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1. Responsibilities of a Line Manager

It is the responsibility of a line manager to ensure that the Core records of staff reporting to
them are accurate and up to date. You should sign off hours and approve any missed
clocking or leave requests on a weekly basis. In the event that you are unable to do this, it is
your responsibility to manually update Core. Leave Requests and clocking adjustments can
be signed off in Core Portal. Manual updates can be done in Core Back Office.

It is important that Core records are correct to ensure that HR are able to calculate
entitlements, such as sick leave entitlements, quickly and accurately. The incorrect
calculation of sick leave entitlements can result in staff unknowingly exhausting their paid
sick leave entitlements which causes overpayments to occur.

Any queries regarding Core should be sent to leaveandbenefits@tudublin.ie.

It is also the responsibility of a line manager to manage sick leave. A detailed guide for staff
and managers is available on the Human Resources page on the TU Dublin website here
https://www.tudublin.ie/for-staff/human-resources/policies--forms/. If you have any queries
regarding absence management please contact leaveandbenefits@tudublin.ie.
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2. Core step-by-step guides

2.1 Core Portal — Logging In

TU Dublin now uses Single Sign On to connect to CorePortal. This means your Staff email address
and password will log in directly to CorePortal at this link
https://my.corehr.com/pls/coreportal tudp/

The manager dashboard screen will be the default screen when you log in.

Manager Dashboard ~
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My Approv...
@
Manager Dashboard Basic Hours
|
V4 Approvals
&, Interviews

-
1
APPROVALS ACTIONS ~ Staff Requests
Yesterday VIEW Staff Requests VIEW
Research Requests VIEW

If you need to navigate to a different dashboard, click the arrow on the top left of the screen and
select the dashboard from the list

Employee

Dashboard
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https://my.corehr.com/pls/coreportal_tudp/

2.2 Core Portal — Approving Leave Requests, basic hours and missed clockings
You can see an overview of requests submitted on the home screen in the manager dashboard.
Click Approvals to view the details of the requests and approve them.

Q,  search Dashboards or Widgets

e
—— 28
L= My Approv... APPROVALS
aTEE———
. : 01 Feb VIEW
Manager Dashboard Annual Leave
R T
. 01 Feb VIEW
v Approvals Annual Leave
———
- Interviews . . 01 Feb VIEW
Annual Leave
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) 01 Feb VIEW
Annual Leave
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Annual Leave
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Select the leave requests you want to approve (1), then tick the box confirming the details are
correct (2), and then click Approve or Reject as appropriate (3).
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rch Q = A 1 =
1 2 Annual Leave
| Date Submitt
01 Feb
Annual Leave 01 Feb 2022 14:49
]
01 Feb Leave Type Duration Date Fro
- Annual Leave 1 Day(s) Friday, 28 Jan 2022
R
e 01 Feb
I To read and review the terms and conditions for approval, please click here
01 Feb 2
. D | confirm that the above details are correct
E—— 01 Feb
I
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I
o 01 Feb
L]
- o 02 Feb
3
|
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Annual Leave REJECT APPROVE

If leave requests or missed clockings are not approved by the weekly cut off (5pm on the Friday a
week after the leave has been taken) you may get a message advising the week is locked.



The 23-Sep-2024 is locked. This means that the leave will be saved but existing attendance details will
need to be reviewed.

Do you want to continue?

You should click YES to this message but you will then also need to log in to Core Back Office to
complete a manual adjustment. See back office section 3.6 below.

2.3 Core Portal — Viewing your team member’s leave balances & booked leave

To view your teams schedule (e.g. to view booked leave across the team), on the Manager
Dashboard, scroll to “My Team” and choose the “View Scheduler” option under the actions menu

View Scheduler
Name, Department, Job Title Q My Team >

This will show you a week by week calendar for your team.

To view the current leave balances for your team members select the Workforce Management
Dashboard from the dashboard menu.

Workforce Management Q

2 2 =
Team Schedi

Employee Manager Workforce
Dashboard Dashboard Managerment
Search Employees Q =.

Choose “Team Balances” from the menu on the left hand side and you can view the current balance
details for your team members.
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3.1 Core Back Office — Logging In
CoreHR Back Office is used to make manual adjsutments.
Please note: If you are working remotely you may need to contact Technology Services to arrange

access to the Back Office on your laptop. Details on how to log a case with the Support Desk can be
found on the website here: Need IT Support? | TU Dublin

To login in go to https://www.tudublin.ie/connect/technology-services/software/avdstaff/ and go to
Accessing Remote Apps using a Web Browser.

Click ‘here’ to connect. If you are asked for login or password at this point then it is your Staff email
address and password that is required.

Available Apps

WP Student administration system - Banner

W TU Dublin website CMS - T4

WP Personnel administration - Core Back Office

WP Record time and attendance, submit expenses and view payslips - Core Portal

Some apps require an account, if you don’t have an account you can request one here.

Installing and Accessing Remote Apps

There are two ways to use this service:

WP By Web Browser (recommended for occasional use, or if you are using a shared device)
WP By Remote Apps Client installed on your device (this would be recommended for recurring use)

— Accessing Remote Apps using a Web Browser

1. Click here to access the service using your web browser

2.  You may be prompted to enter your TU Dublin credentials

Once your credentials are verified, you will be brought to the Remote Apps page. Select CoreHR Back
Office from the Business Applications.

