Electronic Time and
Attendance System

Guide for FT and PT UUP and MCE
(Faculty, Staff and Supervi



Overview of Monthly
Time and Attendance System (TAS)
For All Employees

1) Sign —in to SUNY HR Time and Attendance
2) Select an Accrual Period (Month)

3) Enter Charges for Vacation, Sick, or Other
Used Time

4) Request Time Off

5) Certify and Submit Time Record for
Supervisor Approval

6) Sign-out of SUNY Browser and Close



@ First-time System Sign-in Information

* For security reasons your sign-in will be
different the first time you enter into the Time
and Attendance System. Here, you will be
asked for your SUNY ID and your DOB.

* Once you complete this security procedure,
your sign-in will appear differently going
forward. There will be no need for you to use

your SUNY ID again for this process.



Sign in to SUNY at:

Bookmark

As described in the previous slide, the screen will be slightly different your first time in. You will be required to enter your SUNY ID and DOB.

First, you will encounter a Sign-on Next, you will come to a one-time security
screen screen

For security reasons your sign-in will be

<+ SUNY SECURE Sign On different the first time you enter the
Please select your campus, then enter the appropriate credentials Help Time and Attendance SyStem - use
be.l : . .
D entired Flelds the SUNY ID provided by HR for'the third
question.
Your Campus:* 'ty 1
n LA e L Security Questions
SA LAN Password:* Password
Remember me? -
First Name
Last Name
UNAUTHORIZED ACCESS PROHIBITED .
Tre S Urkvarsty g:g)égﬁé? 2012 The State University of New York. All RIBHTS SUNY |D(|’|Dt YDU[ SSN‘ ||:| prDWdEd b‘_l,f HR}
Contact Us :: WEB ACCESSIBILITY :: Privacy Policy . .
Date of Birth (in MM/DD/YYYY format)



http://www.suny.edu/time

Accessing your Time Record

Click on “Time and Attendance” Tab to work on your time record

. Welcome: “ 77777770 Campus: Return to Empl Portal Sign Off
% SUNY SECURE
Home

The State University of New York | Time & Attendance

Friday, December 14, 2012 » 2:41:21 PM

TAS Home
Name: Jane Doe Suny ID: 000001
Local Campus ID:

Employment Roles
Status Role Type Effective Dates
& Regular State Employee 12/06/2001 - [No End Date]

Displaying single result.

Time and Attendance || View Paycheck |




MC and UUP Staff Time Record

Time record will automatically open to the current month. To change to a previous month select
from the drop down shown below. Employees can only see their time records from the date the
system was implemented at Purchase College in 2014.

T

Time and Attendance Record for

" Jane Doe (00001Y
Time Record | History | Request Time Off

Campus: 28650
Department: 853005 University-wide Human Resources

Employee Time Record for December 2012

December 2012 ~ Viorking | | Change Period |

<§

0.0

0.0
0.0

Working: Open for you to make entries (Such as conferences
4

jury duty, off-site
meetings, etc.)
Tracked Here, Not
Deducted

Tracked Here, Deducted
Pending: Submitted to your supervisor from Sick. Family Sick

charges relate to the
Approved: Reflected once Supervisor has medical care of a direct
signed-off

family member.



Charging Vacation, Sick, or Other Time

* Double click on the day you wish to enter the accrual charge.
From the pop up box (shown on the next page), enter the
appropriate accrual charge/s.

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 6 T
Mew Year's Day

] 9 | 10| 11 12 13 :
Double click on

15 16 18 19 20 the day to enter

Martin Luther Ki Da
n S NG ey charges.
22 23 24 25 26 27 2
29 30 31

= S5-Saved Time Off Request.
* P-Pending Time Off Request.
« A-Approved Time Off Request.

Time Record Comments Holiday Time Worked
[Mo Comments.] Heliday Hame Floater? Observed Date Earned Amount
Mew Years Day | 01/02/2012 [u]
Additional
Comments: Martin Luther King Day M 0111642012 0

-

(Note: Pressing <Alt= and an underlined character will focus the cwsor on the associated form field )

Cancel/Return to Home |

View Holidays PDF Report




View of Sub-Menu Produced by Clicking on Individual
Calendar Dates

 The pop up opens up a single day request (shown on the left). To enter a
date range, select the Show Multi Day button shown on the right (shown
on next screen). Enter the increment (increments of .25 days only) in the
field which you want to charge, then select Save. Once saved, the accrual

charge will appear on your time record.

