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Overview of the Basic Process

v

* Be sure to give yourself credits for Holidays worked

vV * Any time you did not report to work should be reflected on the Calendar
view in quarter day increments (.25, .50, .75 or 1)

* Certity (Your Electronic Signature)
* Submit to Supervisor
* Log-off AND Close Browser



v

Before You Begin...

You will need your SUNY ID
» This is for use on the one-time security screen, if prompted
for it. You will not need to remember it or use it again for
this purpose
To obtain your SUNY ID:
 Click on the link:
https:/ /data.fredonia.edu/Reports/Pages/Folder.aspx

Windows Security ==
Connecting te dbd.cc.fredonia.edu. If you are asked to log On,
_ [rerrome | use your eServices ID
| [Passwerd | (ad\ eServicesID) and the
| Domain: AD

password you use to log on
to your computer each day.

Remember my credentials



https://data.fredonia.edu/Reports/Pages/Folder.aspx

Human Resourt mployee Profile with Emerg Contacts
of1 [ [l I:IFindlhlex‘t
Human Resources - Employee Profile Your SUNY IDis: 45326
This data is as of: 7/22/2014

DIRECTIONS:
Step 1: Review your current information provided below for completeness and accuracy.

Step 2: If your information is complete and accurate, click the "No Changes™ hyperlink below to continue.

Step 3: If your information is incomplete or inaccurate, click the "Make Changes™ hyperlink below to continue.

Mo Changes Make Changes

OPTIOMAL: To print your profile, click on tool that looks like a "diskette with a green arrow” and choose PDF.
Click on "Open” at the bottom of the screen and then File - Print.

Current Information
Name: Mrs. Susan M. Cortes Mote: Name changes must be documented with Human Resources.

Preferred Name: Sysan Examples: Katie for Katherine; Andy for Andrew



NIC TIME AND



ess to SUNY HR will be found at:
ht

You will neec

ONE-TIME SECURITY SCREEN

SIGN-ON

For secur 4 SUNY SECURE SignOn

in will b & SUNY SECURE signon
ln 1 e Please select your campus, then enter the appropriate credentials below.
* Required Fields Help

Campus:* Fredonia

Remember me? W1

il RIGHTS RESERVED.

Security Questions

First Name

password - same as
used to sign on
computer each day

SUNY ID (found on Employee
Profile)

Date of Birth (in MM/DD/YYYY
format)

Last Name ’
User ID and


http://www.suny.edu/
http://www.suny.edu/

10 Enter, Click on the
Slime and Attendance” Tab

sony 700409
NYS D N99999999

Self Sevice Notifications
Early Deadline Reminder: ADMIN 20122013 PP19

for ADMIN 20122013 PP19. Tuesday, Dacember 18, 2012 is an early payment deadline for ADMIN 20122013
PP19 Early deadline reminders are outlined in Bulletin Number: 1059

\{{ 9 & FOR Adminstrative Payroll Cycle: ADMIN 20122013 PP 19, Monday, December 17, 2012 is an early Al deadline
View Update

Time and
Attendance  Paycheck  Address
Campus Message - Holiday
Offices are closed on Tuesday, December 25 for the Christmas Day Holiday

Offices are closed on Tuesday, December 31 for the New Years Day Holiday

TAS Pending Items
You have time and attendance actions that need approval from the following employees: M Holiday

*  Your pay stub can be viewed through the “View Paycheck” feature as of the Monday
preceding any payday.

* Inaddition, a two-year payroll history has been loaded for your information.



NextySelect Month(Accrual Period)

“iew Info | Update Info | Time Record | History | Reguest Time Off | Adjust Balances | Setup Proxy
Campus: 235020 Supervisor:
Department: 853010 3 315 Human Fesources

Employee Time Record for January 2012
Message Board
[MO Messages.]