~  TUDublin - Business Applications

Banner Banner (City Banner
(Blanchard... Carnpus) (Tallaght)

In the pop up box enter your Core back office username, password and enter TUDP for the database.
Note: Please contact technology services if this pop up does not appear or if there are any issues
with opening CoreHR on your PC. If you have forgotten your back office password please contact
corehr.support@tudublin.ie.
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3.2 Core Back Office — Manual Clockings
Click on the Core Time Menu and go to the maintain hours screen. Choose the staff member in
guestion and select the date range (time period) you want.

My Shortcuts

e

Daily Attendance
RealTime enquiry of staff daily
attendance

i '| Maintain Hours i Record Absence Details @
_'H\ Maintain Employee Attendance p Record Future bookings and view
- . Hours and Clocking Details i 12 month attendance calendars

s+ Current Balance Enquiry
&y\ Enguiry display on current

balances

™  Leave Requests
Action Staff Leave Reguests

Action Edit Block Field Record Query MNavigate Help Window

*sq Maintain Hours

1] OO0 dH 090y ©

- Selection Criteria - Summal
Period 18-DEC-2017 | [24-DEC-2017 =
Witk Groug ¥2| |Flexi Staff Reporting To Geraldi |

Departmert ¥2| |HuMAN RESOURCES |
S —

Petr=on

[ Mon 1

Pay Code 18207 1ar
107 [v" B [FLExmME NEGATIVE 125 |
[650 [w ) [BASIc HOURS 550
[651 [w €2 [FLExmme Posmve [
[ [ ]& [
el (I




If you need to enter manual clockings then enter the correct time/s (1), makes sure the box beside
the date is unticked (2) and hit calculate (3). It is important to note here that clockings must be
entered in chronological order or they will not calculate correctly.

: R J l o L ewwu L e '~LJ
I [ ==
lue [ wed [ Thu [ Fri [ sat [ Sun APR.
1207 | z2om2n7  |21M207 220207 23M2MT7 24M2017 Total &1
125 [ [~
7.24 724 [
724 13.23/ [
1.07 107 [
7.24 724/ [
7.24 724 [
-
-
ol
8.31 7.24/| 7.24/| 7.24 .00 .00/ | 38.07
——
Tue Wed Thy Fri Sat S
191207 | 20M2M7 | 2IM2HT  22MIAT Z3M2MT 24M 201
Alog4s | |c|ogas Calculate |
Al1345 Allocate Week |
Al14:18
Abzence Detailz |
Al17:47
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3.3 Core Back Office - Entering Leave, dental or medical appointments manually

Some leave cannot be requested through Core Portal so it needs to be entered manually, examples
of this include Sick Leave for Academic staff and Time in Lieu.

To input leave, in the CoreTime Tab go to the Record Absence Details screen and select the staff
member in question.

My Shortcuts

[ooepey | coretime | Corepersannel

Daily Attendance
RealTime enguiry of staff daily
attendance

| Maintain Hours : Record Absence Details =
_:'ﬂn Maintain Employee Attendance P Record Future bookings and view
/' Hours and Clocking Details = 12 month attendance calendars

Enquiry display on current

.t » Current Balance Enquiry
&\
balances

ﬂ Leave Requests
Action Staff Leave Requests

1] ookl & eob @

Selection Criteria

Start [2017 | February - <] >]
W Active Employees. " AllEmployees
Wiork Group | Q] |
Department Q] |

I Persan | E-]' i] i]
Al & Detail
Pay Code | g] |
StartEnd | a | 2| I Use calendar to select days
Marrative | | Wieeks
Reason | i | | Darys
iewy [ Approve l— Hours
Coszt Centre | Q] |
Project | Q] |
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Select the type of leave to be entered (1), the dates of the leave (2) and save (3).

@ Record Absence Details

Selection Criteria

Stert [zo17 " [Fetruary = <] 2|

& pctive Employees " al Employess

Woek Group | e |

Depatmert | |

Parson — | | e—— =| =]
FRbsence Detas

Paycose 1 [ps3 EY [amnusiienne

Swterd 2 [1z-nzotr BN [Emunzorr A T se calendar s seiect days

rewralnen | | T1 Viesks
Feason [ K | [ 500 Days
View [catenar = T Agprove [ 3700 Howsmy
Cost Certre | [

Profect [ |

Alternatively, leave the dates blank and tick the ‘Use calendar to select days’ box (1). Then select the
correct dates by clicking on the 12 month calendar on the right of the screen (2), and save (3).
Note: using the calendar to select the day should only be used when inputting single days of leave.

