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INTRODUCTION

All staff will be given access to the CORE ESS Portal (Employee Self Service) when you are first set up
for payment with Cork ETB. This system allows you access to view or print your payslip & P60 /
submit a leave request/ view certain balances, etc.

You will be emailed with your logon details once you have been set up for initial payment. This
email will contain your username and password. When you log on for the first time, for security
reasons, you will be prompted to change your password.

NB: This system contains information personal to you so you should not disclose your
username/password to a third party under any circumstances.

LOG ONTO THE SYSTEM

1. LOG ONTO THE SYSTEM
A link to the Core ESS Portal Staff Login area is provided on the Cork ETB website
www.corketb.ie under the ‘Useful links’ area as per screenshot below.

Tenders  Vacancies  Mobile Payslip

Core ESS Portal Staff Login

Once you click on the link, the logon screen below will display:
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Login to Core HR
Employee No | Passworc Sign In

Register for an account  Forgot your password?
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http://www.corketb.ie/

Input your employee number (Username) including leading digits, i.e. 00....., 700....... Or 900.... and
then input your password (Your password shall be the password emailed to you by the Human
Resources Department — you will be prompted to change your password when you first log on.

Press tologin.

-hange Password Back to

i Set a password you will recall, you should include numerics and special characters e.g. @, #, | etc. If you have any questions please contact
leavereturns@corketb.ie

Current Password
New Password

Confirm Password

£3 Change Password

Current password is the one which will be issued to you and the New Password is one that you can
create yourself. Your new password should be at least 8 characters long, must have at least one
number and must have asighneg # | etc.

N.B. If you forget your password or you lock your account (if you input the incorrect password 3
times your account will lock) then you select “Forgot your password?”
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2. HOME PAGE

Once you have logged onto the ESS (Employee Self Service), you will see the page below.
This screen is the ‘homepage’ and will display information under the following headings:

My Time Not applicable to Teaching Staff

My Requests Shows leave requests that the user has submitted

My Clockings Not applicable to Teaching Staff

My Balances Shows the entitlements under different headings, e.g. annual leave, sick
leave, etc.

MY REQUESTS

In this area, you can see any leave requests submitted. The most recent ones applied for will be
showing on this screen and you can scroll back to view older ones by pressing the arrow key at the
bottom of the “My Requests” You can drill down here to view them and narrow your search by

. . . . L A
Approved, Rejected, Cancelled, Submitted and View All. Clickonthe! * ' icon and select the
relevant option e.g. select ‘Approved’ to only view leave requests that have been approved etc.

@ My Requests 3 Book Time Off || w ~ | (O]
w~wt Approved
DEC Arnnual Leawve € Rejected
S T Davis) B Friozndlan 2015 Approwed ¥ 3¢ Cancelled
prg— SrrnnEl Leamie - Subimitted
S 4 Drawis) B Fri S1st ot 2014 A ro el TE T Views All
ALIG Arrual Leave
1 Da ER Fri 29th sug 2014 Ap e ed £ -
FPage 1 of 46 Displaying 1 - 3 of 136

You can also view the details of the leave, Edit Request or Cancel Request as per below by clicking on

o -

© My Requests ¥ Book Time Off | ¥ © My

Annual Leave

© 7 Dayis) B Fri 02nd Jan 2015 Approved o~ 11'4
. Views Details
Annual Leave _ ’

G) 4 Daws) g Fri 31st Oct 2014 A, PRro ed View Teamn Absence

X & Edit Request
Annual Leave

29 © 1 Da; B3 Fri 20th Aug 2014 Approved % Cancel Request

Z Ml © QY O

page | of 46 Displaying 1 - 3 of 126

From now on all leave types are to be applied for through the system e.g. Maternity Leave, Parental
Leave, Paternity Leave, In-service training etc (Note: sick leave/compassionate leave cannot be

applied for in advance — such absences are updated by the Principal or Deputed Officer as they
occur)
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View Details — the following screen displays.

