SUNY-ESF

SUNY Time & Attendance System

Screen Prints for Preparing Time Reports

SUNY-ESF Business Office

Academic Year Employees

SUNY Time & Attendance System website: https://www.suny.edu/hrportal

*Please use Internet Explorer*

Following are sample screen prints for preparing time reports on the SUNY online Time & Attendance System (TIMA)
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1. Sign on using the same ID and password as you would when logging on to your computer.
2. If you don’t have an ID/Password or you have forgotten it, please email the helpdesk at helpdesk@esf.edu or stop in to

317 Baker.
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1°" Time Log-in Screen

First time users will need to complete a security validation screen which includes name, SUNY ID number
and birth date. Please contact the Payroll Office for your SUNY ID number.

User Management

Decurity Qusstions

*NOTE: YOU WILL ONLY SEE THIS SCREEN THE VERY FIRST TIME YOU LOG IN TO THE TIME & ATTENDANCE SYSTEM*

Subsequent “log-ins” will take you directly to the next screen (see page 4)
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ﬂ: Human Resources - Time & Attendance System - Windows Internet Explorer
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Welcome: DROZWONK Campus: 28550 - ENVIRONMENTAL SCIENCE & FORESTRY Retu
<+ SUNY SECURE

rn to Employee Portal Sign Off

The State University of New York | Time & Attendance

Thursday, De
TAS Home

Local Campus ID:

Name: [

Employment Roles
Status Role Type Effective Dates
o Regular State Employee 11/16/2010 - [Mo End Date]
Displaying single result.
Time and Attendance |

X

Select “Time and Attendance”

TPQS'aI?Unwsinf Copyright ® 2012 The State University of Mew York. All rights reserved.
L Contact Us :: WEB ACCESSIBILITY :: Frivacy Folicy
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Initial Screen = allows you to:

1. Input your time report information

2. Approve time reports from any of your direct reports
3. View your paycheck.

Whether you plan to input your time report information or approve time records from direct reports, select the “Time and Attendance” tab.
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Home The State University of New York | Time & Attendat

Monday, March 4, 2
Supervisor/Approver: Work Roster | Facilitator: Search | Work Roster | Campus Rules

Time and Attendance Record for

Employee Info | Time Record | History | Request Time Off | Adjust Balances | Manage Holidays | Setup Designee
Campus: 28550 Supervisor:
Department:

Submission of Faculty Time Records

Monthly Time Records

Accrual Period
February 2013 - Working [ Charge Time / View Calendar ]

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

(Gl )

1. If you don’t take time off during the month that you are working on, you will only need to check certify and then
submit.

[ Charge Time / View Calendar ]

2. If you do take time off for the month you are working on you will need to click on the link
3. Follow the instructions below regarding how to charge your time off.
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The following screens demonstrate inputting your own time & attendance information.

EEX

B

= Human Resources - Time & Attendance System - Windows Internet Explorer

—

@ y - |@ https suny.edu v| 4 | B4 x| ]
File Edit Wiew Favorites Tools  Help x B LastPass -

o Favorites | 5 E SUMY-ESF, SUMY College of ... & ~ €| Free Hotmail & | b

»

@Human Resources - Time & Attendance Swstem i’iﬁﬁ - B | =y - Page = Safety + Tools = l@lv

Welcome: DRDZWONK Campus: 28550 - ENVIRONMENTAL SCIENCE & FORESTRY Return to Employee Portal Sign Off Y

The State University of New York | Time & Attendance

T T

Thursday, December 6, 2012 = 7:38:02 AM

Employee: Time Record = Histery = Request Time Off | Hoeme | Supervisor/Approver: Work Roster

Time and Attendance Record for

Time Record | History | Request Time Off

Campus: 28550 Supervisor; ——

Department:

Employee Time Record for September 2012

Accrual Period

|Sepbember 2012 ~ Pending V1 Change Period |

Movember 2012 ~ MNew
-— | “Pending” is for those that have been prepared but not approved by supervisor. “New” is current month

|October 2012 ~ Pending
. September 2012 ~ Pending

August 2012 ~ Approved —
Beginning 285 36.75 0 ] 0 0 ] 0
Charged 1.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Sub-Total 275 3675
Earmned 175 1758 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 2925 3850

