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UAT Start and End Dates

UAT Testing is set to begin on...
August 15, 2024
and be completed on
September 13, 2024




System Availability

Environment Status:
HRMS — Available 9:00AM — 4:00PM
CRM — Available 9:00AM - 4:00PM
EPM - Available 9:00AM - 4:00PM
STARS — Not in scope




Logging In / Password Reset

You will be logging in with your user

id and the password provided in the email
along with the welcome spreadsheet.

The password will need to be changed upon sign in.




Your Role / Purpose

Your Role/Purpose:

1. To test routine transactions and reports that occur in Core-CT modules. Small set of scenarios are listed on the tab/sheet of this spreadsheet. Feel free to add scenarios by inserting new rows.
2. You will use your user id to log in to UAT, the first login will require a password reset.

. Only test those types of transactions/reports that you use during your NORMAL COURSE OF BUSINESS in Core-CT.

4. To test routine queries and reports in EPM as well as reviewing the test transactions entered during this test.

. The goal is to ensure that everything is functioning just as it does TODAY in the Live Production version of Core-CT.

6. To identify any issues log a footprints ticket. (Please see Kickoff Meeting Slide deck for specific instructions on how to log a UAT Help Ticket).

L]

L

https://footprints.ct.gov/footprints

7. Re-test scenarios on an as heeded basis.

8. Please complete your testing within a 10 business day period if possible.
9. A Nightly Batch will run to process that days transactions.

* Note - All testing is done in the UAT test environment, the Orange Banner at top will identify this. Transactions done here will NOT impact business in the Live Core-CT
environment.
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Test Scenarios

UAT Scenarios PUM 2024

UAT Agency Users Scenarios

Testing Notes:

L. Please clear cache and use a different Browser application for accessing the test environment other than the one you use for Core-CT daily.
Click here for instructions to Clear Browser Cache https://www.core-ct.state.ct.us/pdfs/Clr Browser-Cache-23.docx

2. Data in this environment is as of 07/19/2024, so you will only see transactions through that date.

3. EPM will be refreshed each night, so you can log in the next day to run and test EPM reports.

4. STARS is not within scope for testing at this time.
5. Please update vour Business Email Address using Mv Svystem Profile on the Main Menu. in order to enable the Forgotten Password feature.
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https://ctgovexec.sharepoint.com/:f:/r/sites/Core-CT/HCM/08-%20HCM%20Test/PUM%20Upgrade/UAT/UAT%20Agency%20Users%20Scenarios?csf=1&web=1&e=nszbnr

Email Address/Forgotten Password

NavBar: Menu .
— | ©® @
m Core-CT EFPM 5
Navigate: SR -, PS— General Profile Information
ecenthy Wisited ore- nancials >

My System Profile B EE- N
O E Core-CT HRMS b

° Ch an ge or Setu p s E Core-CT Supplier Requests » DOC-Gadrow Tracie
your forgotten = [ sersene >

p a SSWO rd m Enterprise Components »

E PeapieSaft > Change or set up forgotten password help

Paszword

e Change your email
address E s ' Miscellaneous User Links

E Reporting Tools »
Email

* 3k . H

Npte. yo.u.wnl- be o - ) L
getting notifications from e
the teSt enViron ment E ) Primary Email Account @ Email Type Email Address

= My Instant Messaging : ) .
Business w | |dc-|t.mre.emallieah@ct.gw | | + | | - |

= Fluid Home
E Change My Password m
= My Personalizations

E My System Profile
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Navigation — Home Page

€ 4dof14

wen

EBenefit Details

Personal Details

Payroll

Last Pay Dae 03/08/2024

P

iy

Action Reguired

FPension

Dpen Enrollmeant

Leave Management

1

Starts now until 121212024, You hawve already submitted
your choices. You may re-elect Youwr final enrcliment must
be submitted by EST, 123172024 To make a change,
contact your Agency Benefits Specialist.

OPEE Start Date HR Service Center Discussions
“ou are not authorized for this
page.

ITHD Sl Service Center

&

07/25/2013

Dratz of first retires heahh
contribution

Fran o)
=4
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Navigation — Tiles

Core-CT HRMS ~ |

Time and Labor

E&g

Workforce Administrator

Manager Self Service

22N
o

Time and Labor

Team Time

98 Exceptions

Manage Time Reporter Data

Time and Labor WorkCenter

Assign Work Schedule

nqﬂ
@

Comp Plan Enroliment

Leave Plans

Adjust Paid Time
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Navigation - NavBar

MavBar

O

Recently Visited

Q

Favoriles

NavBar: Menu

Core-CT EPM

Recenily Visited E

Core-CT Financials

V)

