


May 10, 2012 
A New Method for Time Reporting (ePostcard #2)
Self-Service Time and Attendance is new technology for reporting time. Your agency will start using Self-Service Time and Attendance this summer. Just as you report your time on a daily basis today, with Self-Service Time and Attendance, you will report your time each day. The difference is that you will report and submit your time online.

To make time reporting as easy as possible for you, your online timesheet will be pre-populated with your standard work schedule. When you report time, you will need to review your timesheet, make any necessary updates (such as reporting vacation or other time), and click “submit” for your timesheet to be processed. Once you submit your time, your manager or supervisor will review and approve your reported time. 
Preview of Upcoming ePostcards
Coming in future messages: 
· How to enter time

· How to adjust time
· How time is approved
· How to access online learning for Self-Service Time and Attendance
· Your Self-Service Time and Attendance login and password, and more!
In the meantime, the MassHR Project Team welcomes your feedback and questions! 
Email them at MassHRInfo@MassMail.State.MA.US.

