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OVERVIEW

COREHR PORTAL

There are now two areas within the portal to view, approve/reject and amend staff requests.
1. Manager Dashboard — approve/reject requests from the employee via the Portal.

2. Workforce Management Dashboard — to view or amend requests for employees.

Manager Dashboard =«

- - [ ]|
Employee Manager Administrator
My A i
}' pl: Dashboard Dashboard Dashboard

m ¢ o *

Corelnsight Workforce

Management
- ATNTIUED LeEyes

MANAGER DASHBOARD

There are two areas within the Manager Dashboard:

e My Approvals
e Notifications

WORKFORCE MANAGEMENT

There are two areas within Workforce Management Dashboard:

e Team Scheduler (previously called ‘record absence details’).
e Team Balances
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MANAGING LEAVE REQUESTS

VIEW YOUR STAFF LEAVE CALENDAR ON COREPORTAL

1. Go to your ‘Workforce Management’ Dashboard and select My Team.

= Workforce Management -

i+
-_ - [ ] |
Employee Manager Administrator
TEEHTI SChE Dashboard Dashboard '

4 B

Search Employe Corelnsight Workforce

Management

m -

2. The system shows the Scheduler by default. Here you can view at a glance who is taking
annual or other leave on a week-by-week basis

Workforce Management ~

Team Scheduler

—_°
Search Employees Q =
Mon 9th
jm Member
09:00-17:30
AL
. Clock - 09:08
-12:54
- /O?
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You can also use the Filter button (3 lines) to show clockings (if used) or absences only. Click on the
filter and choose the options you wish i.e. clockings, absences and so on.

Scheduler Filter

Absences
Attendance
Clockings
Leave Requests
Roster

All Leave Requests

Training (]

RESET APPLY

You click the ‘Team Balances’ button on the left hand column to view the annual leave balances of
everyone in the work group(s) you have access to.

= Workforce Management ~
@ Team Balances

Search Team Member Q, =

Team Member Job Title

=

] L ]
Team Balances

Ao
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APPROVE/REJECT AN ANNUAL LEAVE REQUEST SUBMITTED VIA COREPORTAL

Scenario: Let’s say you’ve received an email notifying you that a member of your team has
requested annual leave:

1.

3.

YVONNE O’ROURKE has submitted the following leave request:
Leave Type: ANNUAL LEAVE

Start Date: 29-MAY-19

End Date: 30-MAY-19

Please NOTE that this could be a part day leave.
Please login to Core HR Portal, and you will see the request under 'My Approvals'. Please
either Approve or Reject this request.

https://my.corehr.com/pls/coreportal_dcup/cp por public main page.display login pag
e

Please do not reply to this system generated email.

You click the link within the email and login to your CorePortal using your AD username and
password.

Your approvals are displayed as either a list of people in date requested order under your
Approvals tab or as a Notification (red number beside a small flag on the top of the screen).

The My Approvals Notifications section displays the Actions that are outstanding for you. This
does not include Updates. This section provides a clear view of the number of outstanding
Action items awaiting completion of approval in your queue.

For detailed overviews of each, view the sections outlined below:
e My Approvals Notifications Overview
¢ Notification Centre Overview


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

1. MY APPROVALS

2. My Approvals Screen - Approving / Rejecting Leave Requests
It is possible to Approve and/or Reject Leave Requests via the My Approvals screen. This
screen is accessible from the Notification — Actions, and the My Approvals Notifications
section.

3. Actions continue to appear on this screen until they have been fully completed. For example,
Approved and/or Rejected.

e Click the Approvals button to jump straight to the My Approvals screen, to view
the full list of Action items. The counter on this button reflects the number of open
action items, both read and unread.

e Click the View button on an applicable Action to open the My Approvals screen on
that item, this allows you to complete the required actions. For example, Approve

and/or Reject.

37
‘ } My Approvals Notificati...

15 Aug 2019 VIEW
Manager Dashboard : / /

15 Aug 2019 VIEW
Approvals

[  Delegation 24 0ct 2019 VIEW

Y PRDScheme Coming Soon

R

09 Dec 2019 VIEW

09 Dec 2019 VIEW -

] 19 Nov 2019 VIEW

4. To Approve or Reject a Leave Request, on the My Approvals screen:
i Click on the Approvals Tab in the My Approval Notifications
ii. Click the Actions tab.

