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ACCESS TO SUNY HR WILL BE FOUND AT:

Find A Physician Home | Library | myDownstate | Mewsroom | A-Z 4

A DownstaTE

Medical Center
SUNY Downstate

Education Dr‘- Lori A. Esca“ier Home Self Service

Research

University Hospital ) J oi n s s U NY D own st ate SUNY Downstate Medical Center

fbenit inkiomctinn Human Resources Self Service

Find a Physician : = as Dean of the Co“&ge

University Phy
Brooklyn - UPB

L3
Student Life & Services o'f N urs‘“g Start Using ~ How to Log in . Changing Address  Time and Att
Prospective Students
Faculty ¥ :
Learn more... SUNY secure Login

Alumni

Find A Physician Home | Library | myDownstate | Mewsroom | A-Z Guide | E-mail | Contact

SUNY Employee Services Portal Login

You will be redirected from the Downstate web site to SU
If you need to obtain your SUNY ID, click HER
If you need to obtain your NetlD, click HERE.

Administration Central Secure Login Portal.

Community ¢ ¥ 9 9w ewe
About SUNY Dowrstate

MNews & Events

Library The Self Service modules are:

Computing . G. Gruessner Named Chair of Surgery at SUNY Downstate TAS (Time and Attendance]} — Mo more paper time shests!

Employment
Opportunities imicrobial Products Can Do More Harm than Good Questions? Click tab abowe for Time and Attendance FAQ.

Schedule your vacstions, put in your sick leave, get your supervisor's approval, get e-mail notifications- all online.

gbal Call to Action on Antimicrobials from Scientists Published Today; SUNY Downstate's Dr. View Paycheck — svailable to =il employees. Paycheck information will be displayed on the Manday before
Geer among the Authors paychecks are distributed. The paycheck views contain the same information as your hard copy pay-stub that is
issued each payday. The printed screenshots should be useable by any financial institution requiring copies of
your recent payroll records. Hard copy pay-stubs will continue to be distributed to all employees.

Self Service

” Dr. Lori A. Escallier Named Dean of the College of Nursing at SUNY Downstate
Update Address — This option can be used as an alternate method of notifying HR and Payroll of an address
change. If this feature is used, the Personnel Data Update Form no longer needs to be completed and submitted
to HR or Payroll for address changes. Once the self-service address change is sccepted, s statement identifying
. . E other vendor services contact information will be available. You must separately notify your Union and all ather
Research Training Program in Ukraine -, retirement and insurance providers of your address change.

¥ Amid Russia Conflict and Drug Epidemic, SUNY Downstate Researchers Battle HIV in Ukraine

Mew York Stafe International Training and Research Program Receives $1.5 Million fo ConduciH|
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ACCESS TO SUNY HR WILL BE FOUND AT:

http://WWW.SunV.ed U/time Suggested Bookmark

Sign-on Screen
D D WNSTATE

f3NetiD |

eb Login

Uszemame:

Enter your NET ID

Enter your
Network Access ID

Sign in

Paz=word:
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RECOVER YOUR SUNY ID:

Home = S5elf Service
SUNY Downstate Medical Center

Please fill in all data fidds and click Enter.

SUNY Employee Services Portal Login Vo LASTNAME [ |
YouwSSNLAST4dgts = | |
Start Using | Howtologin | How to Change Ac DAY offhe monhyouwersbom | | eg 25 2sin0925/1981

Name of a person authorized to approve your Timesheet.
Last Name | |
First Name | |

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

I hereby certify that the information provided above is true and accurate, and I auhorize
If you are logging in for the first time, the Department of Human Resowrces to update niy record accordingly.
our SUNY ID by | Erter

YOU SUNY ID # WILL
ALL fields are required APPEAR HERE

You will be re
Downstate web site to SU
Secure Login Portal.
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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)
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SUNY HR Self Service

self Service
N g &
L &
Time and Wiew SUNY HR

Attendance Paycheck self Service

Hover aver icons to see functionalty.
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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 |
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SUPERVISOR WORK ROSTER:

CLICK ON “WORK ROSTER,” TO VIEW THE PENDING TIME RECORDS AND/OR TIME OFF REQUEST, OF YOUR EMPLOYEES.

Friday, December 14, 2012 * 3:48:55 PM

Home | SupervisoriApprover: Work Roster | Facilitator: Search | Work Roster | Campus Rules
Supervisor Pendimy,
SupervisoriDesignee): Jok

Employee: Time Record

History = Reguest Time Off

Motes:

As submitted at 9:20:13 AM
« Time records must be approved in chronological order.”