[2]3 @0

LiJ

Selection Criteria

Start 2017 [May 5 <] > [ May 2017 [ Junezm7 [
M TWTFGSS M T W T s s 1
W Active Employees " AllEmployees Eloz 03 04 M o6 o7
08 09 10 11 12 13 14 AL
Work Group | q | 15 16 17 18 19 20 21 AL
s | 8 g gg ?11 35 26 27 28 .
Person ) [——— <] >] 31
August 2017 September 2017 |—
Absence Details M TWTFS S M TWTFS S M
o1 oz TN 05 05 0102 03
Pary Code ¥ |annual L
Y = B2 [annualLeave 1 Moz 0s 10 11 12 13 || 04 05 08 07 08 09 10 || 02
Start/End [16-Jun2017 | B} [16-Jun-2017 ﬂsecalendartuseleddays 14 A5 A8 AT M8 19 20 || 11 12 13 1415 16 17 )| 09
21 [N 25 27 || 18 19 20 21 22 23 24 || 16
Marrative | | 14 Weeks 28 2% 30 A 25 26 27 28 2% 30 23
Resson [ n | [ 1.00 Days —
iew Calendar ~ [ Approve 7.24 Haurs (M) | November 2017 | December 2017 |—
M TWTFGSS M TWTFGS S 1
Cost Centre | 0 | 01 02 03 04 05 010z 03 || 0
! 06 07 08 09 10 11 12 || 04 05 06 07 08 09 10 || 08
Froject
Tl | 0 | 13 14 15 16 17 18 19 11 12 13 14 15 16 17 15

Note: if you are entering a half day leave, follow the step as described in step 2 above but make sure

to enter .5 in the box beside ‘Days’.

Absence Details
Pay Code |ss3

g |Annua| Leave

Start/End |1G—OCT—2019 ﬂ |1G—OCT—2019 Qﬁsecalendartnseledda}f&
Narrative | 4

Reason | (2|

View lCaIendar—v |—Apprn\re 3.42 Hours (M)
Cost Centre | g |

Project [ (2]}
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To enter a medical or dental appointment, go to CoreTime and select Maintain Hours from the Time
Mgt drop down menu.

|£| CoreTime/CoreRoster

Time Mgt Ene Reports Pers Data Period End System Params Tools Window

Wednesday, 26th June, 16:18

Pay Unapproved Hours
Approve Hours
Sign Off Hours
Sign Off Hours By Group
Record Absence Details
Record Future Absence

Available Products

CoreHR ]
Manage all aspects of Human Resources from inttial
recruitment through to eventual retirement with the

Time Planner @ integrated CoreHR suite of software applications.
Approve Leave Request endance
Approve Ess Clocking Etails 12 month attendance cal CorePay
Balances ¥ Manage all functions from Payment through to Payslips,
Maintain Person Shift Type Daily Attendance Bank Transfer, Financial System Integration and End of
Calculte Hours recorded * RealTime enquiry of staff daily “ear Returns.

attendance

Maintain Pay Codes/Hours
Absence_Groups

CorePersonnel

« Current Balance Enquiry CorePersonnel: Effectively manage workforce planning

Hours Summary ion that the ﬁ '\ Enquiry display on current and capitalize your organisations most valuable asset -
Time Record correct for ™ balances YOur employees.
Mg corremperoad.

CoreTime/CoreRoster
Effective Work Force planning and Time Management for
your organisation.

ﬁ Leave Requests
 Action Staff Leave Reguests

L&

=9 CoreBudget

In this screen select the Person (1), the relevant week (2), and then click on the first empty box on
the left side of the screen (3).

L1 ooiopl W ol © B e

Summary

2|

00| (=] (]|

.00

.00

00 IEI

|
I
2J||1

v Mon [~ Tue [ wed [+ Thu |
Pay Code Expense Project 2110823 2H08/23 230823 24/08/23

[~ 2 [BasicHours  [2201 7.00
M 3] [Fiexitime Positiv [2201 115

65 1
rhi_ B [Fexieave | [22m1 7.00

Tota G e [ o[ e[ 7o o

Click on the question mark (1) and then select Medical/Dental Appointment from the drop-down
menu.
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e QO Q B L1

Selection Criteria Summary B:
Period 202334 k) |21-aucz023 |27-auc2023 | <= 00 = Ar
Work Group (2] People Services Team Eni
Department ¥2 |Human Resources Ca
Find|me%

Perzon i ) ————— Tal
Pay Codes / Hours O
Pay Code Expense 25
650 1 ||} Basic Hours 2201

651 W | i} | Flexitime Positiv] | 2201

656 M | k2] FlexiLeave 2201

Enter the time allocated for the appointment (1).
Please note this time is entered as hours and minutes, in the example above 1.30is 1 hour and 30
mins.

The maximum time allowed for a medical appointment is 2 hours and 30 minutes during core hours
(10am-4pm). Time should not be credited for appointments attended before 10am or after 4pm.
nghtcllgk on the relevalrj:c“(u:iey and then se!ect Narrativel— F?:U(Z). -

e ' -
Person ——— 0 —— =)= [ 00 [+ || Taken 140
Pay Codes / Hours
I hon ™ Tue I™ vred ¥ Thu T Fri I” sat
Pay Code Expense Project 2100823 22/08/23 230823 24/08/23  25/08123  26/08/23
EE (M 1] [Basic Hours | [2201 | [ | 7.00 | | | 7.00/[
651 [ 2] [Fiexitime Positiv [2201 [ [ [ 1.15 [ [ [ 43|
|gz8 (M7 ] [Fexi Leave {2201 | [ [ g— 7.00 | | |
[673 (M 2] [Medicarpental; [2201 [ [ [ 1.30 | [ [ [
[ Ol [ [ | i —
| [ ]| | | \ | \ Beject - 75
| l_ | | | ‘ | ‘ Unapprove/Unreject - F2
[ [ [ [ \ [ \
| 2 | | \ | \
Total 4 [ ¥ [ 00 815 | S 1
Beturn To Work

