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Basic Navigation in Core-CT

Overview This job aid is an introduction to basic navigation in Core-CT, to help employees familiarize
themselves with the steps necessary to navigate within Core-CT pages.

Key Terms Term ‘ Description

Breadcrumbs The trail of selected subfolders and/or components displayed
across the top of the page; click any link in the breadcrumbs to
view the sub-menu or component.

Favorites Provides quick links to the five most recently used pages.

Main Menu Located across the top of the page. Select the Main Menu drop-
down menus to view the cascading subfolders available to you.

Navigation Header Displayed at the top of every page. The Worklist includes Home,
Worklist, Add to Favorites, and Sign Out.

Pagelet A collection of common pages are displayed in Pagelet sections
on the UConn Home page. To access the page, click on the direct
link from the Home page to open.
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Process Steps

Action Screenshot
After logging into Core-CT Favores ~ | Mam Menu =
. . = My Links| Select One: v
Wlth you r Netl D a nd My HR Finance Manage CRM My CRM Core-CT Help CT Interfaces
Personal Information s ov Time and Labor T o Core-CT News s o
paSSWO rd/ the Uconn Portal Personal Information 7 Time and Labor No articles currently available
= | Review and update your personal information E@Rep:n and approve time. Fes
page will open. ™ B
j B My Reporis < o~
1 ick links t 3 ame orenee Payroll S ov | [Report Folder
Quick links to pages are T |- L B
avallable on the UCOnn Set up personal DI': erences, such as email and ‘;‘osr:"rj.:uor.
sent Ri rt M
Portal page. Access to these By Sy Proe I
shortcuts is based on the
employee’s security.
Quick links to pages are )
Personal Information ¢ oOv

broken out by Core-CT
[=2 Personal Information
{| = | Review and update your personal information.
= Personal Information Summary
= Home and Mailing Address

module (for example,
Personal Information). The
most common pages

associated with this module
are listed within the module
pagelet.

Click on the individual link to
navigate to the individual

page.

Click on the pagelet name
(ex: Personal Information)
to open review additional
information about the
module pages.

= Phone Numbers
=] Email Addresses
=] Emergency Contacts
=] Mame Change
= Ethnic Groups
==~ My System Profile
¥ Setup personal preferences, such as email
and language preferences, password and
forgot my password hints.
= My System Profile
= Change My Password

Use the expanded pagelet
to review additional
information about the
individual pages and to
navigate to the various
pages in Core-CT.

|-k-‘- Personal Information

Review and update your personal information.

’:——31 Personal Information Summary
— Review a summary of your personal information.

=== Email Addresses

— Add or update your email addresses

’—:]:: Ethnic Groups
‘— Add or update ethnic groups, or specify your

primary ethnic group

’E’I Home and Mailing Address
— Review and update your home and mailing
address

E’I Emergency Centacts
— Add or update your emergency contact
information

Edit"Personal Information” Collection

=== Phone Numbers

— Add or update phone numbers, or specify your
primary phone number.

==== Name Change
— Review ar update your name information
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Step

Action

Once you've navigated to

the desired page, you can

Screenshot

CoreBP

Home HRMS Worklist FIN Worklist Add to My Links Sign out

Favorites v Main Menu > Personal Information Summary
use the Breadcrumb to
4 navigate through the pages
instead of having to start
from the UConn Portal page
every time.
The top right corner of the Home Worklist Add to Favorites Sign out
UConn portal page, and all
subsequent pages, holds
direct links to Home, the Link ‘ Description
Worklist, Add to Favorites, Home Takes you back to the UConn Portal page
and Sign Out. Worklist Users select items pending their action from the Worklist
and are presented with a link to the appropriate page to
Note: Do not use the begin or complete work.
c browser Back button to Add to Favorites | Enables users to create their own list of bookmarks.

navigate between pages.
This will cause you to lose
your page, and may sign you
out of Core-CT entirely.
Instead, use the
breadcrumbs at the top of
the page, or return to the
UConn Portal to start the
navigation over.

Sign Out

Used to sign out of Core-CT. This is especially important
when accessing Core-CT on a public computer or via a
public network.