Pending Leave Requests

. Neg. Requested Scheduled? Fost- Approval
Flassified Employes L e o Yes No E?:::L:::tf Approve Deny Postpone
Jane Doe (12345) 02 05/M12/2015 . Vacation Leave 4425 .
Jane Doe {12345} ) 0z 05M18/2015 25 2.5 Hours Vacatiun Leave 4175 .
Jim Long (67891) 02 05/26/2015 04A 0.5 Hours Vacation Leave 450 F
¥ . Estimated Pst-Reguest Balances are based on the current acernal and eniployment igformation and may not rgfiect the acmal balance on thar date. These amounts are for planning pupases only.
Pending Time Records Approvals
f Neg. Accrual Time Charged (Hours)
J D 1234 5(: e s Unit Pericd Vacation Sick Holiday Other
dane uoe
) { } 0z 04/23/2015 - 05/06/2015 1 ] ] ]
[ Details ] [History =k A
James Long (67891) 02 05/07/2015 - 05/20/2015 0 0 0 0
[ Details ] [History7 4

Submit | | Reset |

Employee Roster

Current Employees

Employee Title

MNext Timesheet Date
Jane Doe (12345) Administrative Aide

04/23/2015

Actions

Request Time Off | Work Schedule |
Page 8 of 26
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SUPERVISOR WORK ROSTER CONT'D:

1) Pending Leave request — must be approved before

any time records within the same pay period.
SupervisorPending Approvals Roster y pay p

SupenvisorDasignes| Jofin Smith (45678) 1 . .
Nots: : el o S i) s s 90 5L 2) Determine the necessary Action (approve, Deny, or

+ Time records mustbe approved in chronological order" i(l)jstppr:je) . . < for th | ’
enied action requires comments for the employee’s
Pening Leave Requests Information.
. Ny emessd  foi Chage Slgdle? _Post Aprol “ -
T Uit LeaveDakes  Hows  PerDay Charge Type Ve g:“:;::t e e 3) Then, Submit
Jane Doe (12249) 0 CBazs 0 o . .
0w 4) Pending Time records — Supervisors must View
e Doe (12345) ! 0 s ) : ords us
0 GO Employee’s Electronic Time Record by clicking on
I . H - - -
dim Long (67891) Details under the employees name. This will bring up the

completed time record for the employee.

. Extmated Por-Reqnect Batancez ave based on the curvent acerual and evployment nformarion and way nat vflect he actaal balance on that date. Wece amonnts are for planning purgoses anly.

5) Once time record has been reviewed, determine the

Pending Time Records Approvals )
it e Chare s necessary Action (Approve or Deny)
Jane Doe (12245 Vaalon Sk foliy  Ofer **Denied action requires comments for the employee’s
ang ae‘( ) 1 0 0 0 Information.
| Dea | | Hstor |
James Long (67891 , ,
[m][wgé] | ! ! ! ! 6) 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.

| | Fest|

Employee Roster

Current Employess
Emplayee Tifle Next Timeshest Date Actions
- Jane Doe (12345) AdminsrafieAde 4230015 | Emplogee o | Time Record | istory | ReuestTine OF | Work Sehedle
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Create Work Schedule — Click on Work Schedule, Click on Start Payroll
Period

NVETGOIIIE S SECL AT SIS T S0 | UL R T | A VIS FEETLLIN N B0 CEURAI YR R Ll SR L
< SUNY SECURE

The State University of New York | Time & Attendance

Home

Wednesday, September 13, 2017 = 11:33:24 AM

Employee: Time Record Histony Reguest Time OfF Homs | SupervisorfApprover: Work Rester | Facilitator: Search Work Roster Campus Rules

Time and Attendance Record for

Gail B Moore (130650)
Employse Info Time Record Histony Reguest Time OfF ‘Work Scheduls Adjust Balances Manage Holidays Setup Designes
Campus: 23100 Supervisor:
Department:

Classified Employee Work Schedule
Existing Work Schedule Stack

Select Start Period End Period Start Date End Date Schedule Hours
20152016 14 09/24/2015 75.0
View Details | Update | Delete | | Add From Selected |

Add Employee Work Schedule

Schedule Range Schedule Accrual Type: NUD2 - Administrative Services - 37.5 HR OBL. Obligation Hours: 75.0
Start Payrol (cosn Gaeocen "] B i — o m
End Payroll _ _ = Thursday 05/07| 0

Period: [ ©pen CalendarH ] Friday 09/08 0
Saturday 09/02) 0
Sunday 0910, 0
Monday 0911 (]
Tuesday 0912 o
Wednesday 09/M13| 0
Week 1 Totals 0
Thursday 0914 0
Friday DS/M15( O
Saturday 0915 0
Sunday 0917 (]
Monday 0913 0
Tuesday 09M1% 0
Wednesday 09/20( 0
Week 2 Totals 0
Totals 0

Submit | Auto Fill Reset |

N
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Click on Start Pay Period, Select Radio Button, Select

Home

The State university or New

Employee: Time Record Histo Reqguest Tim
© ruman Ressurces - Time & Atiendance Sysiem - Gooaie AN == < - |

