SUNY-ESF

SUNY Time & Attendance System

Screen Prints for Preparing Time Reports

SUNY-ESF Business Office

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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mailto:helpdesk@esf.edu

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

@ :_ﬁ/ - |@ https suny.edu

Flle Edit ‘“iew Favorites  Tools  Help x ﬂ LastPass -

5% E; SUNY-ESF, SUNY College of ... &

X

B

SEICE

f‘? Favarites

~ €| Free Hotmail & | =
@ Hurman Resources - Time & Attendance Swstem

— = »»
& A f___J | e - Page - Safety ~ Tools - l@lv
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

b
Dore () €D Inkernet vy v Hioow -
14 Start Er®@OB @ *x 7 | & 1-suwmr [ 8% Hi\Dz Filestadmi,.. | ce... | T DzMotes-TIMA ... BERET WS = 9,0 W 71480
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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f'.:' Human Resources - Time & Attendance System - Windows Internet Explorer

——
@.‘— y - |@ https suny.edu v| 4 | B4 x| ]
Flle Edit ‘“iew Favorites  Tools  Help x m LastPass -
o7 Favorites | 95 E SUMY-ESF, SUNY College of ... & ~ @ Free Hotmail & <
»

i’iﬁﬁ A I'_J | r,qa * Page = Safety + Tools = l@lv

@ Hurman Resources - Time & Attendance Swstem
Welcome: DROZWONK Campus: 28550 - ENVIRONMENTAL SCIENCE & FORESTRY Return to Employee Portal Sign Off s
< SUNY SECURE
ome The State University of New York | Time & Attendance Note: You
would select
Thursday, December & “ ”
Employee: Time Record | Histery = Request Time Off | Heme | Supervisor/Approver: Work Roster
to approve
Time and Attendance Record for time reports
Time Record | History P.aquest:rime Off ’ from your
Campus: 28550 SUPerviSor:  — staff.
Department:
Employee Time Record for September 2012
| |September 2012 ~Pending %  Change Period k— Select “Change Period” to input your timesheet information
Accrual Balances
. . Family Sick Deficit Lost Holiday Non-Chargeable
LETE VeI EEE Used Reduction Time Floater Regular Time Reason
Beaginning 28.5 36.75 0 0 0 0 0 0
Charged 1.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Sub-Total 275 36.75
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 29.25 38.50
* Includss family sizk leave balanss
Time Charged Double-click a day to add or update an Accrual Charge
September 2012
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 L
(7 €D rrrernet fy | Hi1o00% v

—— . - - -
E.‘.’ start e r N B = filer] Ft a0 /2 Human

Screen 2 = gives you the two options to either input your own time & attendance information or approve time reports from your staff.

The following screens demonstrate inputting your own time & attendance information.
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f'.:' Human Resources - Time & Attendance System - Windows Internet Explorer

@:ﬁv |@ https suny . edu V| % | Wi |4 X '-"
Flle Edit ‘“iew Favorites  Tools  Help x m LastPass -
f‘? Favorites 'f.?. E SUMY-ESF, SUNY College of ... & ~ €| Free Hotmail & | b
@Human Resolrces - Time & Attendance System b B | pmh v Page - Safety - Tooks - @+ i
— Welcome: DROZWONK Campus: 28550 - ENVIRONMENTAL SCIENCE & FORESTRY Return to Employee Portal  Sign Off A
< SUNY SECURE
ome The State University of New York | Time & Attendance

P

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 P.aquest:rime Off ’
Campus: 28550 Supervisor; ——

Department:

Employee Time Record for September 2012
Accrual Period

|Sepbember 2012 ~ Pending V1 Change Period |

Movember 2012 ~ MNew
‘—l “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 — z
. . . Family Sick Deficit Lost Holiday Hen-Chargeable
July 2012 ~ Approved -4 fa EEE Used Reduction Time Floater Regular Time Reason
Beaginning 28.5 36.75 0 0 0 0 0 0
Charged 1.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Sub-Total 275 36.75
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 29.25 38.50
* Includss family sizk leave balanss
Time Charged Double-click a day to add or update an Accrual Charge
September 2012
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 L
(7 €D rrrernet fy | Hi1o00% v

