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Agenda

Access & Reporting: Community Brainstorm

• HR Reporting Overview
• Exercise 1:
• Break (20 minutes)
• Exercise 2: 
• Exercise 3:
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Presentation Agenda
• My Personal Details
• Staff Planning Dashboard
• Attendance Management
• Hourly Paid Reports
• Helpdesk
• Resourcing
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My Details UCD Applications 
System 



Operations Group

Who has access?

Why do they have access?

To review MY current data held on the HR 
system

• All Staff

My Details
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My Personal Profile
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Staff
Planning

UCD Applications 
System 
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Who has access?

Why do they have access?

• Reports used to assist with Staff 
Planning and Budgets.

• College Principals
• Vice Presidents
• Heads of School
• Heads of Unit
• School/Unit Managers
• Finance Managers

Staff Planning Reports
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Operations Group Increment Reviews
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Employee 
Management 

Reports

InfoHub – Human 
Resources – Employee 
Planning - Employee 
Management Reports  
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Operations Group Headcount & F.T.E.s



Operations Group Headcount & F.T.E.s
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Operations Group On Leave



Operations Group Post Number Search
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Attendance 
Management

UCD Infohub
HR Operations
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Who has access?

Why do they have access?

All Employees

To view details of their sick 
leave record over the last 4 
years 

Access Request – n/a – available to all 
employees

Scope of Access
Reports are limited to individual access.

Reports pull data specific to each 
employee.

My Sick Leave Profile
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Who has access?

Why do they have access?

Heads of Schools/Units
Sick Leave Administrators

To manage and administer 
both sick leave and sick leave 
entitlements

Access Request
Submit request to hrhelpdesk@ucd.ie. If 

eligible access will be granted. 

Scope of Access
Reports are limited by access group.

Reports pull data specific to school/unit.

Sick Leave Reports

http://ucd.ie
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Select to Drill down

Leave Summary
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Select to drill down to 
individual record level

Self Certified Sick Leave

Drill down for dates
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Hourly 
Paid 

Reports

UCD InfoHub
HR Operations
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Who has access?

Why do they have access?

Access Request
Submit completed Timesheets Approver 

Administrator Authorisation form to 
hrhelpdesk@ucd.ie

Ø Timesheet Approver 1
Ø Timesheet Approver 2
Ø Timesheet Administrator
Ø School Managers & Administrators
Ø HR Ops & others on a request basis

Ø Involved in Hourly Set-up & authorisation
Ø Monitor Timesheets in progress
Ø Identify hourly  individuals per school
Ø Ensure compliance with legislation

Scope of Access
Reports are limited by access group.

Reports pull data specific to school/unit.

Hourly Paid Reports

http://ucd.ie
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Hourly Paid Reports 
(Timesheets)



Operations Group Hourly Paid Reports (Set-up)

Type of Set-ups

• Work Permit Report / EU/EEA Report
• Authoriser Report
• Garda Vetting Report
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HR 
Helpdesk

UCD InfoHub
Human Resources  
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Who has access?

Why do they have access?

• College Principals
• Head of School
• Head of Support Unit
• Senior Admin

HR Helpdesk: KPI Dashboard

View Key Metrics around Activity Levels 
and Query categories Quantifies interactions with HR 

Helpdesk within Service Level 
Agreements
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Operations Group HR Helpdesk: KPI Dashboard

Click on Ticket number 
to display breakdown 

of  tickets p/m for 
each category
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Who has access?

Why do they have access?

• All Employees

My HR Support Tickets

View of all Emails sent to 
hrhelpdesk@ucd.ie

Track the status of Open tickets & 
visibility of all Closed tickets

http://ucd.ie


Operations Group My HR Support Tickets



Operations Group My HR Support Tickets 
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Resourcing 
InfoHub – Human 

Resources – Resourcing  

Resourcing
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Who has access?

Why do they have access?

• To approval of forms
• View hiring forms in progress
• View summary of historical data
• Review Recruitment KPI’s

• Hiring Managers
• Heads of School or Unit
• Finance Managers
• College Principals
• Administrators (School Managers, 

College PA’s, Research Administrators) 

Resourcing
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Operations Group My Approvals 
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Operations Group Resourcing Reports & KPI’s 
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Hiring Dashboard
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Exercise 1: What works well?
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Exercise 2: Opportunities for Improvement
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Exercise 3: Priorities of Improvement Opportunities 
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E: operationsgroup@ucd.ie
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