* Includss family sizk leave balanss

Double-click a day to add or updates an Accrual Charge

Time Charged
September 2012
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 w
(2 €D Internet Gy -+ Hi100% v

— — — -
is start (A O EEm* 7 # 1 - SUNYMFL [ ®% H:\Dz Filesiadmi... Micr nsoft /= Hum

Select the month of the report you wish to complete
= Inthis case, the user is working on November (“New”). They have completed September and October reports but they reflect “pending” because they

have yet to be approved by the supervisor. Leave accruals are still carried forward correctly even though prior months need to be approved.
= To proceed with working on November, select “November 2012 - New” and click “Change Period” to bring up November information.

Page 6

P:\TAS\TAS Academic Print Screen Instructions (3-16-2013) (2).Docx



March 2013 - Working ;I

Accrual Balances

| Change Period I

" s Family Sick Deficit Lost Holiday Non-Chargeable
Hame Vacation Sick Used Reduction Time Floater Reqguilar Time Re
Beginning 0 1.5 0 0 0 0 a 0
Charged 0.0 00 00 0.0 00 0.0 00 00
Sub-Total 1.5
Earned 00 025 00 00 00 00 00 00
Adjustments 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Ending 1.75
Includes framily sick leave balance
Time Charged Double-click a day to add or update an Accrual C
March 2013
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2
3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31
+ 5 - Saved Time Off Request
« A - Approved Time Off Request
Time Record Comments Holiday Time Worked

Beginning Balances roll forward from the prior month and earned sick leave amounts are automatically generated based on courses taught or earnings.

Step 2 is to record time charged. To do this, you will have to double click on the individual days where you have activity.
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™ https:fiwww.suny.edu/?execution=e5s1 - Human Resources - Time & Attendance System - Windows Internet Explorer

Time Record Posting

Single Day Leave @
From Date: 03/19/2013
Vacation: I
;ick: IT This individual took off on 3/19/2013 and charged sick
Family Sick: iU— accruals.
Holiday: ID—
Floater: ID—
Voluntary Work Reduction: ID—
Deficit Reduction: ID—
Lost Time: ID—
Military Leave: ID—
Non-Chargeable: ID—
Non-Chargeable Type: | Administrative Leave |
Adjustment Reason: | select ... |

Comments i) :

1]

Top Portion of Drop Down Box
= This screen shows how time off on 3/19/13 was recorded against available sick accruals. See the next page to demonstrate how to save this since the screen
shot did not capture the bottom of the drop down box.
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Dz Notes - TIMA Screen Shots (12062012).docx - Microsoft Word - X
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Sick: [
Family Sick: o |
Holiday: [os
Floater: o
Voluntary Work Reduction: b
Deficit Reduction: o
Lost Time: i
Military Leave: [0_-
Non-Chargeable: T
Non-Chargeable Type: | Administrative Leave v
Adjustment Reason: | select ...
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szcing <Alt> and an undsrlined character will focus the cursor on the associated form fisld )

Delete | | Cancel

Il

|
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@ & Internet iy v W100% v
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Bottom Portion of Drop Down Box
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= This is the bottom of the previous screen for charging time on 11/8. Click the “Save” tab to update. After you click “Save” you will automatically be

brought back to the main screen and will see the summary information updated (see page 8).
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Accrual Period

|March 2013 ~ Waorking ;I ‘ Change Period I

Accrual Balances

- S Family Sick Deficit Lost Holiday Non-Chargea
Name Vacation Sick Used Reduction Time Floater Reqular Time
Beginning 0 15 0 0 0 0 0 0
Charged 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Sub-Total 1.5
Earned 0.0 0.25 0.0 0.0 0.0 0.0 0.0 0.0
diystments 11 11 (11 11 11 11 00 00
I Ending 1.75
Tncludes frrm——— -
Time Charged Double-click a day to add or update an Accru
March 2013
Sunday Maonday Tuesday ‘Wednesday Thursday Friday Saturday
1 2
3 4 5 [ 7 8 9
10 11 12 13 14 15 16
17 18 [19) 20 21 22 23
24 25 | 26 27 28 29 30
31

—~ —~ v e

(Note: Top Portion of Main Screen is shown here):

Here you should do the following:

(1) Review the updated ending balances to make sure they agree with you records. If you have changes, click back on the individual days to modify.

