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Naming standards facilitate the understanding of the values available in Core-CT.  

Compensatory/ Holiday Time Off Plans
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                                               Names of compensatory/holiday time off plans are   

X  X  X  X  X  X  X  X  X          composed of nine characters.
· 1 = The first character of the plan determines whether the plan is a compensatory time off plan or a holiday time off plan (C or H).

· 2-4 = The next three characters display the maximum time allowed before the leave time is expired. 

· 5 = The fifth character denotes if the time in the previous three characters is in days, months, years, or never. 

· 6-8 = The following three characters display the maximum amount of comp time hours that can be accrued. 

· 9 = The last character specifies if an employee can be paid off (P) or not (N) for the expiring time. 

Example:

	Compensatory/Holiday Time Off Plan
	Description 

	H210D000P
	Holiday Plan, expires after 210 days, no maximum amount of accrued comp/holiday time, employee can be paid for expiring time.

	C000N000N
	Compensatory Plan, time does not expire and employee cannot be paid for expiring time.


Leave Plans

1   2  3  4  5   6         

                                   Names of leave plans are composed of six characters

X  X  X  X  X  X 

· 1 = The first character denotes the type of benefit plan (sick, vacation or personal). 

· 2-3 = The next two characters denote the number of hours in a workday.

· 4 = The fourth character represents the specific identifier which distinguishes benefit plans for employees who were hired before 1977 (P), after 1977 (A), both (B) or no maximum vacation balance (M).

· 5-6 = The fifth and sixth characters for Personal Leave Plans are used to denote the percentage that part time employee accruals are based on. Pre-defined percentages are: 50, 60, 67, 69, 74, 75, 85, 87, 88, 90, or 91.
· 5 = The fifth character for Sick and Vacation Leave Plans identifies the labor unit. Possible values are listed in the following chart:

	Value
	Definition
	Value
	Definition
	Value
	Definition
	Value
	Definition

	X
	Generic
	F
	24
	L
	54
	R
	22, 21 (12 month)

	A
	01, 02
	G
	26, 50
	M
	56
	S
	21 (10 month)

	B
	P3-a, 18
	H
	53
	N
	57
	T
	14

	C
	17
	I
	74
	O
	62
	U
	22

	D
	05
	J
	19, 21, 25, 46, 54, 55, 74
	P
	4
	V
	12

	E
	06, 09, 53, 47, 60, 70 (sick)
	K
	47, 60
	Q
	70
	W
	19, 46 (10 month)


	Value
	Definition
	Value
	Definition
	Value
	Definition

	N
	None
	W
	Worked Hours
	S
	Scheduled Hours


·  6 = The sixth character for Sick and Vacation Leave Plans is used for part-time calculations. Possible values are listed in the following chart:
Examples:

	Leave Plan
	Description 

	S80BXW
	Sick Leave Plan, 8.0 hrs/workday, for employees hired both before and after 1977 and in a generic labor unit. Part time employees accrual is based on actual hours worked.

	V70PXS
	Vacation Leave Plan, 7.0 hrs/workday, vacation plan for employees who were hired before 1977 and in a generic labor unit.  Employees assigned to this leave plan have a part time calculation based on scheduled hours. 

	V80M2S
	Vacation plans denoted with ‘M’ as the fourth character are for use by employees covered under Public Act 2007-112 where the maximum balance is temporarily suspended.

	P75B75
	Personal Leave Plan, 7.50 hrs/workday, for employee hired both before and after 1977, and part time employee’s accrual is based on 75% of the full time value.


Schedule Definitions – Schedule ID – effective 10/17/03
1   2   3 4 5   6     7 8   9 10      

                                                      Names of schedules are composed of ten      
X  X  X  X  X  X  X  X  X  X            characters

· 1 = The first character is F (full time) or P (part time). 
· 2 = If the schedule is longer than 1 week (rotating) the next character is the number of weeks it spans along with an R (rotating).  If the schedule repeats every week the next character is S (straight).  
· 3-5 = The following two characters for rotating schedules and three for straight schedules represents the average number of hours worked in the week.  For example, 175 equals 17.5 hours while 35 hours can be designated as 35 or 350. 
· 6 = This character identifies the type of hours in a day, either straight or variable.  Straight hours mean that that all days in the schedule are of the same length.  Variable hours refer to schedules that do not have the same number of hours in a day.  (S= straight V= variable)   
· 7-8 = The next two characters represent the number of hours for the two most common length days in the schedule.  The following table is a key for naming all hours worked.  Due to the need to limit the number of characters used to represent the hours worked in a day, days that are composed of amounts that are less than a full hour are represented by a letter or character (e.g. M = 6.25 hours/day).  For the schedules that have more than 2 different types of work days the most common days were used. 
	H/D
	Use
	H/D
	Use
	H/D
	Use
	H/D
	Use
	H/D
	Use
	H/D
	Use

