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Enter and Review Time Using a Time Collection Device (TCD)
Welcome
Welcome to the Self-Service Time and Attendance (SSTA) online training.  This training is intended to prepare you to use the Self Service Time and Attendance system.  These self-paced modular lessons are designed to provide initial training and will also serve as a resource for review. 
 
You can click the START COURSE link to begin.

START COURSE
TCD Time Entry
Introduction to Time Collection Devices (TCD)
Time Collection Devices, also known as TCD's, are used for time entry as part of Self Service Time and Attendance:

· Time Collection Devices do not require paper time cards.

· Enable you to record your time electronically.
Lesson Summary

This lesson reviews the following scenarios:

Click the links to view the lesson or use the navigation above

Clocking In and Out

Reporting Meal Time

Reviewing Accruals

Reporting Sick, Vacation, Personal, Comp, or Holiday Leave

Reporting Other TRCs 

Reporting Holidays

Important Information

· Your supervisor will inform you of the location of the TCD devices at your facility.

· If you need to change your reported time, please see your manager or supervisor.

· You have the ability to review your reported time by accessing the SSTA website.

· Shift and weekend differential will be calculated automatically.
System Overview

The TCDs or Time Collection Devices will be mounted in convenient locations in your work area.  When you enter or leave work you simply clock in and out using the device.

There are 2 methods of authenticating or signing in to the system:

You can swipe a unique time entry ID card similar to the way you use an ATM or credit card.  TCDs that use cards are referred to as swipe TCDs.  Your personal card will be provided to you.

Or you can use a finger by placing it in a Bio Reader located on the machine.  These are referred to as Biometric TCDs.  

Before we go any further, let’s take a tour of the device starting at the bottom.

If your agency is using a swipe TCD, a card reading slot is located at the bottom of the device.  You can swipe your card in either direction to log in.

Biometric TCD’s look a little different than a swipe TCD.  Notice that in the lower right is a Bio reader.  Simply lay your finger on the bottom panel in the reader to log in.

On the top left is the display panel.  Important information and prompts for time entry will be displayed here.

On either side and at the bottom of the display panel are touch selector buttons.  These buttons will light up when needed for the various pages on the display.  You simply push the selector button to choose the corresponding text option on the display.

On the right side of the panel is a keypad.  Use this keypad to enter time related data.

The primary authentication method for most locations will be the unique time entry ID card.  The card will be assigned to you.  You must not share this card with any other employee.

To use the ID card, you simply swipe the card in the reader slot at the bottom of the machine, just like you would swipe at an ATM or at the grocery store. A successful swipe will sign you in to the system.

Some locations will use the finger bio reader.  You simply rest your finger on the bio reader. A successful read will sign you in to the system.

Clocking In and Out of Work

Once you are ready to start work, swipe your TCD card or place your finger in the biometric reader, the selector buttons lights up, and the screen displays the main menu with the following options;

Clock In, Leave Time, Other TRCs and Quit.

To report your arrival, press the selector button to “Clock In.”

A welcome message appears on the screen stating that your Clock In was successful.  After few seconds, the device automatically signs you out of the system and displays the Login page.

Clocking Out 

Because you already reported arrival earlier, when you swipe your card through the TCD or place your finger in the biometric reader the second time, the selector buttons light up and the screen displays the main menu with the following options;

Clock out, Meal out, Leave Time, Other TRCs and Quit.

To report the end of your work shift, press the selector button to “Clock Out”.  Note that this option will only become available after you report arrival. 

A goodbye message appears on the screen stating that your Clock Out was successful.  After few seconds, the device automatically signs you out of the system and displays the Login page.

Reporting Meal Out and Meal In

Starting Meal Time

Once you are ready for your meal time, swipe your TCD card or place your finger in the biometric reader.  This lights up the selector buttons and displays the main menu with the following options;

Clock out, Meal Out, Leave Time, Other TRCs and Quit. 

Note that the Clock Out and the Meal Out options will not display unless you have already reported you arrival using the TCD.

To start your meal time, press the selector button to “Meal Out.”  A confirmation message displays on the screen stating that your Meal Out is successful.  After few seconds, the TCD automatically signs you out of the system and displays the Login page.

Ending Meal Time

Because you already reported your Meal Out earlier, when you swipe your card through the TCD or place your finger in the biometric reader, the selector buttons light up and the main page provides you with the following options;

Clock out, Meal In, Leave Time, Other TRCs and Quit.

To report the end of your meal time, press the selector button corresponding to “Meal In”.  Note that this option will not become available unless you reported Meal Out earlier.

A welcome message appears on the screen state that your clock in was successful.  After a few seconds, the device automatically signs you out of the system and displays the Login page. 

Review Accruals Balance

If you are planning to take leave time you MUST review your current leave balances.  Although the TCD will accept time over your available balance, an error will occur when your time is processed by the system.

To view your accruals balance, swipe your TCD card or use the biometric reader. The selector buttons lights up and the menu displays with the following options:

Clock In, Leave Time, Other TRCs and Quit.

Press the selector button to “Leave Time”.  This displays a number of options on the screen.  Use the selector button to choose “Accruals View”.  This displays this first page of your current leave balances such as personnel time and sick time.  To view more available Accruals press the selector button to choose the double right arrow.  This displays the next page with accrual information.

On the last accruals page you can press the selector button to the double left arrow to display the previous page, Press the selector button to “Done” to sign out of the TCD, or press the selector button to display the Menu.

To conclude this scenario we press the selector button to Done.

Reporting Sick, Vacation, Personal, Comp, or Holiday Leave

To enter one of the common leave times, use the selector button on the main menu and choose Leave Time. 

