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ACCESS TO SUNY HR WILL BE FOUND AT: 



ACCESS TO SUNY HR WILL BE FOUND AT: 

 
 
First, you will encounter a 
Sign-on Screen  

Suggested Bookmark   

Enter  
Downstate Lotus Notes  
User ID and Password 

http://www.suny.edu/time 



CLICK ON THE “HUMAN RESOURCES SYSTEMS” TAB  



• Your pay stub can be viewed  through the 
“View Paycheck”  feature as of the Monday 
preceding  pay day. 
 

• You address can also be updated through 
this feature. 

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



CLICK ON THE “TIME AND ATTENDANCE” TAB AGAIN 



 NEXT, SELECT WORK ROSTER 

Click Here 



SELECTION TO VIEW AND APPROVE THE ELECTRONIC  
RECORD STATUS OF DIRECT REPORTS.  

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

SUBMIT when 
COMPLETE 

SUPERVISORS WILL HAVE A “WORK ROSTER”  
 

Click Here 



SELECTION TO VIEW AND APPROVE THE ELECTRONIC  
RECORD STATUS OF DIRECT REPORTS.  

SUPERVISORS WILL HAVE A “WORK ROSTER”  
 

If an employee is missing from your Work Roster or 
should not be on your work roster you must Contact 
HR for Corrections 

 Employee List – Contact 
HR for any corrections. 



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 
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