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Mission Statement

The Payroll Department is a dedicated team of
professionals committed to paying employees on-time
and accurately; to providing employees with excellence in
customer service and to supporting campus efforts to
achieve its mission.
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Vision Statement

The Payroll Department will always support
SUNYDMC as it works to achieve its mission. We will
provide leadership in respect to our professionalism
and knowledge of payroll practices, making sure that
SUNYDMC stays in compliance with SUNYHR, with
the respective collective Bargaining units in
institutions, and Office of the State Comptroller
payroll and taxation issues. We will be receptive and
responsive to employees' and other departments'’
needs.
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Vision Statement Cont’d

Our vision will be accomplished by:
e Fulfilling the Payroll Department’s mission statement,

e Providing center-wide communication and training in usage and
interpretation of TAS (Time and Attendance) system and campus
payroll policies while enhancing employee developmental
opportunities,

e Continuing the departmental education in regards to technology,
and

e Exploring every available avenue to convey information to our
customers and updating our website to facilitate communication
with the campus community.

Core Values: Confidentiality, Individuality/ Empathy, Teamwork,
Honesty, Accuracy/ Timeliness, Trust/ Accountability.



//Payroll - Time and Attendance

It is an employment requirement for every State Employee to maintain their time record on a Bi-
Weekly or monthly basis. Timely submission of time sheets/time records is mandatory.

Following is the schedule when Time sheets/records are due:

* C(lassified employees (CSEA, PEF and PBANYS/NYSCOPBA) time sheets/ records are due in the Payroll
Office within two days after the close of each Bi-Weekly pay period.

e Non-classified employees (UUP and MC) time sheets/ records must be updated by the 10th day of the
following month.

Manually prepared Time sheets

For those departments and staff that are NOT YET on the online TAS, time sheets can be scanned and
submitted via email to the "CSEA Time Sheets“ inbox in DMC's Lotus Notes directory (CSEA Time
Sheets@Downstate.edu), scanned to or faxed to the Payroll Office 718-270-4143.

Payroll Website:

Most state employees now process time records online at
. This will require your login to access.


mailto:Payroll@downstate.edu
http://www.downstate.edu/procurement/payroll.html#training
https://www.suny.edu/time
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ACCESS TO SUNY HR WILL BE FOUND AT:

http://www.suny.edu/time Suggested Bookmark

Sign-on Screen
DOWNSTATE

BNetiD

eb Login

Usermame:

Enter your NET ID

Enter your
Network Access ID

Sign in

Paz=sword:
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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. You will be asked for your SUNY ID (which is
provided by your campus) and your date of birth
(DD/MM/YYYY).

Once you complete this security procedure, you will
not need to verify your information again.



CLICK ON THE “HUMAN RESOURCES SYSTEMS” TAB

= |

-
¥

Q |® https:/fwanew2 adm.suny.edu/employeeservices/main/employeeportal.cfm? LPo~adc || @ SUMY System

| @ SUNY Employee Services P... | |
File Edit Wiew Favorites Tools Help

«+ SUNY SECURE

Employee Services Portal

Portal Home  Reports

Welcome JOANNE FRASI

ER
= Business Systems Applications E-Business Services Enroliment Management Specialty Websites More == 28100 - Downstate Medical, S/8/15

Miy Profile {-)

Finance & Management System
Human Resource Systems

Configure initial web sccess

My Tools (-}
IDL Inquiry Form SUNY Online Dirsectony
SMRET - SUNY Management Resource Too

My Links -} (edit)

Would you like o sdd some personal Links?

= Training/Presentation Materials & Employee Directory

Data Transfer System — SUNY Emergency Alert

The online directory provides the ability to search for employees in the SUNY Campus
Presentation Materials - Demonstrations - Documents Directories.

University Systems Strategic Business Plan

SUNY Campus Directories
SUBOA Working Committee Status Meetings

Enter one or more search criteria.
Finance and Management
SMRT Training Document Last Name:
Web/L egacy Training Documents and Procedures

Finance Bl Training Template

First Name:
Institutional Research

Academic Programs Enterprise System (APES) Campus View Demonstration

Data Transfer System (DTS) Demonsiration

Institutional Research SUNY Management Resource Tool (SMRT) Demonstration

SUNY Business Intelli Initiative {SBIl) Dashboard Basics Training

Security
Security Administration Tool Manual
Security Administration Tool Web Training

' Begins with ) Contains
search | | Clear Form
(Results open in a new window)

SUNY Web Site Content Management
Omnillpdate Web-based Training
Web Navigation Application Training

5 The State University of Mew York. All rights resersed.
EB ACCESSIBILITY :: Privacy Policy
“Mote: You need to have Adobe Resder installed to view and print PDF files.

