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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. 
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Click on Favorites in the windows 
menu, then click PeopleSoft 8 Sign-in 
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Click here to 
open a window 
for Log-in 
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If you have not previously used 
CORE-CT, 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 

This Forgot Your 
Password link will 
not work until you 
set up your Profile. 

If you have difficulty, 
send an email to 
DSS.Payroll @ct.gov.  We 
can help. 



You will be prompted to change your password 
immediately upon log in. 
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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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You may use your work email address or 
your personal email address.   
You will want to choose one you will 
have access to when the computer 
emails your new password. 

All new accounts are set to default to 
DOIT@ct.gov 



3. Click the Change or set up forgotten password help link. 
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4.  Click the Question drop down list and select a question to 
answer. 
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5. Enter a Response (not case sensitive).  Click the OK button. 
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You will be returned to this page. 

 

12 

Before you leave, you 
need to press this SAVE 
button. 



Question #1 

 

You need to view your pay 
advice and you forgot your 

password.   
 

What should you do? 
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1. To use the password reset feature because you have forgotten your 
password, click the Forgot Your Password? link on the sign-in page. 
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This option will not work 
unless you have 
previously entered your 
email address and 
completed the challenge 
question 



2. The Forgot My Password page displays.  Enter your User ID.  
Click the Continue button. 
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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. 
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4. The following message displays with notification that a 
temporary 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. 

18 



6. Enter your User ID and the temporary system generated 
password sent in the email. Click the Sign In button. 
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7. The system generated password expires immediately. Click the 
Click here to change your password link. 
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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. 
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9. Click the OK button. 
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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. 

• It is your responsibility to enter in your time and to make 
sure that your approver approves your time in a timely 
fashion. 

• For the first few months we will assist you by giving you 
gentle reminders if you have forgotten to submit your 
timesheet or approve your employees’ time.  But, at some 
point, you will be on your own!  Remember, there’s a 
reason it’s called SELF-SERVICE. 

• If you don’t submit a timesheet and make sure it’s 
approved, you will not get a paycheck.  Petty cash checks 
will not be processed for employees whose time has not 
been submitted and approved by the deadline. 
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To view a single paystub, click on the Pay 
Period End Date in the left column 
 



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. 

• You must continue to request leave time in advance 
from your supervisor as you are doing now.  This 
process does not replace getting approval for taking 
time off. 

• Submit all hours for the entire two-week pay period by 
the end of the day on the last day of the pay period 
(Thursday -Pay Day). 

• Before a timesheet can be approved it must be 
processed by the system overnight. 

• If a change is made to the timesheet it must process 
overnight again before it can be approved. 
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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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This is an old view but the format is similar.  
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Scroll down 



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. 

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

• Audrey Horan  860-424-5161 
• Mike Conway  860-424-5785 
• Always available by Email to 

DSS.Payroll@ct.gov 
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