Accrual Period

|January 2012 ~ Waorking j Change Period |

up automatically

Accrual Balances

Current Month (or Accrual Period) comes <

L~ _ Holiday Mon-Chargeable
FAE s sEL ERLENSELY Floater Regular Time Reason

The status of any given month 0 ° ° 0 4
is reflected here in the above ' D'D '
drop-down: ﬁ 0o

0.0
0.0

WOI‘kiI‘lg: Open fOI' you tO Double-click a day to add or update an Accrual Charge
make entries

Wednesday
4

Thursday
5

Friday
-]

Saturday
T

12 13 14

Pending: Submitted to your 1

supervisor

18 19 20 21

25 26 27 28

Approved: Reflected once
Supervisor has signed-off



Accrual Balances & Charges

Name Vacation Sick® Family Sick Used  DRL [MIC only} Floater e Regular Time ' :easun
Beginning 312 200 0 275 0 2 0
Charged 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Sub-Total 312 200.0 275 20
Eamed 1.75 175 0.0 0.0 1.0 1.0 0.0
Adjustments 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Ending 487 200 275 1.0 30
# Includer family rick leave balance
Time Charged A Duﬂa—cickadﬂym/\mm
February 2012
Sunday Manday Tuesday Wednesday Thursday Friday Saturday
1 2 Non-
Family Sick chargeable
. 6 Leave tracked |, 9 1 time (such as
here, deducted conferences,
from Sick Leave. jury duty)
12 13 Family sick 5 16 | Tracked here,
charges relate to not deducted.
19 2 medical care of a b)) 23 24 25
direct family
member.

24



oliday Credits For Each
iday Worked -THEN SAVE!

Time Charged

Double-click a day to add or update an Accrual Charge

January 2012
Sunday Wonday Tuesday Wednesday Thuraday Fliday Saturday
1 2 3 4 5 6 7
Holiday Comp Leave
2 9 10 " 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 1) 28

Time Record Comments Heliday Time Earned
[No Comments.] Holiday Name Floater?  Ohserved Date  Earned Amount
Newvear'sDay €Y & N 01022012 1

ditiohal

Martin Luther King Dy € Y & N 0118/2012 1

e character will focus the cursor on the associated form field )
DIt represents a correct accounting for the specified period.

Submit To'Supervisor | Save Time Record | Cancel/Return to Home



Enter Charges for Vacation, Sick,
or Other. THEN SAVE!

1) Enter charges

Time Charged Double-click a day to add or update an Accrual Charge
for time used

January 2012
Sunday hlonday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5 6 7
Holiday Comp Leave

9 13 14

18 20 2

2 M) 28

Quarter-day
increments
ONLY may be

Time Record Comments Holiday Tilj used:

[Ma Comments.] Holid,
New Y

Additional

omments: Martin Lut

uncleriived character will focus the cursor om the associated form field )

e report represents a correct accounting for the specified period.

ave Time Record | ~Cancel/Return to Home |




A)\Wiew of Sub-Menu Produced by
Clickingion Individual Calendar Dates -

“

N
Time Record Posting

SING.LE DAY Click here to change to
view Ty~ MULTI-DAY view

Single Day Leave
From Date:

Yacation:

Sick:

Fanmily Sick:

Holiday:

Floater:

Yoluntary Work Reduction:

Deficit Reduction Leave (M/C only):

3
P
e
-
o
o
P
-

Non-Chargeable:

[T7]
o
i

p=3

i|
o
o
=3
<

Non-Chargeable Type:

Adjustment Reason:

fHote: Pressiug Al andd wederlined chavacter will focus the cursor on the associated form field )

5ubmit5ingle-Day| | Cancel|

O

Remember to scroll down
and click the save button




B)\WView of Sub-Menu Produced by
Glicking on Individual Calendar Dates-

)

Time Record Posting

Multiple Day Leave Show Single-Da
From Date: 0912012 Click here to
. . MULTI-DAY change to SINGLE

ToDate(): view () DAY view

*Number of Consecutive Days:

* Charge Per Day 0.0

* AecrualLeave Type:

Adjustment Reason:

Comments ¢ :

{Riate: Prassing <Alf> and an undelined character wili focus the cursor on the assoriafed form fleld)

Submit Muli-Day | | Cancel |

y N

Remember to scroll down
and click the save button




SIIME RECORD COMMENTS”

Time Charged Double-click a day to add or update an Accrual Charge

January 2012

Sunday Monday Tuesday Wadnesday Thursday Friday Saturday

1 2 3 4 5 ] 7
Holiday Gomp Leave
8 9 10 1 12 13 14
15 16 17 18 % 20, &
22 23 24 25
All Emplovyees:

28 30 N p y

Use this box to
indicate any
items you'd like

Time Record Comments H noted on your
[Mo Comments.] ﬁad Amount
record for your
Gommerts \  supervisor or
e

for audit
(Note: Pressing <Alf> and awunderiined character will focus the cursor on the associated form fleld)
purposes.
I" T certify that this time report represents a correct accounting for the specified periad.