B ps DN NLEN SN



SUNY HR Self Service

Self Service

Y & &

Time and View SUNY HR
Attendance Paycheck Self Service
@
MNY S

FPayroll Online

Howver over icons to see functionality.
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UUP/MC Time and Attendance Record

To Complete Time and Attendance Record:

Select the Accrual Period (month) from the drop down menu that you
wish to work on and then click the change period button (shown

below).

Double click on the day you wish charge on the monthly calendar
(shown below).

11



~_UUP/MC Time and Attendance Record

Time and Attendance Record for

Jane Doe
Time Record History Reqguest Time Off Adjust Balances

Employee Info Manage Holidays Setup Proxy Supervisor Work Roster
Supervisor: Joe Smith

Campus: 28550
Department: 853005 University-wide Human Resources

Employee Time Record for December 2012

Accrual Period

|December 2012 ~ Working El Change Period

Accrual Balances
: N Family Sick Deficit Lost Holiday Mon-Chargeable
Hame Wacation Siek Used Reduction Time Floater Regular Time Reascn
Beginning 2375 91.75 1.25 0.25 u] o} 0.25 o}
Charged 25 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Sub-Total 21.25 91.75 1.25 0.25 0.25
Earned 1.75 1.75 0.0 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 0.0
Ending 23.00 93.50 1.25 0.25 0.25
* Includes family sick leave balancs
Time Charged Double-click a day to add or update an Accrual Charge
January 2012
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 e 3 4 6 T
Mew Years Day
8 9 10 11 12 13 14
15 16 17 18 19 20 21
Martin Luther King Day
22 23 24 25 26 27 28
29 30 31

= 35 - Saved Time Off Regquest.
= P -Pending Time Off Request.
= A-Approved Time Off Request.

Double click on the day you wish to add or
update time charged on the monthly calendar

(shown above).
32
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~— To | Completerf Request:

Time and Attendance Record for

Jane Doe
Employee Info Time Record History Reguest Time Off Adjust Balances Manage Holidays Setup Proxy Supervisor Work Roster

Campus: 23650 Supervisor: Joe Smith
Department: 852005 University-wide Human Resources

Time Off Request
Entitltement Balances

. . Family Sick Deficit Lost Holiday
D WD E=F Used Reducticn Time Floater Regular
Current 2375 91.75 1.25 0.25 ) ) 0.25
Post-Reqguest® (on 12/31/12) 23.00 93.50 1.25 0.25 0.0 0.0 0.25
#* _ Estimated Pst-Reguest Balances are based on the cwrernt accrual and employvmernt irgformation and may not rgflect the actual balarnce on that date. These amournts are for planning purposss onlv.
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5 | 6 7
Mew Years Day
a8 9 10 11 12 13 14
15 16 17 18 19 20 21
Martin Luther King Day
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.

Select Request Time Off from the
menu bar located at the top of the
screen (highlighted above).
To request time off from your
supervisor, double click on the day
you wish to request off or update on
the calendar (shown above).
13



—UUP Accruals — Years of Service

o1. . 1.25 a month
2. 1.33 a month
345 o 1.50 a month
6 1.67 a month
= 1.75 a month

Eligible full time employees also earn an extra annual
day in January each year.

** The maximum annual leave days an employee can
carry over on Jan 1%t is 40 days. An employee cannot
accrue more than 200 sick days. ™ *

14



Management Confidential (MC)

Accruals for MCs:
1.75 Annual Day a month
1.75 Sick Day a month

Eligible full time employees also earn an extra day
in January each year.

15



"~ Vacation Accruals- UUP & MC

e Vacation balance will not exceed 40 days as of January 1% of any
calendar year. Vacation accruals may exceed 40 days during the
calendar year.

e You will be paid for up to 30 vacation days upon separation from
State service.

e Your last time record must be approved and property tracking form
submitted upon separation.

