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OVERVIEW OF THE MONTHLY PROCESS -
ALL EMPLOYEES

N

*Any time you did not report to work should be reflected on the

=A% Calendar view in quarter day increments (.25, .50, .75 OR 1.0)

Time *THEN SAVE

Off Work J
. . . . \

*Give yourself credits for any Holidays worked.(Depending on

. contract affiliation and individual work schedule.)
Credit Your

J
N

 Certify (Your Electronic Signature)
e Submit to Supervisor
» Log-off AND Close Browser

Certify and
Submit




ACCESS TO SUNY HR WILL BE FOUND AT:

SUNY Find A Physician Home | Library | myDownstate | Mewsroom | A-Z Guide | E-mail | Contacti Us | Direclions

OWNSTATE

Medical Center |searen

| Advanced Search
@ Phone Directony

SUNY Downstate

Sesis MyDownstateCare ' pownstate's Patient Portal

Research Universal Health Record
University Hospital oy, . Launches!

Patient Information 5 : 2 5 i
Patients in Unweissty Haospital of Brooklyn now
Find a Physician D ¢ Y

have secure online access to their health
University Physicians of information.
Brooklyn - UFB & ACCGSS_ your
Student Life & Services \ : medlCE‘i| MyDownstateCare is available to Emergency
Prospective Students information Rfl)lom- Ambl.l_lat{d)?r Sllllrget[iyr Elmd Inpatients, and
. will soon expand to all patients.
Faculty online et B

Alumni

Administration

Community v e we wwew [
About SUNY Downstate

News & Events
Eiii MyDownstateCare

Universal Health Record

Computing p-Medical Students Excel in Annual National Residency Match Day

Employment
Fizorder Research Led by SUNY Downstate’s Dr. Jeremy Coplan Suggests Early

ife Stress May Cause Excess Serotonin Release Resulting In A Serotonin Deficit
Where the Brain Meeds It Most

Self Service

Accreditation

@ s » Animalto-Human Transmizsion of Ebola Virus Appears Tied to Increasing Human

Population Density in Forested Regions, Say SUNY Downstate Researchers
Dr. Robert Furchgott, 1998 3 % - =y Events Calendar

Nobel Prize Winnei - i
eide bl B Ethical Issues Surrounding the Control of Ebola by the U.S. to Be Explored at SUNY View All

Downstate December 4




RECOVER YOUR SUNY ID:

Hoame > Self Service

SUNY Downstate Medical Center

SUNY Employee Services Portal Login

Start Using | How to Log in | How to Change A«

Before using Link below, please
make sure you are able to open your
Lotus Mail using E-mail link on top of
this page.

If you are logging in for the first time,
our SUNY ID by

You will be re
Downstate web site to SU
Secure Login Portal.

File Edit View Favortes Tools Help
Please Enter: fill in all fields
Your LAST NAME
SSN LAST 4 digits
DAY of the month vou were born
Name of a person who => |approves your Timesheet
Last Name
First Name
Enter T APPEARMERE




ACCESS TO SUNY HR WILL BE FOUND AT:

i @ SUMY Downstate Medical Center i |

A D&Wnstare |
N Medical Center SUNY Downstate Medical Center

SUNY Downstate W) %2 Human Resources Self Serv

Education

SUNY Employee Services Portal Login

sity Hospital

Patient Information

Start Using | How to Log in How to Chany

Find a Physician

Ur ._ m- :. 5’{ F..Z :.. Ly ..L ian

Before using Link below, please
make sure you are able to ogen yo
Prospective Students Ay Lotus Mail using E-mail link
Faculty N & s this page.

Alumni

Student Life & Semvices

SUNY Secure Login

Administration

Community
About SUNY Downstate

You will be redirected from the
Downstate web site to SUNY Central

News & Events Secure Login Portal.
Librarny

Computing . M. Mahmood Hussain Named SUNY Di

Employment
P Healthfirst and Reach Out and Read of Gr

Downstate Medical Center
@ pa 5 Guest Reader, City Council Member Mat
afoks - RN e k= SUNY Downstate Will Sponsor Two STAR

Dr. Robert Furchgott 1998

Self Senice




ACCESS TO SUNY HR WILL BE FOUND AT:

http://www.suny.edu/time

Sign-on Screen

€ SUNY SECURE SignOn

* Required Fields

Campus:* |D0wnstate Medical
User ID: | JANE.DOE
Password:* |

Remember me?

