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1. Overview
1.1.  Purpose of the Guide

The purpose of this document is to provide detailed guidance on Employee Self Service in CoreHR, this
includes:

e Employee Dashboard which allows employees to carry out certain tasks such as leave
requests, timesheet entries and expense claim submissions.
e Personal Profile which allows employees to access and amend some of their personal details.

Employee Self Service User Guide March 2023 4| 46



2. System Access
2.1. LoggingIn

CoreHR can be accessed via any internet browser, however, we would suggest using Google Chrome.
CoreHR can be accessed using the following link

https://my.corehr.com/pls/coreportal usngp

A username and password will be required to enable you to log into CoreHR, these will be provided to
you by the United Synagogue HR team.

To login:

e Enter your username
e Enter your password
e Click on the Sign In button

O access PeopleXD

2.2. Logging Out

To log out of CoreHR, click on your initials in the top right-hand corner of the screen and select Log Out

G S B »

act Mode LOG OUT
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3. Onboarding
3.1. Onboarding Checklist

The first time you log in, you will be taken directly to an onboarding screen. This onboarding screen
will appear each time you login, until all the checklist item statuses show as ‘Completed’.

To complete a checklist item:

e Clickon the ° button to the right of the item and select Start
e The relevant items Detail screen will open

e Review and update all fields as required

e C(Click on the Save button

Provide Next of Kin detail

ding » Provide Next of Kin detail

Mary Smith Wife 02081234567

Comments

Address

100 Wardour Street Soho London W1F OTN United Kingdom

When all checklist items are completed, you will be asked to confirm that all information you have
entered is true and accurate then click on the ‘Complete Onboarding’ button.

COMPLETE ONBOARDING

The Onboarding screen will no longer be displayed when you log in and you will be taken directly into
the Employee Dashboard.
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4. Employee Dashboard

4.1. QOverview
Once you have logged into CoreHR, you will be taken to the Employee Dashboard.

If you have not completed the onboarding checklist, the Employee Dashboard can be accessed by
clicking ‘Onboarding’ and selecting ‘Employee Dashboard’ from the drop-down menu.

The employee dashboard is split into 4 individual areas, these are:

e Time

e Pay

e Expense— NEW!
e Documents

June 2021 SELECT DAY SELECT WEEK < TODAY >

Tue Wed Thu Fri
Jun 1 2 3 4 & 6

Mon 14-Jun-2021

Employee Dashboard No Events

Tue 15-Jun-2021

® Time

Pay

Mo Events

Clockings Wed 16-Jun-2021

raining No Events
Expense

Thu 17-Jun-2021

r & 0

Documents

No Events

Fri 18-Jun-2021

No Events
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5. Time

5.1. Overview
The Time area is split into 4 sections, these are:

e (Calendar

e My Requests

e Balances — please note: Balances relate to Annual leave entitlement(s)
e Contract Details

= Employee Dashboard ~

o Mon 14-Jun-2021
3.5 Hour Day

[ <H<N<H<N<]

© Tme
Tue 15-Jun-2021
B rey 3.5 Hour Day
® boese
27 Wed 16-Jun-2021
5 ocuments

Rest
.

Thu 17-Jun-2021

Contract Details

20 Days Annual L

Holigay Bonus Le
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5.2. Calendar
The Calendar allows you to view your work schedule and absences.

Please note, the Calendar includes a tick box for the following additional features which are not
currently in use:

e Attendance
e Clockings
e Training

Viewing Co-Workers Leave/Absence
The Team Calendar allows you to view the working schedules within your team and leave.

To view the Team Calendar:

e Clickonthe  button on the Calendar section and select Co-Workers Leave/Absence

LR L B S A ——T

Mo A s e
i
January 2020 izl Nl  SELECT WEEK < TODAY > : E
—— Mon  Tue Wed  Thu Fi  Sat  sun|  BookTImeOff -
Y S——— Jan 1 z 2 4 5 Co-Workers Leave/Absence /
L]
Leave Requests View Timesheets
6 7 8 9 10 n 12
Atte ] View Full Screen

e The Team Calendar will now open and you are able to view when your co-workers are scheduled
to work

Team Calendar

SHowDay-1 |l

@ [Breaon1 [ereaom 1
/Driver - Pern - Bura! Society

eave (acusstec) 2w Oy 1 B HouDay -1

Note

You can view different calendar periods by using the < > icons located in the top right-hand corner
of the Team Calendar

e C(Click on the back button to navigate to previous page(s)

<  Employee Dashboard

Team Calendar

Employee Dashboard » Team Calendar
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5.3.  Submitting Timesheets
Timesheets are accessed through the Calendar section:

e C(Click on the * button on the Calendar section and select View Timesheets:

= Employee Dashboard ~

28 Mar 1
Leave Requests
© Time | Attendance

= =" Clockings
o Training

@ Expense

o»
= Job Vacancies

E Documents

The Timesheet Input Screen will appear.

