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— LOGIN

Logging into Core-CT & Approving a Timesheet

Core-CT is accessed by going to the following website address:

http://www.core-ct.state.ct.us/

You will then be brought to the following website:

[C_T}av State of Connecticut {.)) Governor Dannel P. Malloy _

Core-[ﬁ HRMS/FINANCIALS/REPORTING SYSTEM

State of Connecticut Core CT s} Help Contact

SELF-SERVICE B M,  Welcometothe e
FINANCIALS ey SR ¢ C@E@“@T‘ Web.slte,

EPM

SECURITY

TRAINING

DAILY MAIL

CATALOG OF REPORTS =
9.1 UPGRADE Welcome to the Core-CT Website

Welcome to the home page for Core-CT, Connecticut state government's integrated human resources, payroll,
and financial system. Based on your role, use the links to the left to navigate to pages designed for you.

News
D s Core-CT has upgraded its HRMS, EPM, and Portal software from PeopleSoft 8.9 to PeopleSoft 9.1. The
. Financials software is currently being upgraded to version 9.1 with Go-Live scheduled for March 2013. More

information about this upgrade can be found in the 9.1 Upgrade link on the left.

\ETERMNS

ct.gov

- A 1)
How to Help Sandy Hook

Click on the “login” option in the upper left hand corner and you will then be brought to the following
login page

CoreGR

UserID:

Password:

Forgot your password?

Hours of Operation

Monday - Friday 6:00am - 7:00pm
HRMS Confirm Thursday  6:00am - 2:00pm
Saturday 6:00am - 4:00pm
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http://www.core-ct.state.ct.us/

Once accessing this screen you need to enter your User ID and Password and click the “Sign In” button.
When logging in for the first time you will be prompted to change your password and to setup a password
recovery. Instructions on doing this are included in supplement # 1 at the end of this manual.

o  After successfully logging into Core-CT you will be brought to a screen that looks as follows:

v State of Connecticut

|Personal Information [=] |Time and Labor [=]

=| Personal Information W Time and Labor

==| Review and update your personal information. E = Report and approve time.
[=] Personal Information Summary [l Timesheet
[=| Home and Mailing Address =] Approve Time
= Phone Numbers
[=] Email Addresses |Payrol| [=]
=] Emergency Contacts
=] Name Change '__@J
=] Ethnic Groups

=5 My System Profile

@ Set up personal preferences, such as email and language preferences, password

and forgot my password hints.

=] My System Profile

= Change My Password

Payroll
Review current and prior paychecks.

=] View Pavcheck Information

o Click on the “Main Menu” as marked by the arrow above
e You will then be brought to the below screen

[CEDl-’ State of Conr acticut

™
7 Core-CT HRMS
 Self Service ™ Self Service .
7 Worklist [ Manager Self Service
Personal | [ Reporting Tools [ Workforce Administration [ Time Management [ 4

[ PeopleTools [ Benefits 3 Compensation and Stock = [ Manage%schedules .

% Change My Password 3 Time and Labor 3 Learning and Developmen [ Approve Time and Excepti

B Pe My Personalizations 3 Payroll for North America * | Timesheet [ Report Time Payable Time

Il He My System Profile [ Workforce Development »  ApproveTi [ View Time Exceptions

B Phaeee Organizational Devel t PavablE T —

= Emall Addresses 0 Drganizationa eveibpmen * | Payabls Time Detal

= Emergency Contacts 3 Enterprise Learning 3

[=] Name Change 3 Workforce Monitoring » = ]

e Next click on the “Core-CT HRMS” option

e Click on the “Manager Self Service” option

e Click on the “Time Management” option

e Click on the “Approve Time and Exceptions” option

e Click on the “Payable Time” option

e This will then bring you to the below “Approve Time for Time Reporters” screen
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Approve Payable Time
Approve Time for Time Reporters

« Employee Selection Criteria

SetID

De=scription

Time Reporter Group

Empl 1D

Empl Record

First Mame

2L LE L LR

|
|
Last Mame |
|
|

Department

Clear Selection Criter Save Selection Criteria et Employees

Mo employees were returned for the time period specified.
li li "
E‘j End Date: E‘j ¢

Manager Self Senice

Start Date:
Go To:

Time Management

In the box entitled “Time Reporter Group” enter the time & labor group number for your
department/location. If you don’t have this you can obtain it by contacting Fred Cratty in the
Human Resources Department.

