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 Viewing Payable Time Summary


The VIEW PAYABLE TIME SUMMARY page provides a week-by-week summary of payable time by TIME REPORTING CODE.  On this page, you can view your total number of hours reported per week.

	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 SUMMARY.
Helpful Hints: 

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



	If you are already logged into Core-CT
	

	1. Navigate to PAYABLE TIME SUMMARY.

	The path for employees is:

Self Service/View Time/Payable Time Summary



	2. Enter a date and click the GET ROWS button.

{The PAYABLE TIME SUMMARY page will be displayed.}


	Helpful Hint:

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



	3. From this page, you can check your total number of hours reported for the week  and the number of hours reported for each TIME REPORTING CODE.


	Helpful Hints:

· Click on the DETAIL PAGE button to view your payable time for each day, the approval status, and number of hours reported for each time reporting code.

· Click on the SUMMARY PAGE to enter another date to search for.

· To exit the system, click on the SIGN OUT link in the upper right hand corner of your screen.  
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