UNAUTHORIZED ACCESS PRO

Trat Stte Uraridy - - ————

of N York Caopyright @ 2012 The State University of New Yo
Contact Us :: WEE ACCESSIBILITY :: Privacy Poiit




CLICK ON THE "HUMAN RESOURCES SYSTEMS” TAB

« SUNY SECURE

Employee Services Portal

& Business Systems Applicatio) E-Business Senvices

Human Resource Systems
IDL Inguiry Form

= Training/Presentation Materials

Data Transfer System — SUNY Emergency Alert
Presentation Materials - Demonstrations - Documents

University Systems Strategic Business Plan

SUBOA Warking Committee Status Meetinas

Finance and Management

SMRT Training Document
Web/Leqgacy Training Documents and Procedures

Finance El Training Template

Institutional Research

Academic Programs Enterprise System (APES) Campus View Demonstration

Data Transfer System (DTS) Demonstration
Institutional Research SUNY Management Resource Tool (SMRT) Demonstration

SUNY Business Intelligence Initiative (SBII) Dashboard Basics Training

Security
Security Administration Tool Manual
Security Administration Tool Web Training

Enroliment Management Specialty Websites Mg

i Employee Directory

The online directory provides the ability to search for employees in the SUNY Can
Directories.

SUNY Campus Directories

Enter gne or mare search criteria.

Last Name: |

First Name: |

@® Begins with (O Contains
| Search | | Clear Form
{Resulis open in a new window)




TO ENTER, CLICK ON THE “TIME AND ATTENDANCE" TAB

—~ Welcome: MDEANE  Campus: 28100 - Downstate Medical Return to B
% SUNY SECURE

o The State University of New York|HR Home

Martin Deane e 135188
Resources for: MNYS D N01596122

Self Service Notifications

Imeand Vel - ypdate Address Your pay stub can be viewed through the
“View Paycheck” feature as of the Monday
preceding pay day.

Attendance  Paycheck

You address can also be updated through
this feature.




SUNY HR SECYRE SIGN-ON SCREEN

 One-time Security Screen

Security Questions (5\;5

Yorkflow
Finance In order to ensure your identity matches your information before being allowed to

Human Resources access personal data, we require that the following questions be answered:

Please contact your Human Resources office with any questions regarding the information required below.
First Name

| |
Last Name | |
SUNY ID(not your SSN. ID provided by HR) | |
| |
| |

Date of Birth (in MM/DDYYYY format)

User Name

| certify that the above is my correct personal identification information [l

For security reasons your sign-in may be different the first time
you enter the Time and Attendance System -*use the SUNY
ID provided by HR for the third question.




CLICK ON THE “TIME AND ATTENDANCE"” TAB AGAIN

Welcome: MDEAME Campus: 28100 - HSC AT BROCKLYN Return to Employee Portal Sign Off
< SUNY SECURE

ome Time & Attendance System

Monday, March 10, 20114 + 12:58:26 PM

Name: Nartin J Deane Suny ID: 135188
Local Campus ID;

Employment Roles
Status Rale Type Effective Dates
& Regular State Employes 12/06/2004 - [N End Date]

Displaying single result.

Time and Attendance |




NEXT, SELECT MONTH(ACCRUAL PERIOD)

Employee Info Time Record Hiztory Request Times Off Adjust Balances Manage Helidays Setup De=ignes Superwvizor Werk Roster
Campus: 28100 Supervisor: ALAMN DZIJA

Department: 8532050: Purchasing

e Current Month (or
[January 2012 ~ Pending % Change Period Accrual Period) Comes
Up Automatically

The status of any given

. Sick® amily Sick Voluntary Holiday Mon-Chargeable
Used Reduction Time Floater Regular Time Reason
month is reflected here (R . . ; . "
in the above drop-down: [P o o o o o -
15 0.0 0.0 0.0 0.0 0.0 0.0
0.0 0.0 0.0 0.0 0.0 0.0 0.0

Working: Open for you 177.00 ' ' ' 10
to make entries

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

Pending: Submitted to

your supervisor e ; ’ *
T a8 9 10 11
Approved: Reflected
once Supervisor has " * * v *
Signed_oﬁ 21 22 = 24 25
26 27 28 29 30 31

- Saved Time Off Request.
ending Time Off Request.
4 - Approved Time Off Request.