Time Record Posting

Multi-Day

Single Day Leave
From Date:

Single Da
g y 00962012

Vacation:

sick: b

Fanily Sick: b

Holiday: IU_

Floater: ID_

Voluntary Work Reduction: ID_

Deficit Reduction Leave (M/C only). ID_

Non-Chargeable: ID_

Non-Chargeable Type: [Fokrt.. B
Adjustment Reason: lSeIect—:I

(Note: Pressing <At and an wunderiined character will focus the cursor on fhe associated form field )

SubmitSingIe-Dav| | Cancel|




Multiple Day Leave

Time Record Posting

Huiple Dy Leave Reminders:

From Date: 0172562013

*ToDate 2): (mmiddyyy)

* Number of Consecutive Days: ’1_ *

s — ** Charge accruals can not span across
* AccrualLeave Type: Selert ., : .

Adjustment Reasn: St j mu It' ple mOnthS °

Comments (;): I

(Note: Preceing <Al and an undlvifned character will forur the curzor on the aszociated form fisld )
L/

o | oo % If a holiday falls within a time
charged, a separate entry must be

submitted, excluding the holiday.



Other features on the Time Record

. Comment Section: Enter comments in the box indicated below if you wish to submit comments to your supervisor on your time record. (Comments
should be kept strictly professional since they cannot be removed)
. Holiday Time Worked — Holiday/Floaters that fall within the month. These dates are preset by your campus calendar.
. View Holidays — list of all holiday/floaters that have been earned, charged and expiration date.
. PDF Report - Printable time record.
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
MNew Year's Day
8 9 [ 10 | 11 12 13 14
15 16 18 19 20 21
Martin Luther King Day
22 23 24 25 26 27 28
29 30 31
v 5 - Saved Time Off Request.
+ P -Pending Time Off Request.
v A-Approved Time Off Request.
Time Record Comments Holiday/Floaters Holiday Time Worked
[Mo Comments.] Holiday Hame Floater? Observed Date Earned Amount
" - MNew Years Day M 010212012 0
Additional - -
Comments: Martin Luther King Day M 011612012 0

{Nots: Pressing <Alr> and an underlined chavacter will focus the cuwrsor on the associared form fisld )

CanceliReturn to Home |

View Holidays PDF Report

Holiday Time Worked - Standard holidays such as: New Years, MLK Day, Memorial
Day, Independence Day, Labor Day, Columbus, Veteran’s day, Thanksgiving and
Christmas will automatically be charged “0” as an Earned Amount because it’s
anticipated that most employees will not be working these days. If an employee has
worked the holiday they can go in and change the Earned Amount to 1



Certify and Submit to Supervisor

*  When a time record is complete, either certify and submit to your supervisor or save the time record to
submit at a later time.

* To send to your Supervisor, click on the “I Certify” box and select Submit to Supervisor

* NOTE: You will receive a pop up message if you try to navigate away from your time record (where
changes were made) if it was not saved or submitted to your supervisor.
Time Charged Double-click a day to add or update an Accrual Charge
January 2012
Sunday Maonday Tuesday Wednesday Thursday Friday Saturday
1 7 3 4 5 6 T
New Year's Day
8 ] | 10| 1 12 13 14
15 16 18 19 20 21
Martin Luther King Day
22 23 24 25 26 27 28
29 30 31

+ 5-Saved Time Off Request.
+ P-Pending Time Off Request.
+ A-Approved Time Off Request

Time Record Comments Holiday Time Worked
[Mo Comments.]

" 1 certify that this time report represents a correct accounting for the specified period.

Floater? Observed Date Earned Amount
Windows Internet Explorer g — *
[ S——————— e .- e

) Are you sure you want to leave this page

Submit To Supervisor | Save Time Record CanceliReturn to Home

View Holidays PDF Report |

CHILET RS WO s |

View Holidays PDF Report |

Message from webpage:

[
If you have made any changes to the fields without
clicking the Save button, your changes will be lost,
Are you sure you want to exit this page?

