Classified Time and Attendance System

Hourly Employee

Sign On:

Sign into the Time and Attendance System (TAS) using the link below and enter your
existing user id and password. The first time you sign on, you will be asked to verify

your First/Last Name, SUNY ID, and Date of Birth. This verification is to authenticate
your user id to your SUNY ID assigned in the system. Click on Submit Answers.

e https://www.suny.edu/hrportal

If EduPerson has been established at the campus, you will simply sign into the link
above and entering their existing user id and password. The verification process is not
necessary. The Time and Attendance System is available 24 hours a day/7 days a
week.

TAS Home Page:

e Select Current Employment Role. If you only have one role, the radio
button will be defaulted to the current role.

e Click on Time and Attendance button to work on your Time Record or
Time off Request.

Time Off Request:

Time off Request function allows employees to request time off from their supervisor.
To complete a Request Time Off:

e Select Request Time Off from the menu bar located at the top of the
screen (shown below).
e Double click on the day you wish to request and/or update on the calendar.


https://www.suny.edu/hrportal

< SUNY SECURE

— The State University of New York | Time & Attendance

Menu Thursday, December 11, 2014 = 7:48:00 AM
Employee: Time Record | History | ReguestTime Off | Home | SupervisorApprover: Work Roster | Facilitator: Search | Work Roster | Campus Rules

Time and Attendance Record for

Jane Smith (12345)
Employee Info | Time Record | History | Request Time Off | Work Schedule | Adjust Balances | Manage Helidays | Setup Designee

Campus: 28650 Supervisor: John Doe
Department: 853010: System Administration Human Resources

Time Off Request

Entitlement Balances

Family Sick Voluntary Holiday

Name Vacation Sick* Used Reduction Personal Comp Time Owver 40 Floater Regular 40+ (2)
Current 100 150 0 0 0 0 0 0 0 0
Fost-Request* (on
12022/14) 111.50 157.50 0.0 oo 0.0 0.0 oo 0.0 0.0 0
* . Estimated Prt-Request Balances are based on the current acernal and emplayment information and may not reflect the acmal balance on that date. Theze amounts are for planning purpozes only
Existing Time Off Requests Double-click a day to add or update a Leave Request
December 2014 [ ==¥ear  <Manth Taday Month > Yesr>> |
Sunday Manday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5 6
7.5 - Vacation Leave [P)
7 8 9 10 1 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
Christmas Day
28 29 30 3
« 5-Saved Time Off Request
+ P-Pending Time Off Request.
« A-Approved Time O Request.
Previcusly Submitted Leave Requests
Requested #of Scheduled? Date Date Actions
S Leave Dates Hours U= Yes No FEEED Submitted Approved Submit Withdrawn Approve Deny
Pending 12/02/2014 75 Vacation Leave 12/10/2014
Pending 11/07/2014 75 Vacation Leave 12/10/2014
Pending 10/30/2014 75 Vacation Leave 12/09/2014

Submit Actions Reset

e A separate pop up box will open (shown below) to enter a single day time
off request. The from date will be automatically populated from the date
that was selected from the calendar on.

e Enter appropriate number of hours (increments of quarter hours) in accrual
category you wish to charge.

e To submit multi day requests, click on Show Multi-day button on the upper
right hand corner of the pop up box. The FROM DATE field will be
populated from the date you selected from the calendar. A TO DATE field
will now be available to enter a date range. Enter number of consecutive
days and select the accrual/leave type from the drop down.



e For Non-Chargeable time, enter appropriate number of days (increments of
.25 hours) and select the non-chargeable type from the dropdown

selection.

e Click on Save if you wish to save your request and not submit to your
supervisor at this time or Save and Submit and your request and submit to
your supervisor for action (approve or deny).

e The time requested will now appear on your time off request calendar and
listed below under Previously Submitted Leave Requests.

Time Off Request

Notes:

« Please enter comments if charging less than a full day.”