A FEW NOTES ABOUT ACCRUAL BALANCES

Accrual Period

|Januar3.-' 2014 ~Pending |[™ Change Period

Accrual Balances

. — Family Sick WVoluntary Lost Holiday Mon-Chargeable
sEe UEEE LT = Used Reduction Time Floater Regular Time Reason
Beginning 3225 175.25 0] o 1 0 0]
Charged 2.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Sub-Total 30.25 175.25 o 1.0
Earned 275 1.75 0.0 0.0 0.0 0.0 0.0 0.0
Adjustments 0.0 4 0.0
Ending 33.00
& Imcluder family sick lsave balancs
Time Charged Double-click a day to add or [L.corual Charge
January 2014
Sunday Monday Friday turday
30 days contractual
s i Family Sick Leave Non-Chargeable
Tracked Here, Time ( Such as
12 13 . R
Deducted from Sick. FIoaterEPLUL'JA\SIB_geguIar conferences, jury
18 - Family Sick charges Vi HQI'd S duty, off-site
relate to the medical our Hofiday fota Vacation meetings, etc.)
26 27 care of a direct family Tracked Here, Not

Deducted

member.




ENTER CHARGES FOR VACATION, SICK, OR OTHER.
THEN SAVE!

Employee Time Record for January 2014

Accrual Period

IJanuary 2014 ~ Pending | Change Period

Accrual Balances

— Lossoas e e ™ RiaiTaen — Floster Reason
Beginning 3225 17525 a o 1
Charged 2.0 0.0 0.0 0.0 0.0 0.0
Sub-Total 30.25 175.25 a 1.0
Earned 275 1.75 0.0 0.0 0.0 0.0
Adjustments 0.0 0.0 0.0 0.0 0.0 0.0
E ing 2200 17 ¥.00 AL
& Includss family sick leave balarcs

Time Charged
January 2014

¥ add or update an Accrual Charge

Sunday Monday Tussday Wednesdsy Thursday Ssturdsy
1 2 4
Meaw YWear's Da
5 G ¥ = 9 11

12 13

- 20 Any time away from work, Hses
* ” when you are scheduled

16

30

to be working, should be
reflected on the monthly
calendar view. day Time Worked

Holiday Name Floater?

Hew Years Day ™

(Nots: Pressing <.l Focus the cursor on the associatsd form field )

™ I certify that thi tpresents a correct accounting for the specified period.

Submit To Supe Sawve Time Record Cancel/Return to Home




A) VIEW OF SUB-MENU PRODUCED BY CLICKING ON
INDIVIDUAL CALENDAR DATES —

SINGLE-DAY ENTRIES

Single Day Leave
From Date:
Vacation:
Sick:

Family Sick:
Holiday:
Floater:
Voluntary Work Reduction?
Deficit Reduction:

Lost Time:

Military Leave:
Hon-Chargeable:
Hon-Chargeable Type:

Adjustment Reason:

Comments (z) :

Note: Pressing <Alts and an undsrlinsd

Save | | Cancel

CLICK HERE to
Time Record Posting CHANGE to
MULTI-DAY
VIEW

Show Multi-Da

o]
=t
(g )
=%
™
(=)
=%
=

Best used for absences of 1 day
or less (.25, .50, or .75)

TS

Administrative Leave

: Best used for absences of two or
more days, for the same reason code and within the
same month.

chavacter will focus the cursar on the assaciated form fisld )




B) VIEW OF SUB-MENU PRODUCED BY CLICKING ON
INDIVIDUAL CALENDAR DATES —

MULTIPLE QAY ENTRIES, SAME REASON CODE

Time Record Posting CLICK HERE to

: MULTI-DAY CHANGE to :
Multiple Day Leave = SINGLE DAY Show Single-Da
From Date: VIEW
*To Date (2):
* Charge Per Day (0-1.0): 1

* Accrual/Leave Type:

Adjustment Reason: Best used for absences of 1 day or
less (.25, .50, or .75)
Comments (s) .
: Best used for absences of two or
more days, for the same reason code and within the
{Note: Prezsing <Alt> and an undarlined charaster will focus the cursor on the assostated farm field ) same month.

