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SECTION 1 – EMPLOYEES 

 

1. Employees requesting Annual Leave on Core Portal 

 
Click on the ‘Dashboards’ drop down arrow at the top of the screen and select 
‘Employee Dashboard’. 
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Click on ‘Absence’

 
 
 

 
Click on ‘Book Time Off’.  
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Select ‘Annual Leave’ as the Leave Type. 

 
  

 
Select the date you would like to start your Annual Leave. You can also enter the 
date in the format – dd/mm/yy or you can select from the calender as below.  
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Select if it is part day Annual Leave or full day Annual Leave. 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
If it is part day leave, select if it is in the morning or the evening time.   
.  

 
 

If it is part day Annual Leave, select if it is in the morning or the evening time.  
 

 
 
 
 
 

 
 
 

 
 

Afternoon 
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If it is a full day’s Annual Leave, (or more than one days Annual Leave) select the 
end date of your Annual Leave request. 
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Click ‘Submit’ to request your Annual Leave. 
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If you had two or more appointments, you must select which appointment the Annual 
Leave request applies to. 
As you may have a different Line Manager for each post held it is important to select 
the correct appointment. To do this click ‘OK’ and then click on ‘Appointment’ and 
select your desired appointment.  
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Select the appointment and click ‘Update’.  
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The following message will then be displayed 
 

 
 

 
 

The employee will now receive an automated email confirming the Annual Leave 
request has been submitted, as shown below. 
 
-----Original Message----- 

From: corehr@ulster.ac.uk [mailto:corehr@ulster.ac.uk]  
Sent: 10 March 2016 15:31 
To: --------------------------------- 
Subject: ANNUAL LEAVE request confirmation 
 
The following leave request has been submitted: 
 
Employee: ---------------------- 
 
Leave type: ANNUAL LEAVE 
Start date: 21-MAR-16 
End date: 25-MAR-16 
 
 
For further information, please login to Employee Self Service (via UU Portal/Staff 
services Tab) 
 
 
 
This is a system generated email. Please do not reply.  CoreTime 
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Your Line Manager will receive an email as shown below. 
 
-----Original Message----- 
From: corehr@ulster.ac.uk [mailto:corehr@ulster.ac.uk]  
Sent: 10 March 2016 15:31 
To: --------------------------- 
Subject: ANNUAL LEAVE request submitted. Action required. 
 
--------------------------- has submitted the following leave request: 
 
Leave type: ANNUAL LEAVE 
Start date: 21-MAR-16 
End date: 25-MAR-16 
No. of Days: 5 
 
 
Please login to Employee self Service (Via UU Portal/Staff Services tab), navigate to 
the Approve Leave Request screen and Authorise or Reject this request as 
appropriate.  
 
 
 
This is a system generated email. Please do not reply. 
 
 
 
CoreTime 
 
 
 
 
 
The Employee will then receive an email confirming that the requested Annual 
Leave has been processed as below. 
 
The leave request that you recently submitted has been processed. To view full 
details of this leave request please log in to your Core Portal Employee Self Service 
account. You can log in to your account by clicking into Employee Self Service: 
Regards, Core Time Administrator 
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The employee will receive a further automated email confirming if the Annual Leave 
requested has been either ‘Accepted’ or ‘Rejected’.  
 
The following leave request has been Approved by. 
 
Employee: ----------------- 
Leave type: ANNUAL LEAVE 
Start date: 27-JAN-16 
End date: 27-JAN-16 
No of Days: 1 
 
 
For further information, please login to Employee Self Service and select the 'View 
My Leave Request Enquiry' option. 
 
 
This is a system generated email. Please do not reply. 
 
Core Time 
 
 
 
 
When Annual leave has been approved the total number of days will be deducted 
from your Annual Leave Balance. 
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2. Amending Annual Leave already approved in Core Portal 

 
Click on the ‘Dashboards’ drop down arrow at the top of the screen and select 
‘Employee Dashboard’. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the ‘Absence’ tab.   
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Your approved Annual Leave be displayed as shown below. 
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Click on the drop down arrow beside the requested day(s) you would like to amend 
and select ‘Edit Request’. 
 

 
 

 
Make the appropriate amendment(s) and click on ‘Submit’ 
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3. Cancelling leave in Core Portal 

 
Click on the ‘Dashboards’ drop down arrow at the top of the screen and select 
‘Employee Dashboard’. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Click on the ‘Absence’ tab on the left hand side. 
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Click on the drop down arrow beside the requested day(s) you would like to cancel 
and select ‘Cancel Request’.  
 

 
 
 
This message below should then appear.  
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Line Managers will also receive an automated email to confirm that an employee 
has withdrawn their Annual Leave Request, as shown below.  
 
 

-----Original Message----- 
From: corehr@ulster.ac.uk [mailto:corehr@ulster.ac.uk]  

Sent: 01 March 2016 11:13 
To: ------------------- 
Subject: ANNUAL LEAVE request cancelled by ----------------- 
 
The following leave request has been cancelled: 
 
Employee: --------------------- 
Leave type: ANNUAL LEAVE 
Start date: 02-MAR-16 
End date: 02-MAR-16 
 
This is a system generated email. Please do not reply. 
 
Core Time 
 
 

 
 
When Annual Leave request has been cancelled the total number of days will be 
added to your Annual Leave Balance.  
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SECTION 2 – LINE MANAGERS 
 

1. Authorising Annual Leave on Core Portal as a Line Manager 

 
Click on the ‘Dashboards’ drop down arrow at the top of the screen and select 
‘Manager Dashboard’. 
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Select ‘Approvals’ to view a list of all employees within your Team who have 
requested Annual Leave. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
To approve Annual Leave, click on the settings symbol beside the relevant 
employee’s name. 
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Line Managers should review Annual Leave requests submitted, and indicate by 
checking the tick box.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

To ‘Approve’ or ‘Reject’ the Annual Leave request, click on the drop down arrow 
and select either ‘Rejected’ or ‘Approved’.  
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To approve Annual Leave, click on the settings symbol beside the employee’s name. 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the box to confirm that you have checked the amended re-submitted Annual 
Leave request.  
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Click on the drop down arrow and select ‘Rejected’ or ‘Approved’. 
 

 
 
The Employee will then receive an email confirming that the requested Annual 
Leave has been processed as below. 
 

The leave request that you recently submitted has been processed. To view full details of this 
leave request please log in to your Core Portal Employee Self Service account. You can log in 
to your account by clicking into Employee Self Service: Regards, Core Time Administrator 
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