Note

@ March 2023 SalZa I \Nal SELECT WEEK

Shifts Wed Thu
Employee Dashboard Absences e

TODAY

Mon 27-Feb-2023

No Events

Tue 28-Feb-2023

No Events

Wed 01-Mar-2023

No Events

Thu 02-Mar-2023

No Events

Fri 03-Mar-2023

No Events

If you have multiple roles within the organisation, you must ensure you are selecting the correct
role before entering timesheet entries. Review the Contract Details section to confirm the

Appointment ID for your relevant role, if required.

This step is only applicable if you have multiple roles:

Select the correct role to enter a timesheet entry against using the dropdown listing:

Timesheet Input

Employee Dashboard > Timesheet Input
Employee Post Title Shomer
Cost centre Work Group

Shomer - As and When

Rabbinic Factory Insp - Perm

e Select the required time period using the < > icons:

Timesheet Input
e >T
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e Click on the Add button
e Select the correct Pay Code from the dropdown listing:

Casual Pay (Days)

Casual Pay (Hours)

e Against each relevant day, enter the number of units (hours in most cases, unless the Pay Code
states otherwise e.g. value)

e Click Save

Note

Clicking on the Save button at this point will submit all timesheet entries for approval. It is
possible to edit the entries and submit again by overwriting any figure in the timesheet and
pressing on the Save button again.

Once you have saved the entry and submitted the timesheet for approval, you will notice the entries
will become colour-coded — there is a key that details each colour and the stage it represents:

0.50 1.50 2.00

@ FRejected Recode Required Approval Required @& Reason Code Reguired @ Marrative Attached

The ‘Recode Required’ and ‘Reason Code Required’ options are not applicable and will not be used.

Comments can be added to any timesheet entry: Add Comment

o Click on the : button and select Add/View Comments Tuesday 215t Jan -
e Click Add button

o Select the relevant day from the dropdown listing
e Enter your comments in the Comments box

e Click OK

Additional Project Work

CANCEL OK
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Click on the back button to navigate to previous page(s):

<  Employee Dashboard

Timesheet Input

Employee Dashboard » Timesheet Input

To edit a timesheet entry:

e Qverwrite any existing entries in the timesheet or,
e Addin new entries to the relevant day(s)
e C(Click Save

Note
It is only possible to amend entries that have not yet been approved.

Click on the back button to navigate to previous page(s):

<  Employee Dashboard

Timesheet Input

Employee Dashboard » Timesheet Input

Note

Unlike other approvals within CoreHR, there are no email or system notifications associated with
timesheet approvals. You will therefore need to log into the system to check whether your
timesheet entry has been approved. Once a timesheet entry has been approved, the colour-
coded indicator will disappear — this indicates the entry has been approved, whereas if the entry
has a red indicator, your entry has been rejected. If supplied, the rejection reason will be available

by clicking on the : button, then Add/View Comments.
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5.4.  Submitting Leave Requests

You can submit leave requests via the My Requests section.
To submit a new leave request:

e Click the Book Time Off button

View All -

Annual Leave “ -
Wed 22nd Jan 2020 | Submitted ) :

1 Day(s)

The Create New Leave Request screen displays. You can view a full breakdown of your leave balance
by clicking Actions, then Balance Detail:

Book Time Off

View Co-Workers Leave/Absence

Create New Leave Request

Part Day

End Date

|4‘Jun‘2‘021 (] 14-Jun-2021 )
My Balances
Employee Dashboard > Book Time Off > My Balances

Active

25 Days Annual Leave Full Time 01-Apr-2021 to 31-Mar-2022 Days 25.00 16.00 0.00 0.00 41.00

Holiday Bonus Leave - Days 01-Apr-2020 10 31-Mar-2021 Days 0.00 0.00 0.00 0.00 0.00
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Submitting a Leave Request

Note
If you have multiple roles within the organisation, you must ensure you are selecting the correct
role before entering any leave

This step is only applicable if you have multiple roles
Select the correct role to enter leave against using the dropdown listing

Create New Leave Request

Appointment

Accounts Assistant - Perm - EXgR s

Accounts Assistant - Perm - Exec Offices- .