< Leave this page




Requesting Time Off

For prior approval for time off, click on the Request Time Off link highlighted
below. Then double click on the day you wish to request off on the calendar.

Time and Attendance Record for

Jane Doe (00001)

Time Record History Request Time Off
Campus: 28650

Supervisor:John Smi
Department: 853005 University-wide Human Resources

Time Off Request

Entitlement Balances
- 5 Family Sick Deficit Lost Holiday
Nuos Vaostion ek Used Reduction Time Floater Regular
Current 2375 91.75 1.25 0.25 0 0 025
Post-Request* (on 01/31/13) 25.00 9425 0.0 0.00 0.0 0.0 0.25
* . Eztimated P:t-Reguest Balance: are bazed on the cwryent accrual and employvment information and may not rgflect the acrual balance on thar dare. Theze amounts are for plarming pwpozes only
Existing Time Off Requests Double-click a day to add or update a Leave Reques
January 2012 | <<Year < Month Today Month > Year >>
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

= S-Saved Time Off Request.
« P-Pending Time Off Request.
= A-Approved Time Off Request.




Requesting Time Off

The pop up opens up a single day request (shown on the left). To enter a date range, select the Show Multi Day
button shown on the right. Enter the increment (increment of .25 days only) and accrual you wish to charge and
click save.

Time Off Request

single Day Leave Single Day Multi-Day
From Date: 12172012
Vacation: 0
Sick: |[J
Eamily Sick: |0
Holiday: |I:|
Floater: [a
Voluntary Work Reduction: |I:|
Deficit Reduction: |[J
Lost Time: I[)
Military Leave: |[J
Non-Chargeable: I[)
Non-Chargeable Type: |Administ’aﬁve Leave E|
Adjustment Reason: |select ... [=]
Comments (1) : :

(Note: Pressing <Alt> and an underiined character will focus the cwsor on the associated form field )

Save



Requesting Time Off

Once the request has been saved, it will appear on the calendar and under the Previously Submitted Leave
Request along with the status (Saved, Pending and Approved). To submit the request to your Supervisor, select
the radio button and click Submit to Supervisor. Once submitted, the request will appear on the monthly time

Existing Time Off Requesis Double-click a day to add or update a Leave Reguest
January 2013 \ << Year < Mhonth Today Month >  Yearz»
Sunday Wondsy Tussdsy Wednesday Thursday Friday Ssturdsy’
1 3 4 5
New Year's Day 0.25 - Deficit Reduction
Leave [4)
6 7 8 10 11 12
0.25 - Vacation Leave (&)
13 14 15 17 18 19
Vacation Leave (F)
20 2 Status of Time u 25 26
Wartin Luther Ki Off Request Vacation Leave (S) Vacation Leave (3)
a P 2
+ 5-Saved Time Off Request.
* P-Pending Time Off Request.
= A-Approved Time Off Request
Previously Submitted Leave Requests
Requested #of Leave Leave Date Date
= 5 Leave Dates. Days Type Reason Submittad Approved
o Saved 01/23/2013 - 01/24/2013 2 Vacation Leave
. Pending 0116/2013 1 Vacation Leave 04/07/2013
) Approved 011172013 025 Vacation Leave 121972012 12192012
o Approved 01/04/2013 025 Deficit Reduction Leave 12M19/2012 1219/2012

Additional Comments:

Submit To Supervisor | Delete |

Select
radio

button
and
submit

Reminders:

.0

o0

L ) 4

L ) 4

.0

The status of your request will also appear in
parenthesis on your monthly time record (S,
P, A).

If you need to change a time off request and
it has not been approved by your supervisor,
you must currently be on your Time Off
Request calendar. Double click on the day to
update.

To delete a previously submitted leave
request, simply select the radio button next
to the associated request and then click
delete.

Employees will be unable to submit a time
record with pending time off request.

Time off requests can not span across
multiple months.



