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Before You Begin

If you have never used CORE-CT in the past, your user ID is your employee number.
Your initial password is:
the first four letters of your last name followed by the last four digits of your Social Security number

Passwords expire regularly and will become locked out after 3 failed attempts to Log in.
If you have used CORE-CT, your user ID may be your name
All security questions for Epay should be sent to DSS.Payroll@ct.gov

It is important that you email because your email address is used in the reset process.
By sending an email, we have the correct information to change the system defaults.

This mailbox is checked regularly and you will receive a response.

There are times when CORE-CT is not available for processing resets.


mailto:DSS.Payroll@ct.gov

Welcome to the Core-CT Epay
Training!

* Today you will be learning how to view your
paycheck and print your advice.

 Our IT department has already saved a link to
favorites on your computer.

 Open a new internet explorer window.



Click on Favorites in the windows
menu, then click PeopleSoft 8 Sign-in
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/= Oracle | PeopleSoft Enterprise 8 Sign-in - Windows Internet Explorer
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You will be prompted to change your password

immediately upon log in.

Change Password

User [0 WaughanTho
Description:  OSCvaughan Thomas

*Current Password: |-----------
*HNew Password: |l-------
*Confirm Password: |--------

“hange Fassword | HNEW PASSWORD REGQIUIREMENTS 12/14J2007

Fassword minimum lengthh = 8 characters
Fassword must include a minimurm of 3 numbers
ore.support Fasswords are case sensitive
act.ov Last 6 passwords cannot be reused

[=] Motity |




1. To set up password reset process log into CORE-CT. Click the

My System Profile link.
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2. Verify that a valid e-mail address is entered in the e-

mail group box.
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3. Click the Change or set up forgotten password help link.

General Profile Information
OSC-Yaughan Thomas

Change password

Change ar et up forgotten passward help




4. Click the Question drop down list and select a question to

dNSwWetr.

Change or set up forgotten password help

Ifyou forget your passwaord, you can have a new password emailed to you.
Enter a question and your response helow, These will be used to authenticate you.

Question: In wehiat city or towen wias your first jok? k =

A wehat city or town was your first job?
Response: |VYhatisyour mother's maiden name?
What was the name of your first pet?
Ok | |who is your favorite author?

Who was your childhood hest friend?
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5. Enter a Response (not case sensitive). Click the OK button.

Change or set up forgotten password help

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

Question: I wehiat city or towen wea s your first joh? hd
=elect fram the list of gquestions.
Response: HARTFORD

i Cancel
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You will be returned to this page.
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You need to view your pay
advice and you forgot your
password.

What should you do?



1. To use the password reset feature because you have forgotten your
password, click the Forgot Your Password? link on the sign-in page.

ore-GR

TTzer 1T |WaughanTho

FPasswrord:

Foroot ¥ our Password/

This option will not work
unless you have
previously entered your
email address and
completed the challenge
question
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2. The Forgot My Password page displays. Enter your User ID.

Click the Continue button.
Core-B

Forgot My Password

Ifyau have forgotten your password, aryour password has expired,
wol can have a new password emailed to you.

Entervour User D below. Thig will he used to find yvour profile, in arder to authenticate you.

User ID: |vaugh anThao

Continue |

15



3. Enter the same Response as the one entered on the My System

Profile that you set up (not case sensitive). Click the Email New
Password button.

Forgot My Password

UserlD:  “aughanTho

Ermaill I tom vaughan@@ct.goy

Flease answer the following question below for user validation.

Question: In what city or town was vour first job?

Response: |Harford

Email Mew Password

16



4. The following message displays with notification that a

temporary password has been emailed.

Core &P

Password Emailed

“ Your password has been emailed.
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5. Go to your Email inbox you previously elected. Open the

system generated message regarding User ID Password.

¥ User ID Password - Message (Plain Text)

- Fle Edt Wiew Insert Format Tools  Actions  Help
CoReply  Replytoal GEForward S LAIEL G S R @ % % .

Fram:  DOIT.CORE. Test@po,state.ct.us
Ta Waughan, Tom

s

Subject:  User ID Password

The pasaward for your Core-CT account has been reset to the following:

Pasgword = 20V TONASS

18



6. Enter your User ID and the temporary system generated

password sent in the email. Click the Sign In button.

Core OB

TTser TT:  |MaughanTho

PE_SSWIZ:II'(:]_ R EFEREED

Foroot ¥ our Password?

19




7. The system generated password expires immediately. Click the

Click here to change your password link.

Your password has expired.

Click here to change your password.

20



8. The Change Password page displays. Enter the system generated

password in the Current Password field. Enter a new password and
confirm it. Click the Change Password button.

Change Password

User [0 WaughanTho
Description:  OSCvaughan Thomas

*Current Password: |-----------
*HNew Password: |l-------
*Confirm Password: |--------

“hange Fassword | HNEW PASSWORD REGQIUIREMENTS 12/14J2007

Fassword minimum lengthh = 8 characters

or Help comtact Fassword must include a minimuoam of 3 numbers
ore.support FPasswords are case sensitive
act.gov Last B passwords cannot be reused

[=] Motity |
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9. Click the OK button.

Password Saved

V Your passwiord has successtully heen changed.

|
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10. You are now logged into CORE-CT. The Home page displays.

Click on View Paycheck Information under the Payroll Menu.
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This is the summary of your paychecks showing Net Pay only.
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A PDF window will pop up. You can view or print this item.

Your computer may have a pop up blocker. If the window does not
open, hold the control key (CTRL) while you click the date.
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CORE-CT Self Service also allows you to view your personal

information. Click on the Personal Information Summary link.
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= Email Addresses =] Pavable Time Detail More...

F=] Emergency Contacts

=] Mame Chanage Payroll =1 ] Feed
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This is an old view but the format is similar.

ORACLE

Search: Personal Information
|® Duncan Donut

=~ Self Service
[> Time Reparting

= Persanal Infarmation

Duncan Donut

I Manager Self Service
I Benafits Addresses
[> Time and Labor Address

- \arkhet e Status As Of Country Address
[ Reporting Tools 101 Duncan W
¥
I PeopleTools Home Current 01/0111 801 USA Every Cormer, LISA 99999

— Chandge My Password
— My Personalizations

— My Systern Profile Phone Numbers
Phone Type Phone Number Extension Preferred
Business 1231456-7890
Home 093/765-4321

Telephone: (093/765-4321

Emergency Contacts
Relationship to Primary Tel

T

rame Emplovee Contact lelephone
Jelly Donut Guuglified Child 098/TE5-4321
Whale Danut Spouse 098/765-4321
Scroll down
Email Tyne Email Address Preferred
Business doit.core.emailtestict. gov
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You can update some of this information by clicking on the item.

The change is not permanently loaded to your file until Human
Resources approves the change and sends you a CO-931 form.
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Key points to remember when viewing personal information

* Only Human Resources, Payroll and you can
view your personal information.

* You can change your personal information,
but the change is not completed until a
Human Resources representative accepts your
change.

e |n most cases, a CO-931 form must still be
completed for Retirement Division.
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For assistance please call:

e Audrey Horan 860-424-5161
e Mike Conway 860-424-5785

e Always available by Email to
DSS.Payroll@ct.gov
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