Self Service Time and Attendance
Q&A – Employee

	
	Question
	Answer

	1. 
	What do I do if I can't get into the system?
	Contact the Tier 1 – Support Help and they will troubleshoot your issue. 

	2. 
	What if I forget my login ID or password?
	Contact the Tier 1 – Support Help and they will troubleshoot your issue. 

	3. 
	Can I log in via VPN to enter my time?
	Yes.

	4. 
	When should I enter my time? Daily? Fridays by 10am?
	Daily time entry is recommended for Reported and Punch Time; however each agency will determine a final deadline for time entry. Web Clock entry by nature requires daily entry.

	5. 
	Is the time entered in regular or military time?
	Employees can enter time in both Regular Time and Military Time.

	6. 
	Can I view the history of my time that I entered? I.e., view how much vacation or sick time I've entered for the year
	For Reported and Punch Time, you can view unlimited time history. Web Clock users can only view time for the current week.

	7. 
	What if I enter my time but I subsequently end up working late or leaving early. Can I adjust it?
	Yes.  However, if you are assigned to Web Clock time entry, your supervisor/manager must adjust your time for you. Please follow existing business rules, as applicable.

	8. 
	What if I am going on vacation, can I future date my time?
	Yes, for Reported and Punch Time, you may future date your time. You cannot future date time for Web Clock.

	9. 
	What if I was out sick, but was called in for overtime during the same week, how would I enter this?
	Contact your supervisor/manager as different business process rules may apply based on your status, i.e. union employee, confidential employee, manager, etc.

	10. 
	If I work a holiday, how would I enter this and receive comp time?
	Provided prior approval has been granted, enter regular (REG) hours AND Holiday Worked Comp hours (HWC).  See Time Reporting Code (TRC) dictionary for full description. 

	11. 
	I am a part time employee.  What am I entitled to for the holiday?
	Part-time employees receive prorated holiday pay (one-fifth of their weekly standard hours) based upon hours worked when compared to a full-time employee.  Part-time employees must work the additional hours necessary to receive their regular part-time salary or use accumulated comp, vacation, or personal leave.  Please refer to the TRC Dictionary for the ‘HLN’ example. 

	12. 
	What if I have to make a change for last pay period?
	Login and go to your online self service timesheet.  Change the "View By Date" field to the Sunday of the week you wish to change.  Click on the Refresh button. Make the change and notify your supervisor. Web Clock employees will need to contact their supervisor/manager to make the change for them.

	13. 
	How far back can I make adjustments on the time?
	From the current day, employees may view up to 15 days prior and make adjustments within that same pay period.

	14. 
	I’m assigned to Web Clock.  I have to attend a meeting out of the office and can’t punch in or out for the day.  How does my time get entered?
	Notify your supervisor/manager to have your time entered.

	15. 
	I’m assigned to Web Clock and I have to go home sick.  How do I record that Time Reporting Code (TRC) and associated hours?
	You should punch out, and then notify your supervisor/manager to update the TRC code and hours worked.

	16. 
	As an employee, if I work beyond my scheduled hours and I am not approved for overtime or comp, how do I accurately reflect my time?
	Employees should enter the time reporting code ‘UNB’ to accurately reflect hours worked beyond their scheduled hours in either reported or punch time. Employees who are not on flex time should enter UNB daily when hours worked exceed their daily scheduled hours. Employees who are on flex time can enter UNB at the end of the week when hours worked exceed their weekly scheduled hours. Web Clock employees should contact their supervisor/manager to adjust their time. 

	17. 
	I am a Web Clock Employee and forgot to punch In/Out. What should I do?
	Web Clock employees must contact their supervisor/manager to adjust their time. This also applies to missing meal punches.

	18. 
	What if I have to make a change after my supervisor/manager approves my time?
	Time Reporting Codes (TRC) can be changed after they have been approved; however, re-approval must be obtained by your supervisor/manager before the payroll process begins. Please notify your manager if you’ve made a change so he/she will know to re-approve.

	19. 
	What if my work schedule changes, can I enter my new schedule?
	No.  Work schedule changes must be completed by the Payroll Staff / Timekeepers.

	20. 
	Will I be notified if my supervisor/manager changes my time?
	No. There is no automatic system notification.  Employees may view the Employee Payable Time Detail page to confirm approved time and time pending approval by their supervisor/manager.

	21. 
	Will I be notified if my supervisor/manager does not approve my time?
	No. There is no automatic notification.  However an employee may access the Employee Payable Time Detail page to view approved time and time pending approval.

	22. 
	Is there a description of each Time Reporting Code (TRC)?
	Yes. A Time Reporting Code (TRC) Dictionary is published and posted on the MassHR Web Site. 

	23. 
	I’m not sure which Time Reporting Code to use.  Where can I get more information?
	Access the Time Reporting Code (TRC) Data dictionary. 

	24. 
	What Time Reporting Code (TRC) should be entered for meals/breaks for those using Reported time? 
	Time Reporting Codes (TRC’s) are not used for meals or breaks.  There is only IN/MEAL/IN/OUT for Punch Time and Web Clock.

	25. 
	What if the Time Reporting Code (TRC) I need is not listed?
	Notify your supervisor/manager and they will determine if he code if

	26. 
	With the exception of Web Clock employees, what if I enter the incorrect Time Reporting Code (TRC), can I adjust it?
	Yes.  Time Reporting Codes (TRC’s) can be changed and then approved by your supervisor/manager, but approval must be completed before the payroll process begins.

	27. 
	When I enter a prior pay period adjustment, will my leave balances be as of the current date or as of the pay period I am adjusting?
	Your leave balances will be as of the current date only.

	28. 
	When are my monthly leave accruals updated on my timesheet?
	Please refer to the accrual schedule for the accrual date. 

	29. 
	How is my type of time entry determined reported time, punch time, web clock)?
	For the pilot, your agency has assigned a time entry method to you.  The goal is to ensure utilization of all three time entry methods across pilot participants.

	30. 
	What happens if I receive a warning?
	For Reported and Punch employees, review warning message, make necessary adjustments, and resubmit. Web Clock employees should contact their supervisor/manager. 
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