Core-CT HRMS

Faeiles

Mer

Coore-CT Suppher Reguests

Self Service

Enterprise Componenis

PeoplaSaoft

Worklist

Reporting Tools

PeoplaTools

STARS

My Instant Messaging

Fluid Home

Change My Password

My Personalizations

My System Profile

20

NavBar: Menu
Menu
Recently Visiod Core-CT HRMS

E Self Service >

Qo

Faworiles E MManager Self Service >

—_ E Workforoe Administration >

:14 E Benefits >
E Time and Labor >
E Payroll for North America >
E Workforoce Development >
E Organizational Development >
E Workfioroe Monitoring >
E Pension >
E Set Up HCM »
E Enterprise Components >
E Worklist >
E Tres Managsr >
E Reporting Tools >
E PeopleTools »
. -




Navigation - Collections

Team Time

Collections is another Fo Timesheet ¥ | Payable Time

way of navi gati ng. BS Report Time Use filters to change the search criteria or Get Employees to apply the default Manager Search Options.
(G Weekly Time Entry Get Employees |

The Collection menu (53 Weekly Time Summary

lists the most
used functions in a
particular module. T Leave  Comp Time

(2 Payable Time

/A Manage Exceptions

[% Time and Labor WorkCenter
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Approvals - Fluid

Core-CTHRMS -

Time and Labor

Eg)

Workforce Administrator

Approvals are now through the Fluid Approval Tile

Core P

Workforce Administrator

Manager Self Service

$E3y

Approvals

~©

Manage Human Resources

fosreel

Manage Transactions

=

Smart HR Transactions

-

e

22

Position Management
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Approvals — Left Hand

<1 0O O
Once clicking on the Approval Tile, to the left will Fells efopines
populate with the list of approvals. View By ‘ Type v:
@ A 29
E Address Change 23
53-[\_, Manage Position 1
E Name Change 5
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Notification Actions/Alerts

Depending on the module and transaction type, a notification Action or Alert will be created.

Clicking on either will take the user to the specific transaction.

The key difference is that after a user processes the transaction (e.g. approve) a Notification Action will be cleared from
the list.

X Notifications Q

Actions Alerts

30 Actions

Requisition DPHM1/0000075355

from DPH-Aguilar Jose is awaiting
your approval ? X Notifications v

® 24 Julat 1259 PM

1 Alerts

PCard Id 0000005385 for Business %
Unit DOCM1 has been Approved.

e Alerts are maintained by the users. To remove one from the list, click the X.

Core P
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Notification Actions

Notifications Panel: Actions Section

Approvals can also be

managed via the As you adjust to this new interface, some of the features you are familiar with have been
Notification Actions reclassified. Let's look at the Navigation Panel, previously known as Worklist:
. .- . — are notifications that
via the Notification enable users to navigate
lcon | Actions Alerts directly to transactions }:L View all notifications
- that need attention.
50 of 266 Actions

C Refresh the notification window
Add Contingent Worker request

for Detroit Lions is waiting for...
e e ’ A\
enable users to navigate to ﬁ

Select actions/alerts

a transaction to see details
Timesheet for Juan Wang is of updates that may have
awaiting for your approval. b been made to existing

14 Ma 6 AM information
or status changes.

Open/dismiss a transaction

Mark an action complete

25



Notification Alerts

Approvals can also be managed via the Notification Alerts...which can be accessed via the Notification Icon

For example: You will receive an alert when an item has been approved.

> Notifications O

) i
Actions |

23 Alerts

Purchase Order Econ. & Community %
Development, 0000023496 of ECD-
Flanagan Jessica R has been

approved.

FPurchase Order Econ. & Community
Development, 0000023489 of ECD- X
Flanagan Jessica R has been

approved.

Requisition ECDM1/0000002362 has

been approved X
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Other Changes — HR

Workforce Administrator now contains both Position and Job

Core-CTHRMS -

-] Werkdores Adereutry N Wanages Lot Ser
IEﬂ 404 &E
@ -, Lgf
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Other Changes — HR

All HR fluid pages are located under Workforce Administrator.

Workforce Administrator

Agapatcey il Wanage Human ReSOUries Pird e Man el
J— i) -l'-:' "gﬁn"ﬂ
= 289 L1
— . N r
= © @ Ugl
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Other Changes — HR