Colour Legend CIOﬁID(Aﬂgs = Vied Full Day =
] ®ereimme 210823 220823 2300 34 Day 26008

) [ [afoszs] [ [ | #2Day o
. Require Recode |—|_ |E m |—|— 1i4 Day |— ,_

—— —— ——

In the box that appears select either Doctor Appointment or Dentist Appointment as appropriate (1)
and then click ok (2).

Then click the save button (3).

3| 4] @©Q (2] (iJ

election Criteria Summary Balances

riod 202334 B [21-AUG-2023 | 27-AUG-2023 | [ <
ark Group n People Services Team
partment Hi R I I
partmen ﬂ uman Hesources 1 E \DocturAppulntmem
rson -_— ) e— <
‘ay Codes [ Hours

[“Anon CTue [wed [AThu [JFri = [Jsun App.
y Code Expense Project 2100823 220823 2300823 2400823 25/08023 2600823 270823 Total Al
i W | i3 | Basic Hours 7201 7.00 7.00 14.00/[] [=
51 1 | 3] |Flextime Posttiv| |2201 1.15 48 2.03/[]
) W |3 Flexi Leave 7201 7.00 7.00/[]
3 W | 3 WedicalDentals 2201 130 |

If the hours don’t automatically recalculate when you click save, make sure the box beside the
relevant date is unticked (1) and then click calculate (2).
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Entitlement | 2250 Balance

10.50

ark Group | f_]] |Peuple Services Team | .00
partment | K2 [Human Resources | | 00 Carried [ 200 Hooked 8.00
reon P (ee— <= [ 00 [¥] || Taken [ 1400 Avaiadle 250 |3
‘ay Codes / Hours 1
I+ Mon W Tue ™ wed I Thu I Fri ™ sat ™ Sun App.
y Code Expense Project 210823 || 2200823 || 2300823 2400823 250823 26/0823 270823 Total All
0 " € [pesicours  [2201 | "1 7.00 1230 [ (=
51 [ 3] [Flextime Positiv [2201 245 48 333
6 [ 3] [Flexi Leave 2201 7.00 7.00 [
3 [ 3] [medicarentals [2201 1.30 1.30)
Bz -
[ e m
OB r
Bz -
[ Fig
" [ ol ss[ 7o e[ 7 o oo oes
glaigedsnd c'"ﬁ":‘:."gs Tue Wed Thu Fri Sat Sun 2
Henae Apraal 2108023 2200823  23(08/23  2400&23 250823  26/08/23 2708/
AEEE A [09:24 _ Calcute |
B requre Recove 1238 a[12:52 e ——
S - al1a2a Al12-70 —_—
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3.4 Core Back Office - Deleting a leave request that has already been approved

When a leave request has been approved through core portal it can only be removed from the core
record by deleting it from the Record Absence Details screen in back office.

If the dates need to be amended but not removed entirely please see: 3.5 Editing a leave request
that has already been approved.

Note: if a staff member requests leave and after the request has been approved they want to change
it to a different type of leave (e.g. changing annual leave to sick leave), you will need to delete the

leave and then re-enter the new leave.

In the CoreTime tab go to the record absence details screen.

corehr CoreHR 28.0.53 tudp

My Shortcuts
CorePay CoreTime I CorePersonnel Messages
b=dl Maintain Hours Record Absence Details =
|-_Tf“'r Maintain Employee Attendance p Record Future bookings and view
E .~ Hourg and Clocking Details o 12 month attendance calendars

Daily Attendance

Approve Hours
k’““" Review of attendance recorded “ RealTime enguiry of staff daily

attendance

' Sign OFff Hours Pt Current Balance Enquiry
s Provide final confirmation that the &N Enguiry display on current

attendance details are correct for balances

In the record absence details screen select the staff member.

Click once on the date you wish to delete (1), press the red X (2) to delete the leave and thenpress
save (3).

Note: If the leave was booked in one block this will remove the whole absence. If the leave was
booked through multiple requests then the second step will need to be repeated for the dates
covered by each request.
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| Corelime 21.0.24

Action Edit Block Field Record Query Navigate

Help Window

% Record Absence Details |

] Q000 |Hd] |oP ] @ (i)

- Selection Criteria 3 Z
Start [2018 [August = <] >] [ August2018

M TWTFSS
® Active Employees " AllEmployees OB 02 032 04 05

07 08 09 10 11 12

G Qi %I 6 17 18 19
Department | 128 ig g g: 25 28
Person ﬁ f_l] _ i] :J

[ November2018 |
- Absence Details M TWTTFS S
B i i s
Start/End |22-auc-2018 D) |22-auG-2018 W] I Use calendar to select days 12 13 14 15 16 17 18

19 20 21 22 23 24 25

3.5 Core Back Office- Editing a leave request that has already been approved

If a leave request has been approved and the dates now need to be amended they can be changed

in the Back Office.