	0.25
	+
	3.25
	V
	5.50
	P
	7.25
	J
	8.75
	C
	12.00
	#

	0.50
	|
	3.50
	U
	5.75
	N
	7.50
	I
	8.89
	@
	12.50
	{

	0.75
	)
	3.75
	Z
	6.00
	6
	7.75
	H
	9.00
	9
	13.00
	;

	1.00
	=
	4.00
	4
	6.12
	\
	8.00
	8
	9.13
	>
	13.12
	[

	1.50
	(
	4.25
	T
	6.25
	M
	8.11
	}
	9.25
	B
	13.13
	]

	2.00
	2
	4.50
	S
	6.40
	<
	8.20
	:
	9.50
	A
	14.00
	Y

	2.25
	*
	4.70
	^
	6.50
	L
	8.25
	G
	9.75
	%
	14.50
	&

	2.50
	W
	4.75
	R
	6.75
	K
	8.33
	F
	10.00
	1
	15.00
	!

	2.75
	/
	5.00
	5
	6.80
	O
	8.34
	E
	10.50
	X
	15.50
	?

	3.00
	3
	5.25
	Q
	7.00
	7
	8.50
	D
	11.00
	$
	Off
	0

	3.20
	~
	
	
	
	
	
	
	11.50
	-
	
	


· 9-10 = The next two characters are used to group like schedules.  For example, a sequence of 1A, 1B, 1C etc. would indicate:
· that the total number of hours in each week is the same
· that the length of days is the same 
· only the on/off days differ
Schedules (cont.)
1   2   3 4 5   6     7 8   9 10      

                                                      Names of schedules are composed of ten      

X  X  X  X  X  X  X  X  X  X            characters

Example:

	Schedule
	Description 

	F2R35S0C1A
	Full time, two week, rotating schedule, with an average of 35hrs/workweek. Each workday consists of 8.75 hours (by using the table on page 4 “C” is equal to 8.75). Since this is a straight schedule, the employee works the same amount of hours per workday each week.  All the information from this schedule, except for the On/Off days, is identical to any schedule containing the same first nine characters plus a letter (i.e. F2R35S0C1A, F2R35S0C1B, F2R35S0C1C, and F2R35S0C1D are all identical schedules with differing On/Off days). 

	FS320V471A
	Full time, straight schedule, with an average of 32 per workweek. This schedule has variable workdays, meaning that the number of hours per workday each week is not the same. This schedule contains a 4 hour workday and a 7 hour workday.  All the information from this schedule, except for the On/Off days, is identical to any schedule containing the same first nine characters plus a letter (i.e. FS320V471A, FS320V471B, FS320V471C and FS320V471D are all identical schedules with differing On/Off days). 


Schedule Templates (Job Aid) – 
1   2  3   4  5  6  7  8  9 10      

                                                      Names of schedule templates (on Schedules Job Aid) are 
X  X  X  X  X  X  X  X  X  X             composed of ten characters 
· 1-3 = The first three characters represent the number of hours in the week. For example, 17.5 hours equals 175 and 35 hours equals 350. 
· 4-10 = The next seven characters represent the hours worked on each day.  Use the table on page 4 to determine the hour value for each character starting with Friday.  
Example:  
	Schedule Template
	Description 

	400600DDDD
	The week equals 40 hours.  The first day of the week (Friday) 6 hours are worked.  Days 2 & 3 (Saturday and Sunday) are OFF days.  Days 4, 5, 6 & 7 (Monday – Thursday consist of 8.5 hours worked (by using the table on page 4 “D” is equal to 8.5).  

	22550060L5
	The week equals 22.5 hours.  The first day of the week (Friday) 5 hours are worked.  Days 2 & 3 (Saturday and Sunday) are OFF days.  Day 4 (Monday) 6 hours are worked. Day 5 (Tuesday) is an OFF day. Day 6 (Wednesday) 6.5 hours are worked. Day 7  (Thursday) 5 hours are worked.  


