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Welcome to Core-CT

This presentation will cover three ‘must know’ topics for
first time Core-CT users:
» Logging In For the First Time
= Setting A Password Recovery Question and Email
= Viewing Your Paycheck Information



Core-[¢1" Logging In the First Time
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The first time you log into Core-  [@Q g0 ISRV INEVZ 3 JeT S sIN AR e IV
CT with the User ID and

Password provided, you will be

Home About Us Help Contact

LOGIN

prompted to change your cleometothe
Password ~ Core-CT Website
Here’s How: L~
1. Open a browser and go to the Core- ( O re'p

CT website:

http://www.core-ct.state.ct.us/
2. Click on Login

User ID: ||

3. Enter the User ID and Password
provided to you

Password: l

Signin

" This Password will expire after

your first log in, and you will Booolimns e
need to change it




Core-[01' Password Change Prompt

To change your Password, Click on the Link to begin

ORACLE’
PEOPLESOFT ENTERPRISE

Your password has expired.

Click here to change your password.




Core-[¢"' Changing Your Password

To Change Your Password

1. Enter your Current Password cn
. ange Password
(the password provided to you) User D: 9999999
Description: )
2. Enter a new Password of your Fasiname Frsiname
choice B —
3. Re-enter the new Password to “Confirm Password: [eeaseses
confirm Ghange Password NEW PASSWORD REQUIREMENTS 12/14/2007
. For Help Fassword minimum length = 8 characters
4. Click on ‘Change Password’ to contec Password must el o minmum of 3 numbers
accept your new Password = o
=] Notify |
Please note the New Password

Requirements

Once logged in, you will see the
Core-CT Portal Home Page - the
Gateway to Core-CT
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Favatites  Main Menu
S 1

Portal Home Page

by Links Select One: b
Personal Information [=| [Time and Labor [=I| [Core-CT News (=
@ Personal Infformation W Time and Labor EPM News
Revieww and update your personal informstion. =C£“: Report and spprove time. EFM Uparade to 5,11
[=] Personal Information Sumimsty: = Timeshest
=] Home and Mailing Lddress =] Approve Time More...
[=] Phone humbers Finance News
=] Email Addresses Payroll =] o
I Year End Activities Calendar
[=] Emergency Contacts ==
- — — | Payroll
E W Reviewy current and prior paychecks, More...
ame Chance )
=] Wigwy Pavcheck HR News
[=] Ethnic Groups E—
— HCM 8.1 Uparade is now Livel
£l My System Profile
@ Set up personal preferences, such as email and language preferences, More...
pazsward and forgot my password hints. . . | Faed
" LPHAIE SURMITIEHE AMCIES
=] My Svstem Profie Undate Submitted Adicles
=] Change My Password Wi B Articles and Sections
My Reports =]

While the Portal includes many tools and
applications, this presentation highlights:

= Setting Your Password Recovery question and

email address
= Viewing Your Paycheck

Ho Reports To Display

Eeport Manager




& ore-jﬁ' Setting Password Recovery
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Fa\fuvrites MainvMenu Favorites Main Menu > My System Profile

|Persnna| Information =]
E Personal Information General Profile Information
Revigw and update your persenal information.
=] Personal Information Summary DEP-Upgrade91
= Home and Mailing Address
=] Phone Numbers Password

= Email Addreszes
= Emergency Contacts

=] Marital Status | Change or set up forgotten password help
=] Mame Change

=] Ethnic Groups

Chanoe naseass

s[5 My System Profile
@ Set up perzonal preferences, such as email and leglf dage preferences,
pazsword and forgot my password hints
—

=] Change My Password

‘My System Profile’ lets you Change Your Password and set up a recovery hint if
you forget your password

Here’s How:

1. Click on ‘Change My Password’ in the ‘My System Profile’ area
2. Click on ‘Change or set up forgotten password help’

Now, you are ready to create your Password Recovery hint



C Ol’e-fﬁ— Select a Recovery Question

Favorites = Main Menu > My System Profile

Change or set up forgotten password help

[fyou forget your passward, you can have a new password emailed to you.
Enter a question and your response below. These will be used to authenticate you.

Cuestion: I j

Select from the lizt of questions.