Manager Dashboard » My Approvals

Ac‘tionse /l_. ndates 1

Search Q

Annual Leave

1 15 Aug 2019 Date Submitted
15 Aug 2019 09:04

B 15 Aug 2019



Select the applicable Leave Request. Details for the Annual Leave request are
displayed on screen for review.

€  Manager Dashboard

My Approvals

Manager Dashboard > My Approvals

A(:‘tinnsg Updates

Search Q =

| l 15 Aug 2019

15 Aug 2019

240ct 2019

19 Nov 2019

09 Dec 2019

&

Annual Leave
Date Submitted

15 Aug 2019 09:04

Leave Type Duration

Annual Leave 1 Day(s)

Date From
Thursday, 12 Sep 2019

To read and review the terms and conditions for approval, please click here

D I confirm that the above details are correct

If required before you approve or reject you have options to access the Team
Calendar, access the employee’s annual leave Balances and View Narratives that the
employee may have entered when making the request. This is located on the top
right hand screen of a request.

VIEW DETAILS =

Team Calendar
Balances

View Narrative

The Team Calendar option allows you to view who else has requested or has been
granted leave during the same period.

Team Calendar

Manager Dashboard > My Approvals > Team Calendar

Absences Only

Na

me

Mon 17t Tue 18th

09:15-17:30 - HRPROJ

09:15-17:30 - HRPROJ

Annual Leave 3.36 Hours (Taken)

Annual Leave 5 Days (Requested)

09:00-17:30 - HRPROJ

Certified Sick Leave (Booked)

‘ 09:00-17:30 - HRPROJ

[ 09:00-17:30- HRPROJ

‘ 09:15-17:30 - HRPROJ

[ 02:15-17:30- HRPROJ

‘ 09:15-17:30 - HRPROJ

[ 0915-17:30- HRPROJ

‘ 09:15-17:30 - HRPROJ

[ 02:15-17:30- HRPROJ

‘ 09:15-17:30 - HRPROJ

[ 0915-17:30- HRPROJ

‘ 00:15-17:30 - HRPROJ

[ 09:15-17:20- HRPROJ
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vi. Similarly, View Balances option allows you to check if the person has sufficient leave
available for the request.

Balances

Manager Dashboard > My Approvals » Balances

DCU Annual Leave

DCU Flexitime

183 days sick leave in rolling 4 years

92 days sick leave in rolling 12 months
91.00 days

7 days USL rolling 24 months
Sick Leave Cert / Uncert 4 Years

5 |
Sick Leave Certified 4 Years

Sick Leave Uncertified 1 Year

vii. Once you are happy with all the information before you approve or reject the
request Tick the ‘I confirm that the above details are correct’ indicator.

viii. Click Approve or Reject leave on the bottom right of the screen.

REJECT APPROVE

iX. When Leave Request is approved or rejected, it is removed from the Action list. The
staff member is notified.

5. Itis possible to view a Leave Approval History for items already completed. To do this:
i.  Click the Actions button.

i. Select Leave Approval History.

ar
My Approvals Notificati... APPROVALS

Vehicle Approval History

. 15 Expense Approval History
Leave Approval History
. 15|
Advances Approval History
. 24 0ct 2019 VIEW




The Leave Approval History screen displays.

This screen lists all your historic Leave Requests Approvals, and clearly shows their status.

2. NOTIFICATIONS
When an employee submits a Leave Request for approval, their applicable manager receives a

Notification, indicating that there is an alert to be actioned.

Notifications are represented by the ubell icon:

1.The counter shows the number of unread notifications. For example, if there are 10 items
on the list but 3 have been read, the counter will display 7.

2.Alerts are displayed in descending order, based on the date generated i.e. most recent first.

Notifications

Yvonne Kennedy (80281460A)

Missed Clocking Process
& vesterday

Joseph Maxwell (75003554)
Y Annual Leave

~ Yesterday

Approval Notification to Employee
& 14Feb

Yvonne Kennedy (80281460A)
80281460A Yvonne Kennedy placed on course ..
B 14Feb

Joseph Maxwell (75003554)
A Tra ning Request
~" 14 Feb

Joseph Maxwell (75003554)

3.Unread alerts are flagged with.