In the record absence details screen select the staff member.
Select the leave on the calendar by clicking it once.

corehr CoreHR 28.0.53 tudp

My Shortcuts

| CowPay | corcTme || Coreersomel | Messages |

Maintain Hours
Maintain Employee Attendance
Hours and Clocking Details.

Record Absence Details
Record Future bookings and view
12 menth attendance calendars

Approve Hours
Review of attendance recorded

>
B

Sign Off Hours
Provide final confirmation that the
attendance details are correct for

Daily Attendance
RealTime enguiry of staff daily
attendance

Current Balance Enquiry
Enguiry display on current
balances
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J L | | N | S = | - [} w
Selection Criteria
Start 2022 |February - <] =] | February 2022 [ March2022 | Agpril 2022
- @ WTWTFS S M TWTFGS S M TWTFS &
HELEELLLES FUEL LR BA BA BA BA 05 06 BA BA BA BA 05 08 BA 02 03
Work Group | B | Ba Bo ETHETRETN 12 13 || BA BA BA BAJSE 12 13 || BA BA BA BA BA 08 10
BABA BA BA|ST 19 20 84 bA [TEAIE 16 17
Department [ (20 BA BA BA BA|ST| 26 27 [ZlBA BA BA BA 23 24
BA BA BA BA BA ST B4 BA BA N 30
Person [ B — <] 2]
| Way 2022 [ June2022 [ July 2022
Absence Details MTWTFGSS MTWTEFSS MTWTEFSS
Pay Code ) [Annual Leave 0 01 02 03 04 05 01 02 03
BA BA BA 07 08 || o7 08 09 10 11 12 || 04 05 06 07 08 09 10
StartEnd [08-auG-2022 | BA| [19-aUG-2022 | B [ Use calendar to select days 10 11 12 13 14 15 || 13 14 15 16 17 18 19 || 11 12 13 14 15 16 17
) 16 17 18 19 20 21 22 || 20 21 22 23 24 25 26 || 18 19 20 21 22 33 24
Marrative | | 1.71)Mifecks 2324 25 26 27 28 29 || 27 28 23 30 25 26 27 28 29 30 31
Reason [ B | [ 10.00 Days W0
View Calendar ~| ™ approve [ 7400 Hours ) [ hugustzozz [ September 2022 [ October 2022
CostCentre | 0 | M TWwWTFSS W TwWTEFSS WTwWTEFSS
) Bt (7 01 02 03 04 01 02
FIEEE [ | YFTRFYRPYYN i} 14 || 05 06 07 08 09 10 11 03 04 05 06 07 08 09
AL AL AL AL AL B R 12 13 14 15 16 17 18 || 10 11 12 13 14 15 16
= = r—z7 28 || 19 20 21 22 23 24 25 || 17 18 19 20 21 22 23
Additional Details 29 30 3 36 27 28 29 30 24 25 36 27 28 20 30
FH
Return To Work Interview
| r _E::';:D':S | November 2022 | December 2022 | January 2023
— WTWTFS S M TWTFSS M TWTFSS
B 01 02 03 04 05 06 01 02 03 04 o
Name Total Taken  Booked Balance 07 08 09 10 11 12 13 05 06 07 08 09 10 11 Ef o3 04 05 06 07 08
Annual Leave JanDec. o[ =m0 700 13.00 800 = 14 15 16 17 18 19 20 || 12 13 14 15 16 17 18 || 09 10 11 12 13 14 15
= [n = = o YT 21 22 23 24 25 25 27 || 19 20 31 23 23 24 25 || 16 17 18 19 20 21 22
Xl eave : : : 28 29 30 23 24 35 26 7 28 30
Uncertified Sick Leave [o] 7.00 50 00 650 |2 30 31
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Enter the new dates (1) and press enter. Then press save (2). The dates will now be updated.

1] OO[SI9) 2| W

Qo | © m @

- Selection Criteria

Start 2022 | February x| <] 2]
@ ctive Employees " Al Employees

Work Group | ﬂ] |

Department | E] |

Person |453950

E] |Anihh eana Hobson

| February 2022

M T W TF S

B4 BA BA BA 05
BA BA EINESVREN 12
BA BA BA BAST 19
BA BA BA BAIST 25
BA

- Absence Details

Pay Code |553 ﬂ] |Annual Leave
StartEnd 1 | |08-AUG-2022 ﬂ] 17-AUG-2022

[ Use calendar to select days

Narrative || [ 1.71 Weeks
Reason [ 0 | [ 10,00 Days
View | calendar || " approve m Hours (M)
Cost Centre | 0 |

et | @ |

Additional Details |

[ May 2022
M T W TF S

WEA BA BA 07
10 11 12 13 14
16 17 18 19 20 24
23 24 25 26 27 28

30 3

[ augustz022

M T wW TF 3
FN02 03 04 05 05
AL AL AL AL AL gk
AL AL AL AL AL pai}
22 23 24 25 2B I
29 30

-~ Return To Work Interview
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3.6 Core Back Office - Removing incorrect unapproved absences/missed clockings

If leave requests or missed clockings are not approved by the weekly cut off (5pm on the Friday a
week after the leave has been taken) it will be recorded correctly but the unapproved absences or
missed clocking will remain on the clock.

