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Cross Module
	Module
	Category
	Title
	Description

	Cross Module
	Hiring an Employee
	Checklist for New Employee
	Provides overview of steps required and information to be validated when hiring a new employee. Covers all modules from hire to first paycheck.

	Cross Module
	Internet Browser 
	Clearing your Cache and Cookies
	Describes reason to clear your cache and cookies and provides instructions for various browser options (Internet Explorer versions 6, 7, 8, 9 and Firefox)

	Cross Module
	Reports
	How to Run an HRMS Report
	Provides step-by-step instructions on how to run HRMS reports.

	Cross Module
	Reports
	Saving Reports
	Provides instructions on how to save HRMS reports outside of Core-CT.

	Cross Module
	Security Roles
	HRMS  Role Handbook by Page
	Provides list of HRMS security roles and the pages each one has access to.

	Cross Module
	Agency Impact
	Retiree Payroll - Agency Impact
	Provides general information on Retiree Payroll

	Cross Module
	Core-CT Functionality
	Save Favorites in Core-CT
	Provides instructions on how to save favorites in Core-CT


Benefits
	Module
	Category
	Title
	Description

	Benefits
	Benefit Billing
	Benefits Billing Instructions
	Provides instructions on processing Benefits Billing payments.

	Benefits
	Benefit Billing
	Billing Payroll Benefits Audit
	Form to be used by agencies in auditing an employee’s benefits billing history.

	Benefits
	Benefit Billing
	Termination Certified Letter Template
	Sample letter for agencies to use informing insurers of termination of benefits due to non-payment.

	Benefits
	Benefit Events
	Process Indicator
	Explains what the Benefits Administration Process Indicator is and how it is used in processing benefit events.

	Benefits
	Benefit Events
	Process Status  Fields
	Describes what the Process Status Fields mean during Option Preparation and Entering, Validating & Loading Elections

	Benefits
	Benefit Events
	Retroactive Benefit Deduction Process
	Describes retroactive deduction processing and how to process transactions.

	Benefits
	Benefit Events
	Retroactive Benefits/Deductions
	Lists the reports available to review retroactive Benefit and Deduction transactions in Core-CT and what triggers them.

	Benefits
	Benefit Plans
	Benefit Programs and Plans
	Describes Benefit Programs and Plans available to State employees.

	Benefits
	Deductions
	2012 Benefits Billing and Payroll Calendars
	This calendar provides information on when deductions are to be made for each month in the year. It also provides the date on which monthly benefits billing will be run.

	Benefits
	Deductions
	2013 Benefits Billing and Payroll Calendars
	This calendar provides information on when deductions are to be made for each month in the year. It also provides the date on which monthly benefits billing will be run.

	Benefits
	Deductions
	2014 Benefits Billing and Payroll Calendars
	This calendar provides information on when deductions are to be made for each month in the year. It also provides the date on which monthly benefits billing will be run.

	Benefits
	Deductions
	2015 Benefits Billing and Payroll Calendars
	This calendar provides information on when deductions are to be made for each month in the year. It also provides the date on which monthly benefits billing will be run.

	Benefits
	Deductions
	Benefit Manual Override Spreadsheet
	Use this form to request 

Manual Overrides to employee deductions.

	Benefits
	Deductions
	HEP 1Z Benefit Plan Type Agency Instructions
	Provides instructions on how to process the HPE1Z Benefit Plan.

	Benefits
	Deductions
	Premium Discrepancy Help Desk Instructions
	Provides detailed instructions for Agency personnel/payroll offices when submitting help desk tickets for employees on the health insurance carrier warning lists and associated health or life insurance reinstatement requests.

	Benefits
	Reports
	Benefits Reports
	Provides list of Benefits Reports available. Includes information on how the report is run, how often it is run, which security roles can view it and what is contained on the report.

	Benefits
	Open Enrollment
	2014 Open Enrollment Processing
	Provides information on health benefits open enrollment.


Human Resources
	Module
	Category
	Title
	Description

	Human Resources
	Action/Action Reason Codes
	Action Reason Codes
	Lists the current Action/ Action Reason Codes and includes their impact on Benefits.

	Human Resources
	Combo Codes
	Combo Code Creation and Use as Payroll Funding Source
	Assists agency human resources, payroll and financial personnel in understanding the information, processes and tools used in the creation of combination codes and how those combination codes are used as a funding source for payroll expenditures.

	Human Resources
	Address
	Add/Update Employee/Dependent Address
	Provides the steps necessary to add or update addresses in Core-CT for employees or dependents.