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:
Adjustment Reason:

Comments () :

As submitted at 9:46:32 AM

Show Multi-Day
03/18/2015

Sicagiagicagicagicaicagicagicalie

Administrative Leave r

Select .. M

{Note: Pressing =Alt= and an underlined character will focus the cursor on the associated form field )

save | | Save And Submit | | Cancel

To submit your request to your supervisor, clicks on the radio button next to the
appropriate time off request then click SUBMIT to supervisor.

(& O 0]
Previously Submitted Leave Requests
Re ted # of Scheduled? Date Date Actions
States \savs ool Hours Type Yes b Ty Submitted Approved Submit  Withdrawn
Saved 12/26/2014 75 Vacation Leave
Pending 121122014 75 Vacation Leave 121112014
O Approved 11281014 75 Vacation Leave 121112014 121112014 (@)
Submit Actions | Reset |

= Saved - time off request has been saved, not yet submitted to supervisor.
= Pending — submitted to supervisor pending approval.
= Approved —time off request has been approved by the supervisor.




Notes:

s A Time off Request is required for any employee wanting to take time
off.

s Pending time off request will automatically appear on appropriate time
record.

+« If you need to change a time off request and it has not been approved
by your supervisor, go back into your Time off Request calendar to
update.

+« If time off request has been approved but needs to be withdrawn, you
will need to click the withdraw radio button from the bottom of the time
off request from the time off request tab.

% You are able to submit a time record even if there is a pending time off
request.

To Complete Time and Attendance Record for Hourly that Accrue:

e Select the Accrual Period (pay period) from the dropdown menu that you
wish to enter time in and out for and then click the change period button
(shown below)

e If you are hourly accrue (Classified) you should see the timesheet as per
the example below:

|14 ~ Sep 24 - Oct 7, 2020 ~ Warking [~|  Change Period

Time Record Anniversary Date: 11/06/2017  Personal Leave Dale:11/06/2017  Acerual Type: NUO2 - Administrative Services - 37.5 HR OBL  Scheduled Hours: 75
Record hours. Summary Time Charged (Hours)
& n out in out b B :r'!d e Wik Chg  Tot Reg CT OT Vac SL FSL g5 PL CT Hoi VRW Lost NoChg
Thu 9/24 07:30a 12:00p |12:30p  03:30p O ) 0 75 0 75,75 0 0 o
Fri 9/25 07:30a  12:00p |12:30p  03:30p O 0 75 0 75 75 0 0
Sat 9126 O 0 0 [} 0 0 oo
Sun 9/27 O 0 0 0 0 0 0 0
Man 9/28 O 0 0 75 75 0 00 75
Tue 9/29 O 0 0 75 75 0 0 0 75 0
Wed 9/30 07:30s | 12:00p |12:30p  03:30p O 0 7.5 0 75/ 75 0 0
Week 1 Totals o 0 225 15 375225 0 0 75 0 0 ] 0 75 0 0 o
Thu 1011 O 0 0 0 0 0 00
Fri 1072 O 0 0 0 0 0 0o
Sat 10/3 O 0 0 0 0 0 oo
Sun 10/4 O 0 0 0 0 0 (V)
Mon 10/6 O 0 0 [} 0 0 oo
Tue 10/6 O 0 0 0 0 0 0 0
Wed 107 O 0 0 0 0 0 0 0
Week 2 Totals 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Payroll Period Totals 0 0 225 15 375225 0 0 75, 0 0O 0 0|75 0 0 0
Time Record Comments Paid Hours Accrual Balances All Values Are In Hours.
Uﬂ;\;ﬁ;@?‘gaﬂ;gﬁﬂlEﬁ;ﬂendence Day P“g;ﬁnay "“[‘I"‘ Name Vac  Sick Family PL  Comp 40+1) 40+(2) :;’;:“’RED

RecallHours 0 Beginning 4350 3725 000 000 000 000 000 000 750



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

Time Record Comments

[Mo Commentz.]