Sign out of the SUNY browser and CLOSE

* To ensure your privacy and system security, please log off by
clicking on “Sign Off” link in the upper right hand corner of
your screen.

Weleome: | Campus:
<+ SUNY SECURE

The State University of New York | Time &

Time and Attendance Record for

Jane Doe (00001)
Time Record | History | Request Time Off )
Campus: 28650 Supervisor: John Smit
Department: 853005: University-wide Human Resources




@ Time and Attendance System (TAS)

Faculty Time Record



Faculty Time Record

*  Faculty employees are able to certify and submit their time records directly from their summary page
(shown below), if there are no charges within the month. You will only be able to submit one time record
(the earliest working one) at a time.

*  To submit with no time charged, simply click “I certify” box and then submit. Once submitted, it will go
into Submitted/Pending status until approved by supervisor.

*  To charge time, select “Charge Time/View Calendar” and you will be brought into your time record
calendar as shown on the following slide.

Time and Attendance Record for

Jane Doe (00001)
Time Record | History | Regquest Time Off
Campus: 28650 Supervisor: John Srt
Department: 270000: Mathematics

Submission of Faculty Time Records

Monthly Time Records

Accrual Period

October 2012 - Approved [ Charge Time / View Calendar ]
November 2012 - Submitted/Pending [ Charge Time / View Calendar |

December 2012 - Working [ Charge Time / View Calendar |

I™ 1 certify that thig@me report represents a correct accounting for tNe specified§
Click on SUBMIT if

Submit you have NO SICK

LEAVE to record.




View of Sub-Menu Produced by Clicking on
Individual Calendar Dates

Double click on the day you wish to enter the accrual charge.
From the pop up box (shown on the next page), enter the
appropriate accrual charge/s.

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

Time Charged
January 2012
S Monday Tuesda Wednesday Thursd iday
1 7 3 4 5 (5]
Mew Year's Day
2 9 10 | 1 12 13 .
Double click on
15 16 18 19 20 the day to enter
Martin Luther King Da;
in Luther King Day charges.
22 23 24 25 26 27 2
29 30 31
= S5-Saved Time Off Request.
* P-Pending Time Off Request.
« A-Approved Time Off Request.
Time Record Comments Holiday Time Worked
[Mo Comments.] Heliday Hame Floater? Observed Date Earned Amount
- Mew Years Day | 01/02/2012 [u]
Additional
Martin Luther King Day | 01162012 [u]

Comments:

(Note: Pressing <Alt= and an underlined character will focus the cwsor on the associated form field )

Cancel/Return to Home |

View Holidays PDF Report




Charging Sick Time

The pop up opens up a single day request (shown on the left). To enter a
date range, select the Show Multi Day button shown on the right (shown
on next screen). Enter the increment (increments of .25 days only) in the
field which you want to charge, then select Save. Once saved, the accrual
charge will appear on your time record.

Time Record Posting

Multi-Day

Single Day Leave -
dasd) Single Day
From Date: 011082012
Vacation:
Sick: I
Family Sick: I
Holiday: I
Floater: I
Voluntary Work Reduction: I
Deficit Reduction Leave (M/C only). il
Non-Chargeable: I
Non-Chargeable Type: [Fokrt.. B
Adjustment Reason: Select.., g

(Note: Pressing <At and an wunderiined character will focus the cursor on fhe associated form field )

SubmitSingIe-Dav| | Cancel|




Multiple Day Leave

Time Record Posting
HutpleDey Lezve
From Date: 0112562013 . .
“Tolate): (mmidityy) Reminders:
* Number of Consecutive Days: ’1_
*Charge PerDay (040 o o
el Framm—" **Charge accruals can not span across
Adjustment Reason: ekt v mu |t| ple months,
Comments (;): I

(Note: Preceing <Al and an undlvifned character will forur the curzor on the aszociated form fisld )



Certify and Submit to Supervisor

*  When time record is complete, either certify and submit to supervisor or save time record to submit at a
later time.

* To send to your Supervisor, click on the “I Certify” box and select Submit to Supervisor

. NOTE:*Vou will receive a pop up message if you try to navigate away from your time record (where
changes were made) if it was not saved or submitted to your supervisor.