Save ‘ | Cancel ‘




ENTER CREDITS FOR ANY HOLIDAYS WORKED-

IF YOU DID NOT WORK THE HOLIDAY, NO ACTION IS REQUIRED
THEN SAVE!

Accrual Period

[Jarnuary 2014 ~ Pending |~ Change Period

Accrual Balances

Employee Time Record for January 2014

Hon-Chargeable

Hame Wacation Sick*
egular Time Reason
Beginning 32.25 175.25 n] [u]
Charged 2.0 0.0 0.0 0.0
Sub-Total z0.25 175.25 The System does not
Earned 275 1.75 0.0 0.0
0.0 0.0

N automatically enter Holiday
Time Charged credits, If you work a Holiday
e, = please enter the accrual and

* Incluwdles fam

§ . then ‘SAVE.” -
g = I (As arule: Full-time enter “1”, e

! Part-time is dependent on work —
schedule and/or percentage of
time worked.)

Time R Holiday Time WWorked
Holiday Name Floater? Observed Date
Mew Years Day rd O1/01/2014

s the cwrsor o the associated form fislid )
I I certify that t epresents a correct accounting for the specified period.

Submit To Supervisor Save Time Record Cancel/Return to Home




ABOUT
“TIME RECORD COMMENTS”

Employee Time Record for January 2014

Accrual Period
IJanuary 2014 ~Pending % Change Period I

Accrual Balances

eme Vacaton T L s —
Beginning 3225 175.25 a = = =
Charged 20 0.0 0.0
Sub-Total 3025 175.25
Earned 275 1.75 0.0
Adjustments 0.0 0.0 0.0
Ending 33.00 177.00 .
* Includer family sick leave balancs USe thls bOX to
Time Charged indicate your set schedule. pn Acorual Charge
anuary .
Tiercay Tossse; (Mandatory for calculation of =
holidays earned.)
5 T 11
” " Use this box *
19 z to indicate any items you'd like %
2 28 noted on your record for your
supervisor or for audit
T purposes. (Examples might be
* P -Pending Time Off ReWlest.
+ A-Approved Time Off Request Advocacy Day’ Conferences,
Time Record Comments Dental Appointments, etc.)
[Me Comments.] Earned Amaount
Additional Example of PT monthly ’
Comments: lontry: 90% M-F
(Note: Pressing <Alts and an underiined chavacter will focus the cuwrsor on the asscciated form field )

[ I certify that this time report represents a correct accounting for the specified period.

Submit To Supervisor Save Time Record Cancel/Return to Home




LAST STEPS:

REVIEW ENTRIES FOR ACCURACY,
CERTIFY (SIGN), AND LASTLY,

SUBMIT TO SUPERVISOR.

Employee Time Record for January 2014

Accrual Period

January 2014 ~ Pending [+ Change Period

Accrual Balances

. . Family Sick  Voluntary Lest ~ Hsolid=a y lon-Chargeable
e MEEs I =EE Used Reducticn Time Floater Regular Time Reason
Beginning 3225 17525 a a 1 o o]
1) REVIEW Charged 2.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
YOUR ENTRIES Sub-Total 30.25 175.25 a 1.0
Earned 275 175 0.0 0.0 0.0 0.0 0.0 0.0
for ACCURACY ustments 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Ending 33.00 177.00 1.0
ecludes family sick leave balance
Time Charged Double-click a day to add or update an Accrual Charge
January 2014
SSSSS v NManday =sdsy Thursday Friday
1 2 3 4
---- = Day
5 G 7 8 9 10 1"
12 13 14

7 NOTE: THE SYSTEM WILL NOT
@ ALLOW SUBMISSION OF A
MONTH UNTIL YOUR

SUPERVISOR HAS APPROVED
THE PREVIOUS MONTH.

[ T certify that this time report represents a correct accounting for the specified period.

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




SIGN OUT OF THE SUNY BROWSER AND CLOSE.

CURRENT USER STAYS SIGNED-IN FOR UP TO 20 MINUTES. To
ensure your privacy and system security, in addition to “Signing Off,” you
will also need to “X” out of the SUNY browser. (You can do this by clicking
on the box in the upper right hand corner of your screen).

