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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

2. This brings you to the main UCC Employee Self Service (ESS) webpage.
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3. Click on ESS Login
4. 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.
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login credentials, 1.e

- - yvour email address,
Slgl"'l 1 select Mext

john.dosl@ucc.ie -

Can't access your account?

Sign-in options

Problems signing in? Students, please go to
https://sit.ucc.ie for help. Staff, please go to
https:/fit.ucc.ie for help.
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e Enter your UCC
Bpreae network password

Enter password/
|

Forgot my password

Sign in
_~ HEZTEN

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

Employee Requests

Click on the My Time tab on the Employee Dashboard as highlighted below

= Employee Dashboard ~ Q  search Dashboards or Widgets

o g,

Scroll down to view

Employee Requests
Employee Dashboard

Employee Requests

| O MyTime
£ Payment
Search requests
CI Interviews
Date Created Status
€ MyTraining

Flexible Work for Caring Purposes Form 24-Jul-2025 Submitted

2% MyRecruit

Remote Working Form 24-Jul-2025 Submitted

©  staff Wellbeing

Remote Working Form 17-Jul-2025 Submitted

Employee Self-Service
ESS

Remote Working Form 17-Jul-2025 17-Jul-2025 Submitted

1-40f13

Employee Dashboard — My Time Employee Requests

Scroll down to view the Employee Requests widget
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Employee Requests widget allows you to Create an Employee Request

Create an Employee Request

1. Click on Create Request
2. The following screen appears

¢  Employee Dashboard

Create Request

Employee Dashboard > Create Request

Request Details

Request Type

Flexible Work for Caring Purposes Form

Remote Working Form

Enter search text Q

Document Name

3. Choose Request Type
a. Remote Working Form

Points to Note:

e The Remote Working Form is a 2 Step Process Employee to Manager [Approve/Reject]

e Once a request is submitted you cannot edit, cancel or delete the request

e The save option in the create request form will save what you have completed on the form but
the form is not submitted to your line manager

e A saved request can be edited or deleted. It will appear on the My Employee Requests widget
on the Employee Dashboard/ My Time as below

e To edit or delete the saved request click on the ellipsis on the saved request
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Employee Requests CREATE REQUEST
Search requests Q, -
Request Type Date Created Last Updated Status
Remote Working Form 30-Jul-2025 ( Saved |
Remote Working Form 28-Jul-2025 Edit
| Delete
Remote Working Form 28-Jul-2025 [ SupmmERT
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Remote Working Form

Please note: Fields on the form marked by an asterisks * are mandatory field and have to be
completed in order to submit the form

Please complete the following details

1. From Date
2. To Date
3. RW Location: Home/Other
4. No of Days you are requesting to work Remotely [Max 3 days]
5. Remote Day 1
a. Please complete Remote Day 2 and Remote Day 3 if required
6. Check the box to agree and proceed

7. Choose Submit to send the request to your line manager for approval or Save to save the form and
submit later

Please note: You have to Submit the form to go to your line manager for approval t

<  Employee Dashboard

Create Request
Employee Dashboard > Create Request

An employee must submit their request for remote working to their Head as soon as is reasonably practicable but not later than 8 weeks before the proposed starting date.
Once the form has been submitted it will go to you line manager for approval.

| This request will be valid for one year, you will be reminded closer to the time to re-submit is necessary.
Request Details

Request Type

Remote Warking Form -
| 1 2
From Date =] To Date =

Request Details 3

4 5

RW Location - o. of Days - Max 3* - emote Day - 1% - Remote Day -2 -
Remote Day - 3 -

I will comply with the relevant University policies such as ICT Usage, Data P ion and Privacy, Di ity and Equality, Grievance and Disciplinary, Health and Safety including the Risk Assessment Form,
p ing cor ial Uni ity information and IP etc.

