MassHR APRIL Agency Training and Readiness Summary

Learning Description Dates/Time Forum Target Audience
Opportunity

Coaching Sessions Sessions designed to prepare super users/ trainers Tue April 3 In-person forum lead | Assigned super
for Super Users and | to support Self-Service Time and Attendance (SS TA) | Thu April 12 by MassHR trainers users/trainers
Trainers users at their agencies. Topics covered will focuson | 9am—4 pm

employee and time approver functions and include
hands-on practice in the online timesheet and
Manager’s Dashboard. Session will include a review
of coaching techniques.

(attend 1 day)

McCormack Bldg
8th Floor PC Lab

Training for
HR/Payroll Staff

Full-day instructor-led training for agency
HR/Payroll staff. Topics will include an overview of
roles and responsibilities in the time and
attendance process, an explanation of the
interaction between agency HR/Payroll and the
Employee Service Center, and detailed practice of
agency HR/Payroll transactions (such as maintaining
time reporter data, using restricted time reporting
codes). Trainees will get hands-on practice with the
system.

Wed April 4
Thu April 5
Tue April 10
9am-4pm
(attend 1 day)

McCormack Bldg
8th Floor PC Lab

In-person forum lead
by MassHR trainers

All agency
HR/Payroll Staff

Operational
Readiness Testing

An opportunity for assigned agency testers to
perform a range of SS TA employee, approver and
HR/Payroll functions in order to test that the
system functions as designed.

Scenarios will be provided.

Tues Mar 27
Wed Mar 28
Thu Mar 29
9-noon, 1-3 daily

Everyone to attend 3/27 9-10:30 am
and then attend as many other
segments as possible.

McCormack Bldg
10th Floor PC Lab

Testing time ina PC
lab with MassHR
testing team and
subject-matter
experts available for
guidance

Assigned readiness
testers

Online Learning
Courses for All
Employees

Web-based courses that demonstrate navigation
and SS TA functions for the employee such time
reporting, prior period adjustments, and viewing
leave balances.

April 2: Navigation

April 9: Reporting Time

April 16: Reporting Excess Time
May 7: Reporting Holiday Time

Online, available via
the web.

All employees in
the April rollout.

Online Learning
Courses for
Managers/Super-
visors

Web-based courses that demonstrate navigation
and SS TA functions for the time approver such as
reviewing reported time, approving time, and
denying time.

April 2: Navigation for the Manager’s
Dashboard

April 9: Approving and Denying Time
April 16: Delegating Time Approval

Online, available via
the web.

All time approvers
in the April rollout
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