Leave Type* ~  PartDay
23-Jan-2020 M 23-Jan-2020 8

e Select the applicable Leave Type from the drop-down list Create New Leave Request

e For a Part Day request: .
o Click on the Part Day switch e - (o]
o Enter the Start Date P o
o Select the Time of Day from the drop-down list

First half of shif

° FOF a Fu” Day request. Create New Leave Request
o Enter the Start Date -
o Enter the End Date

01-4u-2021 B ogu2021

e Add Comments, if applicable

e Click Submit

The annual leave request has now been submitted successfully and appears on the My Requests
section with a status of submitted.
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5.5.  Cancelling a Leave Request

It is possible to cancel a past, current or future leave request, however, the leave request can only be
cancelled if the status is ‘Submitted’.

To cancel a leave request:

e Clickon the * button on the applicable Leave Request
e Select Cancel

My Requests BOOK TIME OFF

View All -

Annual Leave r § h .

% I Mon 03rd Feb 2020 [ Submitted ) .

Annual Leave PR ——

@ | Davls Mon 27th Jan 2020 [ Submitted
o ' Cancel

Annual Leave —_— o ;

@ L Wed 22nd Jan 2020 [ Submitted | View Details

The leave request is now successfully cancelled, and a notification will be sent to the leave approver
informing them of the cancellation.

Note
It is not possible to reverse Leave Request cancellations
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5.6.  Viewing Balances

It is possible for you to view your balance information from the Balances section.

Note

If you have multiple roles within the organisation, each of your balances will display in the balance
section. To view which role the balance applies to, click on ‘Balance’, or refer to the Contract
Details section for clarification.

To view Balance information:

e Click Balance:

Balances BALANCE
25 Days Annual L

Holiday Bonus Le.

0.00 days

The My Balances screen displays information relating to each of the Balance Types:

My Balances
E Dashboard > My Balance:

25 Days Annual Leave Full Time 01-Apr-2021 to 31-Mar-2022 Days 2500 16.00 0.00 0.00 41.00

Holiday Bonus Leave - Days 01-Apr- 1-2021 Days 0.00 0.00 0.00 0.00 0.00

Click on the back button to navigate to previous page(s):

¢  Employee Dashboard

My Balances

Employee Dashboard » My Balances
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5.7. Contract Details

This section provides details of your appointment(s). This is particularly useful for employees with
multiple roles to confirm the Appointment ID for their relevant role. As your details will not be
automatically updated in this screen, please click the Refresh Data button.

- r

Balances

& June2021 _— e IR

employee Dashboard o
It

Time. 7 10 1 12

o & s & 625 Hour Day
,

8 = @ 5 6
%

® Expense »

B ument;

Al Time

@ Annual Leave
@ Anvual Leave
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6. Pay
6.1. Overview

Pay is managed within the Pay menu bar option of the Employee Dashboard, which is split into 4
sections, these are:

e My Payslips

e Tax Detail

e P60 Documents

e My Bank Accounts

Employee Dashboard ~ Q search Dashboards or Widgets

My Payslips

26th January 2020

NetPay e

e a0

My Bank Accounts
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6.2. My Payslips

This section stores current and historical payslips, giving you the ability to view the information

directly within the system.

To view a payslip:

e Select the required payslip period from the listing on the left-hand side of the section

My Payslips

28th January 2020

Total Earnings

Total Deductions

Net Pay

VIEW ALL

DISPLAY PAY SUMMARY

Fedekdd

e C(Click Display Pay Summary and enter your CoreHR password to show your pay information

Confirm Password

Password *

CANCEL

0K

e  You will now be able to view the summary details for the selected payslip

My Payslips VIEW ALL
28th January 2020 FULL PAYSLIP
2 202 Total Earnings £0.00
2 De 2 Total Deductions £0.00
Net Pay £0.00
You can view an entire payslip with more detailed information.
e Click on View All
My Payslips VIEWALL
28th January 2020 FULL PAYSLIP
2 20 Total Earnings £0.00
26th De 21 Total Deductions £0.00
Net Pay £0.00
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This will take you to the All My Payslips screen

e C(Click View next to the payslip you wish to view:

All My Payslips

The full payslip will now be viewable on screen

Note
The payslip is available to download as a PDF. This can be done by clicking on the Download PDF
button in the bottom right-hand corner of the full payslip view

Click on the back button to navigate to previous page(s)

<  Employee Dashboard

All My Payslips

Employee Dashboard > All My Payslips

6.3. Tax Detail

The Tax Detail section is a summary overview of your personal tax information, this includes:

e NI Number
o NI Letter
e Tax Code
e Tax Basis

Tax Detail
( NI No. .
NI Letter A
4
f Tax Code 1250L
Tax Basis Cumulative

Note
This is view only; no changes to information can be made here
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6.4. P60 Documents

This section displays P60 documents which you are able to view:

P60 Documents S

2020-2021 VIEW

6.5. My Bank Accounts

This section displays your bank account information which allows you to update your bank account
details.