B Secure | https

Select Pﬁ::"
20M72018
20172018
20172018
20172018
201720158
20172013
20172018
20172018
20172018
20172018
20172018
20172018
20172015
20172018
20M72018
20172018
20172018
20172018
201720158
20172013

Select I [ Close ]

Payroll
MNumber

oz
03
04
05
oG
or
os
o9
10
11

12
13
14
15
16
17
13
19
20
21

Payroll
Cycle

»r »PrPrrrrrrrrrprkrkrkererer

s suny.edu/time/fl

2017-04-20
20170504
201705138
2017-D5-D1
2017-06-15
2017-06-29
20170713
2017 0D7-27
20170210
2017-D8-24
2017-09-07
2017-09-21
2017-10-05
20171019
2017-11-02
2017-11-16
2017-11-30
2017-12-14
2017-12-28
2018-01-11

L e e e e 3 O T ¢ e e et e v Y I e

Payroll Calendar

End Check
Date Date

20170502 20170517
20170517 20170531
20M17-05-31 2017-06-14
2017-05-14 2017-06-23
2017-06-28 2017-07-12
2017-07-12 2017-07-26
20M7-07-28 2017-02-09
20170809 20170823
2017-02-23 20170905
2017-09-D5 2017-09-20
2017-09-20 2017-10-04
2017-10-04 2017-10-13
2017-10-18 2017-11-01
2017-11-01 20171115
2017-11-15 2017-11-29
2017-11-29 2017-12-13
20M7-12-13 2017-12-27
2017-12-27 20138-01-10
2015-01-10 20158-01-24
2018-01-24 2018-02-07

Fizcal
Full Year

20162017
20162017
20162017
20162017
20162017
20172018
20172018
20172018
20172018
20172013
20172015
20172013
20172018
20172013
20172018
20172018
20M72015
20172013
20172015
20172018

Displaying records 1 to 20 of 90.
First Page | Previous Fage | Page 1 of 5 | Next Page | Last Page

S0P
Number

1622P
1623P
1624P
1625P
1626P
1701P
AT02P
1703P
AT04P
1705P
1TOSP
1707P
1T0EP
1709P
1710P
1711P
17T12P
1713P
17T14P
1715P

Jump to Page:1, 2,3, 4,5

S0P
Date

20170428
20170512
2017-05-25
2017-065-D9
2017-06-23
2017-07-07
2017-07-21
2017-08-D4
20170818
2017-09-D1
2017-09-15
2017-09-29
2017-10-13
201710-27
2017-11-10
2017-11-24
2017-12-05
2017-12-22
2015-01-05
2018-01-19

Close
Date

20170503
20170517
2017-05-31
2017-D65-13
2017-06-27
2017-07-12
2017-07-28
20170809
2017-03-23
2017-09-D5
2017-09-20
2017-10-D3
2017-10-18
2017-11-01

2017-11-14
2017-11-29
2017-12-13
2017-12-26
2015-01-02
2018-01-24

Transmission

20170502
20170516
2017-05-30
2017-065-12
2017-06-25
2017-07-11

2017-07-25
2017-D8-D3
2017-03-22
2017-09-D5
2017-09-19
2017-10-D2
2017-10-17
2017-10-31

2017-11-13
2017-11-28
20M17-12-12
2017-12-26
2015-01-08
2018-01-23

izorfApprover:

o

endance Record §

Wioore (130850)
Work Scheduls

Ad

[t Date

o9/o7
09/058
09/09
0910
0911
0912
v 0913
Totals
09/14
0915
0sM16
0917
o098
09/M19
v 09/20
otals
15

Total
Howurs

=] GOGOGOOIGOOOOOG

ployee Work Scheq

024/2015

hyee Work Schedul

AcC

Rec:
In

el BN 9 .\ V4 The State Linirversitey
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Review Employee Work Schedule, Start Period, Start Date, Input Hours
(In/Out) Work Schedule, Press Submit

Wednesday, September 13, 2017 = 11:43:05 AM
Employee: Time Record Histony Reguest Time Off | Homes | SupervisorfApprover: Work Roster | Facilitator: Search Work Roster | Campus Rulss

Time and Attendance Record for

Gail B Moore (130550)
Employ=se Infio Time Record History Reguest Time OfFf | Work Schedule | Adjust Balances Manage Holidays Setup Designes
Campus: 25100 Supervisor:
Department:

Classified Employee Work Schedule
Existing Work Schedule Stack
Select Start Period End Period Start Date End Date Schedule Hours

20152016 14 0972472015 75.0

View Details | Update | Delete | | Add From Selected |

Add Employee Work Schedule

Schedule Range Schedule Accrual Type: NUD2 - Administrative Services - 37.5 HR OBL.  Obligation Hours: 75.0

* Total |Record hours
Start Payroll [ Open Calendar 3 ] Date Hours |In Out n Out In Out