Data Change - General Data Change

0 - Efnglayes
maesaarchinab

T AT feeal

Work Location : Work Location Related Information

When entering Yt ®

Effective Dote 071272004 Effective Sequence 1

neW tra nsactions, <ok Infarmatian HIR Stafus  Acive Payroll Sixtus At

bl Sraned

ACt|V|ty GUlde W|” “Job Imdicator | Primary Job

Agditonal Jeb irfa

be d is p | ayed o Poasition Mumber | 0012 Q - .- N

=

+ Raference Links

Job Labor Rt chAnalyit
O3 bl Staried
Position Entry Date | 00252020 £l Fostion Managed Recard o
Paryroll
O W Sl ‘Regulatory Region |LISA Q Company CT
LISA Requimany Region Sl of Conmectiou
Salary amd Compensation
€ Kot Staried “Business Unit | AGHCY Q
Executree Branch Agncy Defaut
Employment Data
@ Kt Staned Departmant | DEP44700 Q Depanmant Entry Date | 0252020 (2
Bur of Energy & Tech Polcy
Barafit Program
0 kol Staried ‘Location  DEPOSSOM a Establishmant 10 DEPOS) a
BE T-Pobty-CHh At Sdns B E gy DEP-FPubie Mkty Contro
Paryroll Distribution-Higher Ed B
Empioyment- Service Calc Date Created (29152004
Dirtes
O sl Shartes
Lat Siart Date 09252020 Expected Job End Date
Work Study Balances-Stipsnd
and Course
& Mol Siaried

29



Other Changes — HR

—~ | © ©
Approval tile is replacing the current worklist Pending Approvals
View By | Type v
& Al 29
E Address Change 23
533 Manage Position 1
E Name Change 5
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Other Change — Life Events

Employee Self Service -~

L
&)
e
o

Last Pay Date 01/26/2024

Pension

11/03/2022
Date of first retiree health

Using the Fluid Dashboard, & %"
navigate to: Employee Self i
Service > Benefits Detalls >

Life Events 70N -

Core P
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Other Change — Life Events

Life Events

Envrmtanly stz

£ )
S e I e Ct th e B Benets Summary * Indicates required field

s22 Life Events Read the following instructions:

ap p ro p rl ate L Ife 1. The Life Events page provides you with online access to review information and make changes consistent with the change in your situation. The

Life Event must be entered within 31 days of your gualifying event to use this page. Otherwise, you will need to contact your Agency Benefits

Eve nt Specialist.

2. If you and your spouse are both State of Connecticut employees and you have at least one eligible dependent, you must contact your Agency
Benefits Specialist for assistance in enrolling in or changes to the Family Less Employed Spouse (FLES) health options. FLES elections cannot be

C I iC k CO n t i n u e processed through self-service.

3. Before proceeding, please make sure the following documents are available. If you are adding dependents, you need to provide the long form
- birth certificate for children, adoption decree for adopted children and a marriage certificate for a spouse. If you are enrolling yourself and/or
L I f e EV e n t dependents due to a loss of coverage from another source, you need to provide proof of the loss of coverage such as a COBRA notice or employer
letter including names and coverage lost. If you are dropping your spouse and step children due to a divorce/legal separation, you need to provide a
copy of the divorce decree or documentation from the court. Social Secunty Numbers are requested for all dependents.

4. Please select the event from the list below. If your event is not listed, contact your Agency Benefits Specialist.

Employee

O Birth/Adoption (Add Children)

® Marriage (Add Spouse/Children) ...(event in progress)
O Divorcel/Legal Separation (Drop Spouse/Children)

O Loss of Dependent Coverage

O Loss of Coverage (Add Self/Spouse/Children)

*As Of 05/25/2024

Continue Life Event
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Other Changes — Life Events

Depending on the selection made the corresponding
page displays

Select Next to continue

Marriage Event

Qualifying Period 5/25/2024-8/23/2024

Matthew Allen
Return to Search
| Cancel | | < Previous ‘ Next » |
% Welcome to Marital Event Dependent/Beneficiary Info
& Complete
Add Individual
Benefits Summary ———
C I t th @ Visited Name Relationship Beneficiary Dependent
p Parent v ‘ > |

Dependent/Beneficiary Info

pages on the o Veres
Activity Guide

Benefit Enrollment
© Not Started

Document Upload
O Not Started

Event Completion and Exit
O Not Started
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Other Changes — Open Enrollment

Search in Menu

Employee Sef Service - E0 L Using the Fluid Dashboard, navigate to :
Time | Payroll | Personal Details ' Employee Self SerVICe > Open EnrO”ment

[f |
a /
Last Pay Date 02/23/2024 Action Requir
: . _ _ Benefits Enroliment
Benefit Details Leave Management Pension

[C1 Enroliment Period 10/1/2023 - 12/31/2024

Return to Search

Cancsl Button

o || B

‘ Mark Complate

[ Next »

_ _ Welcome Welcome
Action Required @ Visited

This page provides you with online access to review and make changes to your medical and dental benefits. Your benefit election changes must be
entered by May XX, 2024

Benefits Attachment

Open Enroliment OPEB S@artDal O Not Started Required Dependent Information/Documentation:
- Social Security numbers are necessary for all enrolled dependents.

