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Objectives & Discussion Agenda
1.

 
Communications

o Demo of the MassHR website
o Distribute/review the ePostcard content plan

2. Training Update
o Desktop requirements for online learning
o Registration Process for ILT and Super User coaching sessions

3. Readiness Update
o Check in on Readiness Matrix

4. Time Entry and Approval
o Time reporting and approval deadlines
o DEMO: Reporting holiday time –

 
paid/comp

5. Q&A 
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Communications
o Demo of the MassHR website



4
The Commonwealth of Massachusetts

All-Employee ePostcard
 

Content Plan
(handout to be provided)
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Training
o Desktop requirements for online learning (handout)

o Registration for instructor-led training training (ILT) sessions 
for HR/Payroll staff and coaching sessions for Super Users

Schedule
Instructor-Led Training for HR/Payroll Staff (attend 1 session)
April 4, 5 and 10, 9 a.m. -

 
4 p.m., McCormack Building, 10th

 
Floor PC Lab

Super User Coaching Sessions (attend 1 session)
April 3 and April 12, 9 a.m. -

 
4 p.m., McCormack Building, 8th

 
Floor PC Lab

Registration Process for both ILT and Coaching Sessions
•

 
Submit names/email/preferred date to 
MassHR.Training@MassMail.State.MA.US

•
 
Space will be assigned on a first come, first served basis

mailto:MassHR.Training@MassMail.State.MA.US
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Agency Readiness Update 
Data 
Collec-

 
tion

Assign 
Super 
User

Assign 
Tester

Verify 
Desktop 
Reqts

Collect 
Feedback 
on 
Comms

Transition 
Workshop 
Scheduled

Schedule 
ILT for 
Agency  
HR/PY staff

Online 
Learning 
(default 
timesheet)

Roles and 
Responsi-

 
blitities 
Discussion

ANF Sec’t.
M. Gonsalves √ √ √ √ √

ANF: HRD
Scott Olson

√ √ √ √ √

ANF: OSD
Elaine LaMonica

√ √ √ √ √

EEA: ENE
Jane Savery

√ √ √ √

HHS: ELD
Mary Cummings

√ √ √ √ √

HHS: HCF
Jen Gorke

√ √ √ √ √

HHS: ORI
Melixa Gonzalez

√ √ √ √ √

HHS: VET
Cheryl Poppe

√ √ √ √ √

CTR
Fred Russo

√ √ √ √ √

PSS: SOR
Jeanne Holmes

√ √ √ √ √
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Time Submission & Approval 
Deadlines

 9-5 Population

Thurs Fri Sat/Sun Mon Tues Wed

5pm: Employee weekly 
time submission deadline

5pm: 1st

 

Unsubmitted 
time notification to 
employees 

Time Admin: 10am, 
12pm, 2pm, 4pm, 6pm

10am: 2st

 

Unsubmitted 
time notification to 
employees 

12pm: Supervisor weekly 
time approval deadline

12pm: 1st

 

Unsubmitted & 
Unapproved time 
notification to supervisors

2pm: 2nd

 

Unsubmitted & 
Unapproved time 
notification to supervisors

Time

 

Admin: 10am, 
12pm, 2pm, 4pm, 6pm

9am: Notification to 
Agency HR/Payroll Under 
Scheduled Hrs and 
unresolved Unsubmitted 
and Unapproved time

12pm: Agency HR/Payroll 
Restricted TRC Entry & 
Payable Time deadline

12pm: Final Notification: 
Unsubmitted & 
Unapproved Payable 
Time Notification to 
Agency HR/Payroll 

Time Admin: 10am, 
12pm, 2pm, 4pm, 6pm

Time Admin: 6pm Time Admin: 6pm

System down 6pm – 6am System down all day 
Sat. following Payroll 
& every Sunday

System down 6pm – 6am
System Down all day Payroll Tues. until 9am Wed. for April rollout

The following deadlines are recommended to support timely entry and approval of timesheets.  
MassHR Employee Services will contact employees, supervisors, and agencies to resolve 
unsubmitted and unapproved time.

•
 

Notifications will be send via e-mail from the SSC
•

 

Data will be obtained via SSTA online reports refreshed from Time Admin
•

 

For employees without e-mail addresses, contact will be attempted via phone or supervisor as alternate contact method
•

 

An escalation process will be developed if an intolerable number
 

of employees have unsubmitted or unapproved time
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Time Entry and Approval
o DEMO –

 
holiday time –

 
paid/comp
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Announcements: 
Liaison Meeting on March 20th

 
will cover the following topics 

-Approver’s Dashboard
-Impact to Supervisors/Managers 
-Updates

Special PUG meeting –
 

Thursday, April 12
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Open Questions?

Contact us:

Claudia Rodriguez:  Claudia.Rodriguez@massmail.state.ma.us
Chris Swistro:  Christine.Swistro@massmail.state.ma.us

mailto:Claudia.Rodriguez@massmail.state.ma.us
mailto:Christine.Swistro@massmail.state.ma.us
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