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How to Access UCC Employee Self Service (ESS)

1. Type the following URL into a web browser http://www.ucc.ie/en/ess This brings
you to the main UCC Employee Self Service (ESS) webpage

CORE Portal

In This Section ool ) §124D Portal

Home >
Support Details >
User Guides >
FAQs >

2. Click on ESS Login: This will open the Core Portal ESS@UCC login page. Staff can
securely access ESS using Single Sign On (SSO) meaning your @ucc.ie login
credentials.

8B UCC. | Sty Cotioge O . Enter your cRucc.ie

login credentials, i.e

> - yvyour email address,
Sign in select Next

john.doefEPucc.ie *—-——-‘—‘——

Nt BCCEsSS YOUr account \
in

Problems signing In? Students, please go to
hitps//sit.ucc.ie for help. Staff. please go 1o
Nnttps//ittucc.ae for help.

Enter your UCC
network password

Enter password/

Sign in
P son |

Problems signing in? Students, please go to
https://sit.ucc.ie for help. Staff. please go to
https://it.ucc.ie for help
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Interviews

View vacancy details as Internal Interview panel member

1. Once you have been selected as an Internal Interview panel member on a vacancy
you can view the vacancy details on your own CorePortal/ESS account

2. Click on the Interviews tab to the left of the screen as highlighted below (note it is
available on either Employee or Manager dashboard on the left handside menus)

Employee Dashboard -~

Employee Dashboard

Manager Dashboard ~

Manager Dashboard

G} My Time
My Team
= Payrment
Approvals
|:| Interviews
Delegate Access
".!.‘I My Training

[]  interviews
" My Recruit

3. Click on ‘View’ next to the Interview panel option

—————
Interviews WIEW AL
INnterviews o VIEW
Interview Paneal o WIEW

= 5 . - T E—— T TS T ]

4. From the Interviews screen you can view the following if you click on the Ellipsis next
to the vacancy for which you are a board member

2|Page



UCCESS -User Guide | 2021

a. View Applicants - view individual application details in real time once an
application has been submitted for the vacancy

b. Vacancy Details -Documents - view merged applications when all
applications are submitted, i.e. on one file

Recruitment Actions
; y p— Select the Ellipsis next to the vacancy to either
view individual applications (View Applicants)
or fo view the full merged file with all
ik B applications as well as the job description
(Vacancy Detalls)

¢. When you drill down to Vacancy Details, the Job description will open, select
the Documents tab, then click on the Ellipsis next to the Merged document &

download

Access the Merged file'to

Vacancy Details: 042231 - HR Manager - Test MOD view the submitted

E ) ) Vacancy Datalls: 042231 - HR Manager  Test MOD app“cauons for the .
vacancy, select the ellpsis

1 ioon & Download
Documents \
Merged Applications 042231 _buld_interview_pack pdf 65330 "

{8 Information Pach Candidate Information Pack 56850 WJan202 a1 3
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