Access the Maintain Hours screen to make the amendment. This is done either by going to the Core
Time tab (if you have accessed the screen previously) or by navigating via the menus at the top to

Core Time -> Time Management -> Maintain Houses.

Select the staff member and week in question.

My Shortcuts
CorePay CoreTime CorePersonnel Messages
dl Maintain Hours Record Absence Details =]
_/':7 Maintain Employee Attendance p Record Future bookings and view
../ Hours and Clocking Details = 12 month attendance calendars

Daily Attendance

“ RealTime enquiry of staff daity
attendance

- Current Balance Enquiry
§ )\ Enquiry display on current
balances

H Leave Requests
a Action Staff Leave Requests

d Q9

Selection Criteria Su

Period [202143 ¥} [25-oct2021 [31ocT2021 | |<| =] || [

Work Group | £) [oe——— [

Department | B [— [
| Person | — ) es——— <] =][| [

Pay Codes / Hours

[ Mon
Pawv Mada Fvnansa Proiart BEANFI

Make sure the boxes beside the relevant dates are unticked and then press calculate. This will
remove the missed clocking/unapproved absences but retain the correct clockings/leave requested.
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[ Require Approval
B reouie Recods
[ Reiscted
=

Narrative Attached

' Pay Codes / Hours
¥ Mon ™ Tue I wed ™ Thu [ sat ™ sun ApPp.
Pay Code 251021 28M021 27021 28021 RO 30n01 31A0 Total All
[r1a MR 700 700 700 700 2800 [ | (=
650 [ i3 [Basic Hours 7.00 700 7.00 7.00 2800 [
675 [ 2] [Public Hoidays 7.00 7.00
[ /&y r
[n r
(e =
[ 5
[n r
(e By
Total | 7.00/[ 14.00 [ 14.00/[ 14.00/[ 14.00 [ oo [ 00 63.00
Colour Legend Clockings -
Mon Tue Wed Thu Fri Sat Sun
25M021 26M021 2701 28021 291021 30M0I21 31

=1

21

Allocate Week

Absence Details




3.7 Core Back Office - Deleting Clockings in CoreTime

It is sometimes necessary to delete a clocking e.g. if someone clocks in error or if a missed clocking is

entered twice.

Go in to the maintain hours screen in CoreTime.

corehr CoreHR 21.0.23 ditp

My Shortcuts

CorePay CoreTime l CorePersonnel

Record Absence Details
Record Future bookings and view

b | Maintain Hours
I;T"? Maintain Employvee Attendance
= 12 month attendance calendars

-.__,- Hours and Clocking Details.

Daily Attendance
“ RealTime enquiry of staff daity

attendance
a5s + Current Balance Enquiry
&,\ Enguiry display on current
balances

H Leave Requests
~ Action Staff Leave Reguests

Select the person and week required.

Welcome Aoibheana Hobson
Monday, 03rd April, 10:03

Available Products

CoreHR -
Manage all aspects of Human Rescurces from initial

recruitment through to eventual retirement with the

integrated CoreHR suite of software applications.

CorePay

Manage all functions from Payment through te Payslips,
Bank Transfer, Financial System Integration and End of
“ear Returns.

CorePersonnel
CorePersonnel: Effectively manage workforce planning
and capitalise your organisations most valuable asset -
your employees.

CoreTimeiCoreRoster
Effective Work Force planning and Time Management for
your organisation.

CorePension
CorePension Module facilitates your Pension
Administration requirements.

2 Mantain HOUIS [-[-[- - - - - e le e T

d Q9

Selection Criteria

Periad 201751 k) [13DEc2017 [24DEC2017 | <] =]

Wiark Group E |Flexi Staff Reporting To Geraldi

Department E) [Human RESOURCES

Person el | B eess—

Pay Codes | Hours

=

[ Men
Pay Code 181217
107 v ) [FLEXITIME NEGATIVE | 11
114 v | i [UNAPPROVED ABSENCE |
550 I | 5.0

M K} [BAsic HOURS

e
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Click on the clocking you want to delete (1) and then click the red ‘X’ at the top of the screen (2).
Make sure the box beside the date is unticked (3), then hit the calculate button (3) to recalculate the
correct hours.

F Maintain Hours I3

1] Q000 W2 Sl @ (i)

