Accessing your 12-Month Calendar 
Login to Core Portal/PeopleXD using the University’s SSO (Single Sign On) or your GUID and password.
In your Employee Dashboard, selecting the ‘Profile’ tab on the left, click the blue ‘Actions’ button in the ‘My Requests’ widget. From the dropdown options select ‘My Calendar’.

This will open a 12-month calendar view showing your work schedule and any leave booked against your appointment. If you have more than one appointment this can be changed from the dropdown in the top left.
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This calendar can be view from other places in the Employee Dashboard, they are listed below.

The calendar widget from the ‘Profile’ tab.
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The ‘Work Week’ widget from the ‘My Time’ tab.
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