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Step 1.) Log into the SUNY HR portal www.suny.edu/hrportal. Select Potsdam for campus name from the drop-down menu and
click on the Login button.

SUNY Secure Sign On

Campus

Select Campus. .. v

Remember Campus? | W

LOGIN FORGOT PASSWORD APPLICATION ACCESS

Copyright @ 2016 The State University of New York. All RIGHTS RESERVED. | UNAUTHORIZED ACCESS PROHIBITED | Contact Us | WEB ACCESSIBILITY | Privacy Policy | Forgot Password | Application Access

The State University
of New York

Step 2.) When logging into SUNY HR: Your username and password are the same as when logging into your campus email or other
campus services. Click the SIGN IN button when done. DO NOT add @potsdam.edu to the end of your username.

% Potsdam

THE STATE UNIVERSITY OF NEW YORK

Sign in with your SUNY Potsdam username and

{ password
,'A‘

Username

Password

Due to recent security upgrades, your password will not
work unless it has been reset at account potsdam.edu,
on or after Monday, March 7. If you have not done this,
please do it now before continuing.

Questions about the Campus Computer Account (CCA)
should be directed to the CTS Helpdesk.

Forgot or want to change your password? Visit
https://account.potsdam.edu

SUNY Federated Login is a service provided by CTS



http://www.suny.edu/hrportal

Step 3.) Click on the Time and Attendance link located in the Self Service box (See example below)

Self Service
LY e &
L&
Time and View Human
Attendance Paycheck Resources
Self Senvice

Step 4.) Select the current employment role by clicking the Time and Attendance button (See arrow below).

Employment Roles
Status Role Type Effective Dates
o O Regular State Employee 01/09/2006 - [No End Date]
College Work Study State Employee 08/25/2003 - 09/11/2003

Displaying all 2 records.

Time and Attendance |

Once into your record, you will use the links below your name (see arrow below) to navigate the time accounting system.

Jessica L Haggett
Time Record | History | Request Time Off | Work Schedule

Campus: 28250 Supervisor: Scott Sheila
Department: 853010: Human Resources

Employee Time Record for March 10 -23, 2016

Accrual Period
| 26 ~ Mar 10 -23, 2015 ~ Working |v|  Change Period |
Time Record Accrual Type: NUD2 - Administrative Services - 37 SHR OBL  Scheduled Hours: 75.0
Record hours Time Charged (Hours)
Date
mooot gm0+ T Rea T OT
Thu 310 |08:00a  11:30a |12:D[Jp 04:00p [z [£]|E 0|76 0 75 75 0 0
Fri 311 |08:00a  11:30a |12:00|:| 04:00p L2 110 0 75 0 15 75 0 0
Sat 32 | lelE 00 0 00 00
Sun 3113 | “lalE 0,0 0 0 0 00
Mon 3114 |03:00a  11:30a |12:U[Jp 04:00p L2 1[0 0 75 0 15 75 0 0
Tue 315 (0800 1130 |12000 04000 o Bla 0|76 0 7575 0 0
Wed 316 |10:308  11:30a |12:D[Jp 04:00p :FI;I ] 0 E25 05 5 0 0 25 Y 0
Week 1 Totals 0 0 35 253153 0 0 0 25 0 00 0 0 0 0

Thu 317
Fi 318

Sat 319

Mon 3721
Tue 322
Wed 3/23

| B
| B
| &
Sun 3120 | ) 0,0 0 0 0 00
| B
| O
| B



TIME RECORD

You can record your work hours by selecting the Time Record link located below your name.

Things to Remember:

1.) Always make sure you are in the correct pay period. Pay periods can be changed by selecting the drop-down box to the pay
period you want, and then click the Change Period button. (See letter A)

2.) Log in and update your time record daily; DO NOT enter future hours.

3.) This system operates in current time. Future transactions will not appear on your time record until the actual date of the
event. (For example: approved time off requests, holidays highlighted in peach)

4.) Always enter A for AM or P for PM, otherwise time record will not calculate hours correctly.

5.) Make sure to use the TAB button when recording time. DO NOT click the return/enter button because the record does not
save the data you entered.

6.) You must record lunch time. The exception to recording lunches are employees who adhere to the 24/7 coverage rule. Do not
record 15-minute breaks.

7.) Click the Save Time Record button every time you want to add/change your record. (See letter B)

8.) Time records that have already been approved by a supervisor cannot be changed by employee or supervisor. You must
contact Nicole Bacon-Ward at 315-267-2090 for assistance.

Employee Time Record for March 10 -23, 2016
Accrual Period
[=] _Change Period | s A

