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This job aid instructs time reporters the steps necessary to complete their timesheet.

Overview

Key Terms

Term Description
Payable Time Time that is created during the Time Administration process. Payable time
means the time has passed validation and is ready to be loaded to the
Payroll module for paycheck calculation.
Prior Period Any adjusting entry made to the timesheet after time has been approved.
Adjustment They are completed in the actual period the time was worked, but paid in

the period the adjustment was approved.

Reported Time

Time that is entered on the timesheet.

Administration

Self Service Allows users to access personal information, payroll and compensation
information, benefits information and other miscellaneous areas.
Time The overnight process to validate time entered on the timesheet. Also

referred to as Time Admin.

Time Reporting

An element entered on the timesheet by which Core-CT collects labor

Code (TRC) data, hours, amounts or units worked. TRCs are mapped to Payroll
earnings codes.
Timekeeper A person who records the amount of time worked on behalf of a group of

employees.
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Business Process

= Q || e

Reported time Time approver

i i Reported time Time approver Payzble time is
TII'I"IEC-HI'\d 15 runs through becn-m.es . reviews payable approves routed to Payroll
submitted — payable time A e payable time and a paycheck

| Administration | | [ exceptions | | iz created
A AN A N AN i

Process Steps

Screenshot

Navigation: Main Menu > Core-CT HRMS > Self Service > Time Reporting > Report Time > Timesheet
1 OR
Timesheet from the Core-CT home page

On the Timesheet, Timesheet
. doe Smith Employee D 027353
review the pre- ErpiRrd 2
. Agtions> ~ Earfiest Change Date 02/12/2018
populated time or enter Time period
View By Week Previous Period  Next Period
time worked. The pre- o PR 181 i
Scheduled Hours 70.00 Reported Hours 70.00
populated Time
. . SR mm oD oDMm o moWe Im M I e el Ceewmre SO e

2 | Reporting Code is REG ) e .2 ) o e e ) s S\

(regular) hours. —

Note: Time can be
entered in .25 hour
increments.
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Screenshot
To add a differential in Timesheet
Joe Smith Employes 1D 543213
regular hours (ex: an i Record 0
. Acsond~ = [Earbest Change Date 03042018
employee was sick Tene Peiod
}.'wBy\\im N Previous Penod N?!‘.:ehod
Thursday and Friday)' *Date (02042018 "y ) Prewious Employee  Mext Employes
Scheduled Hours 000 Reported Hours 75,00
click the plus sign (+) to From Friday 0042016 fo Thursday 031172816
AR - - -~ B - B - .~ - T . s MR
add a new row. I ) ) ) o ) ) R
(2 S 2 O 20 ) bon al
Enter the hour of sick —
time, and enter the SICK
time reporting code.
3 A new reporting line
needs to be added for
each time reporting
code.
Note: The available
Leave | Compensatory Time | | Sum [T Time Status | | Payable Time
balances for any leave
d . Pan Typs Puan AvEIIa BMAnc
and compensatory time = = —
you are eligible for are o fleestn o
Leave Personal 700
available at the bottom
of the timesheet.
Once all time and the Tiwestaet
. . Joe Smith Employes 1D 543213
appropriate time et Record 0
Actonse v Earfest Change Date 03042018
reporting codes are — Presioes Pt e Pussd
added, you are ready to T peR TN
submit your timesheet. |
“ W = W wn w3 s e s oM Mot DscpoeaType  QUER s
D- (R | ) COGT T Q Ovetme  Hows 2
4 | Click Submit. 5 R LT o O
# = [ J[0eod[ ool ] 2700 [XSIOH | Q SeiceSIDIS Unts X
Subent
Leave / Compensatory Time | Summary | | Baporied Time Status | | ayatie Time
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Screenshot
Once Yyou su bmit your Leave | Compensatory Time | | Summary || Reported Time Status | | Payable Time
timesheet, you can Reported Time Status Pewesty oy B FSssais
Dats Total TRC Dascripiion Sched Hrs Commants
move to the Reported
. 03042016 4.00/0WT Overtime - General OT Cade 0.00 -
Time Status tab on the Q3042016 750 REG Regular 0.00 ]
bottom of the 0052018 16.00/0VT Overtime - General OT Gode 0.00 O
Timesheet to review all OADE2016 18.00 %SIDH Snow & boe RrndiSkill Diff 35 0.00 D
. CHOB20E 11.00/OWT Owertime - General OT Code 0.00 =
time that was sent for '
03062016 11.00 XSIDH Snow & boe RrvirSkll Diff 35 0.00 -
a pproval. 030712016 750 REG Regular 0.00 -
5 3NE2016 760 REG Regular 0.00 ]
If necessary click the et T 1] 7.50[REG Regular 0.00 ]
’
. O 02016 7.50|REG Regul 0.00 ]
Comments icon to add a o '
0371172016 7.50 REG Regular 0.00 2

comment about a line of
reported time.
Comments can be
viewed by the Time
Reporter and his/her
Time Approver or
Timekeeper.