Notifications :

Yvonne Kennedy (802814604)

Missed Clocking Process __’_________y ®

B vesterday

bl

Ollscoil Chathair
9 Bhaile Atha Cliath
Dublin City University




4.Action items (Approvals) are flagged with| +~~

Joseph Maxwell (75003554)

{ 8\ Annual Leave °

Yesterday

5.Update items (Notifications) are flagged with 5

Yvonne Kennedy (80281460A)

80281460A Yvonne Kennedy placed on course ..

14 Feb

To access the Notification Centre screen:

1. Click the

button.

2. Select Notification Centre.

Notifications

Yvonne Kennedy (802814604) ~ Notifications Centre

@ Missed Clocking Process Mark All As Read
& Yesterday

Joseph Maxwell (75003554)

| s Annual Leave ]

~" Yesterday

The Notification Centre screen displays.

You can search the list of Actions and Updates using the search field at the top of the
screen. This keyword search will return any records that match based on:

6.Name

7.Employee number

8.Action type, for example ‘Annual Leave’

9.Update description, for example ‘Annual Leave’
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Notification Centre

Manager Dashboard > Notification Centre

Yvonne| X Q

Yvonne Kennedy (802814604)

Missed Clocking Process
& Yesterday

Yvonne Kennedy (80281460A)
80281460A Yvonne Kennedy placed on course waiting list (DCUO76)
B 14Feb

e O

Joseph Maxwell (75003554)
Manager change on appraisal for Yvonne Kennedy

& 10Feb

s

Yvonne Kennedy (802814604)

Annual Leave

@ 28Jan

e

& If you click on an Updateitem, the message pops up on screen, as shown in the below

screenshot.

10. This is then marked as read.

11. The Update remains on the list for 30 days.

80281460A Yvonne Kennedy placed on course waiting list (DCUO7...

Dear Colleague,

Thank you for your application in relation to the Getting the best from DCU Apps Calendar - DCU076
course, taking place on .

Unfortunately, all available places have now been filled. We have placed you on our waiting list and will
be in touch if a place becomes available

Kind regards,
DCU Learning & Development Department.

See our full schedule of courses here:
hitps:/fwww.dcu.ie/hr/Learning-and-Development-Schedule.shtml

If you click onan Action | * | item, the My Approvals screen opens on that item,

allowing you to complete the required actions. For example: Approve and/or Reject.

bl

Ollscoil Chathair
11 Bhaile Atha Cliath
Dublin City University




RECORD AN ABSENCE NOT SUBMITTED VIA COREPORTAL

Scenario: Let’s say a staff member asks to take an annual leave day but does not use CorePortal to make the

request (typically late on a Friday evening!).

You agree to the request verbally but you need to record the absence in CoreTime.

1. Goto CorePortal and access the Workforce Management.

= Workforce Management =

2. Select ‘Team Scheduler’ tab.

oy | L 4
.- [ |}

Manager Administrator

Dashboard

B8

Workforce
Management

-
Employee
Team Sche Dashboard
G
Search Employe Corelnsight
| =

= Workforce Management ~

Team Scheduler

. /Soarch Employees

B Member

Q =
Mon 9th

09:00 - 17:30

AL

Clock - 09:08

-12:54

-16:55
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3. Scroll down or search for the employee that you wish to record the absence for and use the date
scroller (Previous and Next buttons or enter a Date) to get to the week in which you wish to record
the absence.

= Workforce Management ~ Q, Search Dashboards or Widgets

Date

Search Employees Q, —T. 27-Jan-2020 M| o< > MONTH

e Team Scheduler
o

Mon27th | Tue28th | Wed2%th | Thu3Oth Fri 31st Sat1st Sun 2nd
Team Scheduler 20y [RERNY

09:00-17:30 | 09:00-17-:30 | 09:00 - 17:30 | 09:00 - 17:30 | 09:00 - 17:30 | Resting Resting -
Clock - 09:02 | Clock - 09:12 | Clock - 09111 FL
' -14:04 -12:56 -13:09
-14:34 -13:45 -13:39
-17:34 -17:33 -17:34
-
x
1-200f42 >

4. To select the date for which you want to record the absence, click the blank space (marked with a star
on the screenshot). Select ‘Person Absences’.

Team Scheduler

Search Employees Q =’

‘ E Mon 2nd

Team Member

il | | 09:00-17:30

Clockings

Maintain hours L

Person Absences

v

5. The Person Absences screen displays. This screen lists all the employee’s absences.

bl

Ollscoil Chathair
13 Bhaile Atha Cliath
Dublin City University




6. To Add New Absence To add a new absence for the employee:

1.