| 26 ~ Mar 10 -23, 2015 ~ Working

Time Record Acorual Type: NUD2 - Administrative Senvices - 37.5 HR OBL ~ Scheduled Hours: 75.0
Record hours Summary Time Charged (Hours)
pee in ot i out conor Bn® ¥ lwk cha It Bes T OF \Va S Est §hPL GT Holl VEW Lost Nochg
Thu 3M10 |0B:00a |11:302  [12:00p | 04:00p ] 0 75 0 75 75 0 0
Fri 3M1 |08:00= |11:30a |12:00p  O4:00p ] 0 75 0 ¥5( 75 0 0O
Sat 3Mz2 =] 0 0 0 i) 0 o o
Sun 313 ] 0 0 0 1] 0 0o o0
Mon 3M4 |08:00a | 11:30s  [12:00p | D4:00p ] 0 75 0 75|75 0 0
Tue 3M5 |08:00= 11:30= [12:00p | 04:00p [l 0 75 0 ¥5 75 0 0
Wed 316 [10:30s | 11:30s  [12:00p | 0H:00p ] 5 25 75| 5 0 0 25 Y
Week 1 Totals i i 3 25 375 3% 0 0 0 25 0 a o i i) L i
Thu 3M7 |0B:00a  11:30= [12:00p  03:00p I} 6.5 1 75| 65
Fri 3M8 |08:00a | 11:30a |12:00p  03:45p ] 0 |7286 0256 458|725 0 0 |025 0
Sat 319 I} 0 0 0 i) 0 0o o0
Sun 320 [ 0 0 o 0| 0 0 0
Mon 3/21 |08:002  11:30=  [12:00p  O04:00p [ 0 [ 0 75| 75 0 0
Tue 3/22 [oe:00a  11:30a  |12:00p | O%:00p ] 0 7.5 0 ¥5( 75 0 0O
Wed 3/23 [ 0 0 0 i) 0 0
Week 2 Totals 0 0 2875125 30 2875 0 0 125 O 0 o o ] i) 0 ]
Payroll Period Totals 0 0 63.75 3.9567563.75 0 0 125 25 0O o o0 1] i) 0 1]
Time Record Comments Paid Hours Accrual Balances All Values are Hours.
[No Comments ] Pay Type Hours . . Holiday
Holiday 0 Hame Vac Sick Family FL Comp 4D+{1) 40+ (2) Float Reg.
Overtime 0 Beginning ~ 278.25 62450 0.00 3750 0.00 000 0.00 750 0.00
Additional Extra Time 0 Charged 125 250 000 000 000 000 000 O 0
Comments: LostTme O Sub-Total  277.00 622.00 000 3750 0.00 000 000 7.5 0
Standby 0 Earned 575 375 000 0.00 0 000 000 O 0
Adjustments  0.00 0.00 000 000 000 000 0.00 000 0.00
Ending 28275 62575 0.00 3750 0 000 000 75 O

[C] 1 certify that this time report represents a correct accounting for the specified period.

B --. Save Time Record | Submit To Supervisor

View Holidays PDF Report



To create extra rows for recording time, you need to click on the + SIGN directly next to the hours worked. (See arrow below)

Time Record Accrual Type: NUO2 - Administrative Services - 37 SHROBL  Scheduled Hours: 75.0
Record hours Summary Time Charged (Hours)

Date On Mt Stand  Tardy :
U " il VR I D SR g T R

Thu 310 08002 11:30a 12000  04:00p ' 0175 0 15 75 0 0

O Once you click the+ SIGN, another row of boxes will appear. (See arrow below)

Time Record Accrual Type: NUD2 - Administrative Services - 37.5HROBL  Scheduled Hours: 75.0
Time Charged (Hours]

Record hours

fate On Mdt Stand Tardy
I Out | Out o B s
ﬂ - Call OT By Min

08:00 11:30 12:00p 0400
The 30 | e TR TR 075 0 1575 0 0

Entering Overtime

If you work overtime, there are a couple different ways to enter those hours worked.

1.) If overtime is NOT connected to your regular shift, add another row using the + SIGN located right next to the regular hours
worked (See letter A). Once the row appears, add those additional hours worked (See letter B).

Time Record Accrual Type: NUOZ - Administrative Services - 37 SHROBL  Scheduled Hours: 75.0
Record hours Time Charged [Hours)

Date 5L
In Out  |in Out Tt Rea CT O Nae 2L )

Thu 310 08002 11302 12000 0&:30p 0 [10 0 1075 25 0

Fri 3M1 08002 11302 |1Z00p 04:00p 0 |76 0 1575 0 0

Sat 312 el 0 0 0 0 00

Sun 313 00 0 0 0 00

Mon 3114 |03:002 | 1L:30a [1200p  04:00p 0 |75 0 15 75 0 0

Tue 315 08008 1302 |12:00p  0400p 0 |75 0 15 75 0 0

1:30a 101308 |12:00p  04:00p

Wed 316 50 0800 008 2510575 0 3 25 Y 0
B~ |l Week 1 Totals A) 0 0 405 25 4 7525 3 0 25 0 00 0 0 0 0



2.) If the overtime IS connected to your regular shift, you can add to the same row as regular hours worked (See arrow below).
The employee’s normal shift is 8a-4p and they worked overtime from 4p-6p.

Time Record Accrual Type: NU
Record hours NI

pr= n Out n Out s Cmuor oeed (DY Wk Sha Mot Bes ST QX
Thu 3710 |08:00a 11:30a 12:00p 06:30p [ 0 10 0 a8y 7.5 25 0
Frn  3/11 | 08:00a 11:30a 12:00p 04:00p 0 7.5 0 = 7.5 0 0
Sat 3712 0 0 0 0 0 0 0
Sun 3/13 0 0 0 0 0 0
Mon 3/14 | 08:00a 11:30a 12:00p 04:00p 0 7.5 0O &> 7.5 0 0
Tue 3/15 |08:008 11:30a 12:00p  04:00p 0 7.5 0 X5 75 0 0
Wed 3/16 08:00a 11:30a 12:00p 06:00p 0 95 0 95 75 0 2

w5

Overtime connected to your regular shift can also be added by selecting the + SIGN located right next to the regular hours
entered. Once the row appears, add those additional hours worked. Make sure the end time of the regular shift and the begin
time of the overtime shift is not the same because system will not save. (Regular shift ends at 3:30 and overtime starts at 3:31)

