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SECTI OEMPLOYEES

1. Employees requesting Annual Leave on Core Portal

Click onthe 6 D a s h b odaop dosrdarrow at the top of the screen and select
OEmpl oyee Dashboar dé

OTHER PRODUCTS DASHBOARDS ~

# Employee Dashboard

By
L 7%
€ = My Appointments ? What If = -
Dashboard
A 106099-2 Select Reduction Type
I T e
= ;h Human Resources Directorate j_ 1 E 01 Aug 2015
P Department FTE Start Date Weeks
ay
Revised FTE 1 Calculate
Q Data provided subject to Terms and
= Conditions
Training
Absence
PM
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Cliclhbeernoéebd
core OTHER PRODUCTS

DASHEOARDS
Urirsay
L 7%
L |
Frofile Completenes
%] & My Appointments ? What If =~
Dashboard
A 1060992 Select Reduction Type
= = FTE %
[E'g 1 = 01 Aug 2015
- FTE Start Date
Pay
1 Calculate
Drata | ded subject to Terms and
Zondi

Clckonook Ti me Off 0

OTHER PRODUCTS DASHBOARDS ADMIN MENU

i

ety
L 100%
o] My Requests £} Book Time Off | ¥ ~
Dashboard
Annual Leave =
IE% |08 | @ 10pays 8 Fri1oth jun 2015 Approvec
Pay 1 of 1 C Displaying 1-1of 1
< = Work Week 07 Mar 2016 - 13 Mar 2016 « » Y @~ i= My Balances Q
Training
Mon 7 Tue s Wed 9 Thu 10 Fri11 sat 12 sun 13 Annual Leave - D 20.00 -
@ I (T ) ) e (e ArAcminere S
Absence
o £ Important Dates
B Pay Da Time Off
_yy g one Booked
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Select6 Annual asthed eagedlype.
i Create M'ew Leave Request AIN
Leave Type Please select,., =
Please select...
Start Date Annual Leave
Appointment Compacsionate Leave
Is this part day leave 7 Yas O Mo
Comments
Dasl
G-
Subrit
Ti
E [ Balance Information - 4
P Name Appointment Allowance Requested Booked Remaining M
Annual Leave - Days .. 502190-11 38.00 0.00 13.00 38.00
j Working Time TfA 0.00 0.00 0,00 0.00
Pri

Select the date you would like to start your Annual Leave. You can also enter the
date in the format i dd/mm/yy or you can select from the calender as below.

i Create New Leave Request AN

h 4
Leave Type Annual Leave |Z|

Start Date A
) FEBRUARY 2015
Appointment i)
Plaase salect.., [ « < O

Is this part day leave @ | mon tue wed thu fri sat sun

2 Yes
1
Comments 2 (3|4 5|67 8

1011|1213 14 |15

( i $ 19 20 21 22
February 09, 2015
Dashy reT |28

m

d

) Submit

Ti

B Balance Information - 4
P Name Appointment Allowance Requested Booked Remaining i
Annual Leave - Days .. S02190-11 38.00 0.00 13.00 38.00

J Working Time M 0.00 0.00 0.00 0.00
Prg L
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Select if it is part day Annual Leave or full day Annual Leave.

i Create New Leave Request

- AIN
Leave Type Annual Leave E|
Start Date 9902/15 |
Appointment i)
Is this part day leave Ves Mo
Comments
Diashy
Submit
Ti
B Balance Information v B |
P Name Appointment Allowance Requested Booked Remaining a
Annual Leave - Days . 50219011 38.00 0.00 13.00 38.00
Working Time Mis 0.0a 0.00 0.00 0.00
Fr

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

Leave Type

Start Date 09/02/15 3|
Appointment

1s this part day leave

e 1 os _— e Leave in the Morning e—

Part Day Segments @ 12 of a day Afternoon

Comments

[@ Balance Information v

Name Appointment Allowance Requested Booked Remaining I
Annual Leave - Days .. 502190-11 38.00 0.00 13.00 38.00
Working Time Mi& 0.00 0.00 0.00 0.00
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I f it i sAnmeual feave,l(or mameyth@rsone days Annual Leave) select the
end date of your Annual Leave request.

