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How to Approve 

An Employee’s Time


It is recommended that supervisors approve time only once - at the end of each two-week pay period.

	STEP #1


	Log on to Core-CT.

· Use the correct Internet address, ID, and password.

· https://corect.ct.gov:10000/psp/PEPRD/EMPLOYEE/EMPL/h/?tab=DEFAULT 

	STEP #2


	Navigate to your MANAGER SELF SERVICE. 
· Path: Manager Self Service/Approve Time and Exceptions/Payable Time

	STEP #3


	Enter employee ID number (use the Look-up feature to search by name); start date; end date; and click on the GET EMPLOYEES button.  Click on the link for the employee’s name.

	STEP #4


	Approve the employee’s time.

· If there is a discrepancy, do not approve the time in question until you have requested the employee to make any necessary changes.

· Confirm that all days and scheduled hours are accounted for.

	STEP #5


	Click on the APPROVE button. (Click OK on the warning message.)

	STEP #6


	Click on the RETURN TO APPROVAL SUMMARY LINE to approve another employee.

	STEP #7


	When you are done, sign out.
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