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Logging onto the System

,
Begin at www.suny.edu/hrportal.

*We recommend using Firefox or Chrome as oo et

your Internet browser.

Select Albany for the campus.

Log in with your UAlbany username and

password. UNIVERSITY
ATALBANY

*As a supervisor, you will get emails State Universiey of New York

notifying you that you have pending time
and attendance items that require your
attention. These emails will be sent at night
from DoNotReply@suny.edu. We suggest
logging in to SUNY HR TAS on a regular
basis to review your supervisor roster.



http://www.suny.edu/hrportal
mailto:DoNotReply@suny.edu
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Access the Time and Attendance Section

Click Time and Attendance in the :
Self Service section. Self Service

Y &

sy IMmeand  SUNYHR @R
Attendance Self Service @x
NYS

FPayroll Online

Hover over icons to see functionality
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Select Your Current Employment Role

mome The State University of New York | Time & Attendance
Select your current employment .

rO|e (lf not already SeleCted). Name: Jonathan L Roma

Suny ID: 160156
Campus Assigned ID: B00077421
Employment Roles
Status Role Type Effective Dates
L)

Reqular State Employee

10/04/2007 - [No End Date]
Student Assistant State Employee

Click the Time and Attendance $
button.
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Navigate to Your Supervisor Work Roster

Click on the Supervisor Work Roster link under your name.

1ay, Seplember 19, 2017 * 4:11:45 PM
Employee: Time Record  History  Request Time Of  Home | Supervisor/Approver: VWork Rosler

Time and Attendance Record for

Campus: 28010
Department:

Accrual Period

September 2017 ~ Working ¥ Change Period
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Pending Time Records Approvals and

Employee Roster

Supervisor Pending Approvals Roster
Superdsor(Deskgnes)

Hotes: A5 submitied a1 3 52 01 PM
« Tima records must be approved in chronolagical order

Pending Leave Requests
Mo Pending Leave Requests |
* . Ersimared For Raquesr Balonces are Baced sn she currear acorsal snd swglopwemr ppfarmanian and may sar rgfecr the o nesd Balames on char dae. These omounzr are for plasing parpac e saly

Submit | | Reset |

Pending Time Records Approvals

Hourly Employes = T Hourly Fate Hours Werked
[ | HARO1T-081113 :

T n BEM1/2017-081112017 10.75 25
[ ] ' . i

T n D8I07/2017-081872017 10.08 12
Submit | | Reset |

Current Employees
Espdires Tithe Mewt Timesheet Date  Actions.
| Faderal College Work Study Student [ Emploges Infy | Tims Fécond | Hisbory |
| Faderal Collage Work Study Student [ Emploggs Infe | Toss Bgcond | Hibory |
| Faderal Collage Work Study Studant [ Emplovas infig | Tims Record | Hisloer ]
] Federal Collage Work Stuedy Studant [ Emplryes infy | Tims Record | Histoer ]
| Federal Collega Work Study Student [ Empoees infy | Time Record | Hisloes ]

Supervisor Designes Roster
Current Supervisors
[No Supanvisor Proxias. |
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How to Process Pending Time Records

Approvals

mwwuﬁolﬂuﬂwﬂsm Return to Employee Portal Sign Off
o The State University of New York | Time & Attendance

Employee: Time Record | History

Thursday, June 9, 2016 « 10:23:40 AM
Request Time Off | Home | Supervisor/Approver: Work Rester | Facilitator: Search

Click on Details for each employee to

« Time records must be approved in chronological arder”

see the pending time record. e

[No Pending Leave Requests.]

¥ . Errimpred Pzr-Reguest Balance: ave bazed on the curvent acerual and emplayment informatton and may not eflect the aemial balance on thar dare. Theze amountz ave for planning purpozez only
Submit | | Reset

As submitted at 10-20-29 AM

Pending Time Records Approvals
Heurly Employee U:: ;::::I‘I Hourly Rate Hours Werked
[Delals | [ Fisiony | mn 06/02/2016-06/15/2016 10.00 8

Submit | | Reset
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Review the Time Record

The Pending Time Records Approval section is the second section on your —
Supervisor Work Roster. F—————

student Assistant Commitment Stact

arsun oot
e W Gemim Esanss

To review a Student employee’s time record, click on the Details link under their
name. This will bring up the two week time record for your review.

r Superyisaridepanmant
A sunmim 1 92751 A

+ 1 e Deginving O6Z7/Z01S 1AM WK FOUTS SGI08S CuTS ExGHE0 20 POUTE. 81 CRBIES $10ud Nl €060 29 ours

Review information in the Record Hours section to ensure time in/out was —— - - = - ——r
entered accurately for all days worked. It is important to make sure that a (for ”., w = = | = =
AM) and p (for PM) were entered for each time in/out because the system will w2 e on m on o
treat punches as AM if nothing is entered. This will result in the number of hours i §§
to be inaccurately calculated. For example, if the student enters 9:00 for Time In :: om  am | aa om
and 1:30 for Time Out the system will record the time worked as 9:00AM to S ":
1:30Am which calculates to 16 hours worked instead of 4. zmr"*

Review the total hours worked in the Week Totals row below each week’s
section.

Review the Total Hours and Total Amounts rows for accuracy.
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Approve or Deny the Time Record

If the Time Record is accurate, click on Time Record Comments Paid Hours Acet
the Approve button and the record will Do Comments e
move from pending to approved status. P e it '

Comments: s .
If the Time Record is not accurate, enter pisiiils

a comment in the box, explaining your
reason for denying the record and click
the Deny button. The Time Record will I certify that this time report represents a correct accounting for the specified period.
be returned to the

employee with the comment for
correction.

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

View Holidays | PDF Report |
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Questions?

Payroll@albany.edu
Phone: (518) 437-4700
Fax: (518) 437-4731



mailto:Payroll@albany.edu