My Bank Accounts

VIEW

To update your bank account information:

e C(Click the ‘View’ button to open the Update Bank Details window
e Enter the bank details in the required fields
Enter your Sort Code and select from the pre-defined list
Enter your 8-digit Account Number
Re-enter your 8-digit Account Number
e Review and acknowledge the declaration.
e Click the ‘Save’ button
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4
Update Bank Details

Bank Account Information

The Reauthenticate window will pop up
Enter the password for your CoreHR account and click the OK button

Confirm Password

Password *

CANCEL 0K

The bank details are now visible in summary form on the previous screen.

The Account Number is masked for security purposes.

Note

By adding/changing your bank details you are accepting that the details added/changed are
accurate and that you have checked these against you bank debit card, cheque book or bank
statement.

Due to the US requirements it should be noted that any change will only take effect once you
have submitted proof of the accuracy of the data.

Any changes made from the point of saving this change will mean that your next salary payment
will be made by cheque, unless documentation is received by payroll 10 working days before
monies are due to be credited to your account.
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/. Expenses

7.1.  Expense Overview

Expenses are managed within the Expense menu bar option of the Employee Dashboard, which are

split into 3 sections:

e My Expense Reports
e My Primary Car
e Remittances

= Employee Dashboard ~

Employee Dashboard

My Expense Reports

May Expenses - 10-Jun...

Status Submitted
Q© Time
Mileage 279
B ry
Subsistence 00
®  Expense
Other 5.60
B MyDocuments
Total 8.39
o o
i | Remittances

NOTHING TO SEE HERE

Q  search Dashbo

N4 o b

: 5/ ?' v g — -
'y / Y, i b,

Sea Q

W submitted

W e AAT23CAR 5 S

W Processed

= Approved

o,

VIEW HISTORY
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7.2. My Expense Reports

The My Expense Reports section is used to create and manage your expense claims.

An expense report is like a claim form; the first step is to create the report and you can then add the
individual items to the report before submitting. An expense report could relate to a specific
event/trip, or it could be for a period of time e.g. May Expenses.

To create a new expense report:

e Click ‘Actions’ and select ‘New Expense Report’

My Expense Reports

Mew Expense Report

You have no expenser... Manage This Expense

Manage All Reports

Status

Mileage 0 W Mo Claims
Subsistence 0

Other 0

Total 0.00

The Expense Report screen opens:

Expense Report
Employee Dashboard > Expense Report

Required Fields

Start Date* ()  EndDate* )  Expense Description*

Appointment ID* v Pin Pinner Synagogue Approver* -

Additional Options

Car Registration -

Some of the details will be automatically populated, for example, cost centre, approver and car
registration (if your car is already recorded).
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e Update all fields under Required Details
The * for each indicates that these are mandatory and are required to create the claim
e Update the Additional Options
If you are submitting a mileage claim, you should select your Car Registration from the
dropdown list.

Note

In order for an individual to be able to submit mileage, you first need to go through the one-off
process of registering your car details via CoreHR (see point 7.3.). Any company cars will already
be set up.

Expense Report
Employee D

ard > Expense Report

Required Fields

01-May-2021 ) 31-May-2021 B May Expenses

Rabbi v Bel Belmont Synagogue v

Additional Options

AA123CAR !

e C(Click Save to create the claim

Note
You must save the claim before you are able to enter any individual expense items.

e Scroll to the Expense Items section, this is where you will be required to add the individual
expense items. Click New Expense Item and the Expense Details screen opens.
e Select the Expense Type from the dropdown menu and enter the details for the expense item. The
items required here will differ depending on the expense type selected.
Please see below for further instructions on specific expense items.

Expense ltem

O /A

Car Parking Charges - Receipt available to upload - Receipt Parking Receiptjpg X %
56 - From Location - To Location -

Start Date” End Date Expense Item Descriptio

04-May-2021 ) 04-May-2021 ) Parking for visit to Hendon

Start Time - End Time -
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Note
e Receipted items: for certain expense items e.g. Car Parking Charges, you are required to upload
a receipt. To upload a receipt:

e Click on the arrow upload icon

Receipt

Sel

elect a receipt to upload

e This will open an explorer window for you to find and select the document you wish to
upload to your form, then click ‘Open’ to upload the file. ** If the receipt is not available,
select ‘No receipt available’ within the Receipt Status dropdown and provide the reason**

e Mileage claims: ensure you populate the ‘Distance’ and ‘From/To Location’ fields. Please note,
if claiming expenses via the CoreMobile App, there is a character limit of 30, therefore you will
need to abbreviate these fields.