« We will need those documents to process Lump sum payment.

e All time off requires prior supervisory approval.

e No advances on vacation accruals.

16
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“PEF/CSEA Accruals-Yrs. of Service

O i 3.75 hrs. Bi-Weekly - Vacation/Sick
o EET IR i S 5.75 hrs. Bi-Weekly - Vacation /(3.75 Sick)

An employee earns (5) Personal days on his/her Anniversary and will
continue to earn vacation days as follows:

Yearii...ii 1day Year 5.....5 days
Yedia: - oo 2 days Year 6.....6 days
Year 3............... 3 days Year 7.....7 days
Yearg s 4 days

** Employees working 8hrs will accrue 4 hrs. annual/sick leave Bi-
Weekly.**

17



~PEF/CSEA Accruals-Yrs. of Service

Employees working 37.5 hrs. per week will begin with 37.5 hrs. of
personal time.

Employees working 40 hrs. per week will begin with 40 hrs. of personal
time.

Based on an employee’s years of service he/she will
continue to accrue vacation days as follows:

o1 1 additional day
2599 2 additional days
30=3......... 3 additional days

35/more........... 4 additional days

18
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~— PEF/CSEA Important Points

Vacation leave cannot be taken until you have completed
(6) months of service.

Vacation accruals can be carried from one year to the next.
Anything over 300 hours must be used by March 315 of the
following year.

Vacation leave must be approved by your supervisor.

The maximum accruals for sick leave is 1500 hours. A
doctor’s note must be submitted when an employee is out
sick for three (3) or more days.

Death in the family or family sick must be charged to sick
leave.

19



~PBANYS BU 21 / NYSCOPBA BU 31

O 4 hrs. Bi-Weekly - Vacation/Sick
7- until............. 6 hrs. Bi-Weekly - Vacation /(4 hrs Sick)

An employee earns (5) Personal days on his/her Anniversary and
will continue to earn vacation days as follows:

Neape = = = 1 day Year 5.....5 days
Year2. . 2 days Year 6.....6 days
Year 3............... 3 days Year 7.....7 days

20
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PBANYS — BU 21 / NYSCOPBA -BU 31

Based on an employee’s years of service he/she will
continue to accrue vacation days as follows:

2024 1 additional day
piioleniinns e 2 additional days
30340 3 additional days
35/more........... 4 additional days

Max employee can earn peryear is:
Sick Leave - 1700 hours / Annual Leave - 320 hours

21



CSEA/PEF/Security who are not on TAS

Please log onto the Payroll Internet Page to obtain Bi-Weekly Time
sheet. (Bi-Weekly ATTENDANCE & LEAVE ACCRUAL REPORT -
CLASSIFIED SERVICE EMPLOYEES)

[t should be submitted Bi-Weekly and scanned to
or fax to 718-270-4143.

SUNY DOWNSTATE MEDICAL CENTER BI-WEEKLY ATTENDANCE & LEAVE ACCRUAL REPORT - CLASSIFIED SERVICE EMPLOYEES
1 |[EMPLOYEE'S NAME (LAST, FIRST, M) DEPT. ANNIV. DATES | | PL | PERIOD BEGIN | PERIOD END
RADE REGTLAR B0 | REGULAR 75 FCTREY DAY EvENNG WG
- REGULAR
=T e — 1 1 e [ 1
e SR O Fa
= GUERTIE I
e = v PEgp—— ==
o o e | Cane
- our ~ ou [l Fer=erry pevvepy Py ProvTrT Pr— v = s oo o o e o
5 el poal by s = e
)
=
sar
sun
wson
rue
weo
e
s
sar
s
saon
rue
weo
e ————— e ———n—— Totals T
o e aB o ST S Ty e e e e aes Sy ST T T S T e e ST B A ST S co——
vedtry thve ecusrmentation e enie 7 - st At a8 | tercicartash vems o rry roioaat b0 parborm eomantier utien Contteh ot e chnre oo v Pyt oot Siie] are St ort sttt trors Tt Dovar e
e o e e o st e oy o
e S e = =B sTEERTEEs
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http://www.downstate.edu/procurement/payroll.html
mailto:Payroll@downstate.edu

/Faculty and Indivi ' junct

Please log onto the Payroll Internet Page to obtain Hourly Time sheet.
(HOURLY FACULTY AND INDIVIDUAL REPORT OF TIME & ATTENDANCE).