i, Create New Leave Request v sl
Leave Type Annual Leave |Z|
Start Date oymes [ I
Appointment
1s this part day leave ) Yas @ Mo
End Date 09/02/15 ]
FEBRUARY 2015
Comments

« < Tepar B »
mon tue wed thu fri sat sun

1

m

2 4|56 |7 |8

3
EI 11|12 13 14|15
16 17— p— '3
February 10, 2015

23 24 25 26 27 I%

B Balance Information v

Name Appointment Allowance Requested Booked Remaining gt -
Annual Leave - Days .. 502190-11 38.00 0.00 13.00 38.00
Warking Time M 0.00 0.00 0.00 0.00
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Click &ubmitéto request your Annual Leave.
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i Create New Leave Request =

Leave Type anrual Leave [=]
Start Date 09{02f15 il
Appointment Please selact... I
Is this part day leave ) vas @ Mo
End Date hojoei1s iz
Comments
DasH
Ti S
I Subrnit
i@ Balance Information v
P
Name Appointment Allowance Requested Booked Remaining T
Annual Leave - Days .. 502190-11 38.00 0.00 13.00 38.00
Pr warking Time W 0.00 0.00 0.00 0.00

AlN
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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 ®Kband then clicko nApbpoi ntang@ nt 6
select your desired appointment.

Core Portal - User Guide

=

Book Time Off (%]

Create New Leave Request

i Create New Leave Request ¥

Leave Type | Annual Leave v|
ey | Start Date s @

Appointment Plesse select... [

Is this part day leave ) Yes ® o

End Date s |H

Comments |

Message from webpage @
. Youmust select an appeintment to submit 2 leave request, Please
_L select an appeintment and try again,

< oK )
i Balance Information -

Name Appointment Allowance Requested Booked Remaining
Annual Leave - Days .. 100561-1 35.00 0.00 0.00 31.00
Working Time /A 0.00 0.00 0.00 0.00
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O

Selecttheappoi nt mentUpdatedd c | i ck

Book Time Off

Select an Appointment

Please select an appointment by clicking on a row below.

¥ ‘ 1D Description Start Date TESTC End Date ‘ FTE ‘
nnzmnz . 1

1011115 1

Update | Cancel
U

10


https://www.google.co.uk/url?url=https://twitter.com/ulsteruni&rct=j&frm=1&q=&esrc=s&sa=U&ei=sUNzVODMD4HmsAS7woKYAQ&ved=0CDAQ9QEwDQ&usg=AFQjCNFuRf4pMRXaMmKq5zCxBA1rlCVYuA
http://www.google.co.uk/url?url=http://www.corehr.com/about-us/news/2014/june/core-international-rebrands-corehr/&rct=j&frm=1&q=&esrc=s&sa=U&ei=T1xrVIEasMuwBJvRgeAE&ved=0CDAQ9QEwDQ&usg=AFQjCNHgCaDKX9frfhlyZV6x-6ryRqLolg

N
l_ Smarter HR Technology

Core Portal - User Guide

The following message will then be displayed

m Leave Request has been successfully submitted. AIN

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

----QOriginal Message---

From: corehr@ulster.ac.uk [mailto:corehr@ulster.ac.uk]
Sent: 10 March 2016 15:31

TO: ~=mmmmmmmmm e

Subject: ANNUAL LEAVE request confirmation

The following leave request has been submitted:
Employee: ---------------m-mo-—-
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

11
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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.

e 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

12
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The employee will receive a further automated email confirming if the Annual Leave
requestedh as b eenAcecietphbeelRdegoe c.t ed 6

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.