Period: . Thursday 0%/07| 0
Ensiel:izh:jr:ﬂll [ Open Calendar 3 ] Friday 09/08
Saturday 09/09
Sunday 0910
Monday 0911
Tuesday 0912
Wednesday 09/13

Week 1 Totals
Thursday 09/14
Friday 0915
Saturday 09/16
Sunday 0917
Monday 09M18
Tuesday 0919
Wednesday 09/20

Week 2 Totals

Totals

oocoocooococo0oooo oo

Submit | Auto Fill | Reset
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Completed Work Schedule

e F " ST + vwrrs y e 8 Famarmr | e W eerE g w e e e TSRS S v 4 s e ® ———

Time and Attendance Record for

Gail B Moore (130650)
Employse Info Time Record Histony Reguest Time Off Work Scheduls Adjust Balances Manage Holidays Setup Deszignes
Campus: 25100 Supervisor:
Department:

Classified Employee Work Schedule

Existing Work Schedule Stack

Select Start Period End Period Start Date End Date Schedule Hours
20152016 14 09242015 5.0
View Details | Update | Delete | | Add From Selected |
Schedule Range Schedule Accrual Type: NUDZ - Administrative Services - 37.5 HR OBL.  Obligation Hours: 75.0
Start Payroll [ Open Caltendar 5 ] Date i ot In Out In Out

- Thursday 09/07| 7.5 07:00a 12:00p 12:30p 03:00p
EnF?el:i?jy‘rjr:oll [ ©pen Calendar 3 ] Friday 09/08 7.5 07:00a 12:00p 12:30p 03:00p

Saturday 09/0% 0

Sunday 0910 0
Monday 0911| 7.5 07:00a 12:00p 12:30p 03:00p
Tuesday 09/M12| 7.5 07:00a 12:00p 12:30p 03:00p
Wednesday 09/13| 7.5 07:00a 12:00p 12:30p 03:00p

Week 1 Totals  37.5

Thursday 09/14| 7.5 07:00a 12:00p 12:30p 03:00p
Friday 09/M15| 7.5 07:00a 12:00p 12:30p 03:00p

Saturday 09116 0

Sunday 0917 0
Monday 09/M18| 7.5 07:00a 12:00p 12:30p 03:00p
Tuesday 09/M19| 7.5 07:00a 12:00p 12:30p 03:00p
Wednesday 09/20| 7.5 07:00a 12:00p 12:30p 03:00p

Week 2 Totals H
Totals 75
submit | _ Auto Fill | Reset |
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TIME RECORD:

. Time record will automatically open to the current pay period in
which you have been set up to being entering. To change pay
periods, select from the drop down shown below and click change

Time and Attendance Record for

i oo i e o i s et s et o period.
Supervisor: _lohn Smith
e e S mbwrt Enter time in and time out in the fields indicated below with time
worked each day. Enter A for AM and P for PM. Military time is also
aricd | accepted.
Time Record Accrual Type: NUDZ - Adrministratve Serices - 375 HR OBL  Scheduled Hours: 75.0
Record hours Summary Time Charged (Hours)
Date = o - om | S TR T W chg Teu Reg €1 OF Amn SL FSL R PLOORU T vew VAW Lom necng If vo d additi | field [ lick the first (+) butt
e e you need additional fields, please click on the first (+) button.
—— oille o Blio o o This will open up more time in and out fields on the particular day.
e e ode o . If employee works overtime, please indicate whether it was
Mo 828 oo 78780 o o 75 mandatory overtime by selecting the box under the Mdt OT column.
Tue 620 o o o o o o o
Wed 21 o o L] o o o o
N S —— o To enter time for on-call (recall), please click on the (+) button
Fisze oo ol o o under the on-call column and enter time worked.
. If employee had stand by shifts, please indicate number of shifts

under the Stand By column.

Employee Time Record for February 26 - March 11, 2015 . Once time worked has been entered, TAS will calculate the time
* You have pending time off requests on these days. Please refer to the details at the hottom of the page. worked within the summary columns (worked, charged, total,
Accrual Period regular, comp time and overtime).

25~ Feb 26 - Mar 11, 2015~ Working ¥ | Change Period

. Time charged hours are only displayed on the time record once the
Time Record AccrualType: NUD3 - Operaliona Servces - 40 HR OBL  Schedud Hours: 800 time off request has been approved by the supervisor (highlighted
e | I o et St Ty ELne} . imelkapediiis| in yellow). To charge accruals, employees must submit a time off
n ElL : . . . .
S [ o e GRS W Chg Tot Rep CTOT Amo SLOFSL G PLODRL T Hol VAW Lest NoChg request to their supervisors. See Time off Request section.
“Thu 2126 | 4] VR VY O
i 7 ‘ L2, olo owlo 0o . If.an employee has. pending time off request, the qlate of the request
Al will appear on the time record in red with a note displayed at the top
Sat 208 | 010 0G0 00 of the time record, indicating your pending request.
Sun 3 | = 00 000 010
Mon 32 | Al B0 000 0075
Tue 3 | Al 00 000 010
Vied 304 | Al B0 000 00
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OTHER FEATURES ON THE TIME RECORD

. Enter comments in the box indicated below if you wish to submit comments to your supervisor on your time record.