	Human Resources
	Annual Increment Date
	Advancing Next Annual Increment Date
	Provides step-by-step instructions on how to advance an employee’s annual increment date.

	Human Resources
	Benefit Eligibility
	HR Fields and Their Impact on Employee Benefits
	List of HR fields and how they impact an employee’s benefit eligibility.

	Human Resources
	Data Protection
	Waive Data Protection
	Describes process used to protect disclosure of residential address of certain individuals protected under State Statute 1-217.

	Human Resources
	Date Calculations
	Benefit Service Date Calculation and Reports
	List of Bargaining Units for which Core-CT calculates the Benefit Service Date for accrual purposes. Describes the process and reports available.

	Human Resources
	Date Calculations
	Layoff Seniority Date Calculation and Reports
	List of Bargaining Units for which Core-CT calculates the Layoff Seniority Date for bargaining unit purposes. Describes the process and reports available.

	Human Resources
	Date Calculations
	Longevity Date Calculation and Reports
	List of Bargaining Units for which Core-CT calculates the Longevity Date for bargaining unit purposes. Describes the process and reports available.

	Human Resources
	Date Definitions
	Date Definitions for Human Resources
	List of all dates used in HR, provides their definition and instructions on the values to be used.

	Human Resources
	Driver’s License
	Add/Update an Employee’s Driver’s License
	Provides instructions for adding or updating employee driver’s license information in Core-CT

	Human Resources
	Employee Class
	Employee Class
	Lists all of the Employee Classes in Core-CT with an explanation of each.

	Human Resources
	Hires
	Hiring an Employee
	Provides step-by-step instructions for hiring or rehiring an employee

	Human Resources

	Hires
	Hire/Rehire
	Provides information on what to do if an agency receives a message that the newly hired or rehired employee’s social security number matches one that is already on file.

	Human Resources

	Hires
	Transfer/Rehire
	Provides information on what to do if an agency transfers or rehires an employee.

	Human Resources
	HR Reports
	HR Reports
	Provides a list of HR Reports available in Core-CT.

	Human Resources
	HR Reports
	Longevity Report to Excel Format
	Provides step-by-step instructions on how to run the Longevity report and download it to Excel format.

	Human Resources
	HR Reports
	E-Profile Report to Excel Format
	Assists in reviewing Employee Profile by Personal Phone Changes, Home Email Address Changes, Emergency Contact Changes, Ethnic Group Changes, Name Changes and Home/Mail Address Changes.  

	Human Resources
	HR Reports
	Monthly Position Status Report
	Describes the report in detail and includes instructions on how to run the report. 

	Human Resources
	HR Reports
	Monthly Position Status Report (Excel Format)
	Provides step-by-step instructions on how to run the Monthly Position Status report in Excel format.

	Human Resources
	HR Reports
	Monthly Vacant Position Report
	Describes the report in detail and includes instructions on how to run the report. 

	Human Resources
	HR Reports
	Position Approval History Report
	Provides information on the Position Approval History report and instructions for running it.

	Human Resources
	HR Reports
	OSHA 300 Incident Log and OSHA300A Annual Summary
	Describes the information needed and provides instructions on running the OSHA 300 Incident Log and the OSHA 300A Annual Summary reports.

	Human Resources
	Leave of Absence
	Processing a Paid Leave of Absence
	Provides step-by-step instructions on how to process a Paid Leave of Absence in Job Data.

	Human Resources
	Leave of Absence
	Processing Unpaid Leave of Absence of Five Days or More 
	Provides step-by-step instructions on how to process a Suspension or other Unpaid Leave of Absence of five days or more in Job Data.

	Human Resources
	Leave of Absence
	Processing Unpaid Leave of Absence of Less Than Five Days
	Provides step-by-step instructions on how to process a Suspension or other Unpaid Leave of Absence of less than five days in Job Data.

	Human Resources
	Location  Codes
	Location and Time and Labor Group Template
	Use this form to request new location codes, changes to existing location codes or to have obsolete ones deleted.

	Human Resources
	Longevity
	Longevity Process Illustration
	Depicts the Longevity process.

	Human Resources
	Position
	Position Actions Processing
	Provides step-by-step instructions on how to create a position or make changes to an established position.

	Human Resources
	Position
	Position Worklist Approval Process
	Provides step-by-step instructions on how to manage Position Worklist Approvals.