e Start/End Time: please leave blank.
e Rabbi Entertainment (applicable for Rabbinic Staff only): when saving your Expense item, you

will be required to provide details of your guests in order to submit your Expense Report:

e Within the Expense Report, click onthe * button for the Rabbi Entertainment item(s) and
select ‘Additional Information’

e C(Click ‘Add Additional Information’ and populate the fields, as applicable, then click ‘OK'.

e NOTE - there is a 50-character limit within the ‘Attendee’ field. Where you have more than
3-4 guests, you should instead upload the guest list within the Expense Item as a receipt file
following the steps above. Please still complete the ‘Additional Information but refer to the
attachment within the Attendee field.

Note: all fields are mandatory on the Additional Information screen. Where not relevant,
please enter ‘Not applicable’.

16.00 1
Click here for terms and conditions.

Rabbi Ent Shabbat&YomTov (E16p/gue.

a

View/Update

Aditional information

Delete

Add Additional Info

Once complete, to return to the Expense Report, click on the back arrow:

< Expense Report

Additional Information
Employee Dashboard » Expense Report » Additional Information
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To add further items to the Expense Report, click ‘Save’ and ‘Add New’.

Once all items are added, click ‘Save’.
The screen closes and you are returned to the main Expense Report screen. The item(s) are
listed under the Expense Items. The Total Claimed and Number of Items fields are updated to
reflect the latest entry.
Please note the system looks for duplicate entries, therefore if you have entered the same
expense type and same date it will ask you to provide a ‘duplicate reason’ — You will need to
enter the reason e.g. Multiple trips for Mileage claims.

Once all items have been added, and you are ready to submit your expense report, submit the

claim for approval by clicking Submit.

Expense Report (ltem:
> Expense Report (tem

Required Fields

Rabbi

Additional Options

[ e J oo |

Note

If you are not ready to submit your report, you can click Save and come back to the report later.
The draft Expense Report is available within ‘My Expense Reports’. Click Actions, then Manage
this Expense or Manage All Reports. You can continue adding expense items to a report as
required. Once you are ready, submit the report by clicking Submit.

Click Yes on the Accept Declaration prompt

The status is updated to Submitted and the expense is sent for approval.

Note
Once in the status of Submitted, it can no longer be edited, but can be unsubmitted
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To un-submit an expense claim:

e Click on Actions and select Manage All Reports

My Expense Reports

January 2020 Expense...

Status Submitted

Mileage .00

Subsistence .00
| Other 8.00
|

Total 8.00

T

ACTIONS

Mew Expense Report
Manage This Expense

Manage All Reports

| ouwntey |

a4

B New

W Approved

S e

.

e Click onthe * button next to the relevant claim

e Select Unsubmit

Expense Reports
Empioyes Dastooxc > Expense Reparts

January 2020 Expenses

15000

w'w EXPENSE REPORT

e Click Yes to confirm

Confirm

Are you sure you wish to unsubmit this item?

NOD

YES

The status is updated to New and you can edit, submit or delete the Expense Report, as required.

Employee Self Service User Guide

Last Updated: March 2023

Page 28 | 46




To delete an Expense Claim:

e Click on Actions and select Manage All Reports

— =3 T =

My Expense Reports

Mew Expense Report

January 2020 Expense... Meanage This Expense E
Status Submitted Manage All Reports B
W Suwnnieu |
Mileage .00 B New E
W Approved r

Subsistence .00
N

Other 8.00

Total 8.00

e Clickonthe : button next to the relevant claim
e Select Delete

Expense Reports
Employes Da:

Dastiooard > Expense Reports

NEW EXPENSE REPORT

08-Jun2021 08-Jun2021 June Expenses.

Submit

e Click Yes to confirm that you want to delete the form

Delete

Are you sure you want to delete this?

NO YES

The expense report will be deleted and no longer available for update or submission.

e Click on the back button to navigate to previous page(s):

<  Employee Dashboard

Team Calendar

Employee Dashboard » Team Calendar
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7.3. My Primary Car

Employees are required to set up their private car details on CoreHR to claim for mileage. This is
required to determine the value of the expenses based on the car type, mileage to date and allowance
rates, as detailed in the Expense Policy.

Note
Company cars are not to be entered here; they will already be set up.

To set up a new private car:

e Click Actions and Create Car from the My Primary Car section
(Any cars already set up on the system will appear in this section)

o = — F .2 T = T

My Primary Car

Create Car

o

search

View Mileage for Current Year

The Create Car screen appears

e Provide all details required
Mandatory fields are marked with a *

Create Car

Employee Dashboard > Create Car

Vehicle Details

Company Vehicle

Click here to read and review the terms and conditions for vehicles.