Schedule Definitions – New Schedule ID effective 10/4/13

1   2  3  4   5  6  7  8 9 10 11  12 13 14 15  16    

                                                                                Schedule IDs are composed 

X  X  X  X  X  X  X  X  X  X  X   X  X  X  X    X         of sixteen characters

· 1-4 = The first four characters represent the number of hours in the first week. For example, 1725 = 17.25 hours and 4000 = 40.00 hours. 
· 5-11 = Represents the length of each day in the first week using the symbols in the chart located below. For example, L00I88U = 6.5, Off, Off, 7.5, 8, 8, 3.5 hours from Friday to Thursday, respectively. 
	H/D
	Use
	H/D
	Use
	H/D
	Use
	H/D
	Use
	H/D
	Use
	H/D
	Use

	0.25
	+
	3.25
	V
	5.50
	P
	7.25
	J
	8.75
	C
	12.00
	#

	0.50
	|
	3.50
	U
	5.75
	N
	7.50
	I
	8.89
	@
	12.50
	{

	0.75
	)
	3.75
	Z
	6.00
	6
	7.75
	H
	9.00
	9
	13.00
	;

	1.00
	=
	4.00
	4
	6.12
	\
	8.00
	8
	9.13
	>
	13.12
	[

	1.50
	(
	4.25
	T
	6.25
	M
	8.11
	}
	9.25
	B
	13.13
	]

	2.00
	2
	4.50
	S
	6.40
	<
	8.20
	:
	9.50
	A
	14.00
	Y

	2.25
	*
	4.70
	^
	6.50
	L
	8.25
	G
	9.75
	%
	14.50
	&

	2.50
	W
	4.75
	R
	6.75
	K
	8.33
	F
	10.00
	1
	15.00
	!

	2.75
	/
	5.00
	5
	6.80
	O
	8.34
	E
	10.50
	X
	15.50
	?

	3.00
	3
	5.25
	Q
	7.00
	7
	8.50
	D
	11.00
	$
	Off
	0

	3.20
	~
	
	
	
	
	
	
	11.50
	-
	
	


· 12-13 = Indicated the number of weeks in the schedule (01-16). 
· 14-15 = Represents the version number for schedules that have similar patterns (total hours and day lengths) for week 1. 
· 16 = Represents characters A-Z and used to group like schedules. For example, in the schedule below the first week is the same and only the days off are different in week two. The version number for both schedules would be 01 in order to group them together. The version letter would be the distinguishing factor (A vs. B). 
	
	1st Week
	2nd Week

	Schedule ID
	Fri
	Sat
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun
	Mon
	Tue
	Wed
	Thu

	400080088880201A
	8
	0
	0
	8
	8
	8
	8
	8
	0
	0
	8
	8
	8
	8

	400080088880201B
	8
	0
	0
	8
	8
	8
	8
	8
	8
	8
	0
	0
	8
	8


Long Description = #weeks, Avg Hours, # hours in a day
       Contains the average number of hours for the entire schedule

       Can be used to group like schedules together to assist in identifying the employee’s schedule

Example for schedules listed above: 2 w, 40 h/w, 8 h/d

Short Description = Avg Hours

       Contains the average number of hours for the entire schedule

       Can also be used to group like schedules

Example for schedules listed above: 40 h/w
Taskgroups

1  2   3  4  5   6  7   8  9       

         Names of taskgroups are composed of eight or nine 

X  X  X  X  X  X  X  X X           characters 
· 1-3 = The first three characters represent the agency acronym

· 4 -7(8) = The next four (converted) or five (created after go live) characters represent the agency number

· 8(9) = The last character identifies if the taskgroup is for general use (G), Time Collection Devices (S) or for Projects (P)
Example:

	Taskgroup
	Description 

	AAC1018G
	This taskgroup belongs to the African-American Affairs Commission with an agency number of 1018. This taskgroup is for general use of the agency.  

	DAS1320S
	This taskgroup belongs to the Department of Administrative Services (DAS) with an agency number of 1320. This taskgroup is only for the use of employees using time collection devices.

	DOT5000P
	This taskgroup belongs to the Department of Transportation and is for the use of employees using the Projects module.