. Paid Hours — total number of hours entered within the pay period for each pay type (Holiday, Overtime, Extra Time, Lost
Time, Standby)

. Accrual Balances — summary of accrual balances for each accrual type and any amount charged within the pay period.

. View Holidays — list of all holiday/floaters that have been earned, charged and expiration date.

. PDF Report - Printable time record.

. Existing Time off Requests will be displayed.

. Audit Details of when time records have been submitted and action has been taken.

Time Record Comments Paid Hours Accrual Balances All Values are Hours.

[No Comments.] P:;L‘:;e H"[;"s Name Ann  Sick Family VRW PL Comp 40+(1) FI:::'dgig_ 40+ (2)
Overtime 0 Beginning 4675 21475 0 0 0 O o 0 0 o0

Additional Extra Tme 0 Charged 00 00 00 00 00 00 00 O 75 00
Comments: LostTme 0 Sub-Total 4675 21475 00 00 00 00 00 0 -75 0
i Standby 0 Earned 00 00 00 00 00O O 00 O 75 00

Adjustments 0.0 0.0 0.0 00 00 00 00 00 00 00
Ending 46.75 .75 00 00 00 O 0.0 0 0 0.0

[C] 1 certify that this time report represents a correct accounting for the specified period.

Save Time Record | Submit To Supe

View Holidays | PDFRepor‘tl

Existing Time Off Requests
Nothing found to display.

Audit Details
Nothing found to display.

s ol
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OTHER FEATURES ON THE TIME RECORD CONT'D

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: You will receive the pop up message if you navigate away from your time record in which changes were made and was not
save or submit to their supervisor.

Time Record Comments Paid Hours Accrual Balances All Values are Hours.
[No Comments ] P:;L‘;T H°[;"‘ Name Ann  Sick Family VRW PL Comp 40+(1) FI:::'dzig_ 40+ (2)
Overtime 0 Beginning 4675 21475 0 0 0 0 0 0 0 0
Extra Time 0 Charged 0.0 0.0 0.0 00 00 00 0.0 0 75 0.0
LostTime 0 Sub-Total 46.75 21475 0.0 0.0 00 0.0 0.0 0 1.5 0
Standby 0 Earned 0.0 0.0 0.0 00 00 O 0.0 0 75 00

Adjustments 0.0 0.0 0.0 00 00 00 00 00 00 0.0
Ending 46.75 21475 0.0 00 00 O 0.0 0 0 0.0

is time report represents a correct accounting for the specified period.

Save Time Record | Submit To Supervisor Approve | Deny |

View Holidays | PDF Report |

Existing Time Off Requests
Nothing found to display.

Audit Details
Nothing found to display.

R

Page 16 of 26




TO ENTER TIME OFF REQUESTS:

» Click once on the day you wish to enter the accrual charge.
 From the pop up box (shown on the next page), you will enter appropriate accruals.

Time Off Request
Entitlement Balances

. . Family Sick - Holiday
Name Vacation Sick* Used Personal Comp Time Over 40 Eloater Regular 40+ (2)
Current 40.25 207.25 0 ] 0 0 0 0 0
Post-Request”® (on
05/22/15) 44.00 211.00 0.0 0.0 0.0 0.0 0.0 0.0 0

* - Estimated Pst-Request Balances are based on the current accrual and emplovment information and meay not reflect the actual balance on that date. These amounts are for planning purposes only.

Existing Time Off Requests Click a day to add or update a Leave Request

May 2015 [ =< Year < Month Today Month = Year > |
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2
3 4 5 6 7 8 9
1 - Vacation Leave (A) Pay period start
10 1 12 15 16
2.5 - Sick Leave (P)
17 18 19 22 23
24 25 26 29 30
Memorial Day
31

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

o .
& )
., &

’1—5_-H Sy OF e
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TIME OFF REQUEST — CONT'D

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 hours only) in the accrual type you want to charge, then select
Save or Save and Submit. Once approved, the accrual charge will appear on your time record.

Notes:

Single Day Leave (using quarter units)
From Date:
Vacation:
Sick:
Family Sick:
Holiday:
Floater:
Voluntary Work Reduction:
Deficit Reduction:
Lost Time:
Military Leave:
Non-Chargeable:
Non-Chargeable Type:

Personal:

+ Please enter comments if charging less than a full ¢

Time Off Request

As submitted at 11:22:46 AM

Show Multi-Day
0
0
0
0
0
0
0
0
0
0

Administrative Leave v

0
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MULTIPLE DAY TIME OFF REQUEST:

. Enter the increment (increments of .25 hours
only) in the accrual type you wish to charge, then
select Save or Save and Submit.

