
Complete HR online set 
up form. School/Unit will 

provide details to 
commence this process

Log onto 
www.ucd.ie/connect/

Complete section 
'Hours Completed' 
when claiming for 

hourly work

Once your set-up form is 
processed, HR Operations 

sends log in and claim 
details to you 

Select your Approver 
1 and 2, tick 

declaration and 
submit timesheet

Select 'Empoyee 
Self-Service'

Sign in with log 
in details

Select 'Create 
New Timesheet'

Complete section 
'Items Completed' 
when claiming for 

Assessment 
corrections

INTERN EXAMINER PAYMENT PROCESS MAP

Select 'my Hourly 
Timesheets Self Service'

Review 
Department/Division to 

ensure this is the correct 
School/Unit where work 

was carried out

Claims must approved by 
both approvers by the 
monthly Approver 2 

deadline (see UCD HR 
website) to be paid by the 

last working day of the 
month

https://www.ucd.ie/hr/pay/hourlypaidemployees/set-up/
http://www.ucd.ie/connect/
https://www.ucd.ie/hr/pay/hourlypaidemployees/set-up/

