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How to Enter an Employee’s Time


When an employee is unable to enter his/her own time, a supervisor (approver) may enter the employee’s time for him/her.  Approvers may also make needed changes to an employee’s time.  Note that OPM procedures dictate that an employee must be notified about any changes that are made to his/her timesheet.

	STEP


	DIRECTIONS AND HELPFUL HINTS

	1. Log on.


	To Log On:

A. Open Internet Explorer and navigate to the PeopleSoft Sign In Internet address: https://corect.ct.gov:10000/psp/PEPRD/EMPLOYEE/EMPL/h/?tab=DEFAULT 
B. Enter your User ID.

C. Enter your password.

D. Click on the SIGN IN button.

Helpful Hints: 

· If you cannot get in, the first thing you should check is the Internet address you are using.



	2. Use the left-hand ENTERPRISE MENU to navigate to the Manager Self Service.  Click on the folder Report Time.  Click on Time Sheet.
(A Time Sheet Summary page will appear.)


	The path is:

Manager Self Service/Report Time/Time Sheet

	3. Enter the information requested (employee ID number, date, and name).


	A.  FOR EMPLOYEE ID, you may:

· Type in the information if you know it OR

· Use the Look-Up feature to search by the employee’s last name (click on the magnifying glass icon).

B.  FOR DATE, you may:

· Type in the date OR

· Use the Calendar feature (click on the calendar icons).  

Helpful Hints:

· You may enter any date; the system will display a weekly view that includes the date you enter.  Most often, you will want to enter the Friday date that begins a new pay period.

· Pay period dates are available on OPM’s Intranet.  The path is: Menus: Employee Handbook/Payroll/Payroll Calendar.




	STEP


	DIRECTIONS AND HELPFUL HINTS

	4. Click the Get Employees button
	

	5. Click on the link for the employee’s name.

(The employee’s TIME SHEET  page will appear.)


	Helpful Hints:

· You must enter employee ID number and/or name and a date in order to produce a Search result.



	6. Enter the employee’s time or any changes you need to make.


	Helpful Hints:

· You can enter the employee’s time just like you do your own time.

· To make a change, simply type over the information that needs revising.



	7. Click the SUBMIT button.


	Helpful Hints:

· “Processing” will flash for a few seconds in the upper right hand corner of the screen.

· “SAVED” will flash for a few seconds in the upper right-hand corner of your screen.

· You can click on the RETURN TO SELECT EMPLOYEE button to return to the Time Sheet Summary page.



	8. When you are done, EXIT the system.


	Helpful Hints:

· Click on the SIGN OUT link located in the upper right-hand corner of your screen.

Reminder:

· Have you notified the appropriate employee(s) of any changes you have made?
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