ESS Employee Requests FAQ’s

How do I apply for Remote Working or Flexible Working for Caring Purposes?
Log into Employee Self Service [ESS], on the Employee Dashboard choose the My Time tab, scroll down and you will see Employee Requests widget. Click Create Request

Is there a step-by-step guide available on completing the digital form?
Yes please see the step by step guide for employees Employee Guide

Is there a step-by-step guide available for Managers approving the requests submitted?
Yes please click on the following link Manager Approval Guide

I can’t see the option to Create Request when I log into my Employee Self Service?
Make sure to scroll down on the My Time tab on the Employee Dashboard, if you don’t have this option, please log a ticket on the UCC Services portal 

How do I log a ticket on the UCC Services portal?
Go to https://ucc-amc.ivanticloud.com/Modules/SelfService/#home choose People & Culture and Log an ESS or HRIS issue

How do I know that my request has been submitted to my Line Manager for approval?
When your request is submitted you will receive an email from ‘UCC People & Culture’ confirming your request has been submitted for approval.

How do I know when my Remote Working request has been approved?
When your Remote Working request has been approved by your Line Manager you will receive an email from ‘UCC People & Culture’ confirming the approval

How do I know when my Flexible Working for Caring purposes request has been completed?
When your Flexible Working for Caring purposes request has been completed you will receive an email from ‘UCC People & Culture’ confirming the approval



Can I cancel either the Remote Working or Flexible Working request online?
It is not possible for the employee to cancel either request online, but the Manager can reject the request. Please refer to the policy for further guidelines on cancelling Remote Working or Flexible Working for Caring Purposes

Can I amend either the Remote Working or Flexible Working request online?
Once a request has been submitted online via ESS it cannot be amended. You will need to submit a new request including any amendments
