


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.



Vision Statement

The Payroll Department will always support
SUNYDMC as it works to achieve its mission. We will
provide leadership, professionalism and knowledge of
payroll practices. We will make sure that SUNYDMC
stays in compliance with SUNYHR, with respect to
collective Bargaining agreements and The Office of the
State Comptroller. We will be receptive and responsive
to employees’' and other department’s needs.



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) and campus payroll
policies, while enhancing employee development.

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.

New Employees will not have access to the Payroll online Self Service system for three to four weeks as their
information is being validated in the SUNY HR system

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

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

* 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 Payroll@downstate.edu or faxed to the Payroll Office 718-270-4143.

Payroll Website: https://www.downstate.edu/finance/departments/payroll. html

Most state employees now process time records online at SUNY Time and Attendance System (TAS).

This will require your login to access. 5
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ACCESS

Homs Self Service

SUNY Downstate Medical Center
Human Resources Self Service

SUNY Employee Services Portal Login

Start Using

Find A Physician Home | Library | myD

Howto Log in . Changing Address | Time and Attty

SUNY Secure Log

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

Central Secure Login Portal.

The Self Service modules are:

TAS (Time and Attendance) — Mo more paper time shests!
Schedule your vacstions, put in your sick leave, get your supervisor's approval, get e-mail notifications- all online.
Questions? Click tab above for Time and Attendance FAQ.

View Paycheck — available to all employees. Paycheck information will be displayad on the Monday before
paychecks are distrbuted. 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.

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 accepted, 8 statement identifying
other vendor services contact information will be avsilable. You must separately notify wour Union and all other
retirement and insurance providers of your address change.



L CKKON THE “HUMAN RESOURCES SY



/ et s Lo s —=

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.



SUNY HR Self Service

® Click on Icons



UUP Time and Attendance Record

Time and Attendance Record for

Jane Doe
Reqguest Time Off Adjust Balances

Manage Holidays Setup Proxy Supervisor Work Roster

Employees Info Time Record History
Supervisor: Joe Smith

Campus: 28550
Department: 553005: University-wide Human Resources

Employee Time Record for December 2012

Accrual Period

|December 2012 ~ Working El Change Period

Accrual Balances
- 2 Family Sick Deficit Lost Holiday Mon-Chargeable
Hame Wascation Sick Used Reduction Time Floater Regular Time Reason
Beginning 2375 91.75 1.25 0.25 o} u] 0.25 u]
Charged 2.5 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
* Includss family sick leave balarnce
Time Charged Double-click a day to add or update an Accrual Charge
January 2012
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 L] T
Mew ear's 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 3

= S -Saved Time Off Request.
= 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). =
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UUP Accruals — Years of Service
0L .. 1.25 a month
2 1.33 a month
A 1.50 a month
G 1.67 a month
g e 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%t1s 40 days. An employee cannot accrue more than 200
sick days. ™ *
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Vacation Accruals- UUP

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.

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.

e Lump Sum Payments are processed (6 to 8) weeks after receiving final
paycheck.

o We will need those documents to process Lump sum payment.
All time off requires prior supervisory approval.
No advances on vacation accruals.

/ ‘
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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
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

= 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



@ Human Resources - Time & Attendance System - Google Chrome = O bt

8 suny.edu/time/flowfaccrualChargePopup-flow?execution=eds1 @
Time Record Posting
Notes: As submitied at 4:50:22 PM

+ Please enter comments if charging less than a full day."

Single Day Leave (using quarter units) [ Show Multi-Day |
From Date: 10/06/2020

Yacation:

FLSA Gompensatory:
Sick:

Family Sick:

Holiday:

Floater:

Voluntary Work Reduction:
Lost Time:

Military Leave:

Adaaaann

Non-Chargeable:

Non-Chargeable Type: | Administrative Leave hd

Adjustment Reason: | Select ... hd

N

Comments (1) :

[ save | | | cancel
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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)
* Please Note:

e 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.

https:// www.downstate.edu/payroll/forms.html
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NY State Leaves

Leaves information in your packet include the following:

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

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

e Jury Duty

¢ (Conference

e Off Campus Meeting

e Professional Exam

e Training/Professional Development

e Sabbatical Leave

e Extra Ordinary Inclement Weather

e Military Leave

e Prostate Cancer Screening (PCS).

Please Note: Documentation is required for all leaves and all leaves
must be recorded on time record (TAS) or on paper time records. 16



Observed Legal Holidays

New Years Day

Martin Luther King Day

President’s Day

Memorial Day

June 19......Juneteenth Floating Holidays

4% of July Lincoln Day
Labor Day Election Day
Columbus Day

Veterans Day

Thanksgiving Day

Christmas Day



DHSU Payroll Internet Website

https://www.downstate.edu/finance/departments/payroll.htmi o



DIRECT DEPOSIT

* The Direct Deposit form is located on the Payroll
website

https://www.downstate.edu/payroll/documents/payroll
/payroll-ac2772-2012.pdf

* Scan completed form along with a voided check or
bank letter with routing and account number to

e DO NOT SUBMIT DIRECT DEPOSIT FORM UNTIL YOU
RECEIVE YOUR FIRST MANUAL PAYCHECK WHICH IS
MAILED TO ADDRESS ON FILE

19
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Click on this tab in TAS



Payroll Calendar on Downstate website

https://www.downstate.edu/finance/departments/payroll.html
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QUESTIONS & ANSWERS
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