. Save — will allow employees to enter the time off

request but not submit the request to the

Notes: Aa submitied at 11:2558 AM .
+ Please enter comments if charging less than a full day.” su perVISor
. Save and Submit — allows employees to save and

Multiple Day Leave (using quarter units [ Show Single-Day | . .
E— — submit the request all at once to the supervisor.
Tom Date: 05/0812015
“ToDate (2): (mmyddiyyyy)

* Charge Per Day: 1 Reminders:

* AccruallLeave Type: Select . M . .

I - «  Pending Time off Request - the date of the
Adjustment Reason: Selet .. M i i . .

request will appear on the time record in red with

C s (1) : . .

e ; a note displayed at the top of the time record,
indicating your pending request (see screen print
(Note: Preccing <Alt> and an nnderlined character will focns the enrsor on the aczociated form field ) under tlme reco rd).
Save | |_SaveAnd ubmit| | Cancl | «  Approved Time off Request — will appear under

the time charged section of the time record (see
screen print under time record).

. Charge accruals can not span across multiple
pay period.

. If a holiday falls within a time charged, a separate
entry must be submitted, excluding the holiday.
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STATUS OF TIME OFF REQUESTS:

Time Off Request

Entitlement Balances

Family Sick Holiday

Name Vacation Siek® Used Personal Comp Time Qwver 40 Floater Reqiar 40+(2)
Cument 4025 725 0 0 0 0 0 0 0
PostRequest! (on
5115 4400 2100 00 00 00 00 00 00 0

*. Ectimated Pxt-Requect Balances avs bazed on the corment acerual and employment information and niay ot reflect the actual balancs on that date. Thece amonniz are for planning purpazes only.

Existing Time Off Requests (Click a day to add or update & Leave Request
May 2015 [«Vear <Month  Todsy  Month> Years» |
Sunday Mondsy Tuesda Wednesday Thursday Friday Safurday

1 2
] 4 5 [} 1 8 9
1-Vacation Leave (A) Pay penod start
1 i 12 13 14 18 16
2.5-Vacation Lezve [F)
i 18 19 ] U n 4
2.5 -Vacaton Leave ) Pay penod start
U 1 1 un I H bl
Memorial Day 0.5 Vaggon Leave [P
7.5 - Holiday Comp Leave
i
« 5-5aved Time Of Request
+ P-Pending Time Off Request
+ A-Approved Time Off Request
Previously Submitied Leave Requests
Requested #of Scheduled? Date Dite Actions
s LeaveDates  Houwrs Type Yes Mo Rezson Submitied Approved Submit  Withdraw  Approve  Deny
Pending 0526015 05 Vacation Leave 05262015
Pending 05182015 25 Vacation Leave 05/182015

f /18201
Pending 05202015 25 0511502015
Approved 05052015 05052015 05/06R015

submitActiors | Reset |

Reminders:

Once the request has been saved or save/submit, it will
appear on the calendar and under the Previously
Submitted Leave Request along with the status (Saved,
Pending and Approved). If you have not submitted the
request to your Supervisor, select the radio button and click
Submit Action. Once approved, the request will appear on
the corresponding time record.

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

To withdraw a previously submitted leave request that has
not been approved by the supervisor, simply select the
withdraw radio button next to the associated request and
then click Submit Actions.

Employees will have the ability to submit a time record with
pending time off request.

Time off requests can not span across multiple pay
periods.

If a holiday falls within a time off request, a separate entry
must be submitted, excluding the holiday.
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1) TO TAKE ACTION ON A PENDING TIME RECORD ONCE THE SUPERVISOR HAS CLICKED ON DETAILS FROM
THE WORK ROSTER AND REVIEWED THE TIME RECORD, PLEASE CLICK APPROVE OR DENY.

2) ONCE ACTION HAS BEEN TAKEN, THE PENDING TIME RECORD WILL BE REMOVED FROM THE WORK
ROSTER.

3) IF APPROVED, THE TIME RECORD WILL CHANGE TO AN APPROVED STATUS UNDER THE ACCRUAL PAY
PERIOD DROP DOWN

4) IF DENIED, THE TIME RECORD WILL SHOW AS DENIED WITH REQUIRED COMMENTS FOR THE EMPLOYEE
TO CORRECT AS NECESSARY AND RESUBMIT TO SUPERVISOR.