- Sel Criteria S Y Bal
Peiod [201751 B [18-0ec2017 [[24DEC207 | (<] > ] || [ [ 00 (=] | [Aanual Leave Jan-Dec =
wiork Group | )] [Flexi Staff Reporting To Geraldi [ [ 00 | Ertitlement 2200 Balance [ =m0
Departmert | E)| [HuMAN RESOURCES | | 00 | Carried 00 Booked [ 00
Person g B —— == [ 00 [+ || Taken 2500 Available [ =00 g
o)
© Pay Codes | Hours
™ Mon I Tue I” wed [ Thu " Fri I sat [ sun App.
Pay Code 181207 A9n2AT | 20MENT | 2IMENT 22M2AT  ZBAZNT 24nNT7 Total Al
107 [V i) [FLexmme NecaTIVE 125 125 (| (=
114 [V 9] [unapPrOVED ABSENCE 7.24 724 [
850 [1~ 2 [pasic Hours 59 724 1323 [
= [1” 3] [FLearme rosmve 107 107
652 [ 3] [wssED cLocking 7.24 724 [
653 [1” i3] [annuaL Leave 724 724 [
[ r
M r
2 "
Total [ 724 831 | 7.24 | 7.24 724 0o/[ 0o | 38.07
- Colour Legend locki =
on Tue Wed Thu Fri Sat Sun 4
O Ferreages 181207 ASAZAT  20AZMT  2AMIAT  22MIAT  2BA2AT A
. aoss4]  [allosas] [c/[os:3s Calculate
Require Recode
aliz3s) [alz2s ] [W[r=00 T
; al13e8]  [al1219] Julliaan
[ Rejectes Absence Details
al160a]  [al17:47] |[n][17:54
r Narrative Attached ﬁ 2
[
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3.8 Core Back Office - Recalculating a balance in CoreTime

If an adjustment is made outside the current flexi period core will not automatically update the flexi
balance. In this case you will need to run a recalculation.

Select CoreTime/CoreRoster and then select the Time Mgt.
Select Balances and then select Balance Recalculation.

| CoreTime/CoreRoster

Time Mgt |:n-.arles Reports Pers Data Period End System Params Tools Window

ars
Maintaiy Hours
Maintaiy Exceptions
Sign Off Hours By Group
RecordfAbsence Detalls
Record|Future Absence
Time Planner
App\*;&ave Request

Apnrove F

"loreHR 21.0.24 ditp i

Auvailable Products

CoreHR @
Manage all aspects of Human Resources from initial

recruitment through to eventual retirement with the

integrated CoreHR suite of software applications.

Calculate Hours
Maintain Pay Codes/Hours
Time Record

CorePay

Manage &ll functions from Payment through te Payslips,
Bank Transfer, Financial System Integration and End of
“Year Returns.

roup Balance AdUstment [vacancies

™ Applicant Status
View and input applicant

“ information

CorePersonnel

Salary Administration
View and input salary information

CorePersennel: Effectively manage workforce planning
and capitalise your organisations most valuable asset -
your employees.

Salary Approvals
/Approve or reject salary
amendments

CoreTimeiCoreRoster
Effective Work Force planning and Time Management for
your organisation,

4 &

CorePension
CorePension Module facilitates your Pension
Administration requirements.

Enter the Balance Code, From Period (the period from which you want the balance recalculated),
and Person.

Make sure the “Both” option is selected.

Hit the “OK” button when it becomes available.

Action Edit Block Field Record Query Navigate Help Window

%4 Balance Recalculation

1] ool d ololbk el

Selection Criteria

IBaIance Code | in|
From Period | ﬂ] I |
Wiork Group Q] |

Persan

|

Department | ﬂ] |
[ i |

" Balance Values " Booked Values

oK ] Clear |

Note: if the balance does not change after the recalculation there may be further manual
adjustments required.
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3.9 Core Back office - Changing a roster in CoreTime
If a staff member does not work full time it may be necessary from time to time to change their
roster, e.g, if due to work commitments they need to switch their rest day from a Monday to a

Friday.

In CoreTime go to the Maintain Hours screen.

My Shortcuts
| coeray | corsTme || CorePersomel,

e '| Maintain Hours
_?3\_ Maintain Employee Attendance
. Hours and Clocking Details

Record Absence Details |2|
Pecnrd Future bookings and view
12 month attendance calendars

Daily Attendance
RealTime enguiry of staff daily
attendance

& c

e - Current Balance Enquiry
&,\ Enguiry dizplay en current
balances

MY  Leave Requests
- Action Staff Leave Reguests

E‘

In the maintain hours screen pull up the staff member and date range required.

~SETECHo Crerid Summary

Period 2. [201306 €2 [osreB20is [1iFeB20te | <] =] || | [
Wyark Group | E] |Flexi Staff Reporting To Geraldi | |_
Departmert | 2| [Human RESOURCES [ [
N i ] )= [
Pay Codes / Hours
[ Meon [ Tue [ Wed
Pay Cade 05M2ME  OEMD2M8  O7/0208
0 [ #2 [pAsic HouRs 724
11 I} [FLEXTIME POSTIVE 32
M | £} [LaPSED HOURS 05
| )Y
|| &Y
[ K
| Y
|| &
2]
Totsl | 801 00 1
Colour Legend Clockings —
hdan Tue Wyiedl
[ Recure Apsroval 0SM2E  OGO2ZAS 070
lafoszs| |afoss] | |
. Reauire Recode Py pr— Py pregy =r
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Right click on any day and select View Roster from the dropdown menu.