Time Record Anniversary Date: 089/05/1996 Personal Leave Date:05/05/1996 Accrual Type: NUO3 - Operational Services - 40 HR OBL  Scheduled Hours: 80
|Hec=uﬂ:l hours Summary Time Charged (Hours)

Re MNdt |Stand |Tardy 2k
[in Qut /in Qut * lcalor |By min W Sha  JstBea & OT Mee SL ESE §og

Date
Pk €T Hali  MRW Lost MoChg

Thu 37 07003 12:00p 12:30p 03:30p :-::::El 0 10 0 10 g 0 2
"_[13:31p 05:30p 1

Fri 3/8 |o700a 1200p |12:30p 03:30p | |[=] 0 & 0 8 8 0 0
Sat  3/9 | [=)re 0 0 0 0 0 0 0
Sun 310 | [=1e) 0 0 0 0 0 0 0

Mon 311 o7:00a |12:00p [12:30p 03300 | T|12)

Tue 312 o7:00a 1200p |12:30p 03:30p | |[=]

OO0OO0DO0OOO

Wed 313 |o7:00a 12000 [12:30p 03300 | T |12)

3.) If you get called into work, you must select the + SIGN located in the On-Call column (See letter A) and a new row will appear.
The call-in overtime hours will be in BOLD and the system will give you an automatic four hours minimum (See letter B). If you
work more than 4 hours during the call-in, the system will calculate the overtime hours correctly based on how many hours are
entered.

Time Record Accrual Type: NUS2 - Adminstrative Services - 37 SHROBL  Scheduied Hours: 75.0
Recoed hours Summary Time Chaeged (Hours)

Case On Ma Sund L
oot o ow O w0y M OO0 e OB G BG Mol VRN L ey

08:008 130 2 04:00
The 310 o o 075 01575 0 4

05:00p 07:00p
5 ¢
A



REQUEST TIME OFF

To request time off, select the Request Time Off link located below your name. Use the monthly calendar to select the date the

request is being made for.
Things to remember:

1.) ALLREQUESTS MUST BE MADE IN QUARTER HOUR AND HOUR INCREMENTS
2.) Suggestion: For doctor’s appointments, wait to submit the time off request until the appointment has been completed.
This saves you from having to change the request in case the appointment was shorter or longer than excepted.
3.) Make sure the right month and year are showing on the screen before trying to make the request (See Below).
To change to a previous month and/or year, select <<Year <Month.
To go straight to today’s date, select Today.
To change to a future month and/or year, select Month>  Year>>

Teme Off Request

EntiSement Balances
¥ Famity Sich S Moy
Rame Vacaron . Personal Comp Tame Cwer 40 200 .
Current 27825 624.50 0.00 37.50 0.00 000 000 7.50 0.00
P”'gj;;:;f o 27825 62450 0.00 37.50 0.00 0.00 0.00 7.50 0.00
® . Zirtwared Pir-Rogues: Bolance: are baced on tht currens accrae) and swpisywans trforweation and may mot refiect the actusi baicrce on that dase Theze amcans: are for piseang purpoce: ol
Existing Time OIf Reguests Chck a day o 333 o cpdate & Leave Reguest
March 2016 - [ <<vear  <Momen Teawy Morm > Yeat>> | «—
Sonzey Niomcay Towaday e T Frzay
1 2 3 E 5
6 7 8 a 10 " 12
13 14 1s 16 17 18 19
20 21 22 23 24 25 26
Pay penca stant
27 28 29 30 31
Leave
Reque stes -t e hetutes? Crate Oane Actons
- Leswve Dates Moues oo ves "o - omees Appeoved Sutemt [ —

Submit Actions | Reset |

Click on the date the request is being made for. If the box shown below does not pop right up, check the bottom taskbar
to make sure the window didn’t end up down there. You can only have one time off request per day. If you are charging
multiple types of accruals for that day, make sure to include all those requests in one submission (See below). When
finished making request, click Save/Save and Submit button.

Single Day Leave (using guarter units)

From Date: OVI1S/2016

Vacation: [« *
Seck: o

Eamity Sick: o

Holiday: 3.5 ﬁ
Floater: o

Voluntary Work Reduction: fo

Lost Time: o

Military Leave: )

Non-Chargeable: o

Non.-Chargeable Type: Adminatrasice Leave =l
Personat: °

Compensatory: o

Adjustment Reason: Select .. I~

Comments @

NOze Presring AN nd on wederived CArocier will focss The Cursor o the Ssociamed fove fiesd )

Save _ Save And Submit | | Cancel



SAVE A TIME OFF REQUEST

For future planning purposes, you can save a request. Select the Save button (See letter A). Only you can see the saved request
because the request does not get submitted to your supervisor until you submit it.

Single Day Leave (using quarter units)

From Date: 0315/2016
Vacation: '4_
Sick: f
Family Sick: CO
Holiday: s
Floater: ,0_
Voluntary Work Reduction: lo—
Lost Time: ’0_
Military Leave: ’0_
Non-Chargeable: T
Non-Chargeable Type: [ Administrative Leave =
Personal: lo—
Compensatory: lo—
Adjustment Reason: Select ...

Comments p):

(Note: Pressing <Alr= mad o wnderiined character will foous the cursor on the associated form ffeld

save | | Save And Submit Cancel

This will show on the monthly calendar as an S for saved (See arrows below).