Additional
Comments:

Time Record Comments (shown above) — available if employee would like
to submit comments attached to the time record for their supervisor.

b]

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

View Holidays PDF Report |

Enter time worked each day by entering time in, time out for lunch, time
back in from lunch and time out. Please be sure to indicate time using am
or pm so that the hours worked calculates correctly.

Once time record is complete, check the box to certify that the information
entered is accurate before submitting to supervisor (shown above).

If time record is complete and you wish to send it to your supervisor, click
on Submit to Supervisor. If time record is not complete, click Save which
will allow you to go back into your time record to add or update before
submitting to supervisor.

If you do not wish to save or submit your time record simply click
Cancel/Return to Home.

**Notes

Recall-On the time record there is a column for Recall. If you have been
recalled to work after your shift has ended, click the + under the recall
column and then a new row will appear on the time record. Please enter
the time arrived back to work and the time you leave. You will know it is
recall time as the time entered will show bolded. The total recall business
edits will be applied to indicate the correct number of Recall hours worked
in the Paid Hours section of the time record. Please see the below
screenshot.



Notes:
= 1171172020 is Veterans' Day.”

Accrual Period
| 17 ~ Nov 5 -18, 2020 ~ Working

Time Record
Record hours
In out in out

07:30a 12:00p 12:30p  03:30p
Thu 11/5 |os:00p 09:00p [ ]

Fri 11/6 o7:30a 12:00p |(12:30p  03:30p
Sat 11/7
Sun 11/8
Mon 11/9 o07:30a 12:00p | 12:30p  03:30p
Tue 11/10

Wed 11/11
Week 1 Totals

Time Record Comments

Velerans' Day
- - L2020 00:00:00

hd Change Period

Additional
Comments:

| Shift change indicator

‘Summary
Re Mdt Stand  Tardy
* calloT By  mMin K

Time Charged (Hours)

As submitied at 10:56:46 AM

Anniversary Date: 11/06/2017  Personal Leave Date:11/06/2017  Accrual Type: NUOZ - Administrative Services - 37.5 HR OBL  Scheduled Hours: 75

Ghg TotReg GT O Yas SL  Fsk -§:;M PL T Holi YRW Last NoGhg
0 7.5 0 75 75 0 4
0 7.5 0 #8 75 0 0
0 0o i} 0 0 0 0
0 0 0 0 0 0 0
0 7.5 0O 75 75 0 0
0 0 0 8| O {1 A
0 0 T:5-TE D 0 ¢ ]
0 0 225 75 m 225 0 4 0 0 0 0 0 75 0O 1}
Paid Hours Accrual Balances All Values Are In Hours.
Pay Type Hours Heliday
Holiday o Name Vi Sick  Famly PL  Comp 40W1) 4oe(z [
RecallHours 4 Beginning 47.25 26.00 000 0.00 000 000 0.00 7.50 0.00
OTStralghtTime 0 Charged 000 000 000 000 000 000 000 000 7.5
COvertime 0 Sub-Total 47.25 26.00 0.00 0.00 0.00 000 000 750 .75
ExtraTime 0 Eamed 26.26 3.75 0.00 37.50 1] 0.00 0.00 000 7.5
LostTime 1] Adjustments 0.00 000 0.00 0.00 000 000 0.00 000 0.00
Standby 4] Ending 73.50 29.75 0.00 37.50 0 0.00 0.00 7.50 0.00

] I certify that this time report represents a corvect accounting for the specified period.

Save Time Record | [ Submit To Supervisor || Delete Time Record || Approve | [ Deny |

View Holidays | PDF Report

Mandatory OT-There is a column of the time record for hourly employees

that accrue where you indicate if the time worked was mandatory OT.
Just click on the box under the Mandatory OT column and a check mark
will appear. This is just an indicator only. Please see the screenprint

below.