_ _ ) : > . " ) _
Smr_ts ||110_w u m\:‘l 12.'31.'2024.| Yotu‘llgavefqlr?atly slllibnn?ecl . Add a Dependent/Beneficiary Info | _ :%gﬂ :Fg g:;g:“:g gi%%rllieeljltssg)ucpntir[eg.rg\tfggr:Isnr:nrig;: g;gisr_tm;:;‘rgude the long form of their birth certificate.
E‘;uslu%l:ilﬁzg'bfégq—ﬂ 11024 ?ﬂrﬁgiezn;ﬁa:r;g mus 07/15/201 © NotStarted - If you are enrolling an adopted child({ren) you must provide an adoption decree only if you do not have an updated long-form birth certificate.
contact your Agency Benefits Specialist. Date of first retires H . X i X . .

contribution § Self Service is not available for the following circumstances and you must contact your Agency Benefits Specialist if: B
Benefits Summary - Enrolling or Changing FLES benefit options. You and your spouse are both State of Connecticut employees and you have at least one eligible
O Not Started dependent, you may be eligible for a discounted premium deduction referred to as Family Less Employed Spouse (FLES).

- You or your spouse are a guardian to a dependent under the age of 18 that you want to enrcll in health coverage.
- You have already submitted an Open Enrcllment election and you wish to make an additional change before the open enroliment period ends.

Benefits Enroliment
O Not Started

Summary
O Not Started
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Other Changes — Open Enrollment — Dependent/Beneficiary

Cancel Add Individual Dependent/Beneficiary Information
] ]
You can add Dependent/Beneficiar s i
Select Save after you have added your Dependent/Beneficiary's information
Inforl IlatiOI I =
Personal Information
Date of Birth Yy E]
*Gender | v
Benefits Enroliment *Relationship to Employee | ~|
[51 Enroliment Period 10/1/2023 - 12/31/2024 Dependent
Beneficiary
Return to Search
Cancel Butten | ‘ £ Previous ‘ | Next > “Marital Status | Single
*Disabled No v As of
Welcome Add a Dependent/Beneficiary Info
@ Visited
Add Individual Add
I I ress
Benefits Attachment X
@ Visited Name Relationship Beneficiary Dependent Attachment Address Address Type Same Address as mine
N Home Same as mine >
Add a Dependent/Beneficiary Info Parent v ‘ > ‘
Complete T
1 |
v v & Incomplete >
Benefits Summary ’ - Cancel Dependent Attachments
@ Visited
Benefits Enrollment Event Value John Doe
® Visited
 Instructions
Summary Proof of relationship documentation is required for eligible dependents you are adding to coverage, and proof of a qualifying life event is required if you are making changes outside of apen enralment or new hire
® Visited enroliment.
N If you will be ing your proof ion, click <b>Add /b>. You can repeat this step for each proof document. If you will not be uploading required proof documentation, click<b> Add Note</b>.
~ Document List
Document Upload / Status Approval / Status
Proof Document Required Not Required

Uploaded

When adding a Dependent, a proof
dOCU ment WI I nee tO be atta.C ed and | pas aschment | [ adanow |

Sample_File docx ‘ Birth Certificate 06/12/24 12:50:53 PM Active
CO re'D-.

110w

LJ
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ther Changes — Open Enrollment — Benefits Summary

The Summary Screens offers two different views

Card View

Benefits Enroliment

List View

[1 Enroliment Period 10/1/2023 - 12/31/2024

Return to Search

Benefits Enroliment

Cancel Button

‘ Mark Complete

[ < Previous ][ Next >

[! Enroliment Period 10/1/2023 - 12/31/2024

Matthew Allen

Return to Search

Cancel Bution | | Mark Complete ‘

Review

Dental

Plan Basic Dental

Coverage Employee Only

% 0 Dependents

HEP/Non-HEP Standard Plan

Plan Anthem BC Prime HEP
Coverage Employee Only

#% 0 Dependents

Dental

HEP/Non-HEP Standard Plan

Life

Supplemental Life

Basic Dental

Anthem BC Prime HEP

Employee Only
Employee Only
Waived

Waived

0 Dependents

0 Dependents

| < Previous ‘ ‘ Next >
Welcome Benefits Summary Welcome Benefits Summary
® Visited ® Visited
. ?Eﬂesi‘s Attachment To view your benefits as of another date, enter the date and select Refresh. Benefits Attachment To view your benefits as of another date. enter the date and select Refrash
isite:
@ Visited
My Benefits on | 06/12/2024 My Benefits on | 06/12/2024 H \ m
Adfi a Dependent/Beneficiary Info Add a Dependent/Beneficiary Info
® Visited ® Visited
Benefit Plans Benefit Plans
. (e
Eepefls Summary I Benellts summary |
@ Visited 7 @ Visited
Medical Prescription Enrollment Type T4 Plan 11 Coverage / Participation T4 Dependents or Beneficiaries 11 Actions
i ledical
Benefits Enroliment Benefits Enrollment Review |
© Not Started ® Visited Medical Qualty First Selact Access Employes Only 0 Dependents ‘ Review ‘
Plan Quality First Select Access Plan Caremark Anthem Prescription
[of Empl Onl
Summary Coverage Employee Only overage Employee Only Summary Prescription Caremark Anthem Prescription Employee Only 0 Dependents Review
© Not Started # 0 Dependents 2 0 Dependents © Not Started

‘ Review

Review

Review

Review

q

Core P
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Other Changes — Open Enrollment — Benefits Enroliment

Benefits Enroliment

[51 Enrollment Period 10/1/2023 - 12/31/2024

Return to Search
‘Cancel Button ‘ | Mark Complete ‘

The chart will update as
elections are changed.