In the boxes next to “Start Date” and “End Date” be sure to erase any date information in them
and make sure that both boxes are empty.

Click on the “Get Employees” box at the right hand side of the screen noted by the arrow. By

entering the above parameters it will return the records of all of the employees that you need to

approve time for.
You will now be brought to the following screen:

| I?ﬂ I

Select to view Instructions

Start Date:

End Date:

Select Name lE[;" PIOYeo g':c‘:r o ol P:::::: Exception Taskgroup
(] | ElmerFudd 888888 0 56.000000 & CLC1205G
1 | DaffyDuck 77777 0 @ CLC1205G
1 TspeedyGonzalez 666666 0 88.000000 CLC1205G
] MickeyMouse 555565 0 80.000000 CLC1205G
F]  TweetyBird 444444 0 80.000000 CLC1205G

Bugs Bunny 333333 0 80.000000 CLC1205G
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e Asyou can see at the bottom of the screen you will see a listing of all of the employees that report
to you that have timesheets pending your approval. Also, as noted by the arrow, you will see the
total number of hours worked for each employee during the pay period.

e Inthis example lets say that you want to review and approve the timesheet for Daffy Duck first.
In order to do so click on his name.

e After doing so you will be brought to the following screen:

m Core-CT Help
Start Date: End Date:
CIEEEE 0o
) " Time Reporting Elements Task Reporting Elements Cost

Select Date E:a;%érting Quantity Type Adjust Reported Time g:::;iﬁemde Comments
&= 04/05/2013 REG 8.00Hours Q
[ 04/08/2013 REG 7.00/Hours Q
= 04/08/2013 WAC 1.00 Hours O
= 04/09/2013 REG 8.00 Hours O
&= 0411002013 REG 8.00Hours Q
[ 041172013 REG 8.00/Hours Q
&= 04122013 REG 8.00Hours Q
0 0415/2013 REG 8.00 Hours Q
] 0416/2013 REG 8.00 Hours O
] 041772013 REG 8.00Hours Q
(] 04/18/2013 PL 8.00Hours Q

> Select All Clear All
— Approve

e At this point you need to verify that the hours entered next to each date are correct. If any of the
hours submitted are not correct go to the section entitled “Editing a Submitted Timesheet.” If you
have verified that the submitted hours are correct then click on the “Select All” option at the
bottom of the screen and verify that all of the boxes are checked next to each date for which you
are approving time.

e  Click on the “Approve” button

e You will then receive the following confirmation:
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v

Save Confirmation

" The Save was successiul.

—bL | oK

e Click on the “OK” button. After doing so you will be brought to the following screen:

Approve Payable Time

Job Title:  SUFedWorkStudy Empl Recaord: 1

Select the time you wish to approve and then select the Approve button.
Enter a specific Accounting Date for each row of payable time to be published.
If you wish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date: End Date:

Find | B | =

Time Reporting Elements || Task Reporting Elements || Cost

First K1 4 of 1 I3 st

Time Reporting

Select Date Code

Quantity Type Adjust Reported Time

0.00 Adjust Reported Time

Select All Clear All

Approve

Return to Approval Summary

Comments

O

e At this point you should continue to approve pending time sheets for any other employees.
Simply do so by clicking on the “Return to Approval Summary” link and then by following the
same approval process as before and continue do so until no employees are remaining.

e Once you have approved the time for all of your employees proceed to the section entitled “Logging

out of Core-CT.”
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Editing a Submitted Timesheet (Correcting Time Entered)

o If when you are reviewing the time sheet that was submitted to you for approval you notice a
discrepancy that you need to correct click on the “Adjust Reported Time” link on the line that
contains the date in question. Below is a screen print of this:

Select the time you wish to approve and then select the Approve button.
Enter a specific Accounting Date for each row of payable time to be published.
If you wish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date: End Date:

Time Reporting Elements Task Reporting Elements Cost

Time p
Select Date gzz:rﬁng Quantity Type Adjust Reported Time g::;z:ec o Comments
(0] 08/25/2014 REG 4.00 Hours Adjust Reported Time & (@
U 08/26/2014 REG 7.00 Hours Adjust Reported Time ]
U 08/27/2014 REG 6.00 Hours Adjust Reported Time ®]
| 08/28/2014 REG 5.00 Hours Adjust Reported Time o
O 08/31/2014 REG 7.00 Hours Adjust Reported Time (@
U 09/01/2014 REG 2.00 Hours Adjust Reported Time ]
& 09/02/2014 REG 2.00 Hours Adjust Reported Time ]
| 09/03/2014 REG 3.00 Hours Adjust Reported Time o
& 09/04/2014 REG 5.00 Hours Adjust Reported Time O

Select All Clear All

rove

e After doing so you will be brought to a different screen that looks as follows:

View By Week Reported Hours:
*Date: 09/05/2014  [3] ) Scheduled Hours:

Populate Time From: Schedule Information

Fri Sat Sun Mon Tue Wed Thu
9/5 9/6 7 or8 9/9 2110 911

=+l =] 8.00 | I 1| 8.00 | 8.00/ | 8.00 | 8.00/

Submit

» Reported Time Status

Plan Available Balance
Sick 1714.50
Vacation 341.76
Personal 0.00
Go To: Self Service
Time Reporting
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e For this example let’s say that the employee entered that they worked 8.00 hours on Fri, 9/5 when
they actually only worked 6.50 hours. Go to the box under Fri, 9/5 and erase the 8.00 hours and
enter 6.50 hours. After doing this your screen will look as follows:

Reported Hours:

Scheduled Hours:

3

*Date: 09/05/2014 3i)

View By Week
Schedule Information

opulate Time From:

Overrides ==k
Fri Sat Sun Mon Tue Wed Thu
a/5 9/6 a7 9/8 9/9 9/10 9/11

6.50 8.00 8.00 8.00 8.00

Submit _

Plan Available Balance

Sick 1714.50

Vacation 341.76

Personal 0.00

Go To: Self Service

Time Reporting

e  Click on the “Submit” button.

o Unfortunately anytime a change is made to a timesheet at this stage it must go through the
overnight processing before you can make the final overall approval of it. With this being the
case you must wait until tomorrow and then pull up the corrected timesheet and then approve it as
described in the “Logging into Core-CT & Approving a Timesheet” section above.
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Editing a Submitted Timesheet (Adding Additional Time Reporting Codes)

o If when you are reviewing the time sheet that was submitted to you for approval you notice a
discrepancy that you need to correct click on the “Adjust Reported Time” link on the line that
contains the date in question. Below is a screen print of this:

Select the time you wish to approve and then select the Approve button.
Enter a specific Accounting Date for each row of payable time to be published.
If you wish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date: End Date:

Time Reporting Elements Task Reporting Elements Cost

Time p
Select Date gzz:rﬁng Quantity Type Adjust Reported Time g::;z:ec o Comments
(0] 08/25/2014 REG 4.00 Hours Adjust Reported Time & (@
U 08/26/2014 REG 7.00 Hours Adjust Reported Time ]
U 08/27/2014 REG 6.00 Hours Adjust Reported Time ®]
| 08/28/2014 REG 5.00 Hours Adjust Reported Time o
O 08/31/2014 REG 7.00 Hours Adjust Reported Time (@
U 09/01/2014 REG 2.00 Hours Adjust Reported Time ]
& 09/02/2014 REG 2.00 Hours Adjust Reported Time ]
| 09/03/2014 REG 3.00 Hours Adjust Reported Time o
& 09/04/2014 REG 5.00 Hours Adjust Reported Time O

Select All Clear All

rove

e After doing so you will be brought to a different screen that looks as follows:

View By Week Reported Hours:
*Date: 09/05/2014  [3) ) Scheduled Hours:

Populate Time From: Schedule Information

Fri Sat Sun Mon Tue Wed Thu
9/5 9/6 7 978 9/9 9110 9/1

=+l [=]| 8.00 | 1| 1| 8.00 | 8.00| | 8.00 | 8.00/

Submit

» Reported Time Status

Plan Available Balance
Sick 1714.50
Vacation 341.76
Personal 0.00
Go To: Self Service
Time Reporting
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o In this situation let’s say that the individual reported all of their hours worked as REG and they
should have reported Mon, 9/8 as SICK. Click on the “+” sign to the left of Fri, 9/5.
o After doing so your screen will look as follows:

View By Week Reported Hours:
*Date: 09/05/2014 31 ] Scheduled Hours:

Populate Time From: Schedule Information

=+ =] 6.50 | 1 I 8.00 8.00 8.00 8.00
=t 1T 1T 1 1T 11T 1T
Submit
¥ Reported Time Status
¥ Reported Time Summa
+ Leave and pensatory Time Balances
Plan Available Balance
Sick 1714.50
Vacation 341.76
Personal 0.00
Go To: Self Service
-

¢ You will now notice that there has been an additional line added under the original one.
e On the first line go to Mon, 9/8 and remove the 8.00
e Go to the new line and go to Mon, 9/8 and enter 8.00

o Go all the way to the right hand side of the new line and enter SICK in the box for the Time
Reporting Code

e After doing so your screen will look as follows:

View By Week Reported Hours:
*Date: 09/05/2014  |[3 L] Scheduled Hours:
Populate Time From: Schedule Information

Fri Sat Sun Mon Tue Wed Thu
9/5 9/6 a7 9/8 a9 9/10 9/11

il =2 | | 5.50' 1 1] 1 1 800\ { 8.00' 1 800\

i, :, I | 0 JEE | 8 800 |0 | |0

Submit

> Reported Time Status

> Reported Time Summ,

+ Leave and Time Balances

Plan Available Balance

Sick 1714.50

Vacation 341.76

Personal 0.00

Go To: Self Service
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Click on the “Submit” button.

Unfortunately anytime a change is made to a time sheet at this stage it must go through the
overnight processing before you can make the final overall approval of it. With this being the
case you must wait until tomorrow and then pull up the corrected time sheet and then approve it
as described in the “Logging into Core-CT & Approving a Time Sheet” section above.
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Logging out of Core-CT

e Click on the “Sign Out” option at the upper right hand corner of the screen.

Home Worklist Add to Mv Links =ign out

My Links Select One: -
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Important Items

All employees must submit their timesheet(s) in Core-CT by 8:00pm on the last day of the pay
period. For example if the pay period is Friday, March 8, 2013 — Thursday, March 21, 2013,
then your time sheet(s) must be submitted by 8:00pm on Thursday, March 21, 2013.

Department supervisors must approve all timesheet(s) in Core-CT by 8:00pm on the Friday
following the last day of the pay period. For example if the pay period is Friday, March 8,
2013 — Thursday, March 21, 2013, your department supervisor(s) must approve your timesheet(s)
by 8:00pm on Friday, March 22, 2013.

If for some reason an employee’s timesheet is not processed according to the above timeframes
then they will receive their paycheck in the following paycheck cycle, or in the paycheck cycle
when the above timeframes are met.

Core-CT is only available for employees and department supervisors to use during the following
time period:

Monday — Sunday (4:00am — 8:00pm¥*)

* On the Thursday in the middle of the pay period every two weeks the system becomes
unavailable at 2:00pm instead of 8:00pm

After an employee enters their hours into Core-CT the department supervisor must wait until the
following day in order to approve the time sheet. This is necessary in order for an overnight

batch process to run in Core-CT.

Set a recurring reminder on your Outlook calendar for every other Friday (following payday) to
approve your employee’s timesheets.

Add the Core-CT login page to your favorites on your web browser.
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Core-CT Documentation and Website Link

All information regarding Core-CT, including a direct website login link, is located on the Human
Resources Department website at the below link:

http://www.wcsu.edu/hr/

Once you are logged into the Human Resources Department website click on the following option:

= Core-CT Self-Service

uestions

If you have any questions or concerns regarding using the Core-CT please feel free to contact
Michele Cazorla, Assistant Director of Human Resources — Benefits Administration. Ms. Cazorla is
located on the first floor of University Hall in the Human Resources Department. Her e-mail address
is cazorlam@wcswu.edu and her work phone number is 203-837-8497.
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