View Leave Request

Valerie Lucey
Senior Staff Officer

Ciuration 7 Day(s) Fart Da [

Leave Type Annual Leave Status Approved

Crate From Mon 22nd Dec 2014 Crate To Fri 02nd Jan 2015
Comments Mo Comments

# Edit Request | M Close

Select ‘Edit request’ to change the details of the leave request e.g. change dates, etc. (Note you can
only edit details of a leave request that has not already been approved)

The ‘Update Leave Request’ screen will display as per below. You will have the option to ‘submit’
or ‘delete’. You can change the details e.g. change the leave type or leave dates and submit the
leave request again for approval or you can delete the request fully e.g. if you no longer require the
time off.

I ——
Update Leave Request

ki Update Leave Request -~

Request ID: Oooo01==29 Date Requested: 25,/09714

Status: Unprocessed

Leave Type Inservice Training El

Start Date 23/10/14 =

Is this part day leave 0 ves @ o

End Date 23/10/14 EH

Comments

Subrmit Delete

i Balance Information -~
Mame Allowrance Reqguested Booked Remaining &
Flexi time Asdmin - .. 0.00 0.oo 0.oo0 3z2.39
annual Leave 2014 27.50 Q.00 &.00 =20.50

Cancel a leave request
You can also cancel a leave request regardless of whether it has been approved or not.

Select the day on the screen, and select ‘Cancel Request’ from the dropdown menu.
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[ Core TR (EareRr T8106.5) T Windows interet EXpIarar e T T — i

- i [ ] > |8 sing o -]
tes | iy W Cork ETB - CoreHRJIRA e Login Core HR (Corehr19.0 | Cork ETB Live Environme... @] Web Slice Galleny =
e Employees Dashboard | Core HR (Carshr 19.0.9) i - E) - L7 mwn - Page~ Safety~ Tools~ &~

COore HR Wl Valerie Lucey

e COre

# Home Dashboards

Valerie Lucey

Senior Staff Officer, Human Resources

(€D = \Work Week 15 Sep 2014 - 21 Sep 2014 «l= [x] &
My Time
Mon 15 Tue e wea 17 Thu 18 Frite sat 20 sun 21
|osico- 18i06 | [osi0a- 18100 | [o8ic0- 1806 | [osi00- 18100 | [osion- 1800 | [RestRg | [Resting ]
[UnAb 734 | [Mismed 72+ | [UnAb 724 | [Unae  7as | [unae  7as |
|Clock 111 |
D My Requests £33 Book Time Off || v = @ My Clockings = -
52 o e = [ Repister Time |
@ 7 Days) B Fri0znd Jan 2015 prroven | (€8 =] 11:41 SEEISTER e
Annual Leave Q Wiew Details
D 4 payiz) B Fri 312t oot 2014 Cancell=d Bi view Team Al
Eclit Recquest
Annual Leave # Edlit Recqu
© i 0a BB Fri 2oth Aug 2014 pprovea % Cancel Request
Page | 1 oras | > P C s pla or 1
i= My Balances a

httpe//portal.eth.ie/pls cp_ display® (& @ Internet | Protected Made: On “h v #100% -

=

A message will display stating “You have successful cancelled your leave request”

The status of the leave will change e.g. from ‘Approved’ to ‘Cancelled’

Submitting a Leave Request

There are two options when you want to book leave as per the screen shot below

A. Viathe ‘My Time’ section of the screen by selecting the ‘Book Time Off’ option.

Marguerite Walsh

Assistant Staff Officer, Human Resources

G) = Work Week 29 Sep 2014 - 05 Oct 2014 «|» Y @~
Wy Time () Book Time Off

Mon 29 Tue 30 Wed 1 Thu2 Fri3 Sat 4 sun5 | (O Missed Clocking Request
oE00- 1300 | |ogi00- 18.00 | |og:00- 18.00 ~oED0- 1300 ~om00- 1300 | Resting | Resting | Flexitime Enquiry
Unsh 730 [unAb 730 | [unAb 730 |

B. Viathe ‘My Requests’ section of the screen via the ‘Book Time Off’ button.

o -

D My Req uests % Book Time Off | W oW

DEC Annual Leave 11
© =Days) B ed 315t Dec 2014 | Cancellsd = I b

DEC Annual Leave I
© 1 Day B \Wed 24th Dec 2014 | Approvec & -

DEC Annual Leave

© 2Days) B9 Tue 23rd Dec 2014 | Approvec Lo
Page 1 of 21 } }} C Displaying 1 - 2 of 91
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The ‘Create New Leave Request’ screen below will display regardless of which option you use.

