
UConn Storrs and Regional Campus – Approving Timecards (Core-CT) 

(1) Storrs/Regional campus supervisors should login to Core-CT from the UConn Employee Self 
Service website. UConn Health supervisors of Storrs/regional campus staff should login 
from the State of Connecticut CoreCT.State.gov secure website, using the secondary login 
information provided by the UConn Payroll Department.   

(2) Use the EMPLOYEE SELF SERVICE dropdown menu to navigate to CORE-CT HRMS and then open 
the “MANAGER SELF SERVICE” tile.   

(3) Select the “TIME APPROVAL” tile. 

 

(4) Update the payroll dates that pending approval in the “CHANGE TIME IN VIEW” fields of the 
SELECTION CRITERION section. 

(5) Use the magnifying glass icon to look up the “TIME REPORTER GROUP” and select a Time 
Reporter Group from the list of options that is returned in the search. 

 
 

 
  

https://ess.media.uconn.edu/wp-content/uploads/sites/1861/2024/11/Time-Approval.pdf
https://ess.uconn.edu/
https://ess.uconn.edu/
https://corect.ct.gov/psp/PEPRD/?cmd=login&languageCd=ENG&
https://payroll.uconn.edu/
https://payroll.uconn.edu/#collapsepanel-2-3-1-00


(6) Once the Time Reporter Group has been retrieved, click the “GET EMPLOYEES” button to 
retrieve the timecards that are pending approval.  Timecards will only be available to approve 
if they have been submitted the day before and have processed overnight in the Core-CT 
system.   

 

(7) To approve time submitted that has been verified as correct, check the box next to the 
corresponding date under the “Select” column.  An alternate view of timecards can be 
viewed by clicking on any hyperlink in the “ADJUST REPORTED TIME” column. 
 

 
 
Note: Telecommuters should always have a UCTEL Override Reason Code showing for any hours not 
worked on campus.  Timecard corrections made by an employee are not available to be approved 
until the following day. 
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