Existing Time Off Requests Click a day to add or update a Leave Request
March 2016 [ == ear < honth Today Month > Year = |
Sunday Manday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5
6 7 8 9 10 11 12
Pay peniod start
13 14 15 16 17 18 19

2.5 - Heliday Comp Leave

=y
{5

4- ‘."aﬁtior’Laa\'e {=)
20 21 22 23 24 25 26
Pay pericd start

Fig 28 al 30 31

s 5 - Saved Time Off Request.
# P - Pending Time Off Request.
« 4 - Approved Time Off Reguest.

Previously Submitted Leave Requests

EEE wm; fl::lers Type :::m me:: REEETT g:‘:mithecl :::rmd ﬁ:-:: Withdraw
I Saved 03M15/2016 4 Vacation Leave
Saved 03152016 a5 Holiday Comp Leave
Approved 02/28/2016 75 Personal Leave 03/01/2016 03/01/2016

Submit Actions Reset




If you decide to Submit that saved request to the supervisor for approval, you must go into to the Time Off Request link located
below your name. Once on the Time Off Request screen, go down the page to the Previously Submitted Leave Requests section.
Find the date that needs to be submitted, go all the way to the right of that date and click on the bubbles below the submit
column (See letter A) and then click on the Submit Actions button (See letter B).

Existing Time Off Requests

Click a day to add or update a Leave Request

March 2016 [ == vesr = Month Today Month = “ear ==
Sundanys Monsdans Tussdsy Wednesday Thursday Friday Satwrday
1 2 3 4 5
L] T a8 9 10 11 12
Fay period start
13 14 15 16 17 18 19
3.5 - Holiday Comp Leave
=)
4 - \zcation Leave (5)
20 21 22 23 24 25 26
Fay period start

27 28 29 30 31

= S - Saved Time Off Reguest.

= P - Pending Time Off Reguest.

= A - Approved Time Off Reguest.

Previously Submitted Leave Requests
Requested # of Scheduled? Date Date Actions
EETS Leave Dates Hours YP® Yes Mo Reason  sibmitted Approved Submit  Uithdraw
Saved 03152016 3.5 Haoliday Comp Leave @
Saved 031542016 4 Vacation Leave A @
Approved 02/28/2016 7.5 Personal Leave 03/01/2016 03/01/2016
Submit Actions Reset

Your time off request has now been submitted to your supervisor and now shows as pending. This will show on the monthly
calendar as P (See arrows below). Once the supervisor approves the time off request, the P changes to A for approved and those

hours will now show on the charge portion of your time record.

Existing Time Off Requests

Click 8 day to add or update a Lesve Request

March 2016 [ ==vear  =Month  Todsy  Month>  Yearss
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 2 4 5
(] T 8 9 10 1" 12
Fay period start
13 14 15 16 17 18 19
3.5 - Holidsy Comp Leave
4- \."axlk;r;Laa\'a {F}
20 il 22 23 24 25 26
Fay period start

27 28 29 30 M

» 5 - Saved Time Off Request.

* P - Pending Time Off Reguest.

« A - Approved Time Off Reguest.

Previously Submitted Leave Requests
Requested #of Scheduled? Date Date Actions
EEs Leave Dates Hours 1/P® Yes No  REEOM gibmitted Approved Submit  Withdraw
. Pending 03M5/2016 35 Haoliday Comp Leave 03/22/12016
" Pending 031512016 4 Vacation Leave 03/22/12016
Approved 02/29/2016 75 Personal Leave 03/01/2016 03/01/2016

Submit Actions Reset



SAVE AND SUBMIT CURRENT/FUTURE TIME OFF REQUESTS

If you know you are definitely requesting time off, you can click on the Save and Submit button which sends your request directly
to your supervisor for their immediate action (See letter A).

Single Day Leave (using quarter units)

From Date: 03152016
Vacation: ’4_
Sick: P
Family Sick: O
Holiday: s
Floater: ’0_
Voluntary Work Reduction: ’0_
Lost Time: ,0_
Military Leave: ’0_
Non-Chargeable: ’0_
lon-Chargeable Type: | Administrative Leave E|
Personal: ’0_
Compensatory: ’0_
Adjustment Reason: Select ...

Comments g):

(Nowe: Pressing <Al mnd o underiined character will focws the cursor on the associoed form feld |

save | | Save And Submit Cancel

X

A

This will show on the monthly calendar as P (See arrows below). Once the supervisor approves the time off request, the P changes
to A for approved and those hours will now show on the charge portion of your time record. If the approved time request is NOT a
current or prior date, the approved request will not show on your time record until that actual date occurs.

IF YOUR TIME OFF REQUEST IS DENIED, YOU MUST WITHDRAWAL THE ORIGINAL REQUEST AND RESUBMIT A CORRECTED
REQUEST.

Existing Time Off Requests Click a day to add or update a Leave Request
March 2016 [ ==vear < Month Today Month > Year >
LI Liiin L LLEEEE LSl Flii Ll
1 2 3 4 5
[ 7 & 9 10 11 12
Pay peniod start
13 14 15 16 17 18 19

3.5 - Heliday Comp Leave
.—b =)

4 - Vacation Leave (F)

20 21 22 23 24 25 26

27 28 29 30 3

» 5 - Saved Time Off Request.
* P Pending Time Off Reguest.
* A - Approved Time Off Reguest.