It should be submitted Bi-Weekly and scanned to
or faxed to 718-270-4143.

—— o
SUNY
A DSWnsrars femsren] o]
T Medical Center
HOURLY FACULTY AND INDIVIDUAL REPORT OF TIME & ATTENDANCE
Section 1: Contact #:
Name: Department: Title:
NYS# or SUNY #: Pay-Period From TO
Section 2: TIME USED
Date IN ouT TOTAL ANNUAL SICK HOLIDAY
Time LEAVE LEAVE
Totals 0 ] 0 0
Section 3
| have examined the above entries and certify them to be comrect. | agree with the accumulations reported on this form. Accrual summaries shown as
ject to review and correction by Payroll
DATE  Phone = T mmE SIGNATURE OF EMPLOYEE
1 hereby certify that the hours and days indicated represent time worked by the named employes, charges to credits have my approval.
DATE TITLE  SIGNATURE OF SUPERVISOR/DIRECTOR/CHAIRPERSOM
Section 4:



http://www.downstate.edu/procurement/payroll.html
mailto:Payroll@downstate.edu

\/

=" payroll

e Paid Bi-Weekly on Wednesdays for work performed two weeks earlier.

e Salary Factor used to compute your Bi-Weekly salary

o Full-time employees
Base Salary X Factor

e Part-time employees
Base Salary X Factor X Percentage of obligation (FTE)

e Note: Dividing your salary by 26 will not give you the correct salary.
State paychecks are base on the State fiscal year which can not be
equally divided.

e The salary factor use is .038356 (for leap year is .038251).

e Review all information for accuracy.

The pay week begins on Thursday and ends on Wednesday.

24
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~— Overtime & Holiday

Overtime: Any hours worked in excess of 40 hours.

For the employee who works 37.5hrs, the 2 %2 hours worked after the
37.5 hrs. is Comp Time.

e Any additional time worked is considered overtime and the
employee will be compensated accordingly.

Please indicate your regular hours, by indicating the time your shift
begins and when it ends, for e.g. 7:00am - 3:00pm.

If a holiday falls on your regular day off, then you will automatically
receive that HOLIDAY on the books.

25
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~——0vertime & Holiday Cont'd™

Please note that your HOLIDAY hours cannot exceed 97.5 hours.

e However, if you opt to be paid for the Holiday you worked, then you will not
be credited for the day on the books.

[f you are transferring from another State Agency, you must inform The
Time & Attendance Unit.

* (Accruals from your former agency, can be credited to either your
annual or sick time).

Meal allowance:

e This is paid when you have worked (3) or more hours before or after
your regular shift and after (6) hours on your day off.

Salary Withholding Program: (MC, PEF & CSEA)

Employees newly added to the payroll shall have one (1) day held for
the first five (5) pay periods. Employees shall recover monies deferred
under this program at the time they leave State service.

(Employee should be off the payroll for six weeks and not owing the State)

26
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— State Leaves

Leaves information in your packet include the following:

Additional Sick Leave (Presidential Leave)
Bone Marrow and Organ Donors

Breast Cancer Screening (BCS): doctor’s note
Family Medical Leave Act (FMLA)

Jury Duty

Conference

Off Campus Meeting

Professional Exam

Training/Professional Development
Sabbatical Leave

Extra Ordinary Inclement Weather
Military Leave

Prostate Cancer Screening (PCS).

NOTE: Documentation is required for all leaves

27



~— Legal Holidays

New Years Day

Martin Luther King Day

President’s Day

Memorial Day Floating Holidays

4t of July Lincoln
Labor Day Election Day
Columbus Day

Veterans Day

Thanksgiving Day

Christmas Day

28
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Supply Chain Relafed
ervices
Supply Chain
Procurement

Home > Fayroll f Time and Attendance > Forms and Documeants

SUNY Downstate Medical Center
Payroll / Time and Attendance

Forms and Documents

Payroll

State employess are Faid Bi-Weekly on Weadnesdays for work performed two weeks sarer; Each pay
woesk begins on Thursdsy and ends on Wednesday. Students are paid on alternate Thursday.

