
 
Guidelines for accessing online applications – Interviewers 

 1. Logging in to Core Portal 

To access CorePortal off campus see section 7 of this guide. 

If you are an internal interview board member, you must login to Core Portal. The 
Core Portal employee self service module (ESS) can be accessed through a browser. 

Please note the following are the recommended browsers: 

Internet Explorer v9, v10, or V11 

Mozilla Firefox v32.0 

Google Chrome v38.0 

Mobile Safari IOS 8 

Windows users are advised to use the IE browser. MAC users are advised to 
use the Firefox browser 

To access CorePortal click on the following link: 

Employee Self Service 

Your username and password is your Campus Account credentials (your PC/Email 
username & password), e.g. your eight digit staff number 0123456s & your PC/Email 
password to login to CorePortal. 
 

If you have any issues with login to CorePortal please contact the ISS 
helpdesk (servicedesk@nuigalway.ie or extension 5777). 

You will be automatically logged out of CorePortal after 10 minutes of inactivity. 

 
When you click login please allow a few seconds for the application to login. 
Do not re-enter your password 

 

Enter your 
Campus 
Account 
credentials 
(your PC/Email 
username), 
e.g. your eight 
digit staff 
number 
0123456s 

Enter your 
Campus 
Account 
password 
(your 
PC/Email 
password) 
here 

Sign In 
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https://cloud.corehr.com/pls/coreportal_nuiglive
mailto:servicedesk@nuigalway.ie


 
 2. Access online recruitment 

 
To access details of interviews where you are a member of the board click the 
Interviews tab 
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 3. My Competitions 

 
Recruitment competitions that you are a member of are displayed under the Interview 
Panel widget 
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 4. Information on a vacancy 

 
To get all details related to a vacancy click the cog wheel and click Vacancy Details. 
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The Job Description is displayed. 
 

 
 
To view the detailed Job Description click on Documents pane. All the documents 
associated with this vacancy are displayed 
 

 
 
To view a specific document click on the cog wheel and click View Document. The 
document will open in the background. To view a single PDF of all applications for the 
competition click the Merged Applications document. 
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 5. Accessing applications 

To access the applications for a vacancy click the cog wheel and click View Applicants. 
 

 
 
A window is opened listing all applicants for this vacancy. To view an individual 
application click the cog wheel and click Application Detail 
 

 
To view other applicants you can toggle back and forward with the appropriate arrow. 
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A new browser window is displayed (note this browser may be displayed behind 
your existing browser window) with the individual application 
 
 

 
To view any attachments click on the Document link. 
To view the application and CV as a single PDF click on the APPLICANT NAME 
COMPLETE link.  
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 6. Scheduled interviews 

To view all scheduled interviews click Interviews panel. 

 
 

 
The date and time of all your scheduled interviews for the next five days are listed. 
To view all interviews click the funnel symbol and select All. 
 

 
 
The interview times for each candidate are listed in the right hand panel 
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You may need to use the back and forward arrows to view all competitions. 
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 7. Off campus access 

 
To access NUI Galway’s Employee Self Service (ESS) portal off campus click the 
following link and login using your normal credentials: 
 
Employee Self Service 
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https://cloud.corehr.com/pls/coreportal_nuiglive

