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• Supervisor - Approve Time

• Supervisor – Run Reports
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Agenda

Time and Labor Supervisor Self Service

• Supervisor - Approve Time

• Supervisor – Run Reports
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Time MUST be approved 

by 

5:00 PM 

on Friday, the day after 

the end of a pay period!
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Key Points – Approving Time

When approving time, remember the following:

• Supervisors have access to approve all employees in their group(s) and 

need to verify that time was correctly reported

 Notify HR immediately if an employee is missing in your group

• Supervisors can access the Timesheet directly from the Approve Payable 

Time page

• Time associated to an exception is not available for approval until the 

exception is cleared (use the Timesheet to correct Exceptions)

• If one portion of time entered generates an error, all time entered on that 

day is not processed; when the Exception is corrected, the entire day is 

then processed

• Time cannot be unapproved but it can be changed

• If time is not approved, the employee will not be paid
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Approve Payable Time
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Approve Payable Time
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Approve Payable Time
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Key Points - Entering Comments

Core-CT provides a way for you to document and view information 

on the Timesheet, such as why a TRC was changed.  

• The Timesheet Comments icon is located on the Reported Time Status 

tab on the Timesheet 

• You can enter up to 32,000 characters per row for a Comment

• You can add unlimited rows for a Comment if 32,000 characters is not 

enough

• You cannot delete a Comment once it is saved

• You can add additional comments at any time
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Entering Time
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Review – Entering Comments

When entering Timesheet Comments, remember the following:

• The Timesheet Comments icon is located on the Reported Time tab located on the 

Timesheet 

• You may enter up to 32,000 characters per row; you can click the + (Plus) icon to 

add another row for the same comment

• You can not delete a saved comment

• You can return to a comment to enter additional information

• You do not need to submit the Timesheet to save the Comments

• If a comment has been entered on a date that has multiple Timesheet entries, a 

shaded Comments icon will appear beside each row of that date’s attendance

• When viewing comments, all comments for a particular day will be displayed 

regardless of what page the comment was entered from
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Review - Approve Payable Time

When approving Time, remember the following:

• Approvers can approve by Group ID or Employee ID

• Supervisors need to verify that Timesheet was submitted by verifying the 

Reported Hours (and not Scheduled Hours) and attendance is accurate

• Time associated to an exception is not available for approval until the 

exception is cleared

• Time cannot be unapproved but it can be changed on the Timesheet

• If you change time, you must update comments and notify the employee

• If Time is updated, it must reprocess through Time Admin before you can 

approve it

• If Time is not approved the employee will not be paid
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NVCC Time Reporter Codes (TRC)

Employee May Enter/Supervisor May Approve*

Description TRC Explanation Notes:

Holiday HOL Indicates that a regularly scheduled workday is a 

designated holiday. 
Use when College is closed for a Holiday or when 

employee does not report to work on a holiday.  

Must be full or half day increments only. 

Holiday Comp. Used HCU Use whenever an employee charges leave to 

Holiday Comp Time. 
May only be used in 1/2 day increments, except 

NP-2

Holiday Worked - Comp. Earned HWCE Use when a non-premium  holiday is worked and 

Holiday Comp Time is earned. 
Time worked on a holiday when the College is 

open may be HWCE only.  NA faculty. 

Jury Duty LJURY Paid leave to record employee's jury service. Provide Payroll with Jury Slip

Overtime - General OT Code OVT Use whenever the rules should be used to 

calculate overtime

Employees are not authorized to work OVT unless 

approved in advance

PL Personal Leave PL Use to record PL time taken. 3 days/calendar year

PL Used 2003 Rowland Settlement PL03 Use when an employee uses PL time awarded as a 

result of the 2003 SEBAC/Rowland Settlement 

Agreement.

Regular REG Regular time.

Sick Employee Illness SICK Employee uses Sick Time for their own illness. No more than 5 days/cal year all BUs, except NP-

5, which is 3 days/cal year

Sick Family SFAM Use when employee uses Sick Time to attend to 

family illness.
5 days/occurrence all BUs, except NP-5, which is 

3 days/occurrence

Sick Funeral Immediate Family SFFNR Use when employee uses Sick Time to attend to a 

funeral in their immediate family. 3 days/calendar year

Sick Funeral Non Immediate Fam SFNRL Use when an employee is using Sick Time to attend 

a funeral for other than their immediate family.

Sick Medical/Dental/Eye Appt SP Use for an employee's medical appointments.

Vacation VAC Use when employee takes Vacation.

Weather Closing LWWTR Paid leave when agencies are closed as a result of 

weather conditions. When authorized by President

Contact HR Office:

Family Medical leave

Governor Closing

Union Picnic Party

Union Business Release

Unpaid leave

Workers' Compensation
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Accrued Time Off Usage

Bargaining Unit Accrued Leave Plan Increments Advance Notice Waiting period for new hires

Clerical (NP-3)

40 hours/week Vacation 1/2 hour Yes 6 months

8 hours/day Sick 1/2 hour Yes, for scheduled appts N/A (as accrued)

Personal Leave 1/2 hour "as much in advance as possible" 6 months

Holiday Comp 4 hours Yes N/A (as earned)

Congress/AFSCME

35 hours/week Vacation 1/2 Day Yes 6 months

7 hours/day Sick 1/4 Day Yes, for scheduled appts N/A (as accrued)

Personal Leave 1/2 day "Except in an emergency situatiion, 

…shall give at least 3 days notice" 6 months

Holiday Comp 1/2 Day Yes N/A (as earned)

AFT

35 hours/week Vacation 1/2 Day Yes 6 months

7 hours/day
Sick 1/2 Day Yes, for scheduled appts N/A (as accrued)

Personal Leave 1/2 day At least 24 hours in advance, except 

in emergency or unanticpated

circumstances 6 months

Holiday Comp 1/2 Day Yes N/A (as earned)



38

Agenda

Time and Labor Supervisor Self Service

• Supervisor - Approve Time

• Supervisor – Run Reports
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Running Reports

Time & Labor reports can assist you in being proactive in 

identifying potential issues. 

• The Run Control ID is the name of your Report

• Once a Run Control ID is saved, it can be reused

• You can run reports for all employees you have access to by choosing 

an individual employee, a group of employees or a department

• You can set up reports for specific conditions
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Review - Running Reports

When running a report, remember the following:

• You can search for an existing report or add a new one

• When you run a report, its parameters are automatically saved

• After you have run a report, you can save it, delete it, or print it 

• You can run a report for one employee or a group of employees

• You can set up reports for specific conditions

• You can send reports to other users through Core-CT
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Overall Key Points – Supervisor Self Service

Approving Time:  

• Time can not be unapproved

• Time can be changed

• Attendance changes must be processed and approved  

Running Reports: 

• Run Control ID: Report’s Name

• Set up report once and reuse

• Run reports by employee or group

*Information on the CORE-CT Self-Service is posted on 

the HR/Payroll web page*
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Questions

Questions?