13
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2. Amending Annual Leave already approved in Core Portal

Click onthe 6 D a s h b odaop dosrdarrow at the top of the screen and select
OEmpl oyee Dashboar dé

OTHER PRODUCTS DASHBOARDS ~

—
# Employee Dashboard

L 7%

€ = My Appointments ? What If =~
Dashboard
Select Reduction Type
[ T
Weeaks
Pay
Revised FTE 1 Calculate
Q Data provided subject to Terms and
~ Conditions
Training
Absence
PM

Clickonthe A b s e ntabe 6

core OTHER PRODUCTS DASHBOARDS ADMIN MENU

ety

2 100%

(&S] @ My Requests £} Book Time Off || ¥ ~
Dashboard
Jun Annual Leave
IE‘% m @ 10Dayis) B2 Fri 19th Jun 2015 Approved * -
Pay 1 of 1 Displaying 1-1of 1
TV = Work Week 07 Mar 2016 - 13 Mar 2016 « » Y &=~ = My Balances Q
raining
Mon 7 Tue 8 Wed 9 Thu 10 Fri 11 Sat12 Sun 13 20.00
7 7 7 z 7 Resting Resting Hr Administrative Syst

B2 Important Dates

LSl Pay Da Time Off
Y o -
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Your approved Annual Leave be displayed as shown below.

v O My Requests {3 Book Time OFf | ¥ ~
Dashboard
FEB Annual Leave
IE’g O 1Day B Wed 24th Feb 2016 | Submited | ¥ ¥
Pay JAN Annual Leave
[0 Day E Wed 27th Jan 2016 Submitted [+ 24
Q ocT Annual Leave
=~ @ 5Days) B3 Fri 30th Oct 2015 Rejected | | $ ¥
Training
1 of 1 C‘ Displaying 1-3 of 3
Absence  # Work Week 15 Feb 2016 - 21 Feb 2016 «|» (v @~ i= My Balances Q
! Mon 7 Tue 8 Wed 9 Thu 10 Fri11 Sat 12 Sun13 Annual Leave - D
o S 19.50 cz-
M 2 07 e e b7 ||f Resung ||| Restng | Placement Student :

B8 Important Dates

Doy W
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Click on the drop down arrow beside the requested day(s) you would like to amend

Q, View Details

g View Team Absence

# Edit Request
Displayin o “Cance Reguest

andselecto Edit Request o
m o My Requests {¥ Book Time Off | ¥ «
Dashboard
FER Annual Leave
|E‘§ ® 1Day B Wed 24th Feb 2016 = Submimea | |$} ¥
Pay JAN Annual Leave
O1 Day E ‘Wed 27th Jan 2016 Submitted
q ocT Annual Leave
~ O 5Dayts) B Fri 30th Oct 2015 Rejected
Training
1 of 1 (=
Absence = Work Week 15 Feb 2016 - 21 Feb 2016 « ' » ¥ @~
L Mon7 Tueg Wed 9 Thu 10 Fri 11 sat 1z sun 13
PM 20 [ ) ) [ (Meestine | (Meesine

£ Important Dates

Pay Day

[ Time Off

i= My Balances Q

19.50 ==

Annual Leave - D...

Make the appropriate amendment(s) and clickon6 Su b mi t 6

Request ID: 0oonooo1e3

Status: Unprocessed

Leave Type Arrual Leave [=]
Start Date 23f02{15 |
Appointment

Is this part day leave ) vas @ Mo

End Date 23j02/15 E
Comments

i Update Leave Request -

Date Requested:

AN

04/02/15

m

[B Balance Information v

-

Name Appointment Allowance Requested Booked Remaining
Annudl Leave - Days .. 502190-11 38.00 4,00 13.00 38.00
working Time e 0.00 0.00 0.00 0.00
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3. Cancelling leave in Core Portal

Clickonthe 6 D a s h b odrop dosrdarrow at the top of the screen and select ===
OEmpl oyee Dashboar do

core OTHER PRODUCTS DASHBOARDS =

# Employee Dashboard

ey

L 83%

(%] p (3 My Team &4 Team Analytics | |E5 View Scheduler
Dashboard

Search for an Employee

V Enter employee name, department or job title
Approvals
PM

Page 1 ofd » N C

Click on the A b s e ntabeobd the left hand side.

