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Entering Reports in Core-CT - Copy Forward 
 

 

1. Log in to CORE-CT 
 

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

• Scroll to the Posted Employer Payroll Reports section 

• Click “View 100” to see all the posted reports 

• Select the last posted report - “Earned Periods” 

 

 

 
 

 

 
4. Select the specific period to retrieve your last posted report  

• Go to the “Copy Forward” section 
1. Click the “Magnifying Glass” 
2. Click on “Look Up”  
3. Select the applicable “Earned Period” 
4. Click “Copy” 
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5. Once you click “Copy”, all earnings and contributions values default to 0.00 on the “Payroll - Current Month” 

section.   

• Click on “Pay Details” and enter earnings and contributions 

 
 

 
6. Click “View All” to view all members or click on the arrow to select one member at a time 

• Enter “Actual Hours” 

• Amount 1: enter employee earnings 

• Amount 2: enter employee contributions 

• Click “Save” 
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7. After confirming the earnings and contributions are balanced, click “Validate PAY”  

 

 

 
 

 

 
 
 

8.  Upon receipt of the payment, the MERS Unit will review and post the report.  
 

9.  If you encounter a problem, please contact the MERS Unit. 
 

 

 

 

 

 