—— . - - -
El'" start e~ D EMm* 7 Ft {2 Human Resou

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

suny.edu

@ ;—"; - |@ https

File Edit Wiew Favorites Tools Help

i Favorites | 5l3 E33 SUNY-ESF, SUNY College of ... &

x E LastPass -

v € Free Hotmail & |

@Human Resources - Time & Attendance System & = | aéa - Page - Safety ~ Tools ~ '@"
~
Employee Time Record for Hovember 2012 B
Accrual Period
|N0\rember 2012 ~ Working |% Change Period
Accrual Balances
- SN Family Sick Deficit Lost Holiday Mon-Chargeable
Name Vacation Sick ar:'éim Bed et T& e Time Reason
Mmincl 21 40 25 0 0 0 0 1 i 0
Charged 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
=) )h Total 21 () 4025 10
L_Eamed 175 175 0.0 0.0 0.0 1.0 0.0 0.0
Adjustments 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Ending 3275 42.00 1.0 1.0
* Imcludes family sick leave balanss
Time Charged Double-click a day to add or update an Accrual Charge
November 2012
Sunday Monday Tussday Wednesday Thursday Friday Saturday
1 2 3 B
4 ] G 0 8 9 10
Election Day
11 12 13 14 15 16 17
Weterans' Day
18 19 20 21 22 23 24
Thanksgiving Day
25 26 2 28 29 30
bs
€ Internet i v Hoioow -

(S — . — - -
4 start ECr@oEeMm* 7

ﬂ‘- Human Reso

T Dz Motes - TIMA ...

BERMATWE S ™ 2,0 T45am

Beginning Balances roll forward from the prior month and earned vacation and sick leave amounts are automatically generated. This individual has 31 vacation

days; 40.25 sick days; and 1 holiday accrued as of November 1*. The next steps are to update new holiday time accruals earned and charge any time used.

In November, this individual earned 2 more holidays for working on Election and Veteran’s Day. They took a half-day vacation on 11/8 and two full vacation
days on 11/20 and 11/23 but all time was charged against holiday accruals (Columbus Day, Election Day & Veteran’s Day)

= Step 1 is to update holiday time earned (see next screen — Page 5).

= Step 2 is to record time charged. To do this, you will have to click on the individual days where you have activity. (See Page 6 for an example of 11/8

time charged).

P:\TAS\TAS Screen Shots For Preparing Time Report (03-15-2013).Docx

Page 7



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

@t: - |@ https suny.edu

p
Flle Edit ‘“iew Favorites  Tools  Help x B LastPass -
o7 Favorites | 95 E SUMY-ESF, SUNY College of ... & ~ @ Free Hotmail & <
- »
@Human Resources - Time & Attendance Syskem ﬁ - B | = - Page = Safety ~ Tools - @.
November 2012 a
‘Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3
I
4 5 [ 7 B a 10
Election Day 0.5 - Holiday Comp Leave
1 12 13 14 15 16 17
“eterans' Day
18 19 20 21 22 23 24
Holiday Float Leave Thanksgiving Day Holiday Comp Leave
25 26 27 28 29 30
+ 3-Saved Time Off Request.
* P-Pending Time Off Request.
+ A-Approved Time Off Request. f \
Time Record Comments Holiday Time Worked
[Me Comments.] Holiday Name Fleater? Observed Date Earned Amount
. Election Day ¥ 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 |
L
(7 €D rrrernet ¥ - EBioowm -

Done
i Microsaft _,‘- Human . | Dz Mokes - TIMA ... £ @ e @ [ g ) S .lu-.
) A ¢ o

/4 Start ECr@OEm*x "
You will need to add the days for which the State recognized a holiday but the campus was open and you worked. These are added to your “Earned Holiday”
accruals and can be used at a later time. The state may recognize floating holidays differently than the campus. In cases where they agree a “1” will be pre-

populated. In cases where State agencies are assumed closed, but the College was open (e.g., Veteran’s Day), you will need to add a “1”.