Response: |
' DK cancel

1. Select the hint question from the Drop Down Menu and type a response

2. Click ‘OK’ to continue on to set up your Primary Email address



CO]’Q-fﬁ_ Enter a Recovery Email

Primary Email . _
REssanal Email Type Email Address
v IEILISiI'IESS j ||:I-:|it.t:-:ure.enmiltest@ct.g-:w +] [=]

You must add/update your ‘Primary Email Account
If you forget your Password, it will be emailed to the address you indicate

Here’s How:
1. Click in the ‘Primary Email Account’ box to select the email address as
primary
2. Select the ‘Email Type’ from the Drop Down Menu
3. Type in your email address
= You can use a personal email address if no business email address exists

4. Click ‘Save’ in the lower left corner of the screen.



Viewing Paychecks

Favatites  Main Menu
S 1

by Links Select One: b
Personal Information [=| [Time and Labor [=I| [Core-CT News (=
@ Personal Information W Time and Labor EPM News
Rewviesy and update your personal information. =C£“: Repart and approve time. EFM Upgrade to 9.11
= Personal Information Summary: = Timeshest
[=] Home and Mailing Lddress =] Approve Time Mare...
=] Phone hlumbers Finance News
=] Email Addresses Fayroll =] L
B EIEEEN CaEEs Year End Activities Calendar
gency —
; — — | Payroll
E xiarrtalcitatus Reviews current and prior paychecks. More...
ame Chance )
=] Wiewy Paychec! HR News
[=] Ethnic Groups E—
== Profil ~ HCM 91 Uparade is now Livel
=== My System Profile
@ Set up personal preferences, such as email and language preferences, More...
pazsward and forgot my password hints.
=] My Svstem Profie Updste Submitted Articles | Feed
Wy SYSTEM Profile
=] Change by Pazsword Sigwe &l Articles and Sections
My Reports =]

" The ‘Payroll’ eApp, called ePay, includes the
ability for employees to view and print their
paycheck information online

"  Click on the ‘View Paycheck’ link to access

Paycheck information

Ho Reports To Display

Eeport Manager




Core-[01F View Paycheck
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Favorites  Main Menu. > Self Service > Pa\goﬂ > View Paycheck
- Core-CT Help MyLinks Select One: v
‘ L ’ L
Paycheck Soleciion " The ‘View Paycheck’ page displays a -
< g Paycheck . .
d D: /Check
el et el e i summary of pay information for each
2012:04-05 2012-04-18 Advice 08C15000 .
2012:03-22 2012-04-04 Adice 0515000 check received
2012-03-08 2012-03-22 Advice 0SC15000
2012-02-23 2012-03-08 Advice 0SC15000 . . o °
2120208 120223 wee  ocsn W An online pay advice is available for
2012-01-26 2012-02-09 Advice 0SC15000 o
2012-01-12 2012-01-26 Advice 0SC15000 reV] ew
2011-12-29 2012-01-12 Advice 0S8C15000 . .
L1215 ONgQ-12:28 weeoscm @ |f you have more than one job associated
2011-12-01 20170815 Advice 0SC15000 . . .
21117 20111201 Awce 08015000 with the same User ID, each job will be
2011-11-03 2011-11-17 Advice 0SC15000 . . R .
2011-1020 2011-11:03 Mage  08C15000 listed, distinguished by Dept. ID and Job
2011-10-08 2011-10-20 Advice 0SC15000 R
2011-09-22 2011-10-06 Advice 3015000 T]tle
2011-09-08 2011-08-22 Advice 0SCTSa
2011-08-25 2011-08-08 Advice 0SC15000 [ ° ) 2
e e e —— Click the date of the Paycheck you’d like
2011-07-28 2011-08-11 Advice 0SC15000 .
2011-07-14 2011-07-28 Advice 0SC15000 to reV]eW
2011-06-30 2011-07-14 Advice 0SC15000
2011-06-16 2011-06-30 Advice 0SC15000
2011-06-02 2011-06-16 Advice 0SC15000
2011-05-19 2011-06-02 Advice 08C15000 IT Analyst 2 $903.90
2011-05-05 2011-05-19 Advice 0SC15000 IT Analyst 2 §903.90
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Core-[¢"  About Pop-Up Blockers

" Some employees have encountered difficulties when first attempting to
view their paycheck information due to Pop-Up Blocker settings

" Employees are advised to contact their agency’s local IT support to
provide initial support with this

® Should additional assistance be needed, please have your local IT support
contact the Core-CT Help Desk
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CO]’Q-fa— To learn more about Core-CT

CO rc-)’ﬂ HRMS/FINANCIALS/REPORTING SYSTEM

{ OGIN

SLF e
Py

=" Visit the Core-CT website at: ™
DAY MAR —_—
|

py—ein http://www.core-ct.state.ct.us/
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