‘ < Previous H Next >

Welcome ~ Enrollment Summary
@ Visited

i Full Cost
Your Pay Period Cost $4 $42.07
Benefits Attachment 4 $42.07

@ Visited Status Visited

Add a Dependent/Beneficiary Info Enroliment Preview Statement
@ Visited
Submit Enroliment

Benefits Summary
@ Visited

~ Enroll Your Dependents

Check the Enroll box next to the name of the eligible dependent(s) you are enrolling.
Uncheck the Enroll box next to the name of the dependent(s) you are removing.
Note: If the eligible dependent(s) you wish to enroll do not appear in the list, click the 'Add a Dependent or Beneficiary’ button. Otherwise, click on the 'Done’ button to continue.

Benefits Enroliment
Benefit Plans

® Visited
-:| The list below includes current and historical dependents/beneficiaries. If you need to make changes to the people listed below, contact your Agency Benefits Specialist. To add a
Summary new dependent or beneficiary whose name does not appear below, select "Add a Dependent or Beneficiary' button
O Not Started - .
Medical Prescription Dental f You have no dependent registered
|
Current Quality First Select Access Current Caremark Anthem Prescription Current Basic Dental Add/Update Dependent
New Quality First Select Access New Caremark Anthem Prascription New Basic Dental
Status Pending Review Status Pending Review Status Pending Review « Enroll in Your Plan
# 0 Dependents —_— —_—r
The cost shown for each plan is based on the dependents enrolled. Plans that do not offer coverage for the dependents enrolled are not available to select. To see other coverage
costs for individual plans, select the help icon corresponding to each plan option
Pay Period Pay Period Pay Period
Cost $42.07 Cost 20-00 Cost 50.00
Annual Cost $1,093 82 Annual Cost $0.00 Annual Cost $0.00
o | Raview Paviow Plan Name Before Tax Cost After Tax Cost Pay Period Cost
Expanded Access
| Select | P 0] $68.90 565.90

Requires enroliment to Prescription Caremark Anthem Prescription

Primary Care Access
v - W $53.54 55354
Requires enroliment to Prescription Caremark Anthem Prescription

You will get a snapshot of your =

-
Quality First Select Access
enrollment elections . ; o © e
L} Requires enroliment to Prescription Caremark Anthem Prescription
Standard Access
| Select | @) $56.16 $58.16

Requires enroliment to Prescription Caremark Anthem Prescription

Click each card to select/waive your o e
elections.

ore R
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Other Changes — ePay

Employee Self Service v

||||||

Last Pay Date 01/26/2024

Personal Details

Action Required

Pension

11/03/2022
Date of first retiree health

Using the Fluid
Dashboard, navigate
to : Employee Self
Service > Payroll >
Pay

Payroll

Pay

|

U
4

L7
Y

Last Pay Date 01/26/2024

W-2/W-2c Consent

©
"l

Consent received

W-2/W-2c Forms
L 1

2022 W-2 Form available

38




Other Changes — ePay — Paycheck Details

Scroll the page to
view the details of

the selected
paycheck

Company

Address

General
Name
Employee IC
Address

Tax Data

View frame source
Reload frame

Inspect

State of Connecticut
Office of the State Comptroller
165 Capitol Avenue

Hartford, CT 06106-1621

Married
N/A
N/A
$0.00

Gross Earings

2,557.96

Hours

42.00

14.00

Back Alt+Left Arrow Fed Tax Status
Forward Alt+Right Arrow Fed Allowances
. o Fed Percent
Reload Ctrl+R
Fed Addl Amount
Save as.. Ctrl+3 Paycheck Summary
4 Print... Ctrl+P I Period
Cast... Current
Search images with Google Earnings
Description
I .
s, Create QR Code for this page
Reg
Translate to English Sick Pay
View page source Ctrl+U

Right click on

the page to Print
if needed

View Paycheck

Net Pay
Pay Begin Date
Pay End Date

Check Date

Business Unit
Pay Group
Department
Location

Job Title

Pay Rate

$1,787.28
10/06/2023
10/19/2023

11/03/2023

AGNCY

All Biweekly 7-Day 2
DPH48500 - Public Health
Drinking Water
EnvrmtAnlyst2

$2,486.90 Biweekly 26.1

CT Tax Status CT Code D
WIH Allows 0
CTAddl Percent 0.000
CTAddl Amount $0.00
Fed Taxable Gross Total Taxes Total Deductions
2,234.51 418.63 352.05
Taxes
Rate Amount Description
35527143 1,492.14 = Fed Withholdng
35.527143 497.38 Fed MED/EE