Select “Save Time Record” to update the leave banks summarized above (outside the view of this screen shot but can be see on other pages in this file).
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¢~ Human Resources - Time & Attendance System - Windows Internet Explorer

Time Record Posting
»»
* Page = Safety + Tools = @.
From Date: 11/08/2012 =
Vacation: o
Sick: o This individual took the afternoon off and wanted to charge
Family Sick: 0 holiday accruals. Either line could have been selected here.
Holiday: o5 Look at the summary information at the top (blocked here A
Floater: o but can see on page 4) to see what you have available in
Voluntary Work Reduction: 0 these two areas and charge either accordingly so that the
Deficit Reduction: o ending balance is not ultimately negative.
Lost Time: |D
Military Leave: o
Non-Chargeable: |[J sl Charge
Non-Chargeable Type: |Administ’at’ve Leave e s
Adjustment Reason: |select ... v =y
Comments (g :
v Ly
Dane o €D Inkernet by v Hioow -
__
1 12 13 14 15 16 17
Veterans' Day
18 19 20 21 22 23 24
Heoliday Float Leave Thanksgiving Day Holiday Comp Leave
25 26 27 28 29 30
+ 5-Saved Time OFf Request.
« P_Pendinn Time Off Rennect ™
Dore () €D Inkernet vy v Hioow -

T:’-‘ éra_n er-r8Y8 * z . FLE... | Dz Notes /2 Human . BEzmAs WS £ L

Top Portion of Drop Down Box
= This screen shows how time off on the afternoon of 11/8 was recorded against available holiday accruals. See the next page (page 7) 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

—~
. Home Insert Page Layout References Mailings Review View Developer

B2 % Cut o I A~ =@ o= o i liz= s=1A % &4 Find ~
= el | Calibri (Body) 1 oA AT B2 - 1S e || ] A ‘AaBbCcD(| AaBbCcde AaBbC: AaBbce AAD aaBice. 8 Regiace
2= 0Py N8 bac

Paste [ - 2 «||3b? « == i i i i I—| Change
2€ < Formiat Painter B I U-aex X Aa-|%- A-|||=E= 1 T Normal | T NoSpaci.. Headingl Heading 2 Title Subtitle = Stylesg' [t Select -
Clipboard {F] {F] Paragraph Styles F] Editing

GHR9- 0NN U-2W 7 E]d-= 0 B[ ZaE

¥ [

‘@ https: | /v suny.edu) T i pup-flow?execution=e14s}
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 ...

Comments (1) :

szcing <Alt> and an undsrlined character will focus the cursor on the associated form fisld )

Delete | | Cancel

Il

|

|

@ & Internet iy v W100% v

Page:7of 7| Words:470 | b 7
/4 start ECr®OEmMm*

Bottom Portion of Drop Down Box

> 1 = SUNYMF1

@ H:\DzFiles\... = ([ MicrosoftE...

=/ 100% (=5 {7 )

ESZRETY

=

/> HumanRes.., | T DzMotes-... /> HumanRes... SE O, 87 AM

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

@C/ - |@ https suny . edu V| ﬂ | 4| % '-.'
Flle Edit ‘“iew Favorites  Tools  Help x B LastPass -
o7 Favorites | 95 E SUMY-ESF, SUNY College of ... & ~ @ Free Hotmail & <

»

@Human Resources - Time & Attendance Syskem ﬁ - B = r,éa v Page ~ Safety ~ Tools = @.

