CoreHR Guide
Logging & Approving Your Team’s Leave

This guide will explain how to log, approve or reject leave requests,
including Annual Leave, Special Leave (Paid) and Special Leave
(Unpaid), as well a view your team’s calendar.



Manager Dashboard

= Manager Dashboard Q  Search Dashboards or Widgets

Click on the Drop-down Arrow
and you will see a selection of
dashboards. Go to Manager
Dashboard.

NOTHING TO SEE HERE
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Viewing the Team’s Information

= Manager Dashboard ~ Q  Search Dashboards or Widgets

Make sure you are on the Dashboard Tab
on the left hand side.

e, . Youcan view a list of your team members

Transactions And Business Sup

You can also view any outstanding
requests in the My Approvals Section.

. - My Approvals Notificati...
This will come through as a Red Bell at

the top right of the screen and through
email notifications.

>

NOTHING TO SEE HERE



Viewing Leave Requests
When you click on the leave

My Approvals request in the My .
Approvals Section, you will
. be taken to this screen.
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@ e e All Leave Requests will

® " aen appear on this screen where

e you can approve / reg]ect /
etc. Click this box, then

@ Kelly Sullivan 17 Dec 2018 669-1 Annual Leave 30 Day(s) Monday, 18 Nov 2019 Friday, 3 Jan 2020

Reject or Approve to
approve / reject the
request.

Kelly Sullivan 13 Mar

Taent Mangges 2
15 Nov

read and review the terms and conditiens for approval =

| confirm that the above details are correct

Click on View details to view
the employee's |leave
balance or your team's

calendar.




Checking employee's leave balance

& My Approvals

Balances

oard > My Approvals > Balances

Floating

Opening Values
Service Qualified 04-NOV-2008

Service Qualified 04-NOV-2013

Reserved

Opening Values

01-Jan-2019 Public Holiday

01st Januar

01st Januan

01st Januar

01st Januan

01st Januarn

y 2019

y 2019

y 2019

y 2019

y 2019

251.36

2212

7.24

VIEW NARRATIVE

VIEW NARRATIVE

VIEW NARRATIVE

Select Balances to see an
overview of the employee's
annual leave balance. You

'\ can click view to see this in
more detail.

The balance screen will give
you the full detail of the
employee's leave balance,

— including leave taken,
carried forward, additional
leave, etc.

Click the back button to
return to the approval
screen.



Entering leave requests on behalf of
employees
who do not have access to CoreHR



Entering Leave for Employees

= Manager Dashboard ~

@ Talent Manager 3
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‘ Additional Options
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My Team

Q  Search Dashboards or Widgets

Ty Team
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View Scheduler

Transfers

Make sure you are on the Dashboard tab
on the left-hand side.

You can view your team’s scheduler by
clicking on the Drop-Down Arrow beside
the Action Button and selecting the View
Scheduler option.



Scheduler Screen

s e Once you are in the Scheduler Form, click
on a space under the relevant date you
— L SR — want to add the leave to for that
' employee. Please note — this is on the
white space, not on the marked green
Em En;ﬂpcxz:ees nton-w:&uA}n-w:an/fﬁn-w:an [0s00-1730 09:00-17:30 Resting Resting area.

Transactions And Business Support

Clockings

Click on the Person Absences Option to
bring up the form to add Leave for a
member of your team.

Timeshegt Input
Shift Change

Person Absences

|
|
|

o

https://uatrny.corehr.com/pls/corepartal_aberdu/i#




Completing the Leave Record

€ Team Scheduler

Person Absences
Manager Dashboard ) Team Scheduler ) Person Absences Please Select the Add Abse nce Button to
\ input the Leave Request.
@ Talent Employee
rch Q
Pay Code D H Date 4 E Num D




Completing the Leave Record

You will need to select the following details:
¢ Person Absences

Absence Details: Talent Employee 3 - 000255 .

Manager Dashboard ) Team Scheduler ) Person Absences ) Absence Details: Talent Employee 3- 000255

Leave Type — Select Annual Leave, Special Leave (Paid),
Special Leave (Unpaid) or Unauthorised Leave from the

drop-down arrow.

o Absence Details Absence Detail 4/ 
—  Start Date — Select the start date of the period of Leave.

Special Leave (Paid) v 12-Nov-2019 M 12Nov-2019 <—\§\

2 Mo * End Date - Select the end date of the period of Leave.

) Part Day Leave Open Ended <« Enter Duration

T | * Open Ended — Select this option if the period of Leave
does not have an end date. Please note — You will need

4 Balaces to deselect this option and add in an end date once this

is known.

0 4

* You will then need to select Next to enter a narrative for
L] the reason for the Leave Request.



Completing the Leave Record

You will need to select the following details on the

Absence Details: Talent Employee 3 - 000255

W 4

Manager Dashboard » Team Scheduler

B Absence Details
\_‘_- -_’1
° More

3 Document Uploads

4 Balances

Disahility Leave

) Person Absences ) Absence Details: Talent Employee 3- 000255

* Reason — Select the Leave option from the drop-
down arrow (not required for Annual Leave).

* Narrative — Enter comments or information
about the reason for the leave request.

P
«

Appoiniment

After these details have been entered, please
select the Save Button at the bottom of the
screen.

Return to Work Interview

Work Related

You will need to select the Arrow at the top left-
hand corner of the screen to return to the team
Interview Completed Ca | en d ar.



Checking the Leave Balance

If you wish to check the

V/

Absence Details: Talent Employee 3 - 000255
Manager Dashboard » Team Scheduler > Person Absences » Absence Details: Talent Employee 3 - 000255

o Balances
Absence Detalls

employee's leave balance
before saving the leave record
(for annual leave), you can do
so on the Balances screen.




Viewing the Updated Team Calendar

You will be able to see the Leave

Team Scheduler

Record against the relevant

ot a3 T / employee in the calendar.

0 T L 2 N LT O R You will need to select the Arrow

Transactions And Business Support

at the top left-hand corner of
the screen to go back.




Deleting a Leave Record

Team Scheduler

gDt > e e Once you are in the Scheduler Form, click
on a space under the relevant date you
_— L SR — want to add the leave to for that
' employee. Please note — this is on the
white space, not on the marked green
Ene::] En;ﬂpcxz:ees nton-w:&uﬂ:at]/fﬁn-w:an [0s00-1730 09:00-17:30 Resting Resting area.

Transactions And Business Support

Clockings

Click on the Person Absences Option to
bring up the form to view all Leave Records
for a member of your team.

Timeshegt Input
Shift Change
Person Absences

N

o

https://uatrny.corehr.com/pls/corepartal_aberdu/i#



Deleting a Leave Record

& Team Scheduler

Person Absences
Manager Dashboard ) Team Scheduler ) Person Absences

You can select the following options:

* View/Edit Absence Details— View the
absence details and add in any updates.

* Delete Absence — Click to delete the
absence.

Start Date A

+ View Work Schedule — View the work
schedule for an employee.

Special Leave (Paid)  1.00 7.50 014 12-Nov-2019 12-Nov-2019 0 / :

View/Edit Absence D

Delete Absence

You will need to select the Arrow at the top
left-hand corner of the screen to return to the
team calendar.

View Work Schedule



