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General
1. The employee id and employee record number combination must be valid for transactions to be loaded. Please ensure that you are able to process the employee id and employee record number file received at conversion to ensure your system is current. 

2. If you are sending a file containing employees that are paid over different pay frequencies, i.e. Biweekly, Semi-monthly, Special Monthly, Special Biweekly, please ensure that the correct Pay Period Begin Date (CT_EFFDT or EFFDT) and Pay Period End Date (EARNINGS_END_DT or DEDUCTION_END_DT) are provided on the file. 

3. Please review the Core-CT HR Interfaces web site for valid values to ensure you have the most current department id, SETID, deduction codes, earnings codes, etc.

Payroll Inbound Interface - CTPYI470
EMPL_RCD
1. At “go-live”, Core-CT will provide vendors with an extract file of current members (policyholders, participants, etc.). This extract file will contain each member’s EMPL_RCD value in Core-CT. You can use this extract file to populate the EMPL_RCD field in your system. 

2. On an on-going basis, as changes are made by the state (employee job changes, etc.) the outbound DPYOI02 Deduction Remittance to vendors will reflect the member’s new EMPL_RCD. 

3. After “go-live”, new members will know their EMPL_RCD or will know they need to ask their HR department what their EMPL_RCD is. 

4. You will provide the EMPL_RCD on the inbound DPYI470 to Core-CT. 

General Deductions 
1. If you are a 3rd Party Vendor, VENDOR_ID is required on the inbound file. SETID and DEPTID are not required on the inbound file. 

2. If you are a State Agency, SETID and DEPTID are required on the inbound file. VENDOR_ID is not required on the inbound file. 

3. When sending transactions for deductions that are set up with a Deduction Calc Routine of 'Flat Amt', you must send a deduction amount in the DED_ADDL_AMT field. This field cannot contain zeroes or spaces. To clarify: 

a. To start a deduction with a flat amount, in addition to the other required fields, you must include the CT_EFFDT (the effective date of the transaction) and the dollar amount in the DED_ADDL_AMT field. 

b. To change a deduction with a flat amount, in addition to the other required fields, you must include the CT_EFFDT, and the new dollar amount in the DED_ADDL_AMT field. 

c. To end a deduction with a flat amount, in addition to the other required fields, you must include the CT_EFFDT, the DEDUCTION_END_DT (the date which deduction should cease being taken from the employee’s paycheck) and the dollar amount in the DED_ADDL_AMT field. 

d. If there is no amount in the DED_ADDL_AMT field on transactions for deductions that are to be taken as a flat amount, the transaction will not be loaded by the Payroll Inbound Interface Program, and will not be processed.

4. Inactivating deductions:

a. CT_EFFDT should correspond to the Pay Period Begin Date, and DEDUCTION_END_DT should correspond to the Pay Period Begin Date if the deduction is being inactivated. 

b. To inactivate a deduction, the CT_EFFDT should correspond to the Pay Period Begin Date, and DEDUCTION_END_DT should correspond to the Pay Period Begin Date and the DED_ADDL_AMT should be the amount of the existing deduction. IT MAY NOT BE ZERO. A zero will result in an error. 

c. For example: for check date 4/16/2004, the Pay Period Begin Date is 3/19/2004 and the Pay Period End Date is 4/1/2004. If you want to stop a deduction as of check date 4/16/2004, the CT_EFFDT must be 03/19/2004 and the DEDUCTION_END_DT must be 03/19/2004.

5. When an employee is Terminated during the pay period, and their deductions should not be taken. A row should be sent for each general deduction to inactivate the records, as of the Termination date. 

Direct Deposit
1. If you are a State Agency, SETID and DEPTID are required on the inbound file. VENDOR_ID is not required on the inbound file. 

2. To inactivate a direct deposit, all required fields must be populated. 

Time and Labor TCD Inbound Interface - CTTLII01 
1. To override a Shift which will impact the calculation of overtime and shift differentials, the correct shift must be sent in the TASK_ELEMENT_VAL field or entered online following the load of the TCD interface file. 

2. Prior Period Adjustments may be sent via the TCD Inbound interface. A delete row should be sent for the day and then the new transaction(s) sent. Prior period adjustments will be paid, and adjustments made to leave balances in the current period. 

3. Prior Period Adjustments may NOT be sent for days prior to the first pay period begin date in Core-CT, October 17, 2003. 

4. For employees that are active for a portion of the pay period, for example the employee retired mid period, a delete transaction does NOT need to be sent for the days that the employee did not work during the pay period. Transactions sent for dates in which the employee is not 'Active' will result in error. We have reviewed each set of errors and ensured that the employee will only be paid for the days they were not in error. 

5. Central Time and Labor will contact agencies if errors exist as a result of the Load Program, each pay period. 

6. Agencies are responsible for correcting errors that exist as a result of Time Administration online in Core-CT on the Manage Exceptions page, each pay period. 