Tha Salary Factor for caleulsting biweskly Bi-Weekly chack salary is based upon the numibar of
wrorkdays i the state fiscal year. Dividing your annual sslany by 26 will not give you the correct
biweekly sslary total. The sslary factor use is 038358 (for lesp year is 032251}

Ful-time employess: Base Salary X Fector

Fart-time employess: Base Salsry X Factor X Fercantsge of obligstion (FTE)
Institutional Payroll Calendar

Student Assistant & College Work Study Payroll Schedule with submission deadlines
Administration Payroll Calendsr

Direct Deposit Form for NS Employees (AC2TT2)

Municipal Credit Union Deduction Authorization

Payroll Authorization Form

Payroll Authorization To Mail Checks

Payroll Dats Update Form for Student Assistant & College Viorkstudy
Prior ¥ear Social Sscurity and Medicare Tax Refund Cartificstion
Property Tracking Form

Report of Owertime Mesl Allowance

‘Supervisor's Report of Cwertime

T YYYTT YT YT

Tax Information

Change of Address: Status changes {marital status, phone number, address, social security number,
eic) can be made by complating a Personsal Diata Update form and sttaching legal documentstion. This
form can be obtsined from the internal HR website at HRLIS downstste edu. Send completed form and
documents to: HE Transactions@downstate edu and use eMail Subject Line = Employee Status
Change. Some status changes may require amployss to visit to DHR in person.

= If you are changing your address TO or LEAWING the § boroughs of NY'C (Brookiyn, Brons,
Cusens. Manhattsn. and Ststen |sland). you will nesd to complate & new VWe-Form and IT-2104
Form (e.g. From NJ to NS, or FROM MY to NJ).
= If you hawe any quastions, feal free to contsst Payroll st ext. 1130 or emnsil
Fayroll@downstate adu.
We went live as a campus as of December 5, 2017 with MY S Payroll Online. Please ses the NY5
Payroll Online Flyer and in the Training Resources review the NYS Payroll Online Self Service
presentation.
Tax for Lume Sum Payments: Supplemantal wages are genersily tsseed using the Optionsl Flat Rats
Method (flat 25%6). The MC Mesit Award hes been determined to be supplemental wages and will be
taxed using this meathod. The SUNY Discretionsry Awsrd (Esrnings Code "SMR™) is taxable income
sSubject to employment snd income taxes and will be taxed using the Supplemantal Cotional Flst Rate
Method.
= Ba advisad thst this meathod will owerride any W-4 information that is currently in PaySars.
= Agdditional information: htte:/fwawa 0Se.State. Ny usisgencies/phullisuny/'su23S. At

Tax Forms

WWZ Forms sre mailed from MYS-Albany to the emnployes’'s sddress on file on or bafore Janusary 31 of
esch yesr.

» Request for Duplicste W-2: To request a duplicate VW2 statement after Februsary 15: =Mail the
compieted form to Payrollildonnstate edu or fax io 7185-270-4143

