As Approving Manager, | Want
to Approve Expenses
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1. Logging on to the System

Log onto Core Portal via the website as follows:
Go to the website https://pssc.gov.ie/
Select the Option ‘Submit/Approve Expenses’
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Seirbhis Chomhroinnte Pharolla
Payroll Shared Service Centre

Home About PSSC Contact Us Information for HR / Finance Staff Seirbhis i Gaeilge

View Employee - Submit/Approve

Online Payslips g Expenses

View Retiree s \ Submit/Approve
Online Payslips 3 Overtime / Allowances

Select your Department from the list:
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https://pssc.gov.ie/

Online Employee Payslips

To view your online payslip, please click on your
home organisation

Garda Siochana Ombudsman Commission

Adoption Authority of Ireland

Chief State Solicitors Office

Children Detention Campus

Central Statistics Office

Commission for Public Service

Comptroller and Auditor General

Office of the Comptroller and Auditor General

Courts Service (Non-Judiciary)

Courts Service (Judiciary)

Department of Agriculture, Food and the Marine
Department of Culture, Heritage and the Gaeltacht
Department of Children and Youth Affairs

Department of Communications, Climate Action and Environment
Department of Defence Soldiers, Officers and Reservists Pay
Department of Defence

Department of Education & Skills

Department of Employment Affairs and Social Protection
Department of Finance

Department of Foreign Affairs and Trade

Department of Health

Department of Housing, Planning, Community and Local Government
Department of Business, Enterprise and Innovation
Department of Justice & Equality

Department of Public Expenditure and Reform
Department of Rural and Community Development
Department of the Taoiseach

Department of Transport, Tourism and Sport

Director of Public Prosecutions

Garda Staff

Irish Human Rights and Equality Commission

Law Reform Commission

Legal Aid Board

National Council for Special Education

National Disahility Authority

Enter:

I Username which is your registered email address
1 Password

Then click sign in
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Seirbhis Chomhroinnte Pharolla
Payroll Shared Service Centre
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Register for an account

Forgot password or security guestion

Enable Accessibility mode |

One of your 3 registered security questions should appear in a new window. Enter the answer
and click sign in

Security Question

Twio step authentication is enabled, each time you sign in you will be
requested to answer one of your security questions.

Mame of the first album you purchased

2 How to Approve Expenses

When an Approver logs on to Core Portal you will automatically be directed to the Core Portal
Approvers tab in the Managers Dashboard.
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Test Approver
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Here, you can approve claims, cars and advances.

() Expense Trip Approval

1\ Delegation

Click on the cog symbol applicable to the expense you wish to approve:

COr@HR @ Test Approver

 COIe

Test Approver

F ] My Approvals
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For expense approval you will get the following screen:

Approve / Reject Expense Claim

Test Claimant £ 07 Apr 2014

Default Job Title, Default ® 935 AM

Value €118.14 YTD €0.00

Description Meeting In Dublin Cost Centre Income Tax Policy

Date From 02 Mar 2014 Date To 02 Mar 2014

Have you viewed the attached receipts? No w
Why Not?

Click here to read and review the terms and conditions for approval.
| confirm that | have checked the expense claim reported

@ Approve € Reject

Click on the Magnifying Glass icon to view all Expense Trip information entered by the
Claimant.

Fillin the receipt data, confirm that you have checked the expense claim reported and
press approve.
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(i) Approving Advances

For Advances; the following pop up will appear. Tick the “I confirm that | have checked the
advance details” tick box and press Approve.

Approve / Reject Advance

Test Claimant £ 07 Apr 2014

Default Job Title, Default ® 9:35 AM

Value €25 Type Credit Transfer
Reason Advance For Trip To Du... Advance Date 07 Apr 2014
Repay Date 09 Apr 2014 Currency Euro

Click here to read and review the terms and conditions for approval.
| ! confirm that| have checked the advance details |

T

(i) Approving Claimant Cars

For Claimant Car Approval, the following pop up will appear:

Approve / Reject Claimant Vehicle

Test Claimant £ 07 Apr 2014

Default Job Title, Default @ 936 AM

Engine 1600cc Type Car

Reg # 132c21235 Model Ford Focus
Insurance Pro... None Set Insurance Exp....None Set

Click here to read and review the terms and conditions for approval.
| | confirm that | have checked the submitted vehicle |

@ Approve ) @ Reject

Click on the Magnifying Glass icon to view all Car information entered by the
Claimant. Click the “I confirm that | have checked the submitted vehicle” tick box
and press Approve. The approved expense, cars, advances will no longer be visible
inthe My Approvals section.
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