Time Charged Double-click a day to add or update an Accrual Charge
January 2012
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 7 3 4 5 6 T
New Year's Day
8 9 10 1 12 13 14
15 16 18 19 20 21
Martin Luther King Day
22 23 24 25 26 27 28
29 30 31

+ 5-Saved Time Off Request.
+ P-Pending Time Off Request.
+ A-Approved Time Off Request

Time Record Comments Holiday Time Worked
[Mo Comments.]

" 1 certify that this time report represents a correct accounting for the specified period.

Floater? Observed Date Earned Amount
Windows Internet Explorer g — *
[ S——————— e .- e

) Are you sure you want to leave this page

Submit To Supervisor | Save Time Record CanceliReturn to Home

View Holidays PDF Report |

CHILET RS WO s |

View Holidays PDF Report |

Message from webpage:

[
If you have made any changes to the fields without
clicking the Save button, your changes will be lost,
Are you sure you want to exit this page?

< Leave this page




Other features on the Time Record

Comment Section: Enter comments in the box indicated below if you wish to submit comments to your
supervisor on your time record. (Comments should be kept strictly professional since they cannot be

removed)

*  PDF Report - Printable time record.

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 i) T
MNew Year's Day
8 9 10| 11 12 13 14
15 16 18 19 20 21
Martin Luther King Day
22 23 24 25 26 27 28
29 30 3
v 5 - Saved Time Off Request.
+ P -Pending Time Off Request.
v A-Approved Time Off Request.
Time Record Comments Holiday Time Worked
[Mo Comments.] Holiday Hame Floater? Observed Date Earned Amount
o MNew Years Day M 01/02i2012 i}
Additional
Comments: Martin Luther King Day M 011612012 0

{Nots: Pressing <Alr> and an underlined chavacter will focus the cuwrsor on the associared form fisld )

CanceliReturn to Home |

View Holidays PDF Report




Sign out of the SUNY browser and CLOSE

* To ensure your privacy and system security, please log off by
clicking on “Sign Off” link in the upper right hand corner of
your screen.

Weleome: | Campus:
<+ SUNY SECURE

The State University of New York | Time &

Time and Attendance Record for

Jane Doe (00001)
Time Record | History | Request Time Off )
Campus: 28650 Supervisor: John Smit
Department: 853005: University-wide Human Resources




@ CONGRATULATIONS!

* For those of you without direct reports, once you
nave entered your current Time and Attendance
nformation, you have successfully completed the
training session.

* These Step by Step instructions can be viewed on
HR’s Website

* Supervisors, there are a few more slides about
the process for approving time records and/or
time off requests for your employees.




@ Time and Attendance System (TAS)

Supervisor’s Guide



@ Overview of Monthly Time and Attendance Process —
For Supervisors

1) Sign in to SUNY HR Time and Attendance

2) Select “Work Roster.”

3) View employee’s Time Record and/or Time
Off Requests.

4) Select “Approve,” “Deny,” or even “Postpone”
5) Select “Submit”



Sign in to SUNY at:

Bookmark

As described in a previous slide, the screen will be slightly different the
first time you log in, requesting your SUNY ID and DOB. That is a one-time
security occurrence. Going forward, your entry screen will look like this:

<  SUNY SECURE SignOn

FPlease select your campus, then enter the appropriate credentials Help
below.

* Required Fields

Your Campus:* B4 Suny ID and
SA LAN Userid:* Password
SA LAN Password:*

Remember me?

RESERVED.

@ UNAUTHORIZED ACCESS PROHIBITED
Tras St Uirvowt sty Copyright © 2012 The State University of New York. All RIGHTS
of M Fork

Contact Us :: WEB ACCESSIBILITY :: Privacy Policy



http://www.suny.edu/time

Accessing your Time Record

Click on “Time and Attendance” Tab to get into your time record

. Welcome: ~ """ Campus: Return to Empl Portal Sign Off
% SUNY SECURE

— The State University of New York | Time & Attendance

Friday, December 14, 2012 = 2:41:21 PM

Name: Jane Doe Suny ID: 000001
Local Campus ID:

Employment Roles
Status Role Type Effective Dates
& Regular State Employee 12/06/2001 - [No End Date)

Displaying single result.