17 ~ Nov 5 -18, 2020 ~ Working

Time Record
Record hours.
- in Out in out
Thu 11/5 07:30a 12:00p 12:30p 03:30p

Fri 11/6 07:30a 12:00p |12:30p  03:30p

|Sat M7 |o730a 12000 [

Sun 11/8
Mon 11/9 o7:30a  12:00p | 12:30p  03:30p
Tue 1110

Wed 11/11

Mlnnle 4 Tebala

~ | Change Period

+ Re Mdt Srand
call 0T Ry Min

Tardy

0

0

AT

TE S4E anE

Summary
Wrk  Ehg Tet BRes G
75 0 & 7.5
75 0 & 75
45 0 45 0
0 o 0 0
75 0 IS5 75
0 0O '@ 0
0 75 75 0

Time Charged (Hours)

Sk

Anniversary Date: 11/06/2017  Personal Leave Date:11/06/2017  Accrual Type: NUD2 - Administrative Services - 37.5 HR OBL  Scheduled Hours: 75



Standby-This is where you would indicate the number of shifts worked as
Standby. Enter the number of shifts as indicated in the screenprint below.
The number of shifts will then appear on your time record under Paid
Hours so that your Payroll department can pay accordingly.

[17 ~ Nov 5-18, 2020 ~ Working -
Time Record Anniversary Date: 11062017 Personal Leave Dale 11/068/2017  Accrual Type: NUO2 - Adminisirative Senices - 37 5 HR OBL  Scheduled Hours. 75
Record hours Summary Time Charged (Hours)
i in o our |+ Re MEend BN Wi Gha TetBeo ST OF Yas sk £k §h0 BL 6T Hel VBW Lest MNetho
Thu 11/5 07:30a  12:00p [12:30p 03:30p 0 75 0 75 75 0 o0
Fri 11.r6|0?;30.-: 12:00p |12:30p  03:30p g o |75 O #§ 75 0 0
Sat 1/7 ] ] o 0 ] 0 0
Sun 11/8 0 0 0o 0 0 0 O
Mon 11/9 |07:30e  12:00p [12:30p  03:30p 0 75 0 B8 76 0 0
Tue 11/10 0 0 0 @ 0 0 O
Wed 11/11 0 0 Ta-a 0 0 0 o
Week 1 Totals 1 0 225 7530 225 0 0 0 0 0 0o 0 75 0 0 0
PRI wriva v ' T v v v oow e ow v v
Ime Record Comments Paid Hours Accrual Balances All Values Are In Hours,
Veterans' D Pay Type Hours . " Holiday
o ra;:j”:‘?:mm.mﬂﬂ HO”G.‘.W’ ) Mame Vac Sick Family PL Comp &0+(1) &40+ (2) Float Reg.
RecallHours 0 Beginning 47.25 2600 000 000 000 000 000 7.50 0.00
OTStraightTime 0 Charged 000 000 000 000 000 000 000 000 7.5
Additional Overtime 0 Sub-Total 47.25 2600 000 000 000 000 000 750 -7.5
Comments: ExtraTime 0 Eamed 2625 395 000 37.50 0 000 000 000 75
LostTime 0 Adjusiments 000 000 000 000 000 000 000 000 000
Standby 1 Ending 73.50 2975 0.00 37.50 0 0.00 0.00 7.50 0.00

To Complete Time and Attendance Record for Hourly that do not Accrue

Select the Accrual Period (pay period) from the dropdown menu that you
wish to enter and then click the change period button. The following is an
example of the time record.



