


Overview: Training Curriculum for Punch Time Employees 
	Required Training - Online Training Video for Punch Employees

	Training Overview

	This course is for employees who record their work hours on a Punch timesheet.  The course prepares you to use Self Service Time and Attendance (SSTA).  
Lessons Include:

· Timesheet Navigation;

· Reporting Time;
· Reporting Excess Time;
· Reporting Holidays;
· Reporting Time for Contractors & Retirees with no work schedule;
· Labor Distribution;
· Third Shift 24/7; and 
· Setup and Maintenance.

	Where can I access it on Mass.gov?

	http://masshr.org/punch_time_employees_youtube_101912/index.html 


	Recommended Training – Job Aids for Punch Employee

	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?

	Reporting Regular Time
	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/punch-timesheet-reporting-regular-time.doc

	Reporting Leave


	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/punch-timesheet-reporting-leave-hours.doc  

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

	Manually Reporting Excess Work Hours
	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/punch-timesheet-reporting-excess-work-hours.doc

	Reporting Holidays for Full Time Employees
	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/ssta-punch-timesheet-ft-holiday.doc

	Reporting Holidays for Part Time Employees
	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/ssta-punch-timesheet-pt-holiday.doc
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