	Human Resources
	Position
	Processing Denied or Recycled Positions
	Provides instructions on how to identify and resolve position actions with a status of Denied or Recycled.

	Human Resources
	Salary
	CT Salary Plan Employee Payment Processing
	Describes the CT salary plan for 10 month employees and provides instructions for making payments based on hourly rate.

	Human Resources
	Salary
	Mass Salary Increase Process Illustration
	Describes Mass Salary Increase process.

	Human Resources
	Salary
	Mass Step Increase Process Illustration
	Describes Mass Step Increase process.

	Human Resources
	Temporary Service in a Higher Class (TSHC)
	Checklist for Placing an Employee on Temporary Service in a Higher Class
	Provides step-by-step instructions for placing an employee in a TSHC position.

	Human Resources
	Temporary Service in a Higher Class (TSHC)
	Checklist for Returning an Employee from Temporary Service in a Higher Class
	Provides step-by-step instructions for returning an employee from a TSHC position.

	Human Resources
	Termination
	Retroactive Payments to Terminated Employees
	Provides step-by-step instructions for processing a payment for a terminated employee.

	Human Resources
	Termination
	Checklist for Terminating an Employee
	Provides step-by-step instructions for terminating an employee in  Core-CT.

	Human Resources
	Workers’ Compensation
	Workers Comp Day Calculation Exception
	Describes exceptions created by the Workers’ Comp Day Calculation program.

	Human Resources
	Workers’ Compensation
	Workers Comp Time Reporting Codes
	Provides a list of Workers’ Comp Time Reporting Codes and information on their usage.

	Human Resources
	Workers’ Compensation
	Workers’ Comp Rates
	This folder contains the Workers’ Comp Rate tables from 2000 to the present.

	Human Resources
	Workers’ Compensation
	Workers’ Compensation Life Cycle Illustration
	Describes the life cycle of a workers’ comp claim

	Human Resources
	
	Fiscal Year End Job Aid for HRMS
	This document will focus on how the fiscal year end process works in the HRMS system.

	Human Resources
	
	2015 HR Calendar
	This document shows the 2015 HR Calendar.


Payroll

	Module
	Category
	Title
	Description

	Payroll
	Deductions
	Employee-Employer Share of Retirement
	Provides mapping for employee retirement deduction and the matching employer deduction.

	Payroll
	Deductions
	General Deduction Codes
	Lists General Deductions Codes and the description.

	Payroll
	Deductions
	OPEB/OTRS Deductions for Retirement Health Care
	Provides information on the 2009 SEBAC Agreement regarding employee contributions for health insurance. Instructions on how to process the deduction in Core-CT and how to report on them are also included.

	Payroll
	Refunds
	OPEB Refunds
	Provides instructions on how to refund OPEB deductions to employees and when to process them.

	Payroll
	Account Code
	Account Code Mapping
	Provides information on how Account Codes in Financials are used to create the Combo Code in HRMS.

	Payroll
	Account Code
	Account Mapping Document
	Provides information on how earnings, deductions and taxes are mapped from HRMS to expenditure accounts in Financials.

	Payroll
	Direct Deposit
	Direct Deposit Authorization and Input Form
	Use this form to set up direct deposit of paycheck.

	Payroll
	Direct Deposit
	Direct Deposit Multiple Accounts Job Aid
	Provides instructions on how to set up a second direct deposit account.

	Payroll
	Earnings
	Earnings
	List of Earnings Codes and type.

	Payroll
	FLSA
	Additional Pay: FLSA Additives
	Provides instructions on how to set up or manually update FLSA additives.

	Payroll
	Lump Sum Recovery
	Lump Sum Annual Increment Recovery
	Provides instructions for recovering the annual lump sum increment for certain bargaining units pursuant to 2011 SEBAC Agreement.

	Payroll
	Non-Resident Aliens
	Non-resident Alien Presentation
	Provides information on Non-Resident Alien set up and processing in Core-CT.

	Payroll
	Non-Resident Aliens
	Non-resident Alien Setup
	Provides instructions on how to set up payroll taxed for Non-Resident Aliens .

	Payroll
	Paycheck/Advice
	COP-9 Form
	Use this form to cancel a paycheck or adjust an employee’s wages or deductions.

	Payroll
	Paycheck/Advice
	Earnings Codes for Checks and Advices
	Describes how various earning codes are rolled up for display on paychecks and advices.

	Payroll
	Paycheck/Advice
	Online Check Request Form
	Use this form to request an online (petty cash) check for an employee.

