Retirement Services Division State of Connecticut

Adding and Deleting an Employee - Copy Forward Report
1. Loginto CORE-CT

2. From the Main Menu, select CORE-CT HRMS and proceed as follows:
Pension > Employer Reporting > ER Home Page

3. Select your report
e (Click on “Pay Details”

Favorites » > | Core-CTHRMS v | > |Pension v | » |Employer Reporting « | > |ER Home Pagel

COI"BD.I All « | search » | Advanced Search
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http://www.osc.ct.gov/

4, Adding an employee

e Add a new line by clicking on the “+” on the top right corner of the Record Summary section
o Enter the EMPLID number and click the Enter key

e Fill in the blanks and click “Save”

- TXNCD1: REG TXNCD2: RMRSBB (code used for members with Social Security)
TXNCD2: RMRSBA (code used for members without Social Security)

Record Summary
Empl ID: @

Payroll

Empl Record: 0

Payroll — Current Month

Actual Hours:

T™NcD1{REG__]  Amount 1:

Save

Cancel

5. Deleting an employee
e Click on the "-"
e Click “Save”

Record Summary

Empl ID: Q Empl Record: 0

Payroll

Payroll — Current Month
Actual Hours:

TXNCD1: REG Amount 1:

Cancel

Save
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