Time and Attendance | View Paycheck




Supervisor's Work Roster

Once you've selected the Time and Attendance tab, your own Time Record will open. Select the “Work Roster” tab to view the Pending
Time Records and/or Pending Leave Requests (time off request) of your employees.

el coone:

E—— Campus:  SHEASU - HPURLCHASE

Home Time & Attendance System

Heturn to Employes Fortal  Sign OH

Employee: Time Record

Monday, April 21,
Historny Reqguest Time Off Home | SwupervisoriApprover: Work Roster B B

Time and Attendance Record for

Employee Info Time Record
Campus: 28260

History Reguest Time Off
Department: 353010

Supervisor:

Validation Warnings (Will not prevent saving.)

f—f'$° & As submitted at 4:-17:53 PM
You have pending time off requests that have not been approved.” &
<&
Accrual Period

| April 2014 ~ Working =] Change Period |

Accrual Balances

Name

_ . Family Sick Lost Holiday Mon-Chargeable
Vacation Sick Used Time Floater Regular Time Reason
Beginning 4625 200 [} o} a 1.25 a
Charged 225 0.0 0.0 0.0 0.0 1.25 0.0
Sub-Total 44.00 200.0 o} 000
Eamed 1.75 1.75 0.0 0.0 0.0 0.0 0.0
Adjustments 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Ending 4575 200
* Imcludes familyv sick leave balance
Time Charged Double-click a day to add or update an Accrual Charge
April 2014
Sunday Monday Tuesday Wednesday Thursday Eridsy Saturday
1 2 3 4 5
0.5 - Holiday Comp Leawve (&) 0.5 - Holiday Comp Leawve (&)
G T 8 a 10 11 12
13 14 15 16 17 18 19
025 - Holiday Comp Leawe (&)
0.25 - Wacation Leawe (&)
20 22 23 24 25 26
Wacation Leave (F) Wacation Leswe (F])
2T 28 29

30




Supervisor Work Roster

After you’ve selected the Work Roster tab any Pending Time record/s and/or Pending Leave
Requests (time-off requests) for your employees will appear.

el

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

Menu FE020 Friday, March 9, 2012 - 2:06:43 PM
Employee: Time Record | History | Request Time OfF | Home | Supervisor: Work Roster | -

Supervisor Pending Approvals Roster
Pending Time Records Approvals

Heq. Accrual Time Charged Approval
R Unit Period Vacation Sick Holiday Other H Approve Deny Ignore
Lisa A Hawtur (216376
[ Details | [ Hi ] 08 February 2012 0.0 1.0 20 0.0 Days @
Pending Leave Requests
] Heg. Requested #of Charge Post-Request Approval (=

Empioyee Unit Leave Dates Days  PerDay Charge Type Balance® Approve  Deny Knore

Victoria M Metritikas (130135) 13 0TMF2012 1 1 Vacation Leave 302 a

* - Estimated FPsi-Request Balances are based on the current accrual and emplayment iformation and may not rgfllect the actual balance on that date. These amounts are for planning purposes only

Submit | | Reset

Employee Roster

Current Employeas

Employee Tithe Hext Timasheat Date Actions
Lisa & Havtur (216376) Staff Assistant 02/01/2012 [ View Info | Update Info | Time Record | History | Reguest Time Of ]
Victoria M Metritikas (130135) Personnel Assistant 030172012 [ View Info | Update Infp | Time Record | History | Bequest Time OF |
Alison Gierlach {31081) Personnel Associate 03/01/2012 [ View Info | Update Info | Time Becord | History | Beguest Time Off ]

el |-

For PENDING TIME APPROVALS OR LEAVE REQUESTS —
Supervisors should select an action: APPROVE, DENY,
OR IGNORE. THEN SUBMIT.

i
L F




SUPERVISOR WORK ROSTER

ON THIS PAGE SUPERVISORS CAN:

1. VIEW EMPLOYEE’S ELECTRONIC TIME RECORD

2. DETERMINE AN ACTION (APPROVE, DENY, OR POSTPONE) ANY DENIED ACTION REQUIRES COMMENTS FOR THE EMPLOYEE’S

INFORMATION.