Time Reporting Codes (TRCs)
1    2   3  4  5

                                       Names of TRCs are composed of three to five                        
X   X  X  X  X                   characters

· 1 = The first character of the TRC specifies the general area affected by the TRC. The following table is   
· a key to the definitions associated with the first character of the TRC. 
	TRC
	Description 
	TRC 
	Description

	C
	Compensatory Time Off 
	Q
	Q Items (DOT only)

	D
	Docked
	R
	Regular

	H
	Holiday 
	S 
	Sick 

	I
	Informational (no pay) 
	U
	Unpaid Time

	L
	Paid Leave
	V
	Vacation

	N
	Non Resident Aliens
	W
	Workers’ Comp

	O
	Overtime
	X
	Differentials/Reimbursements/Expenditures

	P
	Personal Leave
	
	


· 2-5 = The next characters are used to provide more details of the TRC 
Example:

	Time Reporting Code
	Description 

	XDEVA
	Development Expense Amount


Workgroups
1 2   3   4 5 6   7 8 9 10      

                                             Names of workgroups are composed of nine to ten      
X X  X  X X X  X X X X         characters

Workgroup Naming Standard for all Workgroups but 1199

· 1-2 = The first two characters are used for the numeric code of the bargaining unit or labor unit.

· 3 = The next character is either a ‘P’ for positive time reporters or an ‘E’ for exception time reporters.

· 4-6 = The next three characters are used to identify the holiday schedule for the group. The three character combination can be STD for standard holiday schedules or CON for continuous operations. 

· 7-10 = The final four characters are reserved to distinguish between general workgroups and workgroups that are for specific agency use. If a workgroup ends with GEN it means that this workgroup is applicable to multiple agencies. If the workgroup ends with APPN, AP or A it means that employees in this workgroup enter their own time and must have their time approved before it will be paid. Otherwise the last four characters represent the agency’s acronym. 

Examples:

	Workgroup
	Description 

	07ECONGEN
	This workgroup is for exception time reporters in bargaining unit 07.  This workgroup is for general use for employees working in a 24/7 agency.

	77ESTDAPA
	The time reporters in this workgroup must belong to bargaining unit 77. This workgroup has been setup for exception time reporters with a standard holiday schedule.  The use of this workgroup is specific to the Auditors of Public Accounts.

	06ESMHAAP
	Use this workgroup for bargaining unit 06 employees who work at MHA. Employees in this group must have their time approved before it will be paid.

	100TLEXMPT
	Use this workgroup when an employee will not use the timesheet. Employees in this group will automatically be inactivated in Time and Labor and the timesheet will not be available for entry. A common use is for Graduate Assistants who are paid in Additional Pay.

	200ESWC8
	The workgroups starting with 200 have been created for use by employees who are out on long term Worker’s Comp and will automatically have their timesheet prepopulated with WCDIR. The employee cannot be enrolled in a zero hour schedule.

	300ESSMR7
	The workgroups starting with 300 have been created for use by employees who are being paid during the Summer Recess and will automatically have their timesheet prepopulated with LSUMR. The employee cannot be enrolled in a zero hour schedule.


Workgroup Naming Standard for 1199:

· 1-4 = The first four characters are 1199.

· 5 = The fifth character is either a “P” for Positive time reporters or an “E” for Exception time reporters.

· 6-10 = These characters indicate whether the Workgroup has a standard holiday schedule (S, ST, STD) or a continuous operations holiday schedule (C, CN, CO). Some workgroup names indicate the standard hours (7.5, 7.75 or 8 per day or 75 hours per week). Those that do not specify hours have a 7 hour standard day or 35 hours per week. The workgroups with 40 in the name are based on a 7 hour standard day and 35 hours per week. The last one or two characters are A, AN or AP to indicate that time needs to be approved (self-service).

Workgroup Naming Standard for Workers’ Comp:

· 1-3 = The first three characters are arbitrarily numbered starting with 200.

· 4 = The fourth character is “E” for Exception time reporters.
· 5 = The fifth character is “S” for standard holiday schedule.

· 6-7 = The sixth and seventh character are “WC” for Workers’ Compensation.

· 8-10 = These characters represent the day length – 7, 7.25, 7.5 or 8.
Workgroup Naming Standard for Summer Recess:

· 1-3 = The first three characters are arbitrarily numbered starting with 300.

· 4 = The fourth character is “E” for Exception time reporters.
· 5 = The fifth character is “S” for standard holiday schedule.

· 6-7 = The sixth, seventh and/or eighth characters are “SMR” or “SM” for Summer.

· 8-10 = These characters represent the day length – 7, 7.25, 7.5 or 8.
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