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Entering Time: Special Payroll Employees

Overview This job aid instructs special payroll time reporters on the steps necessary to complete their timesheet.
Special Payroll employees (Teaching and Non-Teaching) enter their time differently than the rest of the
employee population because their timesheets do not automatically populate with their scheduled time;
special payroll employee timesheets are blank before submission.

Special payroll employees will use the following time reporting codes to enter time in accordance with their
work schedules:

Code ‘ Purpose
REG Enter for any regular time worked. REG time is entered in number of hours worked (i.e. 4.0
hours)

REG17 | Enter for any regular time worked if you are a Non-Resident Alien code 17. REG17 time is
entered in number of hours worked.

REG18 | Enter for any regular time worked if you are a Non-Resident Alien code 18. REG18 time is
entered in number of hours worked.

REG19 | Enter for any regular time worked if you are a Non-Resident Alien code 19. REG19 time is
entered in number of hours worked.

REGPD | This time reporting code is used to enter a flat rate for an agreed upon amount. Special

Payroll employees should not select this time reporting code.

Note: Special Payroll employees are not eligible for sick, vacation or overtime.
In this scenario, a Special Payroll employee is scheduled to work a full week (7.0 hours per day):

e In Week One (Friday 9/16 — Thursday 9/22) and in Week Two (Friday 9/23 — Thursday 9/29) he works
both full weeks of regular time (REG).
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Process Steps

Screenshot

1 All employees will navigate to http://ess.uconn.edu to log in to Core-CT to report their time.

On the UConn
Employee Self Service

UCONN | UNIVERSITY OF CONNECTICUT

Portal page, you have UConn Employee Self Service Portal
’
direct access to Core-
CT and other employee My Employee Self-Service My Resources
Core CT Travel
resou rces‘ W-2 Form Progressive Benefits
Paycheck Information Blue Cross Blue Shield
. Personal Information Oxford Health Plans
Click on the NetID Time Keeping
, Login button to open NetiD Login 1
the NetID Single Sign
On page.
Enterprise Systems Links Fiscal & Administrative Training Related Links
HR/Payroll DataMart Online tutorials, job aids, manuals and training Payroll Department
KFS- Kuali Financial Systems registration HR Department
KFDM -Kuali Financial Data Mart Finance Systems
Recruiting Solutions
PeopleSoft Student
On the NetID Single
Pl UCONN | UNIVERSITY OF CONNECTICUT
’
following:
e Net ID: Enter your
NetID.
NetID Single Sign On
e Password: Enter the
password associated _
with your NetID Irs10109
When the two fields
3 have been entered,

click Login to open the

UConn Single Sign On serves as your
login to many University computing and
networking services.

Warn me before logging me into other sites.

Meed Help?



http://ess.uconn.edu/
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Screenshot

Click Timesheet under
Time and Labor on the
Core-CT homepage to
open your timesheet.

HRMS Worklist FIN Worklist Add to

Favorites « ‘ Main Menu
!
My HR Core-CT Help My Links | Select One
Personal Information S ov Time and Labor c o~ Core-CT News T o~

Personal Information No articles currently available

Review and update your personal information.
= Personal Information Summary

= Home and Mailing Address

=] Phone Numbers

Time and Labor

EEyTEz 1 g

qrmary
[= Payable Time Detail

Feed

View All Articles and Sections

= Email Addresses My Reports c o~
=] Emergency Contacts Payroll c ov
=] Name Change Report Folder
= i —— | Payroll
4 = Ethnic Groups Y CTTLB363 General
T_ Review current and prior paychecks.
] ;"Vt System F‘roﬁ:e " ‘ I= View Paycheck Information 2016-09-09-17.97.2
et up personal preferences, such as emai = View W-2/W-2¢ Forms
and language preferences, password and = W-2/W-2¢ Consent CTHRB901 General
forgot my password hints. = State of Connecticut - W4 Form 2016-09-09-17.04.1
= My System Profile !? W_’-4 Tax Information CTHRB453 General
= Change My Password [= Direct Deposit
2016-09-09-14.41.0
CTHRB453 General
2016-09-08-20.01.1
CTHRB453 General
2016-09-07-20.01.1
Report Manager
On the Timesheet Timesheet

page, the special
payroll employee’s
timesheet is blank.

,{ahn Johnson Employee ID 188069

Empl Record 0

UCSpecPayroll

Acfions~ ~ Time Source Schedule Information Earliest Change Date 08/05/2016

View By Week Previous Period  Next Period
“Date [09/16/2016  [[sil o

Scheduled Hours 0.00 Reported Hours 0.00

From Friday 09/16/2016 to Thursday 09/29/2016

Time.

Fi  Sat  Sun  Mon  Tue  Wed  Thu Fri Sat  Sun  Mon  Tue Wed  Thu " - Override
916 97 98 919 %0 %21 922 93 924 925 8% 920 928 9129 Tofal|  Reporting Cemifiom 77D Reason ]
meEl JC L I JC JC JC JC JC JC I JC_JC_JC 1 Q

Enter the hours of REG
time worked for each
day.

Enter REG in the Time
Reporting Code field.

