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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 vacation or overtime.
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Process Steps

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