N [ Mon [ Tue [ wed [ Thu

0s/02Me OE/02M 8 o7 o2Me 030248
[BASIC HOURS | 724 | | |
[FLEXITIME POSITIVE | 32| Approve - F1 —
|LAPSED HOURS | 05 | Reject- F5 —
| | | Unapprove/Unreject- F2 [
| | | Marrative - F3 .
| | | Reason - F4 _
| | | Humber of unitz T
| | | Return To Work _
| | | Full Day —

| 3.01 3/4 Day .00

1/2 Day

Clur-ﬁguil" 9 1| 114 Day

al 050248 0gm- D218
|Z lﬁ |I ﬁ illilr-lc‘,:t: ; tl:frs Fr .
3 (al13:447 [alr2 = i i
ALz Roster - F
e ' Roster - F&

e E W |_

[l
(L

[

Position/Point Details

L

A

Select the date you want to change (1) and then select the work pattern you want to input (2).
Note: If changing a working day to a rest day (or vice versa) this will usually mean adding/removing
the ‘R’ at the end of the work pattern code. E.g. A724 to A724R as above.

|

e

7

Shift Wik

Type Pattern
hon - 05 Feb 2015 A3T00 Ed (A724
Tue - 05 Feb 2018 A3700 1 | 210N
Wed - 07 Feh 2018 A3700 E_I
Th - 05 FER 201 6 A3700 BN [AT24
Fri- 09 Feb 2018 A3T00 AT24
Sat - 10 Feh 2013 A3T00 ¥2| |ARESTT
Sun - 11 Feb 2018 A3T00 ARESTT

< Previous Mext =

List of Work Patterns

Find|aT24%
Cocle Marme
AT Admin_Flexi_7hrs 24minz
AT24C Admin_Clocking_MF_7Hr= 24Mins
ATHCAR Admin_MNF_Clocking_7h 24m_Careers
AT24CNF

Toar—

Admin_Mon-Flexi Thrs 24mins

b1 ) Bl c1 = e

Amins

Tatal

Colour Legend

Require Appraval

l

| »
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3.10 Core Back Office - Running a balance Summary Report.

A balance summary report gives details of the opening balance, hours accrued and the closing
balance during a flexi period. Note, you can also see this in Core Portal.

In CoreTime/CoreRoster select Reports, Balances and then Balance Summary from the drop down
menu.

Time Mgt Enguiries Reports Pers Data Period End System Params Tools Window

TN O M Force Majeure
Line Reports 3
Copy Selection .
OOfehI Daly Clockings / Hours 0.24 dltp ™
Pay Code Instance
Pay Code Occurrence
My Shortcuts | Pay Code Hours
Pay Code Instance/Percent
CorePay ( Daily Attendance
Calculated Hours Analysis
Photo Report

Available Products

CoreHR

Manage all aspects of Human Res
recruitment through to eventual rel
integrated CoreHR suite of softwa

Record Absence Details| [=]

...’ Hours an

] Maintaup ]
LT/'? Waintain | FEr5ONNE

Leave Requests
Balances

Payroll Interface

Booked Absence Report
12-Month Roster

| Record Future bookings and view
12 month attendance calendars.

Balance Detail

CorePay

Manage all functions from Paymen
Bank Transfer, Financial System Ir
Year Returns.

Bagnce | atfe
Balance Summary E
OTTITTE TGO et BataTTee

CorePersonnel
CorePersonnel: Effectively manag
and capitalise your organisations 1
your employees.

Narrative
Clock Card
Pay Code By Reason
Roster Vs, Actual Hours

My Leave R Input Validation

‘: Action 5] Trend Analysis

Manpower Analysis
Cost Centre Allocations
User Defined Absenteeism
Clocking Analysis
Reference Reports 3
Bank Holiday Entitlements

Current Balance

Decay Detail

Flexitime Transaction
Service Increments Due
T CoreTime/CoreRoster

Effective Work Force planning and
your organisation

CorePension
CorePension Module faciltates you
Administration requirements.

In this screen select the staff members, balance and start/end period.

Note: You should select all staff necessary from the drop down list, you don’t need to run individual
reports.

When selecting the start/end period, you can run the report for a single period or for every period
since a certain date. If you want to run the report for a single period, select the same period in both
boxes.

Click Run Report.

The report will open in a new window of the default web browser (usually Internet Explorer).

Balance Summary

Selection (2] | Save This Selection
wwiork Grouptz) 3] T A1 |
Departmentcs) D T Al |
Petrzon(s) g ™ an |
Bialance n [

® Current Period
Start / End Periac 2 2

Al Perinds

Estimate Date (2]}

Person within Department v|

Report Crder

Chart Type

Include Charts 1, ’9

ol ~

Select a work group, department, per=on, balance code and start
and end periods. Then select the report ordering ...

Run Report
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FAQSs

| cannot connect to remote apps to access Back Office

If you are asked for login credentials, these will be your email address and password. If you still
cannot connect, you can follow the links on the website Technology Services | TU Dublin to either
reset your password or log a service request with Technology Services.

| don’t see the correct team members in Core Portal
Email leaveandbenefits@tudublin.ie to have your team assigned to you.

I am not getting any leave requests in Core Portal
Email leaveandbenefits@tudublin.ie to have your team assigned to you.

| cannot see the manager dashboard in Core Portal
Email corehr.support@tudublin.ie quoting your staff number to have the issue investigated.

I get an error saying “No Employee Mapping Found” when logging in to Core Portal
Email corehr.support@tudublin.ie quoting your staff number to have the issue investigated.
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