	Payroll
	Paycheck/Advice
	Pay Corrections Template
	Use this form to request a paycheck adjustment after final calculation is complete.

	Payroll
	Projects Costing
	Payroll Distribution with Project Costing
	Provides information on payroll and financial integration when Projects Costing is used.

	Payroll
	Reports
	Payroll Reports
	Provides list of Payroll Reports available. Includes information on how the report is run, how often it is run, which security roles can view it and what is contained on the report.

	Payroll
	
	General Deduction Retirement Codes
	This job aid lists the general deduction codes that are being used in the Core-CT system

	Payroll
	
	OPE2/OTR2 Deductions for Retirement Health Care
	The 2011 SEBAC Agreement amended the 2009 SEBAC Agreement by adding a new requirement for funding retiree health benefits for employees who are eligible for State-paid health insurance and who are not paying the three percent (3%) contribution on or before June 30, 2013

	Payroll
	
	OPEB Tracking
	The 2009 and 2011 SEBAC Agreements define requirements for funding of retiree health benefits.  As a result of these agreements, all health-care eligible employees are obligated to contribute to the Retiree Health fund for a ten-year period.

	Payroll
	
	Request for Refund of Excess SS/Medicare
	This is a request form for refund of Excess SS/Medicare.

	Payroll
	
	Request for W2 Statement Reissue
	This is a request form for W2 Statement Reissue.

	Payroll
	
	W-4 Exemption Acknowledgment 2015
	This is a W-4 Exemption Acknowledgement.


Time and Labor

	Module
	Category
	Title
	Description

	Time and Labor
	Accruals
	PT Accrual Audit Worksheet
	Provides instructions on auditing an employee’s leave accruals and includes an audit worksheet.

	Time and Labor
	Accruals
	Accrual Balance Update Report
	Provides information on the process that syncs up employee leave balances. Includes step-by-step instructions in how to manually adjust leave balances.

	
	
	
	

	Time and Labor
	Accruals
	Auditing a Full-time Employee’s Leave Accrual
	Provides instructions on how to audit a full-time employee’s leave accruals including how to run the reports needed.

	Time and Labor
	Accruals
	Auditing a Part-time Employee’s Leave Accrual
	Provides instructions on how to audit a part-time employee’s leave accruals including how to run the reports needed.

	Time and Labor
	Accruals
	Leave Accrual Processing
	Outlines the leave accrual process in Core-CT for full time and part time employees.

	Time and Labor
	Accruals
	Military Service: Procedures for Equivalent Leave and Maximum Leave Waiver
	Provides instructions for processing leave accruals for employees serving in the military under Public Act 2007-112.

	Time and Labor
	Approve Time
	Approving Payable Time
	Provides step-by-step instructions on how to approve payable time. Includes instructions on making prior period adjustments.

	Time and Labor
	Batch Processing
	Time Administration Batch Processing Groups
	Lists the Batch Processing Groups and which workgroups are contained in each. Includes information on where to find the Batch Processing Group an employee is in.

	Time and Labor
	Compensatory Time
	Auditing Comp and Holiday Comp Time
	Provides instructions on how to audit an employee’s compensatory time including how to run the reports needed. Use with the Comp Time Audit Worksheet job aid.

	Time and Labor
	Compensatory Time
	Comp Time Audit Worksheet
	Audit worksheet for use with the Auditing Comp and Holiday Comp time job aid.

	Time and Labor
	DOC Job Title Changes
	Changes Between CO and LT Job Titles
(Applies to Dept. of Correction only)
	Provides instructions on the changes required for DOC to change employees between CO and LT job titles.

	Time and Labor
	Exceptions
	Cleaning Up Time and Labor Exceptions
	List of exceptions and how to clear them.

	Time and Labor
	Holidays
	Holiday Processing
	Provides details on holiday processing and the Time Reporting Codes to be used in various situations.

	Time and Labor
	Flowchart
	Dynamic Group Enrollment
	This flow illustrates how employees are enrolled in Dynamic (Time and Labor) Groups.

	Time and Labor
	Flowchart
	Types of Time
	This flow illustrates the types of time and how they are processed.



	Time and Labor
	Leave Plans
	Enrolling Employees in Leave Plans
	Provides instructions on how to enroll an employee in a sick, vacation or PL plan, how to change plans once enrolled, and how to terminate leave plans.

	Time and Labor
	Leave Plans
	Leave Plans
	List of Sick, Vacation, PL, Comp and Holiday plans.