Timesheet

John Johnson Employee ID 188069

Empl Record 0

Actions Time Source Schedule Information Earliest Change Date 08/05/2016

View By Week Previous Period  Next Period
"Date 09/16/2016 W,

Scheduled Hours 0.00 Reported Hours (.00

T
Fii Sat Sun Mon Tue  Wed Thu Fii Sat Sun  Mon Tue  Wed Thu Tosl R U Description T Override Shin
9M6 M7 9M8  9M9 90 91 9@2 93 924 925 96 9T 9@ 929 otal]  Repo scription Type Reason Code "

# =B [Cro0 | 7.00][ 7.00) 7.00] 700 | 7.00][ 7.00][ 7.00 equiar Hours a1
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Screenshot

see he reported 35.0
hours of time each
week.

If the employee does ) ,
4 Look Up Time Reporting Code
not know the correct
. . Hel
time reporting code, P
. Time Reporting Code [begins with V|
click the look up to poring L
. ) Description | begins with W
view a list of all
available time reporting Look Up Clear Cancel | Basic Lookup
codes for special |
7 payroll employees. | Search Results
View 100 First ‘4 1505 '* Last
[
Note: Special paer” i Time Reporting Code Description
4 REG Regular
employees should talk | REG17 Regular Pay NRA Inc Code 17
to their supervisors to | rREG18 Regular Pay NRA Inc Code 18
determine which time REG19 Regular Pay NRA Inc Code 19
. REGFD Reg PerDiem Amt SubjtoRetConti
reporting codes they g reriem ubrtoreti-ontt
are eligible to use.
When all time is Timesheet
entered on the John Johnson Employee ID 133060
. . uc I Empl Record 0
tlmeSheet’ CIICk Actions~ « Earliest Change Date 08/05/2016
Submit
View By Week Previous Period  Next Period
8 *Date |09/16/2016 £ L)
Scheduled Hours (.00 Reported Hours 70.00
. . Timi
K R R R U I R e - —
= (7o ][ 7ol 7o0)[ 70 [ 7o) vmg)[ ][ [ 7oa[ 7ol o0 7w ool e A
l Submit I
At the bottom of the Summary Reported Time Status. Payable Time
timesheet, the Reported Time Summary Pesonalize  Find B B 14004
Summary tab displays Eateilny Ui (9!1"1;’3;;211 {9.'2":;?;92}
the reported time Total Reported Hours 70.00 35.00 35.00
9 summary. Total Scheduled Hours
Schedule Deviation 70.00 35.00 35.00
Here’ the emp|oyee can No category Displayed 70.00 35.00 35.00




UConn/Core CT Job Aid: Entering Time: Special Payroll Employees

Version 1.0

Move to the Reported

Screenshot

Summary ' Reported Time Status Payable Time

Time Status tab to Reported Time Status Personzlize Find B B 40010
review all time that was Date Total TRC Description Sched Hrs Comments
sent for approval. 09/16/2016 7.00REG Regular 0.00 ]
09/19/2016 7.00REG Regular 0.00 O
If necessary, click the 0912012016 7.00REG Regular 0.00 ®
Comments icon to add 09/21/2016 7.00 REG Regular 0.00 ]
10 a comment about a line 0912212016 7.00REG Regular 0.00 o
of reported time. 09/23/2016 700REG Regular 000 O
Comments can be 09/26/2016 7.00REG Regular 0.00
viewed by the 09/27/2016 700REG Regular 000 O
employee and his/her 09/28/2016 7.00REG Regular 0.00 o
Time Approver or 09/29/2016 700REG Regular 000 O
Timekeeper.
Lastly, move to the summary | | Reported Time Status || Payable Time
Payable Time tab. On
this tab, the employee OBy TRC and Status
y TRC, Status and Day
can view the payable ® Show In Detail View Full Detail
time status of each Payable Time 3 [
reported line of time. Date TRC Description TRC Type Payable Status Quantity
Payable time can only 09/16/2016 REG Reguiar Hours Needs Approval 7.00
be viewed after the 09/19/2016 REG Reqular Hours Needs Approval 7.00
11 Time Administration 09/20/2016 REG Regular Hours Needs Approval 7.00
process is run. 09/21/2016 REG Regular Hours Needs Approval 7.00
09/22/2016 REG Regular Hours Needs Approval 7.00
Time With Needs 09/23/2016 REG Regular Hours Needs Approval 7.00
Approva/ status has 09/26/2016 REG Regular Hours Needs Approval 7.00
09/27/2016 REG Regular Hours Needs Approval 7.00
been sent to the
- 09/28/2016 REG Regular Hours Needs Approval 7.00
employee s Time 09/29/2016 REG Regular Hours Needs Approval 7.00
Approver and is
pending approval.
Once the timesheet is approved by the special payroll employee’s supervisor (or a department Time Approver), it is sent to
Payroll and a paycheck is created.
12 Special Payroll employees can view to their paychecks via employee self-service in Core-CT: Main Menu > Core-CT HRMS >

Self Service > Payroll and Compensation > View Paycheck. Refer to the job aid Viewing and Printing Your Paycheck for

additional information.

Note: Special Payroll employees with multiple jobs at the Univeristy will receive one paycheck per job.




