To lag into HRCMS go to:
httos://hrems-prod. state.ma.us

To tog in the first time use your HRCMS D,
Your password the first time is your HRCMS ID followed by the last 4 digits of your social security
number.

Remember your security question and answer, you will need that to access your W2 online

Go to:
Main Menu
Self Service
My Page

From the My Page screen you can access your pay check, W2, direct deposit and many cther screens.
To see your leave balances click on Timesheet

Click on the job you want to see the leave balances for

Toward the bottom third of the timesheet screen there are tabs, one of which is Leave/Compensatory
Time — click on the leave tab this will show you your current leave time balance

If you forget your password please contact the NECC help desk to have it reset
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Home
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Add to Favoriles Sign out

My Page
Bl Announcements

) EMy Deiegation

elow is the ceunt of the pending delegation requesi(s)
o Bither assigned to me or assigned by me and not
‘accepted yet.

Employee Expiring Licenses

No expiring licenses in the next 80 days

+  Warning!!! Important Information on Phishing Threat

g [Empioyee Expiring Memirerships
§ * -2 and Filing Instructions

! Mo expiring licenses in the next 6 days ;SStatus

£ o

Pending Detegation(s) E

Quick Links)

g: Fimesheet -
Click this link to get to timeshest for the current perod.

ﬁy Persanal Information Summary
Review a summary of your personal information.

% ¢ Diract Deposit
Add or updale your direct depesit infermation.
o Viaw Paycheck
Review current and prior paychecks.

View W2 o
w\.’iew electronic W-2 and W-2¢ forms.

Iy Profile Management
ii Click the link to raview your educationfqualificati il servico Ir

Authorize Data for MassCareers
Click this fink to authorize (or de-autharize) personal information such as home mailing address, home
andfor moblle {elephane # to updata to your MassCareers account. Nate: For use by execulive
dopartmsnt amployees.

rn MassCareers: More Info Here
MassCaresrs is the new SaaS Recruitment Application belng rolted cut during FY2018. Executive
cepartment employees may apply for Internal and External position openings with deparments usig

MassCarears.

EVAc;:ess Employee Service Center
If your depariment participates in the Employee Service Center (ESC), click the iink ta launch. If your agency
does nat parlicipate, please conlact your local HR/Payrall office.

https://hrcms-prod.state.ma.us/psp/H92PRD/EMPLOYEE/HRMS/h/?tab=MA_MY PAGE&psinkid=MA... 3/17/2016



Timesheet

Favorites Main Menu + > Self Service» > Time Reperting« >

(&

Repori Time » >

Timesheet
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Home Add to Favorites Sign out

Report Time

Timesheeat

New Window | Eﬂa

Select Job

Job Title Departmient $D -Mail Orop 1D
Professor NEC1000
Contracted Seasonal;

NEC1000 iNorthern Essex Comm College

Employees
CC Adjunct Facully "NEC1080 ‘Nerthern Essex Comm Caollege

Conlracted Seasonal ENEC1000
Employeas :

:Northern Essex Comm College

Self Service
Time Reporting
SEERNTET RN

https://hrems-prod.state.ma.us/psp/II92PRD/EMPLOYEE/HRMS/c/ROLE_EMPLOYEE. T, MSS_EE ...
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Report Time Timesheet

Timeshest

Actions ‘
Select Anather Timesheet

View By Week
*Dato 03/13/2016 %
Scheduled Hours 0.000

Reported Hours 0.000

Emgloyee 10 (I
Ernpl Record 2
Earliest Change Dale 03/20/2016

Previous Week  Next Week

Previous Job  Next Job

Punch Timeshaet

From Sunday 03/13/2616 to Saturday 03/19/2015 (7:

“sun! Man: Tuej Wed| Thul Fri
13 314 15; 36l 807l

3118

Sat

319; Total TRC

[ aaveiorLater N Tdubm |

% ey

i Reported Time Status E! Summany " Leave f Compansatory Tim.u g‘gxceplions Payable Time

You cannot make this change at thts time. (%)
iPlﬂﬂ Type ‘Plan

lLeave

i{Earnéd Sick
i

Fing | | B

Current BatanceVisw Detall

M Ms.oooE

5 ..

Return to Sslect Job
Self Service

Time Reporting
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