	Time and Labor
	Naming Standards
	Naming Standards for Time and Labor
	Describes the naming convention for Schedules, Leave Plans, Comp Plans, Taskgroups, Time Reporting Codes and Workgroups. 

	Time and Labor
	Override Reason Codes
	Override Reason Code
	List of Override Reason Codes.

	Time and Labor
	Override Reason Codes
	Override Reason Request Template
	Use this form to request new Override Reason Codes.

	Time and Labor
	Prior Period Adjustments
	Making Payments After Time and Labor Close
	Provides information on processing adjustments to an employee’s attendance in Core-CT.

	Time and Labor
	Prior Period Adjustments
	Prior Period Adjustments
	Provides instructions for processing prior period adjustments in Core-CT.

	Time and Labor
	Projects Costing
	Project Costing and HRMS
	Provides information on the impact the Financial Projects Costing module has on HRMS – Human Resources, Benefits, Time and Labor and Payroll.

	Time and Labor
	Reports
	Time and Labor Reports
	List of reports available in Time and Labor. Includes description of the reports, who can run them, how often they should be run and who has access to them.

	Time and Labor
	Rotating Averaging
	Processing LOA for Rotating Averaging Employees
	Provides instructions on placing a rotating averaging employee on a Leave of Absence.

	Time and Labor
	Schedules
	Changing an Employee’s Schedule
	Provides instructions on changing an employee’s default schedule. Includes a list of workgroups and the default schedule assigned to each.

	Time and Labor
	Schedules
	Schedule Request Template
	Use this form to request new schedules.

	Time and Labor
	Schedules
	Schedules
	List of schedules by number of weeks the schedule expands.

	Time and Labor
	State Agencies
	Agency Time and Labor Status
	Lists agency status in regards to Time and Labor. Displays self-service agencies and the implementation date as well as agencies that do not use Time and Labor in Core-CT.

	Time and Labor
	Time and Labor Groups
	Location and Time and Labor Group Template
	Use this form to request new time and labor groups, changes to existing time and labor groups or to have obsolete ones deleted.

	Time and Labor
	Time and Labor Groups
	Time and Labor Groups
	List of Time and Labor Groups by agency.

	Time and Labor
	Time Reporter Data
	Automated Time Reporter Data
	Provides information on the automated Time Reporter process which syncs up Time Reporter Data and Job Data for active/inactive status.

	Time and Labor
	Time Reporter Data
	Time Reporter Data
	This  job aid describes the fields on the Time Reporter Data page.

	Time and Labor
	Time Reporting
	Changing Between Exception Time Reporting and Positive Time Reporting
	Provides instructions on the information needing to be updated to change an employee between exception and positive time reporting.

	Time and Labor
	Time Reporting
	Entering Time Process Flow
	Diagram of how time is processed from employee set up to time entry through to payroll.

	Time and Labor
	Time Reporting
	Entering Time TCD Process Flow
	For agencies that send attendance to Core-CT through a file. Diagram of how time is processed from employee set up to file processing through to payroll.

	Time and Labor
	Time Reporting
	Entering Time (Self-Service Agencies)
	Provides detailed instructions on entering time, approving time, viewing time, managing exceptions and running reports. 

	Time and Labor
	Time Reporting
	Time Reporting Codes
	List of Time Reporting Codes. Includes descriptions of their use and the Earning Code they are mapped to.

	Time and Labor
	Time Reporting 
	Using LILA Time Reporting Code
	Provides information on when and how the LILA Time Reporting Code should be used.

	Time and Labor
	
	Task Profile Template
	Use this form to create tasks. 

	Time and Labor
	
	Service Worker Carryover Template
	Provides a template to report Service Worker carryover.

	Time and Labor
	
	Enrolling Employees in Compensatory Plans
	This job aid illustrates how to enroll new hires into Compensatory and Holiday Plans, how to change employees from one plan to another and how to inactivate plans.


	Time and Labor
	
	Payable Time Status
	This job aid provides users with information about Payable Time Status in order to identify where time resides in the pay cycle process.

	Time and Labor
	
	Service Worker Sick Leave
	This job aid describes how to process employees who are eligible to earn sick time under PA 11-52 Connecticut Paid Sick Leave Law in Core-CT.

	Time and Labor
	Weekend and Shift Differential
	Weekend and Shift Differential
	Provides information on how weekend and shift differential is created by Core-CT.

	Time and Labor
	Workgroups
	Workgroups
	List of workgroups and the set up criteria for each one.
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