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Access UCC Employee Self Service (ESS)

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 e GORE Portal
Home > SHARE
Support Details > n
kil
LiserGuides 2 n ESS Login Guides
FAQs > [ g |

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.

BUCC | = Enter your @@ucc.ie
login credentials, 1. e

= - yvour emailtl address,
Sign in select Next

john cic:e_—kij\x:cc.ur *———'—‘_'__

st \

Problems signing In? Students, please go to
hitps//sit.ucc.ie for help. Staf7. please go 1o
Nntitps//itLucc.ae for help.

B UCC | oterev Cotega oo

. = Enter your UCC
=¥ dac network password

€

Sgn in
_ ST

Problems signing Iin? Students, please go to
https//sit.ucc.ie for help. Staff. please go to
https.//it.ucc.ie for help
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Manager Dashboard

When you log into ESS with Manager rights the default landing page brings you to the
Manager Dashboard. The Manager Dashboard is only available to those who are setup as
approvers for leave or Employee Requests

To create your own Employee Request own to the Employee Dashboard from the
Dashboards menu as per the screenshot below. Please follow the instructions outlined on the
Employee Dashboard documentation to book your own Employee Request.

= Manager Dashboard ~

g ]

[ ]
i ol —-—
¥y
Employee Manager
Dashboard Dashboarc

Manager Dashboard

The following information is available to view:
e My Team
e Approvals
e Delegate Access
e Interviews

This guide focuses on Employee Requests, for more information on the Manager Dashboard
please consult the extended user guide.

My Approvals

1. The Approvals tab lists all submitted Employee Requests and leave requests requiring
action.

Please note that any Employee Requests submitted on ESS may take 10 minutes to
update on screen.
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=  Manager Dashboard ~ Q  Search Dashboards or Widgets

n ) 2

i 1524 VIEW d
e ( : ; VIEW
o

C %+ =

)o

2. When a team member submits an Employee Request for approval you, as the assigned
approver, will receive an email informing you of same to your @ucc.ie email
address. This email will appear in your mailbox as per screen shots below.

Remote Working Request

UCC People & Culture Request for Remote Working Form has been submitted. Action required

Flexible Working for Caring Purposes Request

UCC People & Culture Request for Flexible Work for Caring Purposes Form has been submitted

Remote Working Request

1. Log into ESS and on the Manager Dashboard choose the Approvals tab.

Q  search Dashboards or Widgets

g

VIEW

VIEW

2. To approve or reject the request click on View next to the employee request.
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3. The following screen appears. You will see the employee’s name & the date the
request was submitted on the left as well as the details of the request on the right.

€  Manager Dashboard
My Approvals
Manager Dashboard > My Approvals

Actions® Update . =~

il 8 = Remote Working Request

i ate mittec
28 Jul 2025 15:48

28040  Dave Fron ate T
Remote Working Requ.
28-JUL-25 30-SEP-26
28 Jul
2025072830967374 28-JUL-25 Remote Working Form
Request No Reguest Date Reference Type

Request Details

Home 1Day 1. Monday Remote Day - 2

v

v T BT

4. Click on View Details on the top right of the screen to see the full request

€ My Approvals

View Request 2025072830967374

Meanager Dashboard > My Approvals > View Request 2025072830367374

’ Job Title Remate Working Form
28/Jul/2025 ‘Submitted

Under policy, an employee must submit their request for Remote Working to their Head as saon as is reasonably practicable but not later than B weeks before the proposed starting date.

