External Examiners — Introduction of Online Payslips

With effect from August 2019, the University has replaced paper payslips with online payslips for all External
Examiners. To enable you to access your University payslips (and P60’s where applicable) on-line, you will need
to register for a computing account and then activate your Core HR portal account. Once you have activated
your CoreHR portal account you will be able to view payslips (and P60’s where applicable) on-line and should
you wish to do so, you can also update your background and diversity information on-line.

Registering for a UoL computing account (MWS log-on)
External Examiners require (MWS log-on) which will enable you to access COREHR portal.

The extexam team will email your Person ID number at appointment, along with instructions on how to register
for a MWS computing account to access UoL systems.

If you experience problems in registering for a computing account please contact CSD Service Desk
servicedesk@liverpool.ac.uk or telephone number 0151 794 4567

Accessing your Core HR Portal Account

Within 24 hours of activating your UoL computing account (MWS log-on) you can then log into your Core HR
Portal, where you can submit your expense claims on-line, update your equality and diversity information and
view your payslips and P60Q’s (if applicable). You will also be registered with a @liverpool.ac.uk email address.
To access your UoL emails you will need to enter the username and password created when you set up your
MWS computing account.

Updating your Equality and Diversity details

Once you have activated your Core HR portal account, you can update your Equality and Diversity details via
your Core HR portal.

e You can access your Core HR portal via the University intranet homepage. This site can also be accessed on
your mobile or tablet. Navigate to www.liverpool.ac.uk. Select ‘Sign in’, then ‘Staff’ from right hand side of
screen and log on using your MWS username and password. Select Core HR from the Popular Tools and
Services menu to access your portal.

e Hover the cursor over the icon indicated which displays your initials. This will rotate and change to ‘My
Profile’ which you should click.

Q. Search Dashboards or Widgets

I 'T HRY Test ;

(Rl 000008 My Appointments Important Dates |
Position Department FTE Start Date @ Pay Day |
Employee Dashboard 1daytogo ]
Research Coordin... |
) I Ageing and Chronic.. 1 01-0ct-2019 ' Time Off |
600606-
| é Employee Summary None Booked

Casual Central Pr...
o External Examiners.. 0 01-0ct-2019
My Time 594353-1614

B
r:l Expenses [ |
B

Payment |

14



mailto:servicedesk@liverpool.ac.uk
http://www.liverpool.ac.uk/
https://www.liverpool.ac.uk/intranet/hr/payroll/salaryscaleshourlyrates/

To update your Equality and Diversity details you will need to click onto the ‘Diversity’ tab and then select the
‘Background’ and ‘Disability’ screens. Once you have updated the relevant fields on each screen click the green
save button.
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How to access your payslips (and P60’s, where applicable)

You can access your Core HR portal via the University intranet homepage. This site can also be accessed
on your mobile or tablet. Navigate to https://staff.liverpool.ac.uk/ Select ‘Sign in’, then ‘Staff’ and log on

using your MWS username and password. Select CORE HR from the Popular Tools and Services menu to
access your portal.

From your Employee Dashboard, select the Payment as shown below.

This screen provides you with a summary of your monthly payslip and the option to view your previous
payslips. Click on the Full Payslip button to view your full printable payslip.

Payslips are visible on the Core HR Portal approximately 48 hours prior to the payment date.
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Should you need an actual copy of your payslip, click the download PDF button and select open from the
pop-up window at the bottom of the screen. From the screen that opens you will be able to print this out.
When printed, these payslips are valid for bank and building society mortgage applications and other official
purposes.
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How do | change my address?

This can be completed via your Core HR Portal. Hover the cursor over the icon indicated which displays your
initials. This will rotate and change to ‘My Profile’ which you should click.
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To update your Home Address, you need to click onto the ‘Employee Detail’ menu and then select ‘Contacts’.
Click on the @ icon next to your existing address and select ‘Edit address details’. Once you have updated the
fields, scroll to the bottom of the page and click the green ‘Save’ button.
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How can | view my bank details?

Hover the cursor over the icon as shown in “How do | change my address”. This will rotate and change to ‘My
Profile’ which you should click.

Click on Bank Detail then view. You will see your sort code and the last two digits of your account number (for
security reasons your full account number does not display).
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How do | change my bank details?

Please refer to the document ‘How to Change Your Bank Details’ using this link Bank Details Form
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