(2) If you agree with everything shown, submit the completed time report to your supervisor (see next page).

P:\TAS\TAS Academic Print Screen Instructions (3-16-2013) (2).Docx

Page 10



ﬂ; Human Resources - Time & Attendance System - Windows Internet Explorer
TNEEE

@.;; L |@ https suny,edu

File  Edit

Help x B LastPass -

~ €| Free Hotmail & |

¢ Favorites | 5i5 T3 SUMY-ESF, SUMY College of ... £ ]
ﬁ A | =] r,éa ~ Page - Safety = Tools « @. =

E

@ Hurman Resources - Time & Attendance Swstem

+ 3-Saved Time Off Request.
* P-Pending Time Off Request.
+ A-Approved Time Off Request.

Time Record Comments Holiday Time Worked
[Me Comments.] Holiday Name Fleater? Observed Date Earned Amount
Election Day Y 11/06/2012 1
M 1122012 1
11/22/2012 0

Additional
Veterans' Day

Comments:
Thanksagiving Day M

{Note: Pressing <Alts and an underlined character will focus the cwrsor on the associated form field )

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

Submit To Supervisor I] Save Time Record Cancel/Return to Home

View Holidays PDF Report

Existing Time Off Requests
Mothing found to display.

Audit Details
Mothing found to display.

The State University  Copyright ® 2012 The State University of Mew York. All rights reserved.
L Contact Us :: WEB ACCESSIBILITY :: Privacy Policy
b

*100% v

(7] €D Inkernet ¥3 -

& 1 - SUNYMFL W H:\Dz Filzs) &dmi...

/4 Start Er@OEMm* "
(Note: Bottom Portion of Main Screen is shown here):

To submit your time report to your Supervisor:
(1) Check the box to “certify” the accuracy of the information and that you are approving the data you are submitting.

(2) Click the “Submit to Supervisor” box for electronic routing.
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{= Human Resources - Time & Attendance System - Windows Internet Explorer

@:\;v |@ https suny.edu V| QJ B |4 | X

Fle Edit %iew Favorites Tools  Help x m LastPass -
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+ 3-Saved Time Off Request.
+ P-Pending Time Off Request.

* A-Approved Time Off Request. |

Time Record Comments Holiday Time Worked

[Mo Commenssy Holiday Name Fleater? Observed Date Earned Amount

- Election Day Y 11/06/2012 1
Additional

Comments: Veterans' Day M 111272012 1
Thanksagiving Day M 1112212012 a

{Note: Pressing <Alts and an underlined character will focus the cwrsor on the associated form field )
I T certify that this time report represents a correct accounting for the specified period.

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

View Holidays PDF Report

Existing Time Off Requests
Mothing found to display.

Audit Details

Action Type Created Date Created By User Modified Date Medified By User B
Submitted 12/06/2012 08:33:36 David R Dzwonkowski

W

(] & Internet i v Eioowm -
‘4 start ECr®OEM* 7 | S 1-suuw B H:iDz Filestadmi S Huma
" = (= ¢ M0z ¥ /= Human

Summary Screen - Lower Portion shown here:
= You can print a PDF copy for your records if you wish

= You can see the time stamp to show when you electronically sent the report to your supervisor.

P:\TAS\TAS Academic Print Screen Instructions (3-16-2013) (2).Docx Page 12






Accessibility Report





		Filename: 

		academic.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 3



		Passed: 27



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Skipped		Tables should have headers



		Regularity		Skipped		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