Previously Submitted Leave Requests

Requested # of Scheduled? Date Date Actions
LELE Leave Dates Hours 1WPE Yes Mo  TEFEOM o pmitted Approved Submit  Withdraw
Pending 03M15/2016 4 Wacation Leave 032212016
. Pending 031512016 35 Holiday Comp Leave 0312212016

Approved 02/29/2016 75 Personal Leave 03/01/2016 03/01/2016



WITHDRAW/CHANGE A REQUEST

If you need to withdraw/change a time off request, go to the Request Time Off link located under your name. Go to the section
called Previously Submitted Leave Requests which is highlighted in blue. Find the request leave date that you would like to
withdraw/change. Go all the way to the right until you see the column that says withdraw. Click the bubble located below the
withdraw heading (See letter A) and then select the Submit Actions button below (See letter B). This will delete the action
completely. You would then need to use the monthly calendar again to make another request if needed. If your time off request
has been approved by your supervisor and the time record is in working or pending status, you can still withdraw the time off
request. If the time record has been approved by your supervisor and changes need to be made, you must contact Jess or Becky
in Payroll for assistance.

IF YOUR TIME OFF REQUEST IS DENIED, YOU MUST WITHDRAWAL THE ORIGINAL REQUEST AND RESUBMIT A CORRECTED
REQUEST.

Time Off Request

Entitlement Balances
: Family Sick Holiday
Name Vacason Sick* Used Personal Comp Time Over 40 40 ) F
Current 27825 82450 0.00 37.50 0.00 0.00 0.00 750 0.00
Post-Request® (on
0215) 27825 52450 0.00 37.50 0.00 0.00 0.00 750 0.00
* . Eznimated Pzr-Request Balance: are based om the current accrual and employment informasion and may not reflect the acual balance on thar date. Theze amount: are for plamming purpozes only
Existing Time Off Requests Cick a day 10 add or update a Leave Request
March 2016 [ <<vesr  <nsonn Todey Moe > Year >> |
Sundey Mcndsy Tuesday ‘Wednesdsy Thumscay Frday Satrday
1 2 3 4 5
6 7 8 9 10 1 12
Fay penod stan
13 14 15 16 17 18 19
7.5 - Vacation Leave
20 2 22 23 24  Emmm— E——— 26
Pay penod start
27 28 29 30 31
Leave
Requested #ot Scheduled? Date Date Actions
e Leave Dates Hours  TP* Yes "o e Submited Approved Submit Viethdeaw
Pending 03/15/2016 75 Vacation Leave 03/15/2016 °

Submit Actions | Reset | A/




SUBMITTING TIME RECORDS

Once your time record has been completed and all time off requests have been submitted to your supervisor, you can then check
the box stating, “I certify that this time report represents a correct accounting for the specified period “ (See letter A) and click

the Submit to Supervisor button (See letter B).

0o 0 000 0 o0

) o 0 o 0 0 0 O

.

Holiday

- Seok Famity PL Come. 4oun) 4o . "o o

Beginning 27825 62450 000 3750 000 000 000 750 000

Additional Charged o o

Comments: Sub-Total 27825 62450 000 3750 000 000 000 75 O

Eamed o o o

Adjustments
" Endging 27825 62450 000 3750 O 000 000 75 O
A #M 1 certify thas this time report a correct 2 for the sp period.

t

The employee can still submit the time record even if the supervisor has not electronically approved a time off request for that
particular period. The employee will receive a soft warning (Shown below). This WILL NOT stop the time sheet from saving or
being submitted to the supervisor. If you receive the warning shown below, please make sure the correct numbers of hours are
being reported between the total hours worked and time charged.

+ A NE D 40




Your time sheet is now pending waiting for your supervisor to approve (See letter A).

Employee Time Record for March 10 -23, 2016

Accrual Period
[ 26 ~ Mar 10-23, 2016 ~ Pending [+] cChange Period
Time Record A Acorual Type: NUD2 - Administrative Services - 37.5 HR OBL  Scheduled Hours: 75.0
|Fbmord hours Summary ime Charged (Hours)
pate lin ot |in out ¢ (00 AU EBNS RO o cno ot Bes G @1 Mas St ESL E GI Hell VRW Lest NeCha
Thu 310 |og:00=  11:30= |1_2:00p 04:00p | 12] = 0 7.5 0 75 75 0 0
Fri 311 [oB:op=  [11:30e [m00p Jow:00p |7 (2| [ 0 |75 0 75/ 75 0 0
Sat 312 | o m 0 0 0 0|0 0 0
Sun 313 | =& [ 00 o 6|0 o0 0
Mon 314 |08:30s 11:30= |1_2:00p 4a30p |12 = 0 75 0 75 75 0 0
Tue 3/15 [0B:30a  11:30a  [12:00p [04:30p | |1z )[[0] 0 |75 0 75 75 0 0
Wed 3/16 [08:302  [11:302 [1z:00p [os:30p || T[] 75 0 75 75
Week 1 Totals 0 0 375 0 375375 0 0 0 0 O 0 0 0 0 0 0
Thu 3M7 |08:30s 11:30= |1_z:oop o30p || (21| [ 75 0 75 75
Fri 3M8 |o08:30a  11:30a |12=on 0:30p | 12] |} 0 5 0 #5575 0 0
Sat 319 | e | 0 0 0o ol o0 o0 o0
sun /20 | =6 = o0 0 0 0 0 0
Mon 3/21 [os:00=  |11:30a  [12a0p [osoop | T =[] 0 |75 0 75 75 0 0
Tue 3/22 |08:00z  11:30a |12:on o00p ||'=[121|[F] 0 75 0 575 0 0
Wed 3/23 [os:00=  [11:30a [1:o0p [os00p || T (12| [ 75 0 75 75
Week 2 Totals 0 0 375 0 35 0 0 0 0 0 0o 0 0 0 0 0
Payroll Period Totals 0 0 7% 0 7 75 0 000 0 0 0 0 0 0 0

Once the supervisor approves your time record, the status will show as approved (See letter B).