Time Record Comments Paid Hours Accrual Balances Al
[No Comments ] Pay Type  Hours Name Ann  Sick Family VRW PL Comp 40+(1)
Holiday 0 Fl
Qvertime 0 Beginning 4675 21475 0 0o 0 0 0
Additional ExtraTime 0O Charged 0.0 0.0 00 00 00 00 00
Comments: LostTime 0 Sub-Total 46.75 21475 00 0.0 00 0.0 00
Standby 0 Eamed 0.0 0.0 00 00 00 O 0.0

Adjustments 0.0 0.0 0.0 00 00 00 00 €
Ending 46.75 21475 0.0 00 00 0 0.0

[C] 1 certify that this time report represents a correct accounting for th

Save Time Record | Submit To Supervisor Approve Deny

View Holidays | PDF Report |

Existing Time Off Requests
MNothing found to display.

Audit Details
MNothing found to display.
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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.

% SUNY SECURE

Hoe The State University of New York | Time & Atteng

Welcome: | Campus: Return to Employee Portal Sign Of

Friday, [ 12+ 3:19:13 PM
Employee: Time Record | History | Reguest Time Off | Home | Supervisor/Approver: Work Roster | Facilitator: Search | Work Roster  Camp

Time and Attendance Record for

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

New Years Day
Martin Luther King Day
President’s Day

Memorial Day Floating Holidays
4% of July Lincoln
Labor Day Election Day

Columbus Day
Veterans Day
Thanksgiving Day
Christmas Day




Payroll Internet Website

Find A Physician

SUNY
D(_)\ VNSTATE

Medical Center

Payroll ) Tima and Attendance

SUNY Dowr Medi

Payroll / Time and Attendance

Hehl ks o
Contact Us
Msterils Management

The Downsiate
Family of Senices

Accounts Faysble

P; [ Time and
Fatnionee

Value Anzlysis

Quicklinks

« Forms and Documents

Mission Statement

Home | Library | myDownstate | Newsroom | A-Z Guide | E-mail | Contact Us | Dir

Adan

. _ ) ; A Payroll/Time & Attendance M‘
Mission Statement The Payroll Daparimant is 2 dedicated fam of grofessionats cammitted to paying employess on-ime and sccurstaly; to providing employees with excallence in custamer senvice and to supporting campus efforts fo schiave its mizsion. e =
e

Vision Statement: The Payroll Department will shvays support SUNYDMC ss it works to achieve its mizsion. Wa will provide lesdership in respact 1o our professionalism and knowiadge of payrall pracfices meking sure that SUNYDMC stays in compliance with SUNYHR, the respactive collective Bargaining units within the Fax:  718-270-4143

institution, and Offioe of the State Compiraller's payroll and taxstion issues . WWe will be recepiive and respansive to emplayees' and other departments' needs Bl 10
Email: _eMail Fayrol

Qur vision will be accomplished by: Location:  ADMFAC [151 E34th 5t Trailer) Roam 104
Hours:  W-F 3am to Spm, Walk-ins 10am to Jpm.

Fuffiling the Fayroll Department's mission statement.

except holidays

ystem and campus payroll paicies whike enfiancing emplayez developmentl opporiunitiss. Director.

Ll
& Proiding center-wide communication and training in usags and interpretation of TAS (Time and Atendance)
+ Continuing the deparmntal education in regards to technolagy.
o Exploring every available avenue fo convey information to our customers and updating our websie to Faciitate commanication with the campus community

VP

Core Values: Confidentisity, Indivicuslityl Empathy, Teamwork, Hanesty, Aceuracyi Timeliness, Trust/ Accountabilty.

Forms and Documents

PAYROLL:

Calendar- NYS Pavroll Periods {with coresoonding calendsr dates)

Cerlificste of Nonresidence snd Allocstion of Withholding Tex (IT-2104.1)

Direct Deposit Form for NY'S Employees (AC2772)

Employee's Withholding Allowsnce Certificste (IT-21041

RS W-4 Form

Municipel Credit Union Deduction Authorization

Payroll Autherizstion Farm
Payroll Authorizstion To Mail Checks

Payroll Dats Updste Form for Student Azsiztant & Collags Workstudy

jor Year Social Security and Medicare Tax Refund Certfication

Property Tracking Form
Report of Overtime Meal Allowance
Requast for Dunlicats W-2

Supenisor's Report of Overtime

TAX INFORMATIO

Tax for Lump Sum Payments

Jennifer Del Rosario, Dir. 718-270-1315
Fatricia Ralph, Asst Dir. 718-270-8448

Craig Campbell 718 613

Wieb feedback welcomed-Didn't find what you need, or 8
beoken link? [

Supplements| wages sre generally taxed using the Optional Flat Rate Method (fiat 25%). The MC Merit Award has been datermined to be supplementsl wages and wil be taxed using this method. The SUNY Discrationary Awsrd (Esmings Code "SMIR') is taxable income subject o employment and income tsxes and will be texed using the Supplementsl Optional Flst Rate Method.