This displays different options including Sick, Vacation, Personal, Comp Time, and Holiday.  For this example, let’s assume you want to report 8 hours of sick time.

Press the selector button for “Sick”

This displays the posting page and automatically populates and highlights the current date in the Posting Date field. When applicable, use the numbers on the keypad to modify the date.  Remember that the time is always displayed and entered in year-month-day format.

For example, October 15, 2012 would be entered as 20121015.  

Once you have entered the correct date, press the E button on the keypad.  This moves the cursor into the Hours field. Use the numbers on the keypad again and enter the number of hours you want to report.  For this example, we will enter 8 in the Hours field.

Press the Selector button for “Save 

A confirmation message will appear.  After few seconds, the device automatically signs you out of the system and displays the Login page.

Note that you can only report one day and one TRC at a time.  When taking more than one day of leave or using more than one TRC for the same day, you will need report each one separately.  For example, if you take 5 days of vacation, you’ll need to repeat the login and time entry process 5 times.  Or if you are using sick time and personal time for the same day, you’ll need to report each one separately.

Reporting Other TRCs

To report leave time not found on the leave time list, such as Jury Duty, or Blood Donation, you will need to navigate to the Other TRCs screen.

From the main menu, press the selector button for Other TRCs.  This displays a list of available Time Reporting Codes with a brief description to each.  Press the selector buttons for the down arrow to view more codes and make a selection. 

In this example we’ll select “Jury Duty”. 

Once the Time Reporting Code is highlighted, press the selector button to choose the double arrows  >>.  This displays the Posting Date screen.  You will need to indicate the correct date and number of hours used on that date.  

Remember, you must enter the date as year-month-day.  For example, October 15, 2012 would be entered 20121015 in the date field. 

Once you’ve entered the correct date, press the E button on the keypad to move to the hours field.

Use the numbers on the key pad and enter the number of hours used.

Press the Selector button for “Save 

A confirmation message will appear.  After few seconds, the device automatically signs you out of the system and displays the Login page.

Reporting Holiday Time

To report Holiday time, swipe your TCD card or place your finger in the biometric reader, the selector buttons lights up, and the screen displays the main menu with the following options;

Clock In, Leave Time, Other TRCs and Quit.

Press the selector button to choose Leave time.  This displays a list of most commonly used leave types.

Press the selector button to choose “Holiday”.

This displays a listing of holiday TRCs available to you.  Choose the appropriate option.

In this scenario we’ll use the selector button to choose Holiday Work Comp or HWC holiday Time Reporting code.

>>.  This displays the Posting Date screen.  You will need to indicate the correct date and number of hours used on that date.  

Remember, you must enter the date as year-month-day.  For example, October 15, 2012 would be entered 20121015 in the date field. 

Once you’ve entered the correct date, press the E button on the keypad to move to the hours field.

Use the numbers on the key pad and enter the number of hours used.

Press the Selector button for “Save 

A confirmation message will appear.  After few seconds, the device automatically signs you out of the system and displays the Login page.

MassHR Employee Service Center
For Agencies, the MassHR Employee Service Center, or ESC, is the first point of contact available to assist you with the following:

Employee Self Service Password Resets

Personal Information inquires, as well as

Payroll compensation history assistance and questions

Options to contact the MassHR Employee Service Center include the following:

Phone number: 617-979-8500 

Toll Free: 1-855-4HR-SPPT (1-855-447-7778) 

TTY (Teletypewriter): 617-248-0546

Email: MassHREmployeeServiceCenter@State.MA.US

Fax: 617-248-0686

If you work for an Agency that does not use the MassHR Employee Service Center, please contact your Agency Human Resources or Payroll Department for assistance.

Evaluation
To complete your training click on the evaluation link below :

Evaluation (Opens in new window)

After completing the evaluation, close the survey window, and go to the next page.

Congratulations!

You've completed this learning session.  Feel free to take this course again to review and access new and updated courses .

Upon exiting this course, you will be prompted to enter your name, your agency's name, and to answer a quick question.

Shortcut Keys
Adaptive technology users: 

To avoid key conflict with the online course built in short cut keys , use your software’s Pass Key Through function to allow the next key that is pressed to be applied to the application. For example, when using JAWS, hold the insert key and press the number 3 on the number row. Consult your adaptive technology manual for more information on this functionality and to discover which key stroke has been assigned to this function specific to your adaptive software.

Mouse Users:  
Navigation buttons for this course are in the upper right area of the window. Use the “Previous” and “Back” buttons to move between pages in the course. Additional buttons include "Home" (go to start of course) and "Exit" (close the course).

Use the mouse or keyboard to operate the menu. The menu allows you to move between the course modules, and to follow links to accessibility information, a full course transcript, and a resources page.

Audio-Visual Controls (located at bottom of window or bottom of displayed video):

Use the audio-visual controls to play, pause, rewind, or fast-forward the video or audio. Set your computer sound level as desired. We recommend you use headphones in support of privacy.
Keyboard Users:  
The Tab and Enter keys will operate all course navigation features. Additional keyboard shortcuts are available.

Keyboard Shortcuts

Tab - Navigate among links and buttons.

Enter - Select (activate) a link.

Home - Display the first page in the course.

M - Mute the all the flash audio provided with this course.

Ctrl-P - (Windows) Print the current page.

Page Up- Previous page.

Page Dn (Down) - Next page.

U - Un-mute the audio in case the mute button has been activated.

Right Arrow - Next.

Left Arrow - Previous.

Control+W - Closes active browser

Alt+f4 - closes Word document

Ctrl-Alt-P - Play video

Ctrl-Alt-S - Stop video

Ctrl-Alt-Z - Pause video

2 | Page

[image: image1.png]