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OVERVIEW

LEAVE AND ABSENCES

CorePortal (Time Section) allows employees manage their own Leave Requests through the Employee
Dashboard. This allows employees to submit Leave Requests to their managers for approval. It is
also possible for employees to view and edit already submitted requests if required. Along with

Time there is sections on the portal in relation to pay, expenses, Learning and Development and

coming PRD Scheme.

The link to the CorePortal is: https://my.corehr.com/pls/coreportal dcup

= Employee Dashboard ~ Q  Search Dashboards or Widgets

Employee Dashboard

ﬁ My Profile

@ Time

S Payment

Expenses

“

Learning And Develop...

bl
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https://my.corehr.com/pls/coreportal_dcup

SUBMITTING LEAVE REQUESTS

To submit a Leave Requests from the My Requests widget:

1. Click the Book Time Off button.

My Requests BOOK TIME OFF
View All v
Annual Leave
@ - Thu 25th Jun 2020 Cancelled
.5 Day(s)
@ Annual Leave Fri 20th Mar 2020 / Ap) ed h
i ar [ rovi )
.5 Day(s) A = 4
Annual Leave
EEd Day(s)
Annual Leave
e Day(s)
1-40f 69 >

Click on the Book Time Off — ‘Create New Leave Request’ screen displays.

Book Time Off

Employee Dashboard » Book Time Off

Create New Leave Request

Leave Type* > Part Day

Start Date End Date*

25-Feb-2020 ™ 25-Feb-2020 ™
Comments*

Select the applicable Leave Type from the drop-down list.
Enter the Start Date.
Enter the End Date.

1
2
3
4. Select a Reason from the drop-down list, if applicable.
5. Add Comments.

6

bl

Click Submit.
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A notification will appear confirming you request has been submitted.

Your Request has been successfully submitted.

1. Click then button.

2. Select the Notification.

Notifications :

Yvonne Kennedy (802814604)

Annual Leave
(A 21Feb

If you click on the notification, it will display on screen.

Annual Leave request cancelled ...

The following leave request has been cancelled:
Employee: Yvonne Kennedy
Leave Type: Annual Leave

Start Date: 25-JUN-20
End Date: 25-JUN-20

Flease NOTE that this could be a part day leave.

This is a system generated email. Please do not reply.

OK
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MY REQUESTS

From the Employee Dashboard, employees can review the status of their requests, and make
amendments as required, via the My Requests widget. The My Requests widget is shown in the

below screenshot.

Q, Search Dashboards or Widgets

' View All -

Annual Leave

Thu 25th Jun 2020 Cancelled
Employee Dashboard @ 5 Day(s)
Annual Leave 3 =
Annual Leave
Day(s)
S Payment Annual Leave "
b= Day(s) |
= Expenses 4 E
" 1-40f69 > ]

Learning And Development

“

aw  PRDScheme Coming Soon a 4 gi 5

To view Leave Requests from the My Requests widget:
The My Requests widget displays.

1. Click the|z| button on the applicable Leave Request.

2. Select View Details.

PR V. W
My Requests BOOK TIME OFF
View All -
Annual Leave .
@ - Thu 25th Jun 2020 Cancelled :
.5 Day(s)
Annual Leave .
@ Fri 20th Mar 2020 ( Apprdved ) H
.5 Day(s)
Annual Leave Cancel
Fri 21st Feb 2020 ( Submjtted
& 1Day(s) . )
i y View Details
E
Annual Leave
Thu 20th Feb 2020 ( Submitted JE
‘ 2= 1 Day(s)
1-40f 69 >
_. - T /O-?
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The View Leave Request screen displays all relevant information regarding the leave requests.

In this example, it is also possible to Edit or Cancel the requests.

€<  Employee Dashboard
View Leave Request m
Employee Dashboard » View Leave Request

Edit Request

Cancel Request

@ Support Analyst
Ronan Watson

Buration Part Day?

4 Day(s) No

Leave Type Status

Sick Leave Submitted

Date From Date To

Mon 18th Dec 2017 Thu 21st Dec 2017

Narrative

30-NOV-2017,Ronan Watson,Comment:back surgery

Pay in Advance

No

VIEWING LEAVE REQUESTS & ABSENCES

It is possible for employees to view their Absences and Leave Requests via the Calendar widget.

1. Tick Absences.
Red icons now display on the applicable dates where Absences occur.

It is possible to click on the applicable date or week. This displays additional detail,
regarding the absences, to the right of the Calendar widget. This is highlighted in the

below screenshot.

bl
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* %
i
March 2020 SELECT DAY < TODAY > E
D Shifts Mon Tue wed Thu Fri Sat sun  Mon 24-Feb-2020 - g
Feb 24 26 27 28 29| Mar 1
B
[ Lesve Requests 2| 3 . 5| 6| 7 e Tue25Feb2020 i
D Attendance No Events F
i - 9 10 1 12 13 14 15
i [ clocking Wed 26-Feb-2020 i
D Training s §
16 7 8 iE 20 21 99~ NoEvems B
° ° Thu 27-Feb-2020 ]
23 7 75 76 27 28 29 o Everie _‘
30 31 Ap 2 3 4 s Fri28-Feb-2020 v
No Events - !

