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Objectives & Discussion Agenda
1. Communications 

o Questions and Answers on Website 

o Posting of Online Learning courses

2. Readiness

o Review of Readiness Activities 

3. Roles and Responsibilities 

o Employee Service Center vs Agency HR/PY vs Time 
Approver 

4. SS TA Walkthrough:  

o Prior Period Adjustments

o Future Time Entry

5. Training 

o Review Topics included in the Agency HR/Payroll course 
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Communications

What’s New on MassHR? 
o Refreshed Question and Answer Section 
o Updated ePostcard page 
o Posting of online learning course

MassHR website, with quick links to resources for employees:  
www.mass.gov/masshr

Quick links to resources for 
Agency Liaisons: 
www.mass.gov/anf/employment-equal- 
access-disability/oversight-agencies/hrd/ 
(The HRD website)

http://www.mass.gov/masshr
http://www.mass.gov/anf/employment-equal-access-disability/oversight-agencies/hrd/
http://www.mass.gov/anf/employment-equal-access-disability/oversight-agencies/hrd/
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Readiness

SS TA Admin role assignment
o Review spreadsheets distributed to Liaisons 
o Q&A and deadline (April 10th)

Readiness Checklist
o Walk through of current checklist
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Readiness

Updating Agency Policies and Internal Controls to Align 
with Self-Service Time and Attendance

The most important things the auditors will look for are:

oPolicies and procedures are updated to reflect new practices
oIf you don’t have policies and procedures, create them to 
reflect new practices
oSpecifically call out your department’s policy on delegation 
(who can delegate to whom?)
oDo not simply copy HRD’s job aides and call them your 
policies!
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Review of Roles and Responsibilities

Employee Service Center
Agency HR/Payroll

Time & Attendance Activities Related HR/Payroll Activities
• Answer employee questions 

related to SS TA
• Complete password resets
• Update email address for 

notifications
• Enter time on behalf of 

employees under defined 
circumstances

• Process prior period 
adjustments greater than one 
period back

• Monitor system exceptions 
and reports for items such as 
missing or unapproved time 
and work with employees 
and/or Agency HR/Payroll to 
resolve

Activity Done Currently
• Setup and maintain employee 

data in HR/CMS required to 
support time entry

• Assign and maintain employee 
work schedules in HR/CMS

• Complete distribution of labor 
costs to appropriate accounts, 
projects, or tasks in LCM

New Activity
• Enter TRC codes requiring 

Agency HR/Payroll entry 
• Approve TRCs requiring 

secondary approval 
• Serve as point of contact for 

ESC when issue resolution is 
required

• Contact employees as 
required to correct time entry 
errors

• Set-up and maintain employee 
data in HR/CMS including  
Reports To (Supervisor)

• Review best practice reports 
with payroll calculations to 
identify exceptions and manage 
availability of funds for payroll 
cycle

• Respond to payroll related 
inquiries and process 
transactions as required
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SS TA Walkthrough

oPrior Period Adjustments

oFuture Time Entry
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Training

Schedule
Instructor-Led Training for HR/Payroll Staff (attend 1 session)
April 4 (canceled), 5 and 10, 9 a.m.- 4 p.m., McCormack Building, 10th Floor PC 

Lab

Super User Coaching Sessions CANCELED
Those who signed up for the Super User Coaching have been invited to the April 
17th Liaison meeting. Some of the Super User Coaching session content will be 
reviewed at that meeting.

Registration Process for Instructor Led Training
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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Training

Review Topics included in the Agency HR/Payroll course 
o Are there specific topics or questions from agencies that we 

should be aware of and prepare to address in the training 
sessions?
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Announcements 
Liaison Meeting on April 10th will cover the following topics 
-HR/CMS Updates and Iterative Payroll Processing
-Review of Agency Readiness activities
-Review of the TRC Dictionary and restricted TRCs

REMINDER: Special PUG meeting – Thursday, April 12, 
2 - 4 p.m. McCormack Building, 21st Floor



11
The Commonwealth of Massachusetts

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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