39

Net Pay

1,787.28

Amount

123.37

35.36
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Other Changes — ePay — W2 Consent

Payroll
W-2/W-2c Consent \ ‘ W-2/W-2¢ Forms
(w2
O )
01/26/2024 Consent received 2022 W-2 Form available
Note: Password will be

Select the W-2/W2-c

Consent tile to choose required to verify

either to receive electronic T identity to proceed with
submission

Your Current Status C

or printed W-2 forms

,O,;l You currently receive W-2 or W-2c forms electronically

If you wish to receive a printed W-2 form, please check the box below and you will receive a printed W-2.  The hardcopy W-2 will be mailed to the most current Core-CT address. If your address is not current, please contact your agency to find out the
quickest way to update your Core-CT address to avoid delays in receiving your hardcopy W-2. In addition, please be sure that Core-CT has an updated email address and phone number. This information is recorded in Core-CT to ensure you receive

electronic notifications.

[J Check here to receive Printed W-2 and W-2c forms
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Other Changes — Timesheet Impacts

Current:

CoreCW

Log Into Core-CT

Welcome to the home page for Core-CT, Connecticut's state government integrated human
resources, payroll, financial and reporting system. Once you have logged into Core-CT, use the

Self Service > Time Reporting > Report Time >

Update:

Employee Self Service v

Pension

Open Enroliment

Starts now until 6/1/2024. You have already submitted

You may re-elect. Your final enroliment must

I

Last Time Period 03/08/24 - 03/21/24

Total Hours 0 Hours

User Id links in the portal to navigate to the pages based on your security.
your choices
be submitted by 11:59 PM EST, 6/1/2024
Password
Hours of System Operation:
Monday - Sunday 4:00am - 8:00pm
Sign In HRMS Confirm Thursday 4:00am - 2:00pm
Home  HRMS Workist
Advanced Search Time Payroll
annot Log In
_——
s
S ov | Timeand Labor S ov i (CoreCTNews Enter Time Time Summary Setup Quick-Fill
Employee News 03/22/24 - 04/04724 03122124 - 0410424
+ Payrol Insert CT State Employee's Cred# Union Auto I
Last Pay Date 12/15/2 No Time Reported q
HR News f
» Payroll Insert Gambling Awarenes: @
s o .
Personal Details Benefit Details
i o My Reports ©©
OPEB Start Date s ov Hepors ol j & Report Time Weekly Time Weekly Time Summary
s o . CTAPX111 - - .
Date of frst riee health contributon CTAPXI11par  Genera Tuesday, Apr 2, 2024 04101/24 - 04107724
2071252013 224080 Action Required
CTAPX111 — ®Reported 0.00 ®Reportex
CTAPX111.pdf
® Scheduisd 8.00
CTPYIKFSCOA N
s o~ o
CTPYIUOCENC
Leave / Comp Time Payable Time

Timesheet
Or can be accessed from the portal for quicker access

« Time can be entered by accessing the Time Tile from the Employee
Self Service page

Core P )



Other Changes — Timesheets Available for Entry

Timesheets available for entry Desktop or Mobile time entry
Enter Time Page Desktop Only

« Displays Time Entry by time pay period

Weekly Time Entry Page Both

Report Time Page Both

* Displays Time Entry by Day

Core P
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Other Changes — Report Time

* Single Date will be displayed on the top of the Report Time sheet.

Jarm
Tuesday, Ju 2024
Reporte atirs
® Repored 000 © Scradied & O
Time Reportng Code RE Quick Fit
Quantity
Time Dotalls
Tk Degt of Deveboprmmtnl Ser v Owverride Rate
SN D Business Unt  AGNCY Q  Exscutive Brasch Agrcy Detaut
Overrde Reason Code Clawm Numbes Q
Updated Mourly Rate o " Code Q
it ) M
Last reporied Sme was on Thuraday, Feb 22, 2024

Comments (0)

Last reported time was on Tuesday, Sep 28, 2023.

Report Time

Monica Baker
| Bookkeeper-Sr
*
< Tuesday, Aug 15, 2023 >

v Reported Status

I
[ ]
Reported
0.00
°
Scheduled
8.00
*Time ,
Reporting | Regular v~
Code
Quantity |8 Hours

> Time Details
Submitted 0 Hours

Comments (0) >

Last reported time was on Friday, Aug 11, 2023.