Submit To Supervisor | Save Time Record | Cancel/Return to Home |




["AST. STEPS:
I)'Review Entries for Accuracy,
2) Certify (Sign), and lastly,
Submit to Supervisor.

Time Charged Double-click a day to add or update an Accrual Charge

January 2012

\ Sunday Monday Tuesday Wednesday Thursday Friday Saturday

1 2 3 4 5 -] 7

Holiday Comp Leave

1) Review your
entries for
accuracy

2 12 13 14

16 19 20 21

23

Holiday Time Earned

2) Certify Holiday Name Floater? Observed Date  Earned Amou

MNew Year's Day oY @ N 01/02/2012 1

Martin Luther King Day ¢ Y & N 01/16/2012 1

R tng <Alt> and an underlined character will focus the cursor on the associated form field )
I I certify that this time report represents a correct accounting for the specified period.

Submit To Supervisor | Save Time Record | CanceliReturn to Home |

View Holidays | PDF Repert |




Signiout of the SUNY browser and close

ver bookarks

Lagh B Human Resources: Pr...

SUMY System Adriniz..

Human Resources | Time & Attefrs
Wednesday, Janug

- Professional Employes... Lagin

Handbo: 3 Google % Live Signln g NYS OPDV -Home

THE STATE UNIVERSITY 0f NEW YORK
ol = 120325 PM

G200 - (Log Off

Menu Welcome, LHA

TAS Home
SunylID: _
Local CampusiD:

Role Type Effective Dates

Status
0 g - [No End Datg]

5 State Employee
Displaying single result.
Time and Attendance | View Paycheck |

17
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SOR GUIDELINES
LECTRONIC TIME AND
ATTENDANCE




SUPERVISORS RESPONSIBILITIES

¢ View time information of your Direct
Reports using the “Work Roster”

/i

* Select “ Approve,
“Postpone”

Deny,” or

* Submit, Log-off, and Close Browser



THE STATE UNIVERSITY 0f NEW YORK Human Resources | Time & Attendance System

Welcome, JHADLEY at 28020 - (Log Off) Thursday, January 12, 2012+ 2:13
Employee: Time Recerd = History = Reguest Time Off = Home | = Work Roster | Proxy: Proxy Roster | Facilitator: Search = Work Roster = Campus Rules

27 PM

‘ending Approvals Roster
Pending Time Records Approvals

Employee Time Charged Tume Unit Approval

Vacation Sick Holiday Other Approve Deny Ignore

[ Details ] [ History ] December 2011 3.0 0.0 1.0 0.0 Days ® ® @

Pending Leave Requests
[No Pending Leave Requests ]

Submit | Reset
Employee Roster

Current Employees

21



View'of Employee Work Roster

THE STATE UNIVERSITY 0f NEW YORK Human Resources | Time & Attendance System

Welcome, JHADLEY at 28020 - (Log Friday, March 9, 2012 « 2:06:43 PM
Employee: Time Record | Bfstory | Reguest Time Off | Home | Supervisor: Work Roster | Facilitator: Search | Work Roster | Campus Rules

Menu

r Pending Approvals Roster

Pending Time Record

Pending Time Records Approvals

Employee Approvals Time Charged Aoproval
1O Sick Holiday Approve Deny
2
| Uetaus | | History ] A 1 == 1.0 20

Pending Leave

Requests
q #of Charge Charge Type Approval
Days Per Day Approve Deny Ignore
\ | 0772012 1 1 Wacation Leave @

* - Estimated - and employment information and may not reflect the actual balance on that date. amounts are for planming purpos

Pending Leave Requests

Employee Roster
Current Employees
Emploves Hext Timesheet Date Actions
Staff Assistant 02/01/2012 [ View Info | Update Info | Time Record | History | Reguest Time Off

Personnel Assistant 03/01/2012 [ View Info | Update Info | Time Record | History | Reguest Time Off |
Personnel Associate 03/01/2012 [ View Info | Update Info | Time Record | History | Request Time Off

22



[)'View Employee’s Time Record
2) Determine an Action
3) Then, “Submit”

THE StATE UNIVERSITY 0f NEW YORK Human Resources | Time & Attendance System

Welcome, JHADLEY at 28020 - (Log Off) Thursday, January 12, 2012 « 2:13:27 PM

Employee: Time Record @ History = Reguest Time Off | Home | Supervisor: Work Roster | Proxy: Proxy Roster | Facilitator: Search = Work Roster = Campus Rules

Supervisor Pending Approvals Roster

Pending Time Records Approya
Time Charged Approval
S Approve Deny Ignore

Alison Gierlach (3102 1) View details or history 2) Select action =

[ Details ] [ History ] Of time record

Pending Leave Requests
[No Pending Leave Requests.