Once the form has been submitted it will go to the Line Manager for consideration

28-Jul-2025 30-5ep-2026

| o=y

Request Details

Home 1Day 1. Monday
Request History

=

Pending Work Group: Manager

Comments

I confirm by ticking the below that:

= Ihave read, understand and accept 19 Policy
« Iconfirm that the infermation included in this form is accurate
« 1will comply with the relevant University policies inchuding the Risk Assessment Form

"
APPROVE REJECT

P M L AT
a
2

5. Select Approve or Reject for the request

6. If you choose to approve a Remote Working request, then the team member will
receive an email to their @ucc.ie email address confirming same
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7. If you choose to reject the request, you will be asked to enter a Reject Reason
when you are submitting the response as per screen shot below or the Comments
will be highlighted if you are withing the detail screen of the request

Enter Details

Comments

CANCEL OK

Comments
Comments are mandatory for this approval option....
| confirm by ticking the below that:

= I have read, understand and accept the terms of UCC Remote Working Policy
= I confirm that the information included in this form is accurate
= 1 will comply with the relevant University policies including the Risk Assessment Form [}

Please check this box (o agree and proceed

]
APPROVE REJECT

8. Enter the reason and then choose Reject

9. The team member will receive a system generated email to confirm same to their
@ucc.ie email address.
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Flexible Working for Caring Purposes Request

1. Loginto ESS and on the Manager Dashboard choose the Approvals tab.

=  Manager Dashboard ~ Q  Search Dashboards of Widgets

[ 28 Jul VIEW

e . — 28.Jul VIEW l
E

28 Ju

VIEW

C *» =

2. To approve or reject the request click on View next to the employee request.

3. The following screen appears. You will see the employee’s name & the date the
request was submitted on the left as well as the details of the request on the right.

<  Manager Dashboard

isdeg
Manager Dashboard » My Approvals
a
Mllﬂnso pdate .
< - Flexible working for caring purposes
2800 o
Flexible working for ca. 28 Jul 2025 15:24
28 Jul e From Date To
04-AUG-25 03-AUG-26 E
§
28 Jul PP
Flexible Work for Caring -
2025072830966387 28-JUL-25 B
Purposes Form
Request No Request Date
Reference Type
L]
Request Details [s I
Part-time Child this is just a test so am testing the text box
v
.
| |

4. Click on View Details on the top right of the screen to see the full request
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< My Approvals

Please note any attachments submitted with the request will be visible under the

View Request 2025073031017449
Manager Dashboard > My Approvals > View Request 2025073031017449

Under policy, an employee must submit thelr request for Flexible Working for Caring Purposes to their Head as soon as is

Once a request has been submitted, it will go to the Line Manager for consideration.
From Date To Dak

30-Jul-2025 30-Jul-2026

Request Details

caring Relationship*

Shorter Working Year Child

Attached Documents

Enter search text Q

ment Name

Picture6.png

Request History

Submitted

Pending Work Group: Manager

Comments

1 confirm by ticking the below that:

+ | have read, understand and accept the terms of Flexible Working for Caring Purposes
* | confirm that the information included in this form is accurate
ol with University policies i the Risk Form

Please check this box 1o agree and proceed

test

Flexible Waork for Caring Purposes Form

06-Aug-2025

Submitted

APPROVE REJECT

Attached Documents section of the request as highlighted on the above screen shot.
The file/s can be downloaded to view by clicking the 3 dots to the right of each file
name and choose Download

3

Download

5. When the request and attached files have been reviewed select Approve or Reject

for the request

6. Ifyou choose to approve a Flexible Working for Caring request, it automatically
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7. If you choose to reject the request, you will be asked to enter a Reject Reason
when you are submitting the response as per screen shot below or the Comments
will be highlighted if you are withing the detail screen of the request

Enter Details

Comments

CANCEL OK

Comments
Comments are mandatory for this approval optios

1 confirm by ticking the below that:

- I have read, understand and accept the terms of UCC Remote Working Policy
= I confirm that the information included in this form is accurate
« 1 will comply with the relevant University policies including the Risk Assessment Form [

Please check this box 1o agree and proceed

L ]
APPROVE REJECT

8. Enter the reason and then choose Reject

9. The team member will receive a system generated email to confirm same to their
@ucc.ie email address.
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