Employee Time Record for March 10 -23, 2016

Accrual Period
[ 28 ~ Mar 10-23, 2016 ~ Approved [+] cChange Period
Time Record B Acorual Type: NUD2 - Administrative Services - 37.5 HR OBL  Scheduled Hours: 75.0
|Record hours Summary Time Charged {Hours}
oate ln  out I ow | 2;'”33‘%";""’ B ik Cha Tet Res G O Mee 8L ESL ST Heli WRW Lost MoGhg
Thu 310 |os:00= 11:30s |1_z:oop ok0op || (121 0 75 0 #5755 0 0
Fri 3/11|os:o0a (11305 [12:00p 0w:00p | (121 [0 0 |75 0 75 75 0 0
Sat 312 | 2@ 0 0 0 0|0 0 0
Sun 313 [ ey @ o0 0 0 0 0 0
Mon 3M14 |08:00= | 11:30= |1_2:00p 04:00p || [0 | 0 75 0 75/ 75 0 0
Tue 3115|0002 11:30a  [1z:00p  ok0op | =] [ 0|75 0 75 75 0 0
Wed 316 |10:30:  [18:30 [12:00p (o0t | T[] 5 25 75 5 0 0 25 ¥ 0
Week 1 Totals 0 0 35 375 3 0 0 0 0 0 0 0 0 0 0
Thu 3M7 |ope:00= 11:30s |1.z:00p o0p ||'C[=1) [ 6.5 1 7.5/ 65 0 0 1 0
Fri 318 [08:00a  11:30= |lZ:DDp 034sp  ||FT [0 | 0 725 025 ¥5|725 0 O (025 0
Sat 3119 | B\ 0 0 0 0|0 0 0
Sun 3120 [ Ela@ o0 0 0 0 0 O
Mon 3/21 |o:002  [11:30a [w00p [oao0p ||| [ 0|75 0 75 75 0 0
Tue 3122 |pe:00=  11:30= |12=onp o4:00p ||'= (1] [ 0 75 0 ¥5( 75 0 0
Wed 323 |08:00a 11:30a |1_z:oop ok0op || (121 75 0 #5785 0
Week 2 Totals 0 0 36251325 3625 0 0 125 0 O 0o 0 0 0 0 0
Payroll Period Totals 0 0 7125375 75 7125 0 0 125 25 0 0o 00 0 0 0




HISTORY

You can view prior time records by selecting the History link located below your name. You would first choose what year to view
(See letter A), and then select load history (See letter B). The history ONLY goes back as far as you have been using the new SUNY
Time Accounting System. All time records for that year will then be displayed. You would then select the particular time record by
clicking on the bubble (See letter C) and selecting the Details button below to view that particular record (See letter D).

12-Month Employee History

Time Record Year
A —p w[2]
B _' Load History
Accrual History
= ol e WO, B SO TR o wpows Oes s
12172015 - 1273002015 375 207.88 9.50 56388 000 0.00 550 O0.00 01/05/2016 Approved
12032015 - 121672015 375 21013 0.50 560.13 000 000 550 0.00 12182015 1202172015 Approved
MN2015 - 120022015 375 21933 1500 55638 000 000 750 200 1200712015 12/09/2015 Approved
110572015 - 111812015 375 24363 2250 55263 000 000 750 0.00 1112002015 1112412015 Approved
107222015 - 11/042015 375 23788 0.00 54888 0.00 000 0.00 000 1110472015 11/05/2015 Approved
10082015 - 1002172015 0 21525 0.00 51375 000 000 000 O0.00 10282015 1003002015 Approved
05/21/2015 - 0572772015 0 21525 0.00 51375 000 000 0.00 O0.00 05271215 0572772015 Approved
05/07/2015 - 05/20/2015 375 20950 0.00 51000 000 0.00 000 O0.00 052712015 052712015 Approved
04/23/2015 - 05/06/2015 375 21125 7.50 50625 0.00 000 0.00 0.00 0572172015 051972015 Approved
04/09/2015 - 0472272015 375 205.50 0.00 512.00 950 0.00 000 O0.00 05192015 Approved
03/26/2015 - 04/08/2015 375 199.50 0.00 51325 500 0.00 0.00 O0.00 04/20/2015 051172015 Approved
031272015 - 0372572015 375 193.75 0.00 50850 000 000 000 O0.00 04/01/2015 041972015 Approved

Displaying all 12 records.

D __* Details |

Once the screen loads, you can view the selected time record (See below).

