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the HR Portal?

What is




What is the HR Portal?

Keep track of submitted requests

Review important HR information
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Accessing the HR Portal
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HR Portal Demonstration
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https://massdotsandbox.service-now.com/dot_hr

HR Portal - By the Numbers
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5 Week HR Portal Statistics

Usage Statistics (Cumulative) Submissions
2000
1800 29
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Week 1 Week 2 Week 4 Week 5
— Visits 692 881 1243 1449 = Reimbursements = PTO Request
= Submissions 303 572 1341 1909
—Viewed Articles 1041 1494 1494 1905 = Ask HR = Change in Status
—Visits =———Submissions ——Viewed Articles = Request for Transfer = Other
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5 Week HR Portal Statistics

Top 15 Most Viewed Knowledge Articles Employees Trained
m

How do | use the HR Portal?

Get ready for GIC Annual Enrollment April 3 - May 1, 2019! 147
Annual Enroliment Information (April 3 - May 1, 2019) 132
How can | submit requests for work-related reimbursements? 88
Welcome to the Human Resources Portal! 86
How can | enroll in FSA benefits during Annual Enrollment (April 3 - May 1, 2019)? 83
What is MassDOT's Travel Expense and Reimbursement policy? 65
How can | request FMLA leave? 62
How can | request a transfer to another department? 61
How can | request paid time off (PTO)? 59
Please contact the HR Operations Service Center if you have any questions. 40
What is annual open enroliment? 43
How can | earn vacation leave? 35 a Classroom = Webinar = Self-Paced
How can | request an alternative work schedule? 33
When will | get paid? 32
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HR Portal - Dashboard

Add content My Human Resources Homepage (2) Change Layout
All Cases by Source Close/Open PTO cases by Division - Last 6 months My Groups - New HR Case Volume Trend HR Cases by Priority ¢ & ®
1750
In Pe[son , 8 . _
Phone =496 HIGHWAY

I 1500 1,453

- 10
REGISTRY OF MOTOR... Low=192
I ;&; 1000
o
© -
PLANNING AND ENTE... & 150
I )
~ Self Service 500 =11 —
(empty} kS
250 137
© & + + ® 1 2 4
o
HR Case Count
) ) ase Cou @ & o 6& o &
M self Service=1,966 (65.58%) I Email =528 (17.61%) d@‘? {F s i P iF
Phone=496(16.54%) I InPerson=8 (0.27%) M closed [ open < < b & & & M High=11(393%) [ Medium =77 (27.5%) Low = 192 (68.57%)

HR Cases Closed -Last 30 days HR cases - Awaiting Approval

2,303 110

LD- Service Center Closed by HR Service (Week Prior)

LD - Open Cases by Assignment Group

150 120
132 132 105
125 100
100 80
E €
3 3 62

massDOT

Massachusetts Department of Transportation




HR Portal - Future Enhancements

@ Electronic Form Signing

@ Targeted Content Distribution

@ Policy Acknowledgements

‘ Surveys & Questionnaires
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