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TO:
Appointing Authority
FROM:
Bruce T. Howard, Jr.
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Director of Operations


Civil Service Unit



DATE:
November 2, 2012
RE:
Introduction to the Massachusetts Automated Civil Service System (MaCS)
The Civil Service Unit of the Massachusetts Human Resources Division is in the process of initiating training sessions for the On-line Hiring Center (OHC) - Department User feature of the new Massachusetts Automated Civil Service (MaCS) System.

Beginning on Monday, November 5, 2012, there will be two on-line training sessions per scheduled day from 10:00 A.M. to 12:30 P.M. and 2:00 P.M. to 4:30 P.M.

Attendees will need internet access and a telephone to participate in an on-line training session.

We will be using Joinme internet meeting software to conduct the on-line training and will provide a User Guide to confirmed attendees.  Please note there will be no need to download any software to attend a session.  Confirmed attendees will receive an e-mail on the day of the session with a link to join their scheduled meeting session and the telephone number to call.

In order to initiate the training session scheduling process, an e-mail will be sent from the aacivilservice@massmail.state.ma.us e-mail address to known Appointing Authorities and/or their designated contacts informing them of the scheduled sessions, and with voting buttons to select their preferred training session date.  (If you are unable to use the voting buttons please reply to the e-mail with the date and time of the session you will attend.)  Please respond to the e-mail by Wednesday, November 7, 2012.

If you as the Appointing Authority cannot attend the session please identify the employee who will represent your Municipal or State Department by providing the following contact information:

Name of Attendee:

Title:

Department Name:

Municipality Name:

E-mail address:

Telephone number:

Date and time of the session your representative will attend:

By providing this contact information for your employee you will be designating them to act as the officer authorized by law to act on your behalf in the OHC - Department User MaCS System.

Below is the November schedule for the OHC - Department User Training:

	Date
	Time

	11/9/2012
	10a.m. – 12:30 p.m.

	11/9/2012
	2p.m. – 4:30 p.m.

	11/13/2012
	10a.m. – 12:30 p.m.

	11/13/2012
	2p.m. – 4:30 p.m.

	11/14/2012
	10a.m. – 12:30 p.m.

	11/14/2012
	2p.m. – 4:30 p.m.

	11/16/2012
	10a.m. – 12:30 p.m.

	11/16/2012
	2p.m. – 4:30 p.m.

	11/19/2012
	10a.m. – 12:30 p.m.

	11/19/2012
	2p.m. – 4:30 p.m.

	11/21/2012
	10a.m. – 12:30 p.m.

	11/21/2012
	2p.m. – 4:30 p.m.

	11/28/2012
	10a.m. – 12:30 p.m.

	11/28/2012
	2p.m. – 4:30 p.m.


In closing, be mindful that these sessions are the first of many that will be offered as we roll out the different pieces of MaCS, and in many respects we will be learning along with you and be able to gather important feedback during the sessions. MaCS will allow you greater ease in requisitioning for exams and lists of candidates to fill vacancies, requiring only a few clicks of the mouse.

If you have any questions or concerns, do not hesitate to contact your Civil Service Liaison.

Thank you for your time and we look forward to training with you soon.
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