“suBMIT”

4. |IF[..] ICON APPEARS UNDER AN EMPLOYEE’S NAME THIS INDICATES THE EMPLOYEE IS ALSO A SUPERVISOR WITHIN THE
DEPARTMENT. IF YOU CLICK ON THE [...] ICON THEIR SUPERVISOR WORK ROSTER WILL BE BROUGHT UP, AND YOU HAVE ALL THE
SAME SUPERVISOR PRIVILEGES.

o

Supervisor Pending Approvals Roster
Supervisar(Designee): Jane Doe (00001)

Pending Time Records Approvals
Heg. Accrual Time Charged Approval
Emglayee Unit Period Vacation Sick Holiday Other Time Unit Approve Deny Postpone
James Adams (00003)
- 2 : 8 8 {*
[ Detais] [ History ) 1) View Details or History  giiaatiada 2 o0 02

Lisa Clark (00004 of Time Record :
[Demus”ms[m ! R Sober 2012 0 r r 5
| Mike Smith (00002) 1 August 2012 625 125 0 0 Days r r @

[Detailz ] [History] %

Pending Leave Requests
[Ma Pending Leave Requests]

Submit | |  Reset | 3) Submit

Employee Roster
Current Employees
Employee Title Hext Timesheet Date Actions
James Adams (00003) Personnel Associate 09/01/2012 [ Emploves Info | Time Record | History ]
Lisa Clark (00004} Personnel Associate 08/01/2012 [ Emplovee Info | Time Record | History ]
Mike Smith (0000 Personnel Associate 09/01/2012 [ Emplovee Info | Time Record | History ]

L] 4) Denotes Supervisor



Sign out of the SUNY browser and CLOSE

* To ensure your privacy and system security, please log off by clicking on “Sign Off”
link in the upper right hand corner of your screen.

Welcome: | Campus:

The State University of New York | Time &

<+ SUNY SECURE

i
o]
=
L€}

ccember 14, 2012+ 3:19:13 PM

Employee: Time Record | History | Reguest Tme Off | Home | SupervisoriApprover: Work Roster | Facilitator: Search | Worl Campus Rules

Time and Attendance Record for

Jane Doe (00001)
Emplovee Info | Time Record = History | Reguest Time Off | Adjust Balances | Manage Holidays = Setup Designee | Supervisor Work Roster
Campus: 28650 Supenvisor: John Smit
Department: 853005: University-wide Human Resources




@ Time and Attendance System (TAS)

Setting up a Designee



Setting up a Designhee

A Designee: — refers to a person who has been designated to perform some duty or carry out some specific role.

Types of Designee within TAS:

1. *Employee Designee — designate another employee the ability to enter monthly time records for a specific period of time or
indefinitely on behalf of the employee.

2.  Supervisor Designee — designate another employee/supervisor the ability to take action (approve/deny) on all pending time
records and/or time off request.

*Note: The original employee’s signature is still required to support the time record. This can be attained by a hard copy the
employee completes and gives to the Designee to enter into the system or the electronic PDF that once the information has been
entered can be printed out for the original employee’s signature.

The use of a supervisory designee should be limited and the responsibility should be understood by all parties involved. The
designee to approve timesheets should be someone in the supervisory chain because of the liability issues related to the approval
of a timesheet. The person who approves the timesheet is ultimately responsible for the accurate reporting of the information
they approve.

Requesting a Designee

Both an employee and supervisor are required to complete a Designee Form. Once a Designee Form has been signed by the
Employee, the Employee’s Supervisor and the Designee, the form must be submitted to the Payroll Office for review and
authorization by a Payroll Facilitator. Once the facilitator signs the Designee Form, the designee will be setup in the system. No
designee assignments will be setup without a fully endorsed designee form.




Setting up a Designhee

Once the Designee has been established, they will appear on the Current Proxies (shown below). This also
indicates which role they have been assigned, Employee Designee, Supervisor Designee and/or Approver
Designee.

