	Topic Summary for Weekly Emails (ePostcards) to ALL EMPLOYEES at April Agencies

	Email Postcard Content
	Pub Date

	ePostcard #1

Introductory Message: Getting Ready for Self-Service Time and Attendance

Provide a high-level overview of Self Service Time and Attendance and the MassHR Employee Service Center.
	2/23/12

	ePostcard #2

New Method for Time Reporting

Explain Self-Service Time and Attendance and that is allows employees to report and submit their time via online timesheets. 
	3/1/12

	ePostcard #3

Employee Online Training for SS TA

Explain that employees will be trained via online earning courses. Provide an overview of the courses to be offered and availability dates. 
	3/8/12

	ePostcard #4
Online Timesheets Using Self-Service Time and Attendance
Provide a high-level description of the process of logging in to Self-Service Time and Attendance and submitting time.
	3/15/12

	ePostcard #5
How Time Is Approved In Self-Service Time and Attendance
Explain what happens after an employee submits their time. Note the weekly reporting and approving deadlines.
	3/30/12

	ePostcard #6
Getting Ready: Adjusting Your Reported Time 

Explain how employees can adjust their time one pay period back. 

Reminder about Login ID and Password
Explain the process by which employees will receive their login and password for Self-Service Time and Attendance
	4/5/12

	ePostcard #7
MassHR Employee Service Center – A New Agency Support Service

Explain that the Center is a single point of contact for time and attendance questions. Note how and when employee will contact the Center.
	4/12/12

	 ePostcard #8
Getting Ready: What to Expect Day 1
Brief explanation of what’s happening day 1 and include a “readiness checklist” for the employee to check their readiness.
	4/19/12



	ePostcard #9

Go Live Update

Update everyone on how the go live went. Provide any necessary updates and the system.
	4/26/12
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