employee Detail

My Dependents
L‘. Mext of Kin
View cdependent details
% Known As
E Contacts Mame Date of Birth | Gender | Relationship | Country of Birth | Mationality

& Dependents >

Mo details to display
é Bank Datail '

Diversity
Contract &= Add Mew

Other Information
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It should be noted that there are two pages under the contact details section, therefore please
ensure all relevant sections have been completed.

4. Under ‘Employee Detail, Dependants’ you have the ability to enter details about your
dependants, if this is relevant and if you wish to do so.

Additional functionality will be added to these screens over the coming months and you are
asked to frequently check your information is accurate and up-to-date.
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Appendix

(i)
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(iii)

(iv)
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2 — Frequently Asked Questions

Do | have to provide additional personal details?

No — you are under no obligation to provide any additional personal information which is
not relevant to your role in the University.

If | amend my address, will these details automatically be sent to any third party
such as HMRC?

No — you will still have to inform any third parties, as we would not pass on this information.
Any employees with ‘Certificate of Sponsorship’ will still need to advise the HR Business
Partner for their area of any change of address, to ensure that the information is updated
with UK Visa’s and Immigration service.

If | amend my details and find an error, can this be edited?

Yes, you will be able to amend details as often as necessary.

Why can | not view my personal details when logging into Employee Self Service?

If you are a Manager, your initial screen will automatically default to ‘Manager Dashboard’.
This screen will show details of the Team Members who are responsible to you.

To change this view, please see page 6 of this Guide, to view your

nctionality is added to the ESS Portal, additional FAQ’s will also be added to this guide to
feedback received.



