


Overview: Training Curriculum for TCD Employees 
	Required Training - Online Training Video for TCD Employees

	Training Overview

	This course is for employees who record their hours on a time collection device.  The course prepares you to use the Time Collection Device (TCD) for reporting your time.
Lessons Include:

· TCD Overview;

· Clocking In and Out;
· Reporting Meal Time;

· Review Accruals;

· Report Sick, Vacation, Personal, Comp or Holiday Leave

· Report Other TCDs

· Report Holiday 

	Where can I access it on Mass.gov?

	http://masshr.org/tcd_yt_121412/


	Recommended Training – Job Aid Posters for TCD Employee

	Training Overview

	Job aid posters provide helpful step by step direction for completing a time reporting process on a TCD.

	Posters & FAQs
	Where can I access it on Mass.gov?

	TCD Overview Poster
	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/tcd-overview-poster.doc

	TCD Time Reporting Code (TRC) List Poster
	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/tcd-poster-trc-list.doc

	TCD Reporting Leave Time Instructions Poster
	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/tcd-poster-leave-time.doc

	TCD Employee: Verifying your Reported Hours in SSTA 
	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/timesheet-review-for-tcd-employees.doc

	TCD Employee Frequently Asked Questions (FAQs) 
	http://www.mass.gov/anf/docs/hrd/masshr/job-aids/tcd-employee-faq.doc
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