D I confirm that the details entered concerning the above vehicle are correct

e Review the terms and conditions and tick the box to confirm
e Click Save
e The new car is listed on the My Primary Car section as Awaiting Approval
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My Primary Car

Je!

AB12 CDE
) ) Car Focus

Note
Once the car details have been entered/set up, it is sent for approval. You cannot submit a claim
using this car, until it has been approved.

To edit your car details:

e For the required car, click the * button and select Edit Details

My Primary Car

Search

a1
fs}

AB1Z CDE .
) ) Car Focus t

Edit Details

Mileage for this Vehicle
Make this my Primary Vehicle

Delete

e Update the details as required and click Save
(The car is re-submitted for approval and you cannot submit a claim using this car, until it has
been approved.)
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7.4. Remittances
You can review your processed expense claims via the Remittance section.

To view:

e Click View on a remittance item to review the details of the processed payment
e To review historic remittances, click on View History and then select the appropriate

remittance by clicking View

- |

Remittances VIEW HISTORY

NOTHING TO SEE HERE

= e =3

e Click on the back button to navigate to previous page(s):

¢  Employee Dashboard

My Remittance History

Employee Dashboard » My Remittance History
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8. Documents
8.1. Download Documents

In the Documents section, you can view the Self Service User Guides by clicking the Download button
next to the relevant document.

. Documents Search

Search

Employee Dashboard

Document Name Document Type
© Time

Employee Self Servic..  General Documents DOWNLOAD
B Py

Manager Self Service..  General Documents DOWNLOAD
@ Expense
a Documents
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9. Personal Details
9.1. My Profile

To access your personal information, from within the Employee Dashboard screen, click on your
initials in the top left-hand corner of the screen:

Employee Self Service User Guide

Employee Dashboard ~

Joe Bloggs
0053794

O

8

®

Employee Dashboard

Time

Pay

Expense

My Documents

Last Updated: March 2023
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10. Employee Details
10.1. Contacts

The Contacts section provides the ability to view and update key contact and address details for you.

A EMPLOYEE DETAIL My Contact Details
Next Of Kin Additional Work Email Address (2)
Known As Home Telephone Number
Documents Mobile Number
Bank Detail Personal Email Address
~  DIVERSITY Work Email Address manager3@theus com

v JOB DETALS

My Address Details
v TIME MANAGEMENT
“  LEARNING AND DEVELOPMENT

Default Home Address NW4 2TA United Kingdom
v  OTHER INFORMATION

To edit any of your contact details:

e Clickonthe : button and select Edit

My Contact Details

Additional Work Email Address (1)
Additional Work Email Address (2)

Home Telephone Number

Mobile Number Q7777777777
Personal Email Address test@test.com
Work Email Address

Clear

The Edit Contact Info screen opens:

Edit Personal Email Address

joe@gmail.com

CANCEL 0K

e Update the contact information
e C(Click OK
The contact details will be updated
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10.2. Next of Kin

Select Next of Kin from the Employee Detail menu bar item. The Next of Kin screen allows you to
record personal information for one next of kin.

A EMPLOYEE DETAIL

Contacts

I Mext Of Kin I

Known As

Documents

Bank Detail

~  DIVERSITY

~  JOBDETAILS

~ TIME MANAGEMENT

~  LEARNING AND DEVELOPMENT

~  OTHER INFORMATION

My Next of Kin Details

Joe

Address

u have not yet provided address information

Bloggs

Partner

Phone
01234 567890

To add or edit the next of kin details, enter the information in the required fields and click Save

To record an address for the next of kin:

e Click onthe : button in the address section and select Edit Address Details
The Edit Address Details screen opens.

e Select the Country from the predefined list.
e Enter the address details.

e Click Save.

Address

123 Welcome Road Bromley Kent BR2 1QA United Kingdom

Edit Address Details

View Map
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10.3. Known As

Select Known As from the Employee Detail menu bar item. This section allows you to view your Known
As information which is view only; no changes to information can be made here.

A~ EMPLOYEE DETAIL Known As Details

Contacts - Forename
Miss Manager 3 Middle Name

Next Of Kin

Known &
Known As
M Sumame 3 Manager 3 M

Documents

Bank Detall

~  DIVERSITY H

v JOBDETAILS

~  TIME MANAGEMENT

~  LEARNING AND DEVELOPMENT

~  OTHER INFORMATION

10.4. Documents

Select Documents from the Employee Detail menu bar item. This allows you to download and view any
documents that are available.

