[image: image1.png]


 Viewing Payable Time Details


The VIEW PAYABLE TIME DETAILS page provides details of payable time by each day and by TIME REPORTING CODE.  By viewing your PAYABLE TIME DETAILS page, you can check to see if you have any errors to your time and if your time has been approved.  

	STEP


	DIRECTIONS AND HELPFUL HINTS



	If you are not logged into Core-CT
	

	1. Log on.


	A. Open Internet Explorer and navigate to: 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.

E. Use the left-hand Enterprise Menu to navigate to SELF SERVICE.  Click on VIEW TIME.  Click on PAYABLE TIME DETAIL.
Helpful Hints: 

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

	If you are already logged into Core-CT
	

	1. Navigate to your VIEW PAYABLE TIME DETAIL.


	The path for employees is:

Self Service/View Time/ Payable Time Detail



	2. Enter a date and click the GET ROWS button 

{The PAYABLE TIME DETAIL page will be displayed.}


	Helpful Hint:

· Core-CT will provide you with a WEEKLY view, starting with the date you enter.



	3. Check to see if a PENDING EXCEPTIONS CLOCK appears on your page/screen.


	Helpful Hints:

· Only time that is error-free (clear of exceptions) is displayed.  If there are any accrual errors, the PENDING EXCEPTIONS Clock will appear.

· Click on the PENDING EXCEPTIONS Clock to view exceptions. (Note:  If you do not see the PENDING EXCEPTIONS Clock, your time is free of accrual errors.)

· Return to your TIME SHEET page to correct any exceptions.

· Remember that you will have to wait overnight for the TIME ADMINISTRATION batch program to run before your corrected time appears on your supervisor’s list for approval.




	STEP


	DIRECTIONS AND HELPFUL HINTS



	4.  Click on the REPORTED TIME STATUS of your online time sheet to see if your time has been submitted.


	Helpful Hints:

· The pay status is current as of the most recent TIME ADMINISTRATION process run.



	5. Click on the PREVIOUS TIME PERIOD or NEXT TIME PERIOD buttons to view additional weeks.


	Helpful Hints:

· To view an entire pay period, you will only have to check one screen.


	6.  If you wish, PRINT a copy of your VIEW PAYABLE TIME DETAILS page for your records.


	Helpful Hints:

· Collapse the left-hand Navigation Menu and select File/Print from the upper left screen menu.
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