» Pawrcll Bulletin — Federal Withholdina CThamae for Tax Year 2015

Payroll
Time & Attendance INFO

Phone: 7128-270-1130

Fax= 7T15-270-4143

Hours: M-F Sam o Spm, Vislkins
10am o 3pm. except
molidsys

Dérector: Jennifer D=l Rosario,
T18-270-1215

Asst Patricia Ralph,
Director- 715-513-8143

AWP- Craig Campbell,
T1E-270-1613

Web feadback welcormed. Didnt find

https://www.downstate.edu/payroll/index.html| 29



Payroll Calendar on our website

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 Period No.
No. No. A\v4 APRIL 2018 Payday is the Waednesday
< ‘ - o SN MON Tun wen T v sar | following two weeks after the
“ e e ] s m"‘l"'iff nff",,. = 2|1 2 3@ s 6 7| enddae of the payroll period.
f 1 7 |13 8 9 10 11 12 13 14 Wh_en a payday falls‘on a
6|2 3 a 6 7 8 b5 o @ 1 1a 11516 17 19 20 21| holiday. the check will be
9 10 11 Cl? 13 14 15 15 16 17 @8 19 20 2114 22 23 24 25 26 27 28 datedthepreviousday.
1 |16 17 18 20 21 22 22 23 24 25 26 27 28 29 30
23 24 25 36 27 28 29 29. 30 A
30
B NOVEMBER 2017 O - PAYROLL PERIOD ENDING DATE
SN MON TUE WED THU TR SAT SN MON TUE Wep WU eI AT
2 ) 2 (? 4 5 @ 2 3 4|0
¥ B o B ai 42 a3 S & 7 8§ o A0 W H=HOLIDAY
3 |12 15 m@ 18 19 20 12 13 14D 16 17 18|16
21 22 23 23 25 26 27 19 20 21 22 H 24 25 ADMINISTRATION AGENCIES 2017-2018
4 |28 30 GD 26 27 28 (39 30 17 ON A LAG BASIS
TONE 3017 DECEMBER 2017 (Refer to Payroll Bulletins for Submission Dates)
SUN MON TUR WED THU PRI SAT SUN MON TUE WED THU PRI SAT
t & 3 5 @ PAYROLL PERIOD CHECK DATES
& 5 6 % & 9 10 3 4 % & ¥ 8 9 No. I April 6 — April 19 May 3
s |1 12 130D 15 16 17 10 11 12 @ 14 15 16|18 No. 2 April 20 — May 3 May 17
18 19 20 21 22 23 24 17 48 19 30 21 22 23 No.3 May 4 — May 17 May 31
6 [25 26 27 @) 29 30 24 B 26 @D 28 29 30(19 No. 4 May 18 — May 31 Fnite 13
1 No. 5 lune 1 — June 14 June 28
No. 6 June 15 — June 28 July 12
JULY 2017 JANUARY 2018 No. 7 June 29 — July 12 July 26
SN wow TR wEp T v;r o~ MIT nz ‘;) ‘:. .; s: No-8 July 13—l 26 Rupses
3B B G S 7 8 o GO S P No. 9 July 27 — August 9 August 23
7[5 10 11 @13 14 s gt ,6 i 20 No. 10 August 10 — August 23 September 6
16 17 18 19 20 21 22 21 22 zs 26 27]21 No. 11 August 24 — 6 ber 20
8 [23 24 25 27 28 29 28 29 30 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 1 November 15
SUN MON TUE WED THU FRI  SAT SUN MON  TUE  WED THU PRI SAT No. 16 2—-N b 15 29
b 3 e S 1 2 3 No. 17 N 16 — 29 D ber 13
9|6 7 8 (D10 11 12 & 2 08 & 9 10|23 No. 18 N 30 —D. bec 13 D ter a7
o ;g 3 ;; L L4 ;_: % 1 s AL e ;‘3’ ;z - No. 19 December 14 — December 27 January 10
Sy o 25 26 29 No. 20 December 28 — January 10 January 24
No. 21 January 11 — January 24 February 7
AR GRS No. 22 January 25 — February 7 February 21
N S O S Wy, P R No. 23 February 8 — February 21 March 7
2 3 No. 24 February 22 — March 7 March 21
& 8 CP 9 10|24 No. 25 March 8 — March 21 April 4
H a2 15 16 17 No. 26 March 22 — April 4 April 18
18 19 20 22 23 24|25
25 26 8 29 30 31

https://www.downstate.edu/payroll/forms.html
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TIME AND ATTENDANCE

CONTACT INFORMATION

p———l__ (Please Call for an appointment)
C,\)stome( "
| —xceNlerte g Telephone #(718)-270-1139
voow \ \ Fax # (718)-270-4143

Education Bldg Rm B-oo07
E-mail address: Payroll@downstate.edu

Payroll Window Hours:
Monday — Friday 10.00am — 3.00pm
General Office Hours:
Monday — Friday 9:00am — 5:00pm

* In an effort to provide prompt response to your inquiries regarding Payroll / Time
and Attendance questions, please utilize the Payroll Inbox. ( )

* This email address will also serve to collect all documents relating to Payroll (e.g.
Direct Deposit forms, time sheets, W4 forms, IT-2104, etc.).

 Employees may also log onto the Payroll intranet page for additional information,
tax information, commonly used forms and Time and Attendance (TAS) training
resources.
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mailto:payroll@downstate.edu
http://www.downstate.edu/procurement/payroll.html

QUESTIONS & ANSWERS

32