Current Designees
Select Effective Date End Date Suny ID Name = e i

« 05/01/2012 131689 John Smith Yes Yes Mo

To end a Designee after it has been created, click on the radio button next to the employee’s name you wish to work on
and enter the appropriate end date.

To remove a Designee, click on the radio button next to the employee’s name you wish to work on and make the end
date equal to the effective date.



Setting up a Designhee

To Work on the Supervisor/Approver: Work Roster:
Click on the corresponding link on the tool bar (highlighted below in yellow).

Friday, February 15, 2013 = 12:53:35 PM
Work Roster Campus Rules

Employee: Time Record History Request Time Off

Home | SupervisorfApprover: Work Roster | Facilitator: Search

The Supervisor Designee Roster will appear (shown below).
If Designee currently has supervisor responsibilities, their work roster will appear at the top of the page.

. The Supervisor/Approver Work Roster will be displayed under the Employee Roster (highlighted below in yellow).
. To begin working on the roster click on the [...] icon (highlighted below in yellow) under the supervisor’s name.
. Follow separate Supervisor instructions to begin working on the Work Roster.
Employee: Tre Recond | Hafory | Feguest Tme OFf Home | SespecveoriApproven VWork Rosber || Ermpioyes Desigres Wk 1 h-iunrl:lr. f-ar'- ur :u
Sosial
Supervisor (Designeea) John Smeh (12233
Pesding Time Records Appeowvals P p———
=T o] FPeried acaman m Hatidany Crthier A App o e Darer Fastpone
I:E'"—I':':' fr:’" b '“:I'“' =) 13 Febnuary 2011 20 o0 0.0 oo Days — (= =
i'-[: nchy f{; sh '1'i"" 551 12 March 2011 a0 o0 0.0 oo Days — - =
Paading Ledss Reqisa S5
Ermpteres = ——— N — - Crarge trpe S e
Cindy Srreth (14455) 13 DSZEAROA 1 1 vacation Leave £ L= =
Cinchy Smith (14455 13 [ el R IE 1 1 Wacation Losees - (- f=
Jo= Lee (ZIF1S) 13 DEMr B2 1 1 Vacation Leawee L [ =
* - Ermmmowd #or Reguas: Balzmces ore bosed an che coomeres acorna! ard wmgplos s Sformeasicn o e mes rgilec: she gema’ Baliecs on chas dlase These e o e P

_Submi | | Reset |

Empiloyee Fosber

e g Y Ersdoyee Titte Blaut Torres s ha-et Duie Acmons
e bl Senicr Parsonngl &S5 oCiate oS 12010
T Joe Lee (23315) SEnicd Pers onnel A s oriate 412011
e ——- < O (e S 1
Currenl Supservisors
Faivee Tl Prrpwy Easm Pragory Ema
John Srmeth (12233)
L DHrector QEOE2012

L et



Setting up a Designhee

Employee Designee:

Werg
Umployes: Teme Record | Matory | Reguesi Time Off | Home | SepersisoriApproven Work Roster |

Wednesday, May 16, : 43 AM
Ermoloyes Designes Work | Feciitator; Search | Werk Aoster | Campus

S

Once employee has been established as an Employee Designee, the Designee now has access to the employee’s time record,
request time off, and history by clicking on the link above (highlighted in yellow).

INee CMploYes
Empioyes Summary
Nigatiatig hsrail Timéihe
o Und Pericd Sists
Jana Das .
W, SUNY Frofessicnal January 2011 Wirking

| Ieeaet || Liwve Reguent | [ Hislory]

Once the Employee Roster is displayed, select the function you wish to work on (Time Record, Leave Request, and History).
Follow separate instruction according to Negotiating Unit (UUP and MC, non-hourly).



@ E-MAIL NOTIFICATIONS

* Time record submission is now officially a
MONTHLY process.

e System-generated e-mail reminders are sent
out to employees, supervisors and
supervisor’s supervisor.



Thank You!

If you have any questions, please contact any member of the HR Time and Attendance
implementation team.

Susan Ciliberti

Time and Attendance Coordinator
Susan.ciliberti@purchase.edu
914-251-6057

Robin Farrell

Payroll Manager
robin.farrell@purchase.edu
251-6096
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