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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’ 

 
Select your Department from the list: 

https://pssc.gov.ie/
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Enter: 
 

¶ Username which is your registered email address 

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

 
 

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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Here, you can approve claims, cars and advances. 
 

 

(i)  Expense Trip Approval 
 

Click on the cog symbol applicable to the expense you wish to approve: 
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For expense approval you will get the following screen: 
 

 
 

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

 
Fill in the receipt data, confirm that you have checked the expense claim reported and 
press approve. 

 

 

  



8  
 

(ii)  Approving Advances 
 

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

 
 
 
 

(iii)  Approving Claimant Cars 
 

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

 
 

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

in the My Approvals section. 

 