Step 2:
CLOSE
BROWSER

yme-flow?execution=ebs1
B3] SUNY-Banner & SUNY [ Oracle [5] AISRC B Mame Form §@ Na

STRITI Campus: 2Z802] - BINGHAMTON UNIVERSITY

itate University of New York | Tiig4

B TASsignup 7

rtal _Sign Off il

TAS Home




OPTIONAL FEATURES AND NOTES




SUPERVISOR'S OPTION:
ELECTRONICALLY REQUESTING TIME OFF

Time and ~
— REQUEST TIME

Request Time Off OFF Supervizor Work Roster
Campus; 23100 0 Supervisor; ALAM DZIJA
Department; ,‘\“e Selection
o e\o‘“
\\G‘(\@o ‘Q \“ Time Off . 2quest

(o 0\
@eo \“e ee“ Vacation Sick® Family Sick

Tims Record

History

Voluntary Haoliday
Used Reducticn Time Floater Regular
32258 175.25 0 1 0
{on 04/30M4 28.25 182.25 0.0 0.0 1.0 0.0
2d on the ctorvent accorual and employment imformation and may not = T Theze amounts ars jor planning puposes snly.
x¥isting Time Off Requests Double-click a day to add or update a Leave Request
March 2014 << Year < Month Today Month = ear ==
Sunday hMonday Tussday Wednesday Thursday Friday Saturday
1
2 3 4 L] G T 8
9 10 11

16 17 18

- — - This feature is to be used or not, at the
discretion of individual supervisors.

30 kh|




WHEN USING THIS OPTIONAL FEATURE,
REMEMBER TO “SUBMIT” YOUR REQUEST

Tume O Request
Entitlement Balances

Hame Wacation Sicks Family Sick

e = e o Once an employee has submitted a
- Eetimtted ot Ragteecs Butart e e bssedt o she e et sl ancd eomptonmari informcior s mes ot vy eEst e e SuEeiEer fi ] el
e on their calendar with a “P” for pending.
. . - . Once the supervisor has approved the
- request, it automatically populates on
the employee’s screen without the “P,”
* without the need to re-enter the time.
26

Changes, additions, deletions can be
made at any point, this isn’t a “contract.”
s Be aware that unresolved requests can
oliday Float Ld prevent your successful monthly-time
record submittal.

Submit To Supervisor




ABOUT FLOATERS

NEW WAY OF THINKING: “Y” and “N” indicators ARE NOT ASKING
IF YOU DID OR DID NOT WORK and no action is required on your
part, other than entering your earned Holiday credits (if you worked).

Holiday Time Worked
No Action Needed . .
for Floaters “Y” or Holiday Hame - Floater? EﬂhEEWEd Date  Earned Amount
“N” : :
Lincaln's Birthday ¥oor 02n22014 1
Washington's Eirthdaﬁ I 0211712014 0

If you worked on the day of the Floater — If you worked on a Holiday change
changethe“1” toa*“0” the“0” toa*“l”
but but

If you took your floater after it was earned if did not work the Holiday — no
—no action is required. action is required.




ABOUT E-MAIL NOTIFICATIONS

* You will receive system-generated e-mail reminders
from noreply@suny.edu to remind you when you have
an item(s) that requires your attention (such as a time
sheet due).

* Please sign-in to the system and take care of any
pending items.

e |f left unresolved, your pending items will generate
email reminders to your supervisor, continuing up a
level of supervision until item is resolved.




ABOUT LEAVE DONATIONS

FOR THOSE DONATING VACATION DAYS:

*Your generous Leave Donations will continue to be administrated
through Human Resources, following the current process.

*Upon receipt of your Leave Donation Form, a member of the TAS
Team will make the necessary electronic transactions.




ADDITIONAL COMMENTS:

IF YOU RECEIVE OVER TIME

YOU MUST:
- COMPLETE SECTION 2 ON A PAPER TIME SHEET
- GET APPROPRIATE SIGNATES REQUIRED AND
- SUBMIT THE PAPER COPY OF YOUR TIME SHEET TO PAYROLL

PLUS

YOU MUST COMPLETE THE ONLINE TIME SHEET




Questions?

Martin Deane — AVP Materials Management
x-3199
Marty.Deane@Downstate.edu

For Accrual Discrepancies
contact Payroll x- 1139
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