2.

Click Add Absence (top right hand corner of the screen).

ADD ABSENCE

The Absence Details screen displays.

<  Person Absences

Absence Details: pmeytstnipmm—

Workforce Management » Person Absences »

o Absence Detail
Absence Details

2

3

4

Leave Type* Start Date*
Annual Leave - 03-Feb-2020 ™
Maore Select a leave type Select a start date
Part Day Leave . Open Ended Enter Duration
Document Uploads
Balances Segments - Time of day -
Select a segment of the day Select a time of day
Repeat :
Select a number of weeks 1o repeat the absence
3. Select the Leave Type from the drop-down list.
4. Enter the Start Date (will default to date you selected) and End Date.
5. Specify if the absence is Part Day Leave and/or Open Ended.
6. Click Save and the record is updated.
7. The leave displays in the appropriate date box on the Team Scheduler and in the list of Absences.
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CHANGE AN APPROVED LEAVE REQUEST.

Scenario 1: Let’s say an employee requested a half day annual leave and this was granted but

subsequently the employee requested that the day be a full day.

1. Go to Workforce Manager Dashboard then Team Scheduler.

2. Search for the employee and dates of absence.
= Workforce Management ~

@ Team Scheduler

o
Team Membe
il [09:15-17:30p 09
| AL |
[09:00-17:30 09

3. When you click the annual leave in the Team Scheduler a new screen appears showing the

half day that was approved.

<  Workforce Management

Absence Details

Workforce Management » Absence Details

o , Absence Detail
Absence Details

Leave Type* Start Date *
Annual Leave - 17-Feb-2020 ™
2 More Select a leave type Select 2 start date
Part Day Leave [ ] Qpen Ended
3 Document Uploads
Hours Minutes
4 Balances 3 - 36 -

Enter Duration ®
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4. You can overwrite the current leave by clicking off the Part Day Leave and Duration
Indicator.

Absence Detail

a

Leave

ype* Start Date*

Annual Leave - 17-Feb-2020 ™

slect a leave type Select & start date

Part Day Leave [ ] Open Ended Enter Duration [ ]
Hours Minutes
3 - 36 -

5. Then Click Save (located at the bottom right hand corner of the screen).

Scenario 2: Let’s say an employee requested an annual leave day and this now needs to be recorded
as a sick leave day.

Same steps as above. However, amend the ‘leave type’.

Absence Details

Workforce Management > Absence Details

a Absence Detail
Absence Details

Leave Type* Start Date *
ertified Sick Leave = 18-Feb-2020
2 More Army Reserve Leave = Select a start date

Keep in Touch Days

Open Ended
3 Document Uploads Adoptive Leave °

Annual Leave
Appointment
4 Balances
Certified Sick Leave

Compassionate Leave

Conference / Seminar

AR AT 2 i

Examlaaug
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To delete or amend a leave request through Person Absences

Scenario 3: Let’s say you previously approved leave to be taken but the person didn’t take it. You
now wish to delete the approved leave and restore the balance by 1 day. (Before it occurred, the
employee should cancel it via their Portal)

To delete, view/edit an existing absence for the employee:

1. Workforce Manager Dashboard then Team Scheduler.
2. Click on the applicable employee day.
3. Select Person Absences

u Team Scheduler
@ Search Employees Q =’

| =
.

' | 09:00- 17-30

Clockings

Maintain hours

[
* ——ﬁ I Person Absences I

4. Select View/Edit Absence Details or Delete Absence.

u !

014 0 View/Edit Absence Details

Delete Absence
0.57 0
View Work Schedule

0.14 0 H

5. If you choose view/edit the Absence Details screen displays. It is possible to edit any
element for any section of the absence record, as per the instructions above input (as
above).

17



CHANGE AN APPROVED LEAVE REQUEST FROM A HALF DAY TO A FULL DAY

Scenario: Let’s say an employee requested a half day annual leave and this was granted but

subsequently the employee requested that the day be a full day.

Method 1

1. Go to Workforce Manager Dashboard then Team Scheduler.

2. Search for the employee and dates of absence.

= Workforce Management ~

@ Team Scheduler

a =
| 09:15-17:30pF 09
| AL |
| 09:00-17:30 09

3. When you double-click the annual leave in the Team Scheduler a new screen appears
showing the half day that was approved.

