Core Expense System — Updates and Changes

¢ How to add a new claimant to the Core Expense Module

Access to the Core Expense Module as a new claimant is granted once an employee joins the
University and is commenced with a start date on CoreHR by the HR team. ISS will provide the
new employee with a User Name and Password for access to the Core System.
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+* How to remove a new claimant from the Core Expense Module

Access to the Core Expense Module ceases when the employee leaves the University. An
employee should not attempt to submit a claim after their left date. The Accounts Payable
Team review the employee status for all claims processed through the Core Module and will
reject claims that are submitted after the left date.
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+* How to add a new approver to Core Expense Module

To add a new Approver, the Core Expense Approver Request Form must be completed on the
Finance Systems Support : Finance Systems Helpdesk (dcu.ie) and the Head of School or
equivalent approver, must be cc’d as authorisation of the request.
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¢ How to remove a new approver to Core Expense Module

Access to the Core Expense Module ceases when the employee leaves the University. The
approver however, will still appear on the claimants drop down as an approver as their record
still remains on the system for Revenue and Audit purposes. If the approver is mistakenly
chosen by the claimant, the claimant will receive an automatic email from CoreHR letting
them know that the approver is no longer active on the Core system.

¢ What approvers will | see when | submit an expense claim in the Core Expense
Module

The Approver Hierarchy within the Core Expense Module is structured to enable the claimant
to only see authorised approvers from the Department/School they are contracted to work
in ie if an employee holds an employment contract with the Faculty of Science and Health,
the employee will only see approvers from the Faculty of Science and Health in the dropdown
list of approvers when completing their expense claim. An approver has however the ability
to “forward” an expense claim to another authorised approver from another
Department/School, provided that approver has already been setup as an authorised
approver on the Core Expense Module.
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