Core P
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Other Changes — Timesheet Approval

Time Approval

Time Approval
] Approve Payable Time
v~ Employee Selection
[ Get Employees ]
Selection Criterion SetID Selection Criterion Value
Time Reporter Group | Q ‘
[ Clear Criteria ]
Employee ID 515872 Q. [
Save Criteria ]
Empl Record | Q ‘
Last Name | Q ‘
First Name | Q ‘
D Department AGNCY v | Q.
Location Code AGNGY | a
Workgroup | Q ‘

No employees were returned for the time period specified.

Change Time in View

Start Date | 07/03/2024 ‘ End Date |07/09/2024

Manager Self Service
Time Management
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Reporting Issues / Contact Information

Create a FootPrints Ticket

FootPrints Access —

ct Readiness@ct.gov

- ¥ Core-CT

FR o0
c\ Who to contact for Password

Resets

Financials

HRMS

EPM

Security

STARS

Technical Issues
TRS-Teachers' Retirement

Find Services

UPGRADE TESTING -
FINANICALS

FOR UAT APPROVED TESTERS
ONLY - PLEASE USE THE
REGULAR SERVICE CATALOG
FOR PRODUCTION ISSUES

Find Services

UPGRADE TESTING -
HRMS

FOR UAT APPROVED TESTERS
ONLY - PLEASE USE THE
REGULAR SERVICE CATALOG
FOR PRODUCTION ISSUES

Find Services

User Testing - EPM

Find Services
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Reporting Issues

Service Catalog — UPGRADE TESTING - HRMS — Upgrade Testing HRMS @Help ©
%, Edit this Category % Create Subcategory {7 Create Service Search Category | | Q, Go

Subcategories

Service Catalog— UPGRADE TESTING - HRMS
% Edit this Category 7 Create Subcategory &3 Create Service

*’?\ Upgrade Testing Benefits Ko
c

Find Services &

Upgrade Testing Human
Resources

Find Services

Q Upgrade Testing HRMS

& Bl
ﬁ\ Benefits

Human Resources
Interface TCD

Payroll
Pension £ & Upgrade Testing Interface £< o Upgrade Testing Payroll
Schedule Front End TCD \ S —
Time/Labor € _ _ ¢ ind Services
TRS-Teachers' Retirement Find Services
Find Services
C . Upgrade Testing Pension £< o Upgrade Testing Schedule

Core-CP

' ol
ﬁ\ Find Services

Front End
&
Find Services
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Reporting Issues

Service Catalog— UAT - HRMS — UAT HRMS — Benefits @ Help
%, Edit this Category ¢ Create Subcategory &3 Create Service Search Category | | Q, GO

Services in this Category

| UAT-HRMS-Benefits |

Q Configure Display

Service Catalog — UAT - HRMS — UAT HRMS — Human Resources @ Help
%, Edit this Category ¢ Create Subcategory ¢ 3 Create Service Search Category | | Q, Go

Services in this Category

UAT-HEMS-HR-Job Data ’ .
_ @ Configure Display
UAT-HEMS-HR-Miscellansous

UAT-HRMS-HR-Personal Data
UAT-HRMS-HR-Position [rata
UAT-HRMS-HR-Reporting
UAT-HRMS-HR-Workers' Comp

Core P
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Reporting Issues

Service Catalog —* UAT - HRMS —* UAT HRMS —* Human Resources —* UAT-HRM 5-HR-Job Data
 Requestthis Senice % Edit §§ Delete b HotList

Details of UAT-HRM 5-HR-Job Data

Status
Active

Service Category
Human Resources

Cl Humber
531

Attributes Attachments

SERVICE REQ...
LUAT-HRMS-HR-Job
Data

BEFORE YOU SUBMIT

Fleazse make sure you provide a detailed description of the problem you are reporting with screen shots if necessary.

TICKET INSTRUCTIONS

Please click "Request this Service™ above to submit a ticket.
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UAT Support

https://www.core-ct.state.ct.us/ModernizationProject.html

The Core-CT Modernization page
will be updated to display
materials that change agents can
use for reference about system
upgrades and modernization
efforts.

LOGIN

SELF-SERVICE
HRMS
FINANCIALS
EPM
SECURITY
TRAINING
CORE-CT MAIL
CATALOG OF
REPORTS
STARS

| ¢ REGISTER
ey S Online to

~=VOTE

r_l"!eéula!k;ns ofcT @
State Agencies |

HRMS/FINANCIALS/REPORTING

About Us Contact

Core-CT Modernization

User Acceptance Testing_ (UAT) Support

Change Agent Meetings

Meeting Date

Content

August 13, 2024

Slides (pdf) - UAT Financials Kickoff 2024
Recording (mp4) - UAT Financials Kickoff 2024 Recording (attached)

July 8, 2024 Slides (pdf) - 7/8 Change Agent Meeting Slides

Q&A (xIsx) - 7/8 Change Agent Meeting Q&A

Recording (mp4) - 7/8 Change Agent Meeting recording
May 2, 2024 Slides (pdf) - 5/2 Change Agent Meeting Slides