(§%] 0] My Requests ¥ Book Time Off | ¥ =
Dashboard
FEB Annual Leave
IE% @ 1Day B8 Wed 24th Feb 2016 | Submived | |KE ¥
Pay JAN Annual Leave
© 1Day B8 Wed 27th Jan 2016 | Submitted
Q ocT Annual Leave
~ © 5Day(s) B8 Fri 30th Oct 2015 Rejected | (8% ¥
Training
1 of 1 Cc Displaying 1-3 of 3
QSE““‘ & Work Week 15 Feb 2016 - 21 Feb 2016 «|» v &~ i= My Balances Q
Mon7 Tue s Wed 9 Thu 10 Frl11 Sat 12 Sun 13 - N
Annual Leave - D.
% i 7 1l 7 {l 7 |7 [ Restng || Restng || | Fiscement sudent 19.50 o=
PM 2 g Placement Stude
B Important Dates
Pay Day g Time Off
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Click on the drop down arrow beside the requested day(s) you would like to cancel
andselecto CanRedquest o

) Q My Requests {3 Book Time Off | ¥ v
Dashboard
- | FEB Annual Leave
IE’g @ 1Day £ Wed 24th Feb 2016 | Submitted
Pay JAN Annual Leave Q View Details
- | 1 Day B3 Wed 27th Jan 2016 Submitted | View Team Absence
# Edit Request
Q oct Annual Leave
~ 5 Dayls) B2 £ri 20th Oct 2015 Rejected &_Cancel Reouesi >
Training
1 of 1 (i Displaying 1 - 3 of 3
Apsence g8 Work Week 15 Feb 2016 - 21 Feb 2016 «/» ¥ @~ =MyBalances Q
Mon 7 Tue 8 Wed 9 Thu 10 Frl 11 Sat 12 Sun13 -
Annual Leave - D... 10.50 -
PM t | & | Y I & I ’ || Restmg || Restng | Placement Student ' :

B2 Important Dates

Bty BRI

This message below should then appear.

= Work Week 02 Feb 2015 - 08 Feb 2015

Mon 7 Tue 3 Wed 9 Thu 10 Frl 11 Sat12 Sun 13

20 e e e [ [ Resting ] [ Resting |

© M}a’ RE‘C]LIE‘SI’S £} Book Time Off W v

FEB Annual
1 . ) = b
O T4 vou have successfully cancelled this leave === L

request

FEB Ahgual o oo
ORI B4 non 23rd Feb 2015 & -

FEB Annual Leave

© 2Dayis] B3 FritathFep 2015 | Submitted | (K Y
I o3 » » C Dizplaying 1 - 2 af 9
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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.

-----OriginalMessage----

From: corehr@ulster.ac.uk [mailto:corehr@ulster.ac.uk]
Sent: 01 March 2016 11:13

To:
Subject: ANNUAL LEA¥Buest cancelled by--------------

The following leave request has been cancelled:

Employee: --
Leave type: ANNUAL LEAVE
Start date: 02MAR 16

End date: 02IAR 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.

19


https://www.google.co.uk/url?url=https://twitter.com/ulsteruni&rct=j&frm=1&q=&esrc=s&sa=U&ei=sUNzVODMD4HmsAS7woKYAQ&ved=0CDAQ9QEwDQ&usg=AFQjCNFuRf4pMRXaMmKq5zCxBA1rlCVYuA
http://www.google.co.uk/url?url=http://www.corehr.com/about-us/news/2014/june/core-international-rebrands-corehr/&rct=j&frm=1&q=&esrc=s&sa=U&ei=T1xrVIEasMuwBJvRgeAE&ved=0CDAQ9QEwDQ&usg=AFQjCNHgCaDKX9frfhlyZV6x-6ryRqLolg
mailto:corehr@ulster.ac.uk
mailto:corehr@ulster.ac.uk

N
corehr
Core Portal - User Guide i

SECTI ONI2NE MANAGERS

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

Click onthe 6 Da s h b odzop dosrdarrow at the top of the screen and select ==

O0Manager Dashboardo
..
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