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How to Enter Your 

Own Time Online


	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 Self Service page.

· Path for employees: Self Service

· Path for approvers: Manager Self Service


	STEP #3
	Navigate to the folder Report Time and click on the link.  Click on Time Sheet.


	STEP #4
	Enter your work hours for the two weeks of the pay period.



	STEP #5
	Click on the SUBMIT button.



	STEP #6
	Sign out.  (View your Payable Time tomorrow to check for any errors.)
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