Please see here for full policy: UCC Remote Working Policy

E] Please check this box to agree and proceed 6 ‘

SAVE SUBMIT
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4. Click on Submit to send the request to your designated Line Manager

Please note once a request has been submitted through ESS it may take up to 10 minutes for the
request to be processed and sent to the Line Manager/Leave Approver

5. Your Line Manager will receive an email notification to their @ucc.ie email address notifying them
that you have submitted a Remote Working request and it requires action

0%} YD ) T ¥ Requestfor Remote Working Form has been submitted. Action required - Message (Plain Text) =

a X
File  Message Help Q  Tell me what you want to do
1) € Repl o oo 1] i &~ x
) @ E w «) ply = i &S 9 11 Core E Recrui... J/ =1 ) 5 é i
Q- Delete Archive = Report > Reply All £y ~ Share to All ? To Manager v Move Sl Tags  Editing Immersive  Translate  Zoom Reply with Viva
© v = Forward Iy v Teams Apps 1 Team Email v &~ ¥ h h v Scheduling Poll  Insights
Delete Report Respond Teams Apps Quick Steps [ Move Language Zoom Find Time Add-in ~
Request for Remote Working Form has been submitted. Action required
. €5 Repl ‘« Reply All > Forward
UCC People & Culture <noreply@per.ucc.ie> ‘ & ‘ 2 Reply D Reply orwar ‘ ‘ e ‘ ‘ ‘
To Tue 01/07/2025 14:50

[EXTERNAL] This email was sent from outside of UCC,
has submitted the above request.

Start Date 01/Jul/2025
End Date 30/Jun/2026

Please login to ESS to review and approve this request.

https://eur0l.safelinks.protection.outlook.com/?url=https%3A%2F%2Fess.ucc.ie%2F&data=05%7C02%7CMODonovan%40ucc.ie%7C4512b6f5acbd41ba223d08ddb8a61bff%
7CA6fe5ca5866f4e4292e9ed8786245545%7C0%7C0%7C638869745747645068%7CUnknown%

7CTWFpbGZsb3d8eylFbXB0eU1hcGkiOnRydWUsIIYiOilwLjAuMDAwMCIsIIAiOiJXaW4zMilslkFOljoiTWFpbClslldUljoyfQ%3D%3D%7C0%7C%7C%7C&sdata=q9NodUQdv8BIzKZ%2BKIOO0IYIcH3Uu7y5UJR 2%
2Bwp1Vd7g%3D&reserved=0
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6. You will also receive an email to your @ucc.ie email address verifying that your request has been
submitted

7. On the Employee Requests widget your Remote Working Request shows as Submitted until it has
been approved.

- - -
Employee Requests CREATE REQUEST

Employee Dashboard —

ploy Search requests Q =
® My Time Request Type Date Created Last Updated Status
=€ Payment 3 Remote Working Form 28-Jul-2025 Submitted 5
] interviews ‘

;

sl My Training

- My Recruit

@ Staff Wellbeing 1-20f2

8. Once your manager has approved the submitted request you will receive an email confirming the
approval to your @ucc.ie email address

9. When you log into ESS you will also see the status of your request has been changed to Approved
on the My Requests widget.

Employee Dashboard

CREATE REQUEST

@ MyTime Employee Requests
€ Payment Search requests Q =
I:] Interviews Request Type Date Created Last Updated Status
® MyTraining
an My Recruit
(@  staff Wellbeing
Remote Working Form 16-Jul-2025 16-Jul-2025 ( Approved )

7|Page



UCC ESS -User Guide | 2024

Flexible Working for Caring Purposes Form

1. Click on Create Request
2. The following screen appears

<  Employee Dashboard

Create Request

Employee Dashboard > Create Request

Request Details
Request Type

' &

Flexible Work for Caring Purposes Form

Remote Working Form

Enter search text Q,

Document Name

3. Choose Request Type
a. Flexible Work for Caring Purposes Form

Points to Note:

e The Flexible Working for Caring Form is a 3 Step Process

e Employee to Manager [Approve/Reject] to People &Culture [Complete]

e  Once a request is submitted you cannot edit, cancel or delete the request

e The save option in the create request form will save what you have completed on the form but
the form is not submitted to your line manager

e A saved request can be edited or deleted. It will appear on the Employee Requests widget on
the Employee Dashboard/ My Time as below

e To edit or delete the saved request click on the ellipsis on the saved request
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Search requests Q =

Request Type Date Created Last Updated Status

Flexible Work for Caring Purposes Form 30-Jul-2025
Remote Working Form 30-Jul-2025 (s Edit m

Delete
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Please note: Fields on the form marked by an asterisks * are mandatory field and have to be
completed in order to submit the form

Please complete the following details

From Date

To Date

Type:

Caring Relationship

Reason for Request

Attach Documents- Attach any supporting documentation as required

Click on Attach Documents on the top right of the screen

Click on the upload arrow as highlighted on the Upload Document screen as below and select your
file

AU R

Upload Document

Document File*

&

CANCEL 0K

Double click on File name or select Open to upload. Select OK once it has been uploaded
successfully.