To view a document:

e Click Download next to the relevant document

A EMPLOYEE DETAIL My Documents
Contacts 2 t Q. ViewAl
Next Of Kin
Known As Employee Self Service User Guide General Documents Never No DOWNLOAD
Documents Manager Seff Service User Guide General Documents Never No DOWNLOAD
Bank Detail
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10.5. Bank Details

Select Bank Details from the Employee Detail menu bar item. This section allows to view and update
your bank account details.

A EMPLOYEE DETAIL My Bank Detail

Mext Of Kin Pay Not Set Up PDATE

To update your bank account details:

e Click the View button to open the Update Bank Details window
e Enter the bank details in the required fields
Enter your Sort Code and select from the pre-defined list
Enter your 8-digit Account Number
Re-enter your 8-digit Account Number
e Review and acknowledge the declaration.
e Click the Save button

Update Bank Details

> M A > Update Bank Details

Bank Account Information

Lloyds Tsb Bank Pic (770512) - 01234567 01234567

e The Reauthenticate window will pop up
e Enter the password for your CoreHR account and click the OK button

Confirm Password

Password *

CANCEL OK

The bank details are now visible in summary form on the previous screen.
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The Account Number is masked for security purposes.

Note

By adding/changing your bank details you are accepting that the details added/changed are
accurate and that you have checked these against you bank debit card, cheque book or bank
statement.

Due to the US requirements it should be noted that any change will only take effect once you
have submitted proof of the accuracy of the data.

Any changes made from the point of saving this change will mean that your next salary payment
will be made by cheque, unless documentation is received by payroll 10 working days before
monies are due to be credited to your account.
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11. Diversity
11.1. Background/Disability

Select Background and/or Disability from the Diversity menu bar item. These sections allow you to
view, enter or amend diversity information.

v EMPLOYEE DETAIL Background
A~ DIVERSITY Personal Details
Male *  Male *  Heterosexual *  01-Apr1975
Disability
v JOBDETAILS Diversity
TIME MANAGEMENT
v " White - British - Brtish try Of

v LEARNING AND DEVELOPMENT

v OTHER INFORMATION

Family Details

Civil Status

i i (DaROsMaigs =)
SAVE
v EMPLOYEE DETAIL Disability
A~ DIVERSITY General Details
Background
No . Disability 1
Disability
v JOBDETAILS
O Registered Disabled O Accessible Parking Required
v TIME MANAGEMENT b
,
Detailed Notes 1
Vv LEARNING AND DEVELOPMENT ||
v OTHER INFORMATION
A re ion
SAVE

To add or update the details:

e Update any field as required.
e Click Save
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12. Job Details
12.1. Job Details

Select Job Details from the Job Details menu bar item. This section allows you to view details of your

contract(s). This is a view-only screen.

~  EMPLOYEE DETAIL My Contract

~  DIVERSITY

~  OTHER INFORMATION

Allowances History

tive From

NOTHING TO SEE

HERE

A JOBDETAILS Test Manager Hendon 1 01-Aug-2021
5024135
Salary
~  TIMEMANAGEMENT Test Manager - No job description. I
1
~ LEARNING AND DEVELOPMENT fenhae o Peprime |
01-Aug-2021 1 Hendon |
~  OTHER INFORMATION Status Location System Position Code
Permanent Hendon 1
on Expiry Increment Due
31 Jan 2022 None Entered
~  EMPLOYEE DETAIL My Salary
~  DIVERSITY Position Deta ent i
A JOBDETALS ey Hendon 1 01-Aug-2021
5024135
Job Detalls
se tstery
[ - Mutiples Rat
v TIME MANAGEMENT )
105 5 |
~ LEARNING AND DEVELOPMENT NOTHING 70 SEE HERE i
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13. Time Management
13.1. Balance Information/Leave Requests

Select Balance Information and/or Leave Requests from the Time Management menu bar item. These
sections allow you to view your balance information and leave requests. These are view-only screens.
To request leave, please refer to the Time section above.