Bz advised that this method will override sny W-4 information that is currently in PaySery

Additions information: http-/i osc state ny us/agencies/pbull'suny/suZ38 htm

http://www.downstate.edu/procurement/payroll.html
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Payroll Calendar

Office of the State Comptroller
BUREAU OF STATE PAYROLL SERVICES
ADMINISTRATION PAYROLL CALENDAR
APRIL 1, 2017 — APRIL 30, 2018

NEW FISCAL YEAR...2018-2019

LAG Period
Period No
No. APRIL 2018 Payday is the Woednesday
§ = mMon TuE wED THU P saT | following two weeks after the
BERIL 2017 NG TS BRI ] 26 2 3 s 6 7| end date of the payroll period.
SUN MON TUE WED THU PRI SAT SUN MON TUE WED THU PRI SAT
. & w2 - 10 11 12 13 14 When a payday falls on a
1 T 2 3 5 6 13 oy
wl® 3 a @ & % & 5 10 (EP & T 14 1 ia@,., 20 21 holiday. the check will be
9 J0 A T 13 14 15 15 16 17 19 20 21|14 24 25 26 27 28| dated the previous day
1|16 17 18 (03 20 21 22 22 23 24 25 26 27 28
23 24 25 26 27 28 29 29 30 31
30
NOVEMBER 2017 O - PAYROLL PERIOD ENDING DATE
e TR SAT MON TUE WED THU  bmi mAv
2 1 5 6 (D2 a3 4|18
7 & 12 13 3 & ¥ OB ® 10 & H=HOLIDAY
3 |14 15 19 20 12 13 14 (D 16 17 18|16
21 22 26 27 19 20 21 22 H 24 25 ADMINISTRATION AGENCIES 2017-2018
4 |28 H 26 27 28 (39) 30 17 ON A LAG BASIS
- (Refer to Payroll Bulletins for Submission Dates)
JUNE 2017 DECEMBER 2017
SUN MON TUE WED THU PRI SAT SUN MON TUE WED THU PRI SAT
1 3 3 1 2 PAYROLL PERIOD CHECK DATES
4 5 6 7 8 9 10 3 4 5 6 7 8 9 No. 1 April 6 — April 19 May 3
s 1112 13 @D 15 16 17 10 A1 a2 @ 14 15 16|18 No. 2 April 20 — May 3 May 17
12 19 20 31 22 23 24 17 & 19 20 21 22 33 No. 3 May 4 —May 17 May 31
6 |25 26 27 @ 29 30 24 H 26 (2D 28 29 30(19 No. 4 18 — May 31 June 14
= No. 5 June 1 — June 14 June 28
No. 6 June 15 — Junc 28 July 12
JULY 2017 JANUARY 2018 No.7 July 12 July 26
SN Mom TR wem ot TR AT SUN MON TUE  WED THU  Fmi SAT S b fuly 26 ey
1 B 2 3 % 5 %6 No. 9 July 27 — August 9 August 23
2 3 H S o 7 7 8 9 1B} 13|20 > i —
219 10 11 13 14 14 H 16 T9 I8 19 20 No. 10 August 10 — August 23 September 6
16 17 18 19 20 21 21 22 23 @ 25 26 27|21 No. 11 August 24 — September 6 September 20
8 |23 24 25 27 2 2 29 30 31 No. 12 September 7 — September 20 October 4
30 31 No. 13 September 21 — October 4 October 18
No. 14 October 5 — October 18 November |
AUGUST 2017 FEBRUARY 2018 No. 15 October 19 November | November 15
SUN MON TUR WED THU PR SAT SUN MON TUE WED THU PR SAT No. 16 November 2 — November 15 November 29
1 2 3 4 - | 2 3 No. 17 November 16 — November 29 December 13
sle 7 8 (1o 1l 12 & 10| 22 No. 18 November 30 — December 13 December 27
1 e s s Ay X6 19 b = 1% 17 No. 19 December 14 — December 27 January 10
10 |20 21 22 24 25 26 18 H 23 2423 o= 5 s : A
27 29 30 31 25 26 0. 20 December 28 — January 10 January 24
— No. 21 January 11 — January 24 February 7
SR TENEEE A AR No. 22 January 25 — February 7 February 21
SUN MON TUE WED THU FRI  SAT SUN MON TUE WED THU FRI SAT No. 23 February 8 — February 21 March 7
i % 1 2 3 » February 22 — March 7 March 21
1|3 H 5 7 8 9 4 5 6 C;J) 8 9 10|24 No. 25 March 8 — March 21 April 4
10 11 12 I3 14 15 16 1 1z 13 3 15 16 17 No. 26 March 22 — April 4 April 18
12 [17 18 19 21 22 23 18 19 20 22 23 24|25
24 25 26 27 28 29 30 25 26 27 38 29 30 31
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Questions?

Jennifer Del Rosario, Payroll Director x-1315
Patricia Ralph, Assistant Director x-8146
Email: Payroll@downstate.edu

For Accrual Discrepancies
contact Payroll x- 1139
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