Employee Time Record for December 3 -16, 2015

Accrual Period

—-* [15 ~ Dec 3-16, 2015 ~ Approved [+] cnhange Period

Time Record Acorual Type: NUD2 - Administrative Services - 37.5 HR OBL  Scheduled Hours: 75.0
|Record hours Summary Time Charged (Hours)
pate fin out |m ow v (Jn, 0t end B we cha ft Ben OT O Ve S ESL o VRW Lost NeChg
Thu 12/3 |08:002  11:30s |]_2:00p 03:30p =B 0 7 05 75| 7 0 0|05 0
Fri 12/4 [08:00a [11:30a  [12:00p |02:00p 1| B 0 |55 2 [¥5(/55 0 0175 025 0
Sat 1215 | | B 0 0 o 0| 0 0 0
Sun 12/6 | ES i i 0 0 0| 0 0 0O
Mon 1217 | L= @ 0|0 7575 0 0 0 75 M 0
Tue 1218 | = = 0 0 75 75 0 0 0 75 M 0
Wed 12/9 (09:00=2 | 11:30a |LZ=ODp 04:00p Ll = 6.5 1 75| 65 0 0|05 0.5
Week 1 Totals 0 0 19 185375 19 0 0 275 15 0 05025 0 0 0 0O
Thu 12M10|08:002  11:302 |1_z:00p 4000 |21 7.5 0 75| 75 0
Fri 12/11 os:00a  |11:302  [12:00p 04:00p | [ = 1| O] 0 (75 0 75/ 75 0 0
Sat 1212 | = [} 0 0 00 0 0 0
Sun 12112 | e 8 i olo o o 0o 0o o0
Mon 12/14(10:482 (11302 [12:00p [o00p || [ 0 |475 275 75475 0 0 (275 0
Tue 12M15|08:00a  11:30s |12:DDp 04:00p =[[ 1| [ 0 75 0 ¥5 75 0 0O
Wed 12/16 |08:008 11:302 |L2:00p 04:00p = E 7.5 0o 75 75 0
Week 2 Totals 0 0 3475 275 3475 0 0 275 0 0O 0 0 0 0 0 0
Payroll Period Totals 0 0 5375212575 5375 0 0 55 15 0 05025/ 0 0 0 O




REGULAR HOLIDAYS

Regular holidays are: New Year’s Day, Dr Martin Luther King, Jr. Day, Washington’s Birthday, Memorial Day, Juneteenth,
Independence Day, Labor Day, Columbus Day, Veteran’s Day, Thanksgiving Day, and Christmas Day. The holidays observed from
year to year are subject to change.

When holidays occur during a pay period, the system will distinguish those dates in two ways. Firstly, the system will list those
dates under the Note Section (See letter A). Secondly, the holidays will be highlighted in peach (See letter B). Since the system
operates in current time, the holidays will not be highlighted in peach until the actual date of holiday.

The following message will show on the time record about the holiday; “If you worked on a holiday, please check the holiday
charge amount. If you need to modify existing charges on a holiday, you can withdraw the existing charges and request a new
one.” Instructions on what to do when observing the holiday, working regular/overtime hours on a holiday are described within
the next few sections.

Employee Time Record for February 11 -24, 2016

As submitted at 12:41:09 FM

coln's Birthday.™
shington's Birthday.”

Acecrual Period

[24 ~ F=b11 24, 2016 ~ Approved =1 Change Period
Time Record Accrual Type: NUO2 - Administrative Services - 37.5 HR OBL Scheduled Hours: 75.0
Fcord hours FO— Time Ghanged (Hours}
pate n out in out - G ot AT [nY M sme T Sem ST 9T e st Esh fh, BN BI Mel VOWY Lest Mecha
Thu 211 [oe00s  |11:30a  |12:00p |04:00p o |rs o #s|7s o of |
B —J» i 212 csaoe [1130a [incop | od3oe o |75 o 75|75 0 o
sat 2M3 o o o o o o o
Sun 24 o o o o o o ©
B —f non 215 o 0o 75 7E | 0 0 0 75
Tue 2M6 o o 75 76| 0 0 o |75 0
Wad 2M7 07452 1130 |13:00p | pa00n 0o |775 ©o 76| 75 025 0
Week 1 Totals o 0 2275 15 37.75 225 025 0 7.5 0O O o o 75 0o o o
Thu 2/M1&8 | 07:45= 11:30a 12:00p O : D0 o 7.5 o T.T5 75 025 0O
Fri 219 (o745 |11:30a  |12:00p | 04:00p o |775 o 795 75 025 0
Sat 2/20 o 0 o o o o o
Sun 2r21 o 0 o o o o ©
Mon 2022 (oso0e 11302 |12:00p  |04.00p o 5 o 75|75 0 o
Tue 2/23  07:45s 11:30a 12:00p 03:45p [+] s [} 7.5 7.5 [} [}
Wad 2/24 08302 1130 |12.00p |pao0n o 7 o5 76| 7 0 0 o0s
Wesk 2 Totals o o 375 053 3 05 0 05 0 O o o o 0o o o
Fayroll Period Totals © 0 |60.25 165 75.76 596 076 0 | & | 0 O ® © 75 ©0 © 0

OBSERVING REGULAR HOLIDAYS

If you are observing the regular holiday (not working), you simply leave that particular day blank (See letter C). The system
automatically generates a time off request for the regular holiday to show that you accrued and charged the holiday off (See letter
D). You do not need to take any actions.

C=—P» non 95 0 0 75 75| 0 0 0 75

Tue 9/6 |08:00a 11:30a 12:00p  04:45p 0 §.25 0 825 75 075 0
Wed 9/7 |08:00a 11:30a 12:00p  0%:30p 0 8 0 8 75 056 0

Week 2 Totals 0 0 3175 75 3925 30 175 0 O 0 0 0 0 75 0 0 0

Payroll Period Totals 0 0 69.25 7.5 76.75 67.5 1.75 0 0 0o o0 0o 0 75 0 0 0

Time Record Comments Paid Hours Accrual Balances All Values are Hours.