The document can be reviewed or removed by scrolling down the create request screen to view the
Document Information and selecting the ellipsis as shown below.

Attached Documents

Enter search text Q

Document Name
Employee requests_Queries.docx

Download

Delete

7. Check the box to agree and proceed
8. Choose Submit to send the request to your line manager for approval or Save to save the form and
submit later

Please note: You have to Submit the form to go to your line manager for approval the save option
will save what you have completed on the form but the form is not submitted to your line manager
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<  Employee Dashboa

Create Request
Employee Dashboard » Create Request

r 3
An employee must submit their request for Flexible Working for Caring Purposes to their Head as soon as is reasonably practicable but not later than 8 weeks before the proposed starting date. b
When the form is submitted it will go to your line manager for approval, once approved by the line manager it will then be processed and completed by the People & Culture Department.

Please note a request is not considered processed or complete until all relevant contract updates where applicable have been actioned, in accordance with existing business processes.
Request Details

Request Type

[Flexible Work for Caring Purposes i 4lERg

1 2

ol %

From Date B3| | ToDate B

AT

4

Request Details
3 4 5

Type* vI Farmg Relationship* - I IReasom for request*
| L ] L

Attached Documents

Enter search text Q

Document Name

TR T

NOTHING TO SEE HERE

1 confirm by ticking the below that:

+ Ihave attached the required documentation

+ lameli le for flexible working for caring purposes

* Ihave reviewed and accept the policy, found here Flexible Working for Caring Purposes
+ | have consulted my manager

O Please check this box to agree and proceed 7
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Please note once a request has been submitted through ESS it may take up to 10 minutes for the
request to be processed and sent to the Line Manager

Your manager will receive an email notification to their @ucc.ie email address notifying them that
you have submitted a Flexible Work for Caring Purposes request, and it requires action.

(o) T . = Requestfor Flexible Work for Caring Purposes Form has been submitted - Message (Plain Text)
File  Message Help Q  Tell me what you want to do
— 7] Srepy (B o (GO) H 1 Core E Recrui b B
e I8 O G CY
Q. Delete Archive  Report - Reply Al 8O0 Ggte P ToManager ¥ Move
g S forward [y~ Teams  Apps [ Team Emall v B
Delete Report Respond Teams Apps Quick Steps ] Move

Request for Flexible Work for Caring Purposes Form has been submitted

@ UCC People & Culture <noreply@per.ucc.ie>
To

[EXTERNAL] This email was sent from outside of UCC.

The above request has been submitted

Start Date 01/Jul/2025
End Date 30/Jul/2025

Please log into ESS to review and approve this request.

caring Purposes request has been submitted.
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2. You will also receive an email to your @ucc.ie email address verifying that your Flexible Work for
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3. On the Employee Requests widget you will now see your request displayed as Submitted
Employee Requests

Search requests Q =

Request Type Date Created Last Updated Status

Flexible Work for Caring Purposes Form 24-Jul-2025 Submitted

4. The manager can view the request on their Manager Dashboard on ESS (along with any document
attached) and may select ‘Approve which will direct the request to the People & Culture Flexible
Working Administrator. for further action

A request is not considered processed or complete until all relevant contract updates have been
actioned, in accordance with existing business processes.

5. When the request is completed you will receive an email confirming the approval to your @ucc.ie
email address

6. When you log into ESS you will also see the status of your leave request has been changed to
Approved on the My Requests widget

I Flexible Work for Caring Purposes Form 30-Jun-2025 30-Jun-2025 {. Approved .} E

If you submit a request and your manager rejects the application, you will be notified via email to your
@ucc.ie email address.

The request status will show as Rejected on ESS
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