¢ Workforce Management

Absence Details

Workforce Management » Absence Details

’ Absence Detail
Absence Details

Leave Type*
Annual Leave

Start Date”

17-Feb-2020

2 More Select a leave type

Part Day Leave
3 Document Uploads

4 Balances

Select a start date

Open Ended

Minutes

36

18
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4. You can overwrite the current leave by clicking off the Part Day Leave and Duration

Indicator.

Absence Detail

Leave Type* Start Date*

Annual Leave - 17-Feb-2020 ™

Select a leave type Select a start date

Part Day Leave [ ] Open Ended Enter Duration
Hours Minutes

3 - 36 -

5. Then Click Save (located at the bottom right hand corner of the screen).

Method 2
To view/edit an existing absence for the employee:

1. Workforce Manager Dashboard then Team Scheduler.
2. Click on the applicable employee day.

d Team Scheduler

Search Employees Q =’
| E Mon 2nd
Team Member
il

Maintain hours ———

E | 09:00-17:30
Clockings

——ﬁ I Person Absences

3. Select Person Absences

19

bl

Ollscoil Chathair
Bhaile Atha Cliath
Dublin City University




4. Select View/Edit Absence Details. Note that the Delete Absence and View Work Schedule

options are available from this menu.

|

Weeks Num Docs
0.71 0 ¢ :
014 0 View/Edit Absence Details
Delete Absence
0.57 0
View Work Schedule
0.14 0 :

5. The Absence Details screen displays. It is possible to edit any element for any section
of the absence record, as per the initial input (as above).

20
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F

EMPLOYEE BALANCES

VIEW AND ADJUST BALANCES FOR EMPLOYEES ON COREPORTAL

Itis possible to view balance information and complete balance management, for employees
within your remit, from the Team Balances screen located on the WFM Dashboard. To access

this screen:

3. Go to your ‘Workforce Management’ Dashboard and select My Team.

= Workforce Management
[ . | 2 3
-_ - [ 1]

Employee Manager Administrator
Team SChE Dashboard Dashboard Dashboap
=

G B

Search Employe Corelnsight Workforce
| Management

4. You click the ‘Team Balances’ button on the left hand column to view the annual leave
balances of everyone in the work group(s) you have access to.

= Workforce Management ~
@ Team Balances

Search Team Member Q, =

Team Member Job Title

5. Alternative method to finding Team Balances is enter ‘Team balances’ in the search area at
the top of the screen.

55 ©

—» Q  teambalances

Workforce Management

My Approvals Notificati...

I [ TesmBalances I
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6. The Team Balances screen displays employees, dependant on your access to applicable Team.

1. Click the

2. Select Balance Information.

button on the applicable employee.

7. The Balance Information screen displays. From here,

employee’s balances and make balance adjustments.

Balance Information

Workforce Management » Balance Information

it is possible to review the

Q, =
Job Title Department Annual Le Flex 183 Days 2 Days 7 Days
245 . 424 178. 87D.. 45 * E
. 23.5.. -43.4.. 183. 92 D,,
27.5. -120... -5.5.. 68.5 .. 5 DA :
1-100f42

DCU Annual Leave 01-Jan-2020 to 31-Dec-2020
DCU Flexitime 10-Feb-2020 to 08-Mar-2020

] 183 days sick leave in rolling 4 years 06-Mar-2016 to 04-Mar-2020

92 days sick leave inrolling 12 months ~ 06-Mar-2019 to 04-Mar-2020

8. The Balance Adjustment screen displays. Here it is possible to adjust the balance details

as required. For example, you may need to add Carry Over days at the start of the year

for an employee.

Days

Hours

Days

Days

23.00

0.00

183.00

92.00

1.50

0.00

0.00

0.00

0.00

0.00

5.00

5.00

0.00

0.00 Balance Adjustment

0.00

0.00

178.00

87.00

1. Enter the balance adjustment details, for each item drop-down list.

Adjustment Details

Balance Period

DCU Annual Leave - 202001 (01-JAN-20 to 31-DEC-20) ~

Date Effective
20-Feb-2020

2

Reason for Adjustment

2. Select Calculate Balance.

3. Click Save.
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