Recording (mp4) - 5/2 Change Agent Meeting recording
Q&A (xIsx) - 5/2 Change Agent Meeting Q&A

February 1, 2024

Slides (pdf) - 2/1 Change Agent Meeting Slides
Recording (mp4) - 2/1 Change Agent Meeting recording_
Q&A (xIsx) - 21 Change Agent Meeting Q&A
Spreadsheet (xlsx) - MFA Sample Spreadsheet

November 2, 2023

Slides (pdf) - 11/2 Change Agent Meeting Slides
Recording (mp4) - 11/2 Change Agent Meeting recording
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https://www.core-ct.state.ct.us/ModernizationProject.html

UAT Support

Direct Link: https://www.core-ct.state.ct.us/2024-08-09-FILES/CP-UAT-Main.aspx

ET.QI]U State of Connecticut t.) Govermnor Ned Lamont

CO]"Q-—[W HRMS/FINANCIALS/REPORTING SYSTEM

Home About Us Help Contact
LOGIN
User Acceptance Testing (UAT) Support
SELF-SERVICE
HEMS
FINANCIALS
EPM Test Environment Hours UAT Testing Issue? Training Documentation
SECURITY
T L AN Log a FootPrints Ticket Access training documentation
TRAINING e Sl click here by clicking the appropriate
CORE-CT MATL link below:
) HRMS 9:00 am - 4:00 pm Need help using FootPrints?

CATALOG OF Click on a job aid below: HRMS

CRM 700 - 4:00
LEBHELLES o P How to Submit a Ticket FINANCIALS
STARS EPM 7:00 am - 4:00 pm How to Search & View a Ticket CRM

How to Update a Ticket
STARS TED

Test Environment Status Updates and Alerts

Currently no status updates are available.
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https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.core-ct.state.ct.us%2F2024-08-09-FILES%2FCP-UAT-Main.aspx&data=05%7C02%7CShanon.Reutter%40ct.gov%7C5a0063565c494a97aabf08dcbaddc875%7C118b7cfaa3dd48b9b02631ff69bb738b%7C0%7C0%7C638590708910786759%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=tCnhnYWTVMaWMCMKUH4uEgXeU73K%2BlwySSWv%2B%2BBtsL0%3D&reserved=0

UAT Support — Clearing Cache/Browser Info

Clear your Cache  https://www.core-ct.state.ct.us/help.html

Please use a separate/different browser to keep environments separate
And/or use a new window with In Cognito browsing for the test environment

And/or use a new In Private window in Edge

OcToov gnweam Q:} Governor Ned Lamont

CO]’Q—jﬁ‘ HRMS/FINANCIALS/REPORTING SYSTEM

Home About Us Help Contact

Browser Information

« Opening a Browserin a Private Session - updated November 2023

« Clearing Browser Cache - updated Movember 2023

« How to Manage Pop-up Blockers - updated May 2022

« Browsers Supported by Core-CT - updated May 2022

+ Clearing Cache on TC75 Module Device
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Questions




UAT Welcome

Thank you for volunteering to participate m our HCM Core-CT’s User Acceptance Testing for the 2024 Fluid Upgrade! We appreciate
your time and effort! When you log you will see a new look and feel, new fluid Homepages, Tiles, Approval Workflow and much more!
This 1s why we are very pleased you have accepted this challenge to test the database at your own pace.
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Glossary of Fluid Terms

APPLIES TO HR AND FIN —_\

Homepages: Homepages are the starting point for navigation in fluid. The Employee Self-service (ESS) is the default homepage that displays after
login; users will use the homepage drop down to navigate to different homepages, based on their roles.

Dashboard: a dashboard is a specific module page, that organizes functionality, which can be accessed via a tile.

Tiles: tiles are buttons found on fluid homepages and dashboards, when clicked they link to common business transactions and high action
functionality.

Notifications Panel: users can access the notification panel, to view Actions and Alerts, which replaces the Worklist. Users can also adjust
settings, refresh the notification window, open a transaction, mark an action complete, or dismiss an alert.

Global Search: global search can be accessed, to perform keyword-based searches.

Fluid Pages: Fluid Pages are a new interface that adds tiles to homepages for navigation instead of cascading pagelets or menus. Fluid is a
responsive user interface that works on desktops, tablets, and phones

Fluid Banner: a standard banner, appears at the top of every fluid page, the fluid banner provides access to buttons such as favorites, home, and
other standard buttons.

NavBar: the navigation bar, also referred to as the navbar can be found on the fluid banner and provides access to the classic, non-fluid navigation.

Fluid: fluid is a standard user interface, that provides users with the ability to access applications in a variety of ways, including smartphones,
tablets, desktops and laptops.

FIN ONLY

Navigation Collection: the navigation collections. collection of content menu items and content reference folders in one centralized location by
module.

Core P
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