Create New Leave Request

i Create New Leave Request -

Leave Type Please select... [+l
Start Date 5

Is this part day leave 7 vas ® Mo
Comments

Submit
i@ Balance Information A4
Name Allowance Requested Booked Remaining it
Flexi tirme Adrnin - W, 0.00 0.00 0.00 32,39
Annual Leave 2014 27.50 0.00 2.00 20,50
SICk, UMCERTIFIED 24 ., .00 0.00 0.00 7.00 e

’"My Balances’

This section of the homepage shows details of the various balance types applicable to the
individual employee e.g. Sick Uncertified, Sick Certified, Parental Leave etc.

I= My Balances Q
Fle=i Time Admin - 5842 hours
Arnual Leawve { Ch- 10.50 [

Sick Uncertified 24

6.00

To see further detail within each balance, you can drilldown by double-clicking on the balance line
and the following screen will display showing the detailed breakdown, in the screenshot below,
details of the flexitime are shown.
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Balances for Employee

-

Balance Allovance

Flexitime Admi... 0.00
Annual Leave {... 39.00
SICK UNCERTIFI... 7.00

Carried Over Taken
0.00 0.00
950 28.00
0.00 1.00

Balance Boaoked
5542 0.00
20,50 10.00

6.00 0.00

ransactions for Flexi time Admin - WT |13 week period) 18-Aug-2014 to 16-Now-2014

Balance + Booked

5842
10.50
.00

Date Descriptian Reser.. Floati.. | Accru..
18/08/2014  Opening Values 0.00 0.00
18/08/2014  Flexitime Positive
19%08/2014  Flexitime Positive
20008/2014  Flexitime Positive
2108/2014  Flexitime Positive

Margue

Acsistant Staff C

DS

My Time

. &

My Details

My Paw

My Recrwuit

= Work Weel

Momn 28

<D My Reques

RAAR Annua
© 2pa
TS Annua

0.00

Carria... Take. Balance

0.00 0.00 50,03

0.31

O 0 O L O
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My Details

Select the ‘My Details’ tab on the left hand side of the Homepage.

b &

My Details

PR —

This gives information in relation to the next payment date and the next scheduled approved leave

date.

My Pay

This first screen will give a link to your last 4 Payslips and your P60. You can drill down to view the

payslips by se%on Full Payslip
| e e e ey o

|
G) - My Payslips

My Tirme

b &

My Details

€
My Payw
=

My Recruit

19th Seprember 2015

5th\september 2015

22Nnd Avgust 2015

B P60 Documents

Payment Surmirmary

Total Earmings

Total Deductions

MNet Pay

2074

*My Payslips

19th Seprember 2015 Payment Summar}r
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If you want to view payslips further back than the ones that are currently displaying then click on the
magnifying glass

Marguerite

Assistant Staff Officer, Human Resources

G) <> My Payslips Q .
My Time
19th September 2015  Payment Summary
L I

The following screen will appear and you click on the arrow to go back pages

My Pay History
Date Paid Week Mo Pay Method Bank Details Met Pay
19th Septem... 201538 Paypath 985480 €1,161.93 4
Snrt Corde

isplaying 1 - 3 of 45

I Page 1 oftis » » C

You can print a copy of any of the payslips by clicking on the cogwhe€l; a new screen will open with
the payslip displayed and you can print by selecting ‘View Print version’ at bottom of screen and

then selecting ‘Print’ at the top of the screen.

SUPPORT QUERIES

If you are having any difficulty using the system, then please contact your Line Manager or System
administrator within the College/Centre/Department in the first instance.

If you cannot log onto the system please email ‘leavereturns@corketb.ie.’

If you lock your account or forget your password then select “Forgot your password?”and
a new password will be sent to the email on the system for you and your account will be
unlock during this process.

NB: Inputting the incorrect PIN/Password 3 times locks your account.
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