Submit | | Rese

Employee Roster

Next Timesheet Date



Signiout of the SUNY browser and close

Tc
O

ier bookmarks

SUNY Sypstem Admins. . Login - B Human Resources: Pr...

- Professional Employee. . Login

Human Resources | Time

B - (Log Of) o012 » 12:03:23 PM

TAS Home
Suny ID: 216376
Local Campus ID: B00190029

Status Role Type Effective Dates

g Regular State Employee [ [Mo End Date]

Displaying single result.

Time and Attendance | Yiew Pacheck |

24
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Electronically Requesting Time Off

« Use of this OPTIONAL
supervisor. _

* Discuss with you
procedures.

e

THE STATE UNIVERSITY 0of NEW YORK ‘==me & Attendance System
Menu Welcome, LHAVTE b = i) REQUEST TIME OFF Friday, March 9, 2012 = 10:12:14 AM

L

-1

e Record | History | Reguest Time Off Selection ampus Rules
X0 :
@ Time and AttendancC zcord for
O B N B3T7B)
P"ﬁ w Info Update Info Time Record History Request Time Off | Adjust Balances Setup Proxy
@ Supervisor

rces

Time Off Request

Wacation Sick® Family Sick Used DRL {M/C only} Floater Holiday g
Current 3 24 25 0 0 0 0
Post-Request* (on 02/29/M12) 4.5 2475 0.0 0.0 0.0 0.0

* - Estirnated Psi-Reguest Balarnces are based on the cworvent accorual and employmernt ingformation and muagy rot reflect the actual balance on that date. These amournts are for planning puwposss only.

Existing Time Off Requests Double-click a day to add or update a Leave Request
March 2012 == Year = Month Today Month = Year »> |
Sunday honday Tuesday Wednesday Thursday Friday Saturday
1 2 3
Sidk Leave
4 5 Li] T a8 9 10

Off Campus Meeting

11 12 13 14 15 16 17

18 19 20 21 22 23 24

27 31



Nime Off Request Form

Time Off Request
. Click for Multiple Day =
SII[_’E Dﬂ!’ Lﬂﬂ"l'e requests SI'KWI' “I.ltl-[)a

=

From Date:

Vacation:

Sick:

Family Sick:

Holiday:

Floater:

Voluntary Work Reduction:
HNon-Chargeable:

Non-Chargeable Type:

nE171717717

Adjustment Reason:

Note: Pressing <4lt> and an underlined charag Enter

charges in
Submit Single-Day appropriate
categories

Click
Submit




Request

THE STATE UNIVERSITY of NEW Y ORK

Welcome, JHADLEY at 28020 - (Log Off)
Employee: Time rd | History

View Info | Update Info

uman Resources

When Using This Feature,
Remember to “SUBMIT” Your

Human Resources | Time & Attendance System

Friday, March 2012 - 11:32:33 AM
| Facilitator: Search Campus Ru

Supervisor: JoooT Tossees

Time Off Request

Entitlement Balances

Name Family Sick Used

Current

Existing Time Off Requests

Suty 2012 request, it automatically populates on your

Sunday

Requested
Leave Dates
O7/05/2012 - 07/06/2012

Submit To Supervisor Delete

Copyright © 2009 The State University of New York. All Rights Reserved.

Holiday

Once your supervisor has approved your

record so you won't have to enter it. (Will
appear with a “P” while the request is pending)

Changes, additions, deletions can be made at
any point; this is not a “contract.”

Be aware that unresolved requests can prevent
your successful monthly-time record submittal.

Contact Us | Web Accessibility | Privacy Policy

28



through the Human .
current proced

29



NK YOU!

tact Susan Cortes for further assistance.

san.Cortes@fredonia.edu



