


Overview: Training Curriculum for Approvers 
	Required Training - Online Training Video for Approvers

	Training Overview

	This course is for is for managers and supervisors who approve employees’ time using the Self-Service Time and Attendance (SSTA).
Lessons Include:

· Dashboard Navigation;

· Approve Regular Time;
· Approving Labor Distribution(Punch) Time;
· Approving Labor Distribution(Reported) Time;
· Approving TCDs;
· Time Approval Delegation;
· Reporting Employee’s Time (Punch Sheet); and 
· Reporting Employee’s Time (Reported Sheet).

	Where can I access it on Mass.gov?

	http://masshr.org/manager_dashboard_youtube_110612/   


	Recommended Training – Job Aids for Approvers 

	Training Overview

	Job aids provide a helpful step by step direction for completing a process in SSTA.

	Job Aid
	Where can I access it on Mass.gov?

	Time Collection Device (TCD) Approver
	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/time-collection-device-approving-employee-time.doc 

	Labor Distribution Approver
	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/ssta-labor-distribution-approver.doc 

	Manager's Dashboard
	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/manager-dashboard.doc  

	Reporting Time for an Employee
	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/manager-reporting-time-for-an-employee.doc 

	Time Approval Delegation
	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/manager-time-approval-delegation.doc 
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