3. Tick Leave Requests.
An orange icon now displays on the applicable date where a Leave Request occurs.

It is possible to click on the applicable date or week. This displays additional detail, regarding the

Leave Request, to the right of the Calendar widget. This is highlighted in the below screenshot.

fﬂ

March 2020 SlZag VAl  SELECT WEEK < TODAY > : E

[ shifts Mon Tue Wed Thu Fri Sat Sun No Events = 5

Feb 24 2 27 28 2 Mar 1 %

[ absences Wed 18-Mar-2020 -

i

1

Leave Requests 2 3 4 5 6 7 8 No Events %‘i

D Attendance Thu 19-Mar-2020 Lﬁ

kY T’
._ D Clockings 9 10 1 12 13 14 15 NO Events E
O Training . 5

16 17 18 19 20 21 29 Fri20-Mar-2020 |

» Leave Request -

23 24 25 26 28 29 ® Annualleave f

.5 Day(s) 2

a0 31 Ap 2 3 4 5 Sat 21-Mar-2020 i

Mo Events - E

¥

SEF BRI T TR 1) ——

ABSENCES AND REQUESTS VIA WORK WEEK

The below examples show ‘Sick Leave’ Absences and an ‘Annual Leave’ Leave Requests, displaying on

the Work Week widget.

bl
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Work Week

09-Dec-19- 15-Dec-19 - <

Mon Gth

Tue 10th

led 11th Thu 12th Fri 13th
09:00-17:30 09:00-17:30 09:00-17:30 09:00 - 17:30 09:00-17:30
Annual Leave Basic Hours Basic Hours Basic Hours Basic Hours
7.24 7.24 7.24 7.2 721

Positive Flex Time Positive Flex Time Negative Flexi Time Megative Flexi Tim
1.0 0.38 0.1z 0.03

BALANCES

It is possible for employees to view their balance information from the Balances widget.

The Balances widget displays.
Here it is possible to view all balances assigned to your employee record.
To view individual balance information:

1. Click View on the applicable balance.

In this example, the ‘Annual Leave’ Balance Type is selected.

BALANCE

Balances

DCU Annual Leave
[ | VIEW
23.50 days
DCU Flexitime
VIEW
-55.55 hours

The My Balances screen displays.

This screen lists information relating to the selected Balance Type.

Here it is possible to specify a different Balance Type, if required, as highlight below.

bl
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My Balances

Employee Dashboard » My Balances

Balance Type *
DCU Annual Leave -

DCU Annual Leave

DCU Flexitime days

The My Balances screen lists the following information for the Balance Type.

e Entitlement

o Carried

o Taken

e Booked

e Balance
Balance Type *
DCU Annual Leave -

Entitlement 25 days Carried 0 days Taken 1 days Booked 0.5 days Balance 23.5 days

Floating
Balance Type Date
Opening Values D1stJanuary 2020 26
Manual Adjustment 10th January 2020 -1

To view information on all Balance Types:

2. Click Balance.

DCU Annual Leave

[ | VIEW
23.50 days
DCU Flexitime
VIEW
-55.55 hours

The My Balances screen displays.

This screen lists information relating to all Balance Types assigned to your employee //7?
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The My Balances screen lists each Balance Type assigned to your employee record. It also details

the following information per Balance Type.

My Balances

yard » My Balances

Active -
en Period All 3 Take Balance Balan

Annual Leave 01-Jan-2017 to 31-Dec-2017 25.00 200 }5.78 11.25 0.00 11.25

Annual Leave (Multi-Appointment) 01-Jan-2013 t0 31-Dec-2013 0.00 2.00 0.00 2.00 0.00 2.00

employeecoretimemanualV3
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MAINTAIN CLOCKINGS ON THE COREPORTAL

CorePortal (Time Section) allows employees manage their own Clockings* through the Employee
Dashboard. This allows employees to; clock in and out and submit missed clocking requests.
* Note Clocking are only applicable to employee department where flexi time is set up. Please

refer to DCU flexi time policy regarding details on flexi time guidelines.

Employees availing of both flexi leave and remote working should not clock in/out on a remote

working day. Flexiis not accrued on a remote working day.

There is an option to sign and out each date.
=

iﬁ My Clockings\ SIGNIN / OUT
‘ Last Clo
Employee Dashboard |
f)‘\v -1
4 Rd
W Park G,
i My Profile l; e,
f Ballymun Library Q Shanary g1
© Time ) g
3 +
) Payment & S Sanowen g
S, Our Lady of Victories 3 s
Catholic Church £
H— Expenses 2
Wadelal Ry % ‘\5\"7‘\’}
®  Learning And Development 2 Dublin City University i O g
e English Language School Dut.)hn C.'ty
‘ University
2% PRD Scheme Coming Soon Google 5 Map data 2020 Terms of Use Report a map error
. (V) . mmm-zmmﬁ

If required missed clockings can be submitted through the portal.
1. Go to the time section of the portal.

2. Goto ‘Work Week’ and select ‘Missed Clocking Request’.
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Book Time Off

24-Fep-20-01-Mar-20 M < > = Co-Workers Leave / Absence 2
Mon 24th Tue 25th Wed 26th Thu 27th Fri 26th Sat29th |
Co-Workers Roster |
Missed Clocking Request
09:00-17:30 09:00-17:30 09:00-17:30 09:00-17:30 09:00-17:30 , -
P, My 12 Month Roster B
Negative Flexi Time Missed Clocking Flexitime Enquiry
724 724
Roster Availability

Clock 14:53

3. Enterthe date and time of the miss clocking along with enter a comment on the reason.

Clocking Details

Employee Dashboard » Clocking Details

Date * Timne *
30-Jan-2020 ™ 08:39

Comments *

Forgot to clock in

This must be entered within a week of when the missed clocking occurred.

4. The request will be sent to the employee’s manager for approval and the employee will

receive a notification when this request has been approved.

Your missed clocking request has been approved.

Your missed clocking request has been approved.
The missed clocking request was for 15:25 on 13-FEB-20

https:#/my.corehr.com/pls/coreportal_dcup/cp_por_public_main_page.display_login_page

Flease do not reply to this system generated email.

0K
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