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How to Enter Your 

Own Time Online


	STEP


	DIRECTIONS AND HELPFUL HINTS



	1. 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: 

· Add the Internet address to your list of FAVORITES so you won’t have to type it in every two weeks!  

· Delete all other Internet addresses for Human Resource environments.

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



	2. Use the left-hand Enterprise Menu to navigate to Self Service.
	The path for employees is: Self Service
The path for supervisors/approvers is: Manager Self Service 



	3. Navigate to Report Time.


	Click on the Report Time Folder.

 

	4. Click on Time Sheet.
Your time sheet page will appear.


	

	5. Check your ACCRUAL BALANCES to ensure they are correct
	Your accrual balances for vacation, sick, personal leave, compensatory, and holiday time will be listed at the BOTTOM Right of your Time Sheet page.  Your balances are current.  If you use time (vacation, sick or PL), once you click “SUBMIT” you can see your balances change.  Exception to this is Comp Time which takes 2 weeks to see changes.
Contact Donna Adams if a correction needs to be made to your accrual balances.


	STEP


	DIRECTIONS AND HELPFUL HINTS



	6. Enter your hours worked for the WEEK displayed.
	A. Enter the number of hours of REGULAR time that you worked for each appropriate day of the week displayed.  

B. Enter the TIME REPORTING CODE for your regular time by:

a. Typing in the code if you know it OR

b. Using the LOOKUP feature (magnifying glass icon) OR

c. Using the OPM Conversion Sheet provided during training and available on the agency’s Intranet (The path is: Menus: Administrative Procedures / Core-CT Human Resources / Time Code Sheet).

C. If you need to code hours worked to vacation, sick, personal leave, compensatory, or holiday time, click on the “plus sign box” and that will add a new line.
a. Enter the number of hours for the appropriate date or dates.

b. Enter the appropriate TIME REPORTING CODE.

c. For each TIME REPORTING CODE that you use, click on the plus sign box which will add a new line. You may add as many lines as you need.

Helpful Hints:

· Hours entered should be in quarter hours (Examples: 6.25; 6.50; 6.75).

· Double-check your arithmetic. Core-CT will not calculate for you.

· To delete a line, scroll all the way to the left and hit the MINUS Box.

· Dates color-coded yellow connote a holiday.

· Dates color-coded red connotes that data has been entered in the wrong format – check to make sure your decimal is placed correctly!



	7. Click on the SUBMIT button.
	You MUST click on the SUBMIT button.  If you do not, the system will allow you to advance without saving your hours and without prompting you that it has not saved!

For a few brief seconds, “Processing” will flash in the upper right of your page followed by a flashing “Saved”.



	STEP


	DIRECTIONS AND HELPFUL HINTS



	8. Sign out.


	Helpful Hints:

· The SIGN OUT link can be found in the upper right hand corner of your screen.

· VIEW your PAYABLE TIME PAGE the next day to check to see if there are any errors (exceptions) to your time (See View Payable Time Job Aid).

· You may print a copy of your Time Sheet, if you wish.  Collapse the left-hand Navigation Menu and select File/Print from the upper left screen menu.
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