Joseph Bloggs, IT Technician, Executive Offices
Employe hboard > Joseph Bloggs, IT Techniclan, Executive Offices
v EMPLOYEE DETAIL Balance Information
v DIVERSITY
Active
v JOBDETAILS
A TIME MANAGEMENT
20 Days Annual Leave Full Time 01-Apr20211031:Mar2022  Days T Technician - 2000 000 000 000 20.00
Balance Information
Leave Requests

v LEARNING AND DEVELOPMENT

v OTHER INFORMATION

Transactions for 20 Days Annual Leave Full Time

Joseph Bloggs, IT Technician, Executive Offices
Employee Dashboard > Joseph Bloggs, IT Technician, Executive Offices

v EMPLOYEE DETAIL Leave Requests
v DIVERSITY

v JOB DETAILS

A TIME MANAGEMENT 5029101 Annual Leave 30-Jan-2023 03-Feb-2023 5 Day(s) Approved
Balance Information 502910-1 Annual Leave 05-Dec-2022 05-Dec-2022 1 Day(s) Approved
Leave Requests 5029101 Annual Leave 03-Oct-2022 07-0ct-2022 5 Day(s) Approved

wv  LEARNING AND DEVELOPMENT 502830-1 Annual Leave 25-Aug-2021 27-Aug-2021 3 Day(s) Approved

Click on the * button for a leave request to view any Comments.
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14. Learning and Development
14.1. Continuous Development/Professional Bodies/Qualifications

Select the relevant section from the Learning and Development menu bar item. These sections allow
you to view any details that been input relating to your Learning and Development. These are view-
only screens.

v EMPLOYEE DETAIL My Continuous Development
v DIVERSITY Professional Development
v JOB DETAILS
v TIME MANAGEMENT Conferences 07-Mar-2022 07-Mar-2022 1 Days
A LEARNING AND DEVELOPMENT
Continuous Development
Professional Bodies
Qualifications
v EMPLOYEE DETAIL My Qualification Details
~  DIVERSITY Qualifications
v JOBDETALS
~  TIMEMANAGEMENT Bec Higher National Certificate 02.Feb-2009 24Jun2011
A LEARNING AND DEVELOPMENT

Continueus Development

Professional | Bodies

Qualifications
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15. Other Information
15.1. Maternity Notification Form

Select the Maternity Notification Form from the Other Information menu bar item. This section allows

you to create and submit a Maternity Notification Form

Joseph Bloggs, IT Technician, Executive Offices
Employee Dashboard > Joseph Bloggs, IT Technician, Executive Offices

v EMPLOYEE DETAIL Maternity Notification Form

v DIVERSITY

v TIME MANAGEMENT

Vv LEARNING AND DEVELOPMENT

A OTHER INFORMATION

Maternity Notification Form

Right To Work

Patemity Notification Form NOTHING TO SEE HERE

To create a new maternity notification:

e Click the Add button

The Maternity Notification screen will appear
e Update all fields as required
e Click the Save button to create the notification

Maternity Notification Form

d » Joseph Bloggs, Accounts Assistant - Perm - Exec > Maternity Notification Form

Baby Due Date Maternity Start Date

26-Jun-2020 B 22-Jun-2020 B

The notification will be sent directly to the HR team.

v EMPLOYEE DETAIL Maternity Notification Form

w  DIVERSITY Baby Due Date

v  CONTRACT 26-Jun-2020

22-Jun-2020

v TIME MANAGEMENT

Note

If you need to amend your Maternity Notification Form, please contact the HR team instead of

updating the form directly in the system.
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15.2. Paternity Notification Form

Select the Paternity Notification Form from the Other Information menu bar item. This section allows
you to create and submit a Paternity Notification Form.

Joseph Bloggs, IT Technician, Executive Offices m

ashboard > Joseph Bloggs, IT Technician, Executive Offices

v EMPLOYEE DETAIL Paternity Notification Form

v JOB DETAILS
v TIME MANAGEMENT
~  LEARNING AND DEVELOPMENT F
A OTHER INFORMATION
Maternity Notification Form
Paternity Notification Form

NOTHING TO SEE HERE

Right To Work

To create a new paternity notification:

e Click the Add button
The Paternity Notification screen will appear
e Update all fields as required
e Click the Save button to create the notification

Paternity Notification Form

ard > > Paternity Notification Form

The notification will be sent directly to the HR team.

Paternity Notification Form

No 28-Feb-2020 Yes 2 Weeks

Note

If you need to amend your Paternity Notification Form, please contact the HR team instead of
updating the form directly in the system.

Employee Self Service User Guide Last Updated: March 2023 Page 45 | 46




15.3. Right to Work

Select Right to Work from the Other Information menu bar item. This section allows you to view your

Right to Work details. This is a view-only screen.

Joseph Bloggs, IT Technician, Executive Offices
Employee Dashboard > Joseph Bloggs, IT Technician, Executive Offices
v EMPLOVEE DETAIL Right to Work
v DIVERSITY
v JOB DETAILS Urvestricted List A
v TIME MANAGEMENT
Vv LEARNING AND DEVELOPMENT
A OTHER INFORMATION

Maternity Notification Form

Paterity Notification Form

Right To Work

2. Passport or National Identity Card 23-Aug-2018

23-Aug2028
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