Employee Time Record for Hovember 2012 )
Accrual Period
|November 2012 ~ Working (% Change Period
Accrual Balances
. . Family Sick Deficit Lost Holiday Meon-Chargeable
L2 Vaeatien Sick Used Reduction Time Floater Regular Time Reason
Beginning Kh| 40.25 0 0 0 0 1 0
Charged 0.0 0.0 0.0 0.0 0.0 1.0 15 0.0
Sub-Total 31.0 40.25 -1.0 -0.5
Earned 1.75 1.75 0.0 0.0 0.0 1.0 1.0 0.0
Adjustments 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Enﬂ'lﬁg 3200 42.00 [URA] .5
* Includes family sick leave balancs
Time Charged Double-click a day to add or update an Accrual Charge
November 2012
‘Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 B
4 5 @ T 8 9 10
Election Day 0.5 - Holiday Comp Leave
1 12 13 14 15 16 17
eterans' Day
18 19 20 21 22 23 24
Holiday Float Leave Thanksgiving Day Holiday Comp Leave
25 26 27 28 29 30
b
€D Inkernet ¥ - EBioowm -

Done

¥y & s 3 » A T P Filaet 2 5
+a Start Er-r@oem* 1 - SUNYMFL % H:\Dz Files\adm. .. v /= Human R

(Note: Top Portion of Main Screen is shown here):
November was completed by following the same steps in the previous two pages for both 11/20 and 11/23 and now you are now back at the main screen.

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).
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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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f'.:' Human Resources - Time & Attendance System - Windows Internet Explorer | |Pg|

3 |p.

IH\ —
Q.‘- y - |@ https suny, edu V| 2 | B 4| X
Flle Edit ‘“iew Favorites  Tools  Help x m LastPass -
o7 Favorites | 95 E SUMY-ESF, SUNY College of ... & ~ @ Free Hotmail & <
E ¥ _ = »
@Human Resources - Time & Attendance Swstem i;;ﬁﬁ - |_J S Page = Safety ~ Tools = .@..

Welcome: DRDZWONK __ Campus: 28550 - ENVIRONMENTAL SCIENCE & FORESTRY Return to Employee Portal Sian Of ~
% SUNY SECURE

ome The State University of New York | Time & Attendance

Thursday, December & 2+ 8:34.05 AM

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

Time and Attendance Record for

Time Record | History P.aquest;rime Off
Campus: 28550 Supervisor: m—

Department:

Employee Time Record for November 2012

I |No\rember 2012 ~Pending | ¥ Change Period

Accrual Balances

. . Family Sick Deficit Lost Holiday Non-Chargeable
LETE VeI EEE Used Reduction Time Floater Regular Time Reason
Beaginning 31 40.25 0 0 0 0 1 0
Charged 0.0 0.0 0.0 0.0 0.0 1.0 15 0.0
Sub-Total 3.0 40.25 -1.0 -0.5
Earned 1.75 1.75 0.0 0.0 0.0 1.0 1.0 0.0
Adjustments 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Ending 3275 42.00 0.0 0.5
* Includss family sizk leave balanss
Time Charged Double-click a day to add or update an Accrual Charge
November 2012
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 w
(7 €D rrrernet fy | Hi1o00% v

P — . - - =
14 start EC@OBMm* 7

Summary Screen = Top Portion shown here:

= Note that you now see the “Pending” reference signifying that you have completed and submitted your time record and that your supervisor must now
approve it. “Pending” will change to “Approved” when the Supervisor approves the report.
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f'.:; Human Resources - Time & Attendance System - Windows Internet Explorer

@E; ¥ |@ https suny.edu V| ﬁ | @ 4| %

Flle Edit ‘“iew Favorites  Tools  Help x B LastPass -

'{3 Favorites '{5 E SUMY-ESF, SUNY College of ... & ~ €| Free Hotmail & | b

] »
|®Human Resources - Time & Attendance Syskem | | ﬁ - B "] e v Page - Safety - Tools - @.

E

25 26 27 28 29 30

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

Time Record Comments Holiday Time Worked
[Me Comments.] Holiday Mame Floater? Observed Date Earned Amount
- Election Day Y 11/06/2012 1
Additional
Comments: Veterans' Day M 111272012 1
Thanksgiving Day M 1112212012 i}

{Nots: Pressing <dlts and an undsriined sharacter will focus the curssy sn the arsseiated form fisld )
I I 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 Modified By User
Submitted 12/06/2012 08:33:36 David R Dzwonkowski

(7 €D rrrernet ¥ - EBioowm -

‘4 start EC@OBMm* 7

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.
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