Employee Time Record for 09/24/2020~10/07/2020

[09/24/2020 ~ 10/07/2020 ~ Working  [v]

WORK
DATE N out IN out IN out arkdion  HOURS WORKED
THURS
R In out In out In out [ ] 0
FRI 09/25/2020 In Out In Out In Out ° o
sAT
A In out In out In out o 0
SUN
2021 In Out In Out In Out ° 0
MON
S In out In out In out (-] 0
TUES
T In out In out In out © 0
WED .
- 10:450 12:45p In out In out (-] 2
WEEKLY TOTALS 2
HOURS WORKED OVER 40 0
WEEKLY OT EARNED ]
THURS
s In out In out In out © 0
FRI 10/02/2020 In Out In Out In Out ° o
&y In out In out in out a 0

Time Record Comments

[Mo Commentz.]

Additional
Comments:

Time Record Comments (shown above) — available if you would like to
submit comments attached to the time record for your supervisor.

!

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

L

(']

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

[View Holidays ] PDF Report | ~
e Once time record is complete, check the box to certify that the information

entered is accurate before submitting to supervisor (shown above).

If time record is complete and you wish to send it to your supervisor, click
on Submit to Supervisor. If time record is not complete, click Save which
will allow you to go back into your time record to add or update before
submitting to supervisor.

If you do not wish to save or submit your time record click Cancel/Return to
Home



Notes:

0

X/
°

X/
°

X/
°

History Tab:

If a Time Record is disapproved by the supervisor or facilitator, the
time record status will go back to Working or Pending. You will then
be able to make any changes as appropriate and resubmit to your

supervisor.
View Holiday — list of employee’s holidays/floaters that have been

accrued along with expiration date.

PDF Report — allows employees ability to print time record.
Existing Time Off Request — lists any existing time off request the

employee has pending approval from supervisor. Employee will be
unable to submit
Audit Details — keeps an audit of submitted, approved, add, updates
or denials to time record.
Message Board — automatic messages to employee making them

aware of overdue time records, expiring holidays, and approaching
max limit by year end, etc.

e Shows a 12-month Employee history of all accrual balances. An example
is below:

Accrual History

Acerual
Period

10082020 -
09/24/2020 -
091072020 -
08/27/2020 -
08/13/2020 -
07/30/2020 -
07/16/2020 -
07/02/2020 -
06/18/2020 -
06/04/2020 -
05/21/2020 -
05/07/2020 -

10/21/2020
10/07/2020
09/23/2020
09/09/2020
0B/26/2020
08/12/2020
07/29/2020
07/15/2020
07/01/2020
06/17/2020
06/03/2020
05/20/2020

Aczerual
Rate

375
3.75
375
375
375
3.75
375
3.75
375
375
375
375

VAC VAC
Start Used

39.75 0.00
43.50 7.50
3975 0.00
36.00 0.00
3875 7.50
43.50 7.50
47.256 750
51.00 7.50
47.25 0.00
43.50 0.00
47.26 T.50
43.50 0.00

SICK
Start

41.00
37.25
33.50
37.25
33.50
37.25
42.50
38.75
35.00
31.25
27.50
23.75

SICK
Used

0.00
0.00
0.00
7.50
0.00
7.50
9.00
0.00
0.00
0.00
0.00
0.00

FSL
Used

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Floater
Start

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Floater
Used

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Haliday
Start

0.00
7.50
7.50
7.50
7.50
7.50
7.50
0.00
0.00
0.00
0.00
0.00

Displaying records 1 to 12 of 22,
First Page | Previous Page | Page 1 of 2 | Next Page | Last Page
Jump to Page:1, 2

Haliday
Used

7.50
7.50
0.00
7.50
0.00
0.00
0.00
0.00
7.50
0.00
7.50
0.00

Submired
1¥21/2020
10/08/2020
092412020
090972020
08/26/2020
08/12/2020
07/30/2020
07115/2020
07/01/2020
06/18/2020
06/03/2020
052012020

Approved
102172020
10/08/2020
09/24/2020
0910/2020
08/26/2020
08/12/2020
07/3002020
0716/2020
07/02/2020
06/18/2020
06/04/2020
05/2072020

Denled  Status
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved




