Fire Instructor Use of Self Serve Time and Attendance (SSTA)
The following guide is designed to assist the MFA instructor staff in completing timesheets
within SSTA.

For questions around the use of the system, password reset, or issues related to access please
contact the MassHR Employee Service Center at 1-855-447-7778. Their hours are Monday —

Friday 6:30am to 5:30pm and Saturday from 8:00am to noon.

For questions around what program codes to use, or specifics of our policies, please look at your
sign in sheet or contact Megan Kasaras at 978-567-3203.

What has not changed:

e All instructors will still have to sign the daily time sheet for the program. These will
continue to be sent out with the course packets and be used to verify who worked that day
and any stipends*

e Any request for travel time or mileage reimbursement will require a MapQuest (or
similar) document with the starting and ending odometer readings”.

e Ifyou are carpooling, you will still get paid for the drivers travel time, but will need to
enter the time into SSTA.

e The lead instructor will still need to sign the bottom of the time sheet.

e Instructors working administrative hours (ADM) or development hours (DEV) will still
need to submit the correct sheet and include the work done on the back side.

What has changed:

¢ Instructors need to log into the SSTA system (daily) to enter the hours that they worked.

e Stipends* and Mileage” are not entered into the SSTA system by the instructor.

e  Weekly time MUST be submitted by 5:00pm on Thursday. If you are scheduled to work
on either Friday or Saturday, please enter this time as you work and not beforehand..

* Stipends include OD, Lead Instructor, EMS, Logistics, PT, etc. These DO NOT go on the
SSTA sheet but will be added later separately by our HR staff.

A Mileage IS NOT entered into SSTA but will be added separately by our HR staff. Travel time
is entered into SSTA (to be discussed in more detail later.)



When entering the information into User Field 1 (to be discussed in more detail later) we have
consolidated program areas. The new program areas are:

DFSMFAO0001
DFSMFA0002
DFSMFAO0003
DFSMFAQ0004
DFSMFAO0005
DFSMFA0006
DFSMFAO0007
DFSMFAO008
DFSMFA0009
DFSMFA0010
DFSMFAO0011
DFSMFAO0012
DFSMFAO0013
DFSMFAQ014
DFSMFAO0015
DFSMFAQ016
DFSMFAQ0017
DFSMFAO0018
DFSMFAO0019
DFSMFA0020
DFSMFA0021
DFSMFA0022

“DFSMFA0003 DFS MFA Contract Training” should be used for all of our contract training.

The programs listed in User Field 2 (to be discussed in more detail later) use the same

DFSMFA Call/Volunteer Training
DFS MFA Certification Program
DFS MFA Contract Training

DFS MFA Educational Methodology
DFS MFA Fire Officer Training
DFS MFA FirePrevention

DFS MFA Firefighter Skills

DFS MFA Gas Training Program
DFS MFA Hazmat Training Prog
DFS MFA Impact Training Prog
DFS MFA Miscellaneous

DFS MFA NFA

DFS MFA Recruit Training Prog
DFS MFA Sr. Fire Officer

DFS MFA Tech Rescue Training
DFS MFA Municipal Asst Equipmnt
DFS MFA FESHE

DFS MFA Staff Services

DFS MFA District Delivery

DFS MFA Rapid Intervention
DFS MFA Public Education

DFS MFA Investigations

numbering system as our current classes.

The rest of the User Fields are described below.

Remember:

For questions around the use of the system, password reset, or issues related to access please
contact the MassHR Employee Service Center at 1-855-447-7778. Their hours are Monday —
Friday 6:30am to 5:30pm and Saturday from 8:00am to noon.

For questions around what program codes to use, or specifics of our policies, please refer to your
sign in sheet or contact Megan Kasaras at 978-567-3203.



Self Serve Time and Attendance (SSTA) can be accessed at www.mass.gov/masshr.

Click the “Enter My Time and Attendance” icon on the left side of the screen.
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On the next page enter your user ID (employee number which can be found on your paystub or

employee ID) and Password (your initial password is your employee ID number followed by the
last four digits of your social security number.) You will be prompted to change it the first time
you log in. The password must be at least eight (8) characters including at least one (1) number.

.

ll & hitps://hrcms-prod state.ma.us/psp/HIO TN/ Ternd=loginBlanguageCd=ENGEL

(& Oracle | PeopleSoft Enterpri... %
File Edit View Favorites Tools Help

o~ v v Pagev Safetyv Took~v @@~ &l B

ORACLE’
PEOPLESOFT ENTERPRISE

~

User ID: 000000

Password:
— I

Forgot your passward?

i

3:14 PM
1/30/2013

S s DEE 4



Once you are in the system, choose “Self Service” from the menu on the left.
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On the screen click on “Timesheet" which will bring you to page where you enter your time.
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You are now in the screen that will allow you to enter your time.

For the first step verify that the correct week is showing, if not, use the “Previous Week or Next
Week” button to scroll to the appropriate week. You can enter your time up to 42 days in
advance or make corrections up to 14 days in the past.

Begin by entering your start and end time and your meal time for the day. You do not have to
enter anything under the “TRC,” “Quantity,” or “Taskgroup” fields.
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Scroll to the right of the task group column to bring up the various entry fields that we will now
discuss.
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The “Combo Code” field can be left blank UNLESS:

You are teaching in a program funded out of a grant such as:
Fall River CVFFT Class (NFAFY I3FEDGRANT DFSNFA13)
HMEP Grant (some of the Ethanol, OLR classes) (ETHANOLGRANT13 DFSHMEP)
Mass Firefighting Academy Trust Fund (MFATRUST100% DFSMFATRUST)

In this case, click on the magnifying glass next to the Combo Code field which will bring up the
screen below. If you are working on one of those programs click on the appropriate program

name. This will populate the Combo Code field with your selection.

It will clearly be marked on a document in the course packet if you need to enter a Combo Code.

Fle Edit View Favorites Tosls Hdp
B8 O B bagen Sy Took @~ O

Home | AddioFavortes | Signoul

Look Up Combo Code
Search by: |Combination Code - begins with
q  Look Up Cancel | Advanced Lockup

& Search Results

© ETHANOLGRANT13_DFSHMEP  DFSHMEP
EA C SNOW.RE OVAL OW FAC-SNOW-REMCVAL_DFSSNOW DFSSNOW

= 1502 FHAZMATIOGRANT_DFSHLS02 DFSHLS02
HAZFEIOI0GRANT DFSHLS01  HAZFBIO10GRANT DFSHLSO1  DFSHLSO1

T HAZMATTRUST100%_DFSHMTTR DFSHMTTR

gf HAZMATTRUST100% DESHMTTR HAZMA
MEATRUST00% DFSMFATR MFATRUST00%_DFSMFATR  DFSMFATR
NFAFY13FEDGRANT DFSNFA13 NFAFY13FEDGRANT_DFSNFA13 DFSNFA13

~ D%




Next, click on the hour glass next to “User Field 1" and enter DFS in the “Begins with” field
which will bring you to the start of the DFS codes.
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This is what the screen will first look like.
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Scroll through the fields until you reach the program area that you are teaching in (this is the
broader program category and not the specific program.) For example, if you are teaching
CVFFT, you would select “DFSMFA0001 DFSMFA Call/Volunteer Training.” This will
populate the field with your selection.
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Next click on the magnifying glass next to “User Field 2” and enter “dfs” into the “Begins with”
field. This will bring you to the DFS program.
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From this list select the course that you are teaching. For example, if you are teaching Rural
Water Supply, you would select “DFSMFA#115 DFSMFA 115-Rural Water Supply.” This will
populate the field with your specific class. The course name and number have not changed.

If you cannot find your class, or are unsure, please use the code
DFSMFA#MSC DFSMFA MFA-MFA Miscellaneous and send Dora an email explaining what
course you were teaching in.

Courses beginning with a letter (coordinator (COR,) development (DEV,) etc.) are located at the
bottom of the list.
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User Field 3 will not always be filled in but it is for use by programs that have more than one
session running on a given day. For example, CVFFT. Instructors will be told if they need to
use this field. Again you will have to enter DFS in the begins with field to bring you to our
selections.
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User Field 4 will be used when entering travel time.

In the event that you have travel time to enter, you will need to split this time at the start and end
of your teaching hours. For example, if you qualify for 1.5 hours of travel, these need to be
entered at .75 hours before the class and .75 hours after the class.

As before, click on the magnifying glass and enter DFS in the “Begins with” field to bring you to
our fields. Click on the amount of travel time that you are owed. This will allow the time
approver to know that the time, above the scheduled course hours, are for travel.

NOTE: MapQuest (or similar) will still need to be submitted and include your starting and
ending odometer reading. The mileage reimbursement will be added to your pay by our HR
staff.
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In the event that you work more than one program in a day (for example you teach two Impact
classes or you teach Recruit during the day and CVFFT at night) you will need to add a line to
that date. To do this, click on the “+” sign to the far right of the date line.

This will add another line for that date. Enter all the same information, Start, break and end
time, Combo Code, User Fields, etc. as for any class assignment.

NOTE: You cannot use the same time for the end of one line and the start of another. For
example if you work administrative time (COR) until 2:00:00PM and then do development work
(DEV) until 4:00:00PM you cannot use 2:00:00PM on both lines. The work around is to use the
end time of 2:00:00PM for the COR time and a start time of 2:00:01PM for the DEV with a
corresponding end time of 4:00:01PM so that you get paid for the whole two (2) hours.

NOTE: This does not apply to working for two divisions. If you also have a contract with
another division (Special Operations, Haz Mat Response, etc.) you will need to select that
position from your initial profile and then enter the time on that timesheet.
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Once all of the information has been added for a class, scroll all the way back to the left and
click the “Submit” button to send in your pay.

5 Timesheet
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You will then be prompted to certify that the information is correct. Once you click “OK” which
will enter your time.

Timesheet

Submit Confirmation

The Submit was successful.

Employee Cerification; | cerify that the information eniered is accurate and complete.

oK

Congratulations, you have now successfully submitted your time for that class.

REMEMBER:

MapQuest (or similar) and odometer readings still need to be submitted.

Mileage reimbursement will be added later by our HR staff.

Stipends (OD, Lead Instructor, EMS, Logistics, PT, etc.) need to be recorded on the
paper timesheet in the packet and will be added later by our HR staff.

For questions around the use of the system, password reset, or issues related to access
please contact the MassHR Employee Service Center at 1-855-447-7778. Their hours are
Monday — Friday 6:30am to 5:30pm and Saturday from 8:00am to noon.

For questions around what program codes to use, or specifics of our policies, please
contact Megan Kasaras at 978-567-3203.
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