[No Comments.] Pay Type Hours ’ ; Holiday

Holiday 0 Mame Vae Sick Family PL Comp 40+1) 40+ (2) e T

Overtime 0 Beginning 267.50 64750 000 3750 1.00 000 000 750 0.00

Additional Extra Time 0 Charged 0.00 0.00 0.00 000 000 000 000 000 75

Comments: LostTime o Sub-Total 267.50 647.50 0.00 3750 1.00 0.00 0.00 7.50 7.5 } D

Standby o Earned ST 375 0.00 000 175 000 000 000 75

Adjustments 0.00 0.00 0.00 000 000 000 000 000 0.00

Ending 273.25 651.25 0.00 3750 275 0.00 0.00 750 0

View Holidays | PDF Report

Existing Time Off Requests

#of Leave Date Date
Leave Dates status Torme Type Reason Submitted Appr 1

D + 09/05/2016-09/05/2016 Approved 75 Holiday Comp Leave Labor Day



WORKING THE REGULAR HOLIDAY
If you are working your entire regular work shift, enter those hours worked in your time record first and click save time record

(See letter E). The system will show you have overtime (See letter F) but this will be fixed once the system generated holiday time
off request is withdrawn.

Time Record Accrual Type: MUD2 - Operational Services - 40 HR OBL  Scheduled Hours: £0.0
Record hours Summary Time Charged [Hours)
Dat= In Out In Out g:” g? ;;‘wwwm L“Irnd’ Wrk Chg JTot|Reg C©I ©T  |wac SL ESL 'ﬁ'lﬁhd PL CI Heli VREW Lost NoChg
Thu 16 | oF:00= 12:00p 12:30p 03:30p u] 8 a 8 = a a
Fri 10/7 | 07:00a 1200 12:30p O3:30p u] 8 a 8 =] u] u]
Sat 10/8 o o u] (1] u] 0 0
Sun 10/9 u] u] u] o u] u] u] I "lF
E + Mon 10/10| 07:002 | 12:00p  |12:30p  03:30p 0 2 8 16 8 0 =] 2
Tue 10411 | oF:002 12:00p 12:30p 03:30p u] 8 o a8 =] 1] 1]
Wed 1012 o o =] 8 o] 0 0 2 o
Week 1 Totals o o 32 16 48 32 o 8 8 o o o o o o o
Thu 10/M13| o7:00= 12:00p 12:30p 0F:30p u] 8 a 8 = a a
Fri 10/14|/o7:00a |12:00p [12:30p |03:30p 0 8 0o 8| s o 0
Sat 1015 o o u] (1] u] [u] [u]
Sun 1016 o o o] o o] 0 0
Mon 10/17 | 07:00= 12: 00 12:30p 03:30p u] 8 o 8 a8 o o
Tue 10118 o o =] a8 o] 0 0 =] Y o
Wed 1019 W] W] a a8 o o o a W]
Week 2 Totals o o 24 16 40 24 o o o 16 o o o o o o o
Payroll Period Totals ("] o 56 32 88 56 o 8 8 16 o o ("] 8 o ("] o
Time Record Comments Paid Hours Accrual Balances All Walues are Hours.
[Mo Comments.] Pay Type Hours " - Holiday
Holiday o Mame WVac Sick Family PL  Comp 40+(1) 40+(2) _ -0
Owertime a Beginning 76.50 32450 16.00 0.00 0.00 0.00 0.00 0.00 0.00
Additional Extra Time o Charged 8.00 16.00 0.00 0.00 O0.00 0.00 0.00 0.00 8
Comments: LostTime 0 Sub-Total 6850 30850 16.00 0.00 0.00 0.00 0.00 000 -8
Standby a Earned 6.00 4.00 o.00 0.00 0 0.00 0.00 0.00 8
Adjustments o.o00 o.00 o.o00 o.o00 o.o00 0.00 0.00 0.00 0.00
Ending T4.50 312.50 16.00 0.00 o 000 000 000 o

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

E * Sawe Time Record | Submit To Supervisor

\iew Holidays PDF Report

You MUST then withdraw the system generated time off request. Under the time off request link, click on the withdraw bubble
for that particular regular holiday (See letter G). Then click on the submit actions button to delete that request (See letter H).

Existing Time Off Requests Click a day to add or update a Leave Request
October 2016 [ == rear < Month Today Month = wear == |
Sunday Monday Tuesday \Wednesday Thursday Friday ‘Saturday
1
2 | 3 4 5 [ 7 8
a9 10 11 12 13 14 15
Columbus Day
8 - Holidsy Gomp Leave (&)
16 17 18 19 21 22
rt
23 24 25 26 27 28 ri:
30 31
= S - Sawved Time Off Request
= P - Pending Time Off Request.
= A - Approwved Time Off Reguest.
Previously Submitted Leave Requests
Requested # of Scheduled? Date Date Actions
TEEE Leave Dates Hours PE Yes Mo FEEEET Submitted Approved Submit  Withdraw  Approve Deny
Approved 10M02016 8 Holiday Comp Leave Columbus Day

H —Jp» submit Actions Reset




After withdrawing the time off request, the time record shows 8 hours worked on the regular holiday and no overtime (See letter

l).

Time Record Acorual Type: NUD3 - Operational Services - 40 HR OBL  Scheduled Hours: 80.0
Record hours Summary Time Charged {Hours)
pate In out  in out conor Bt ! W Gha TetRes 6T O ¥ae 8. ESL fn, BL GT Heli VRW Lest Nechg
Thu 10/6 0|0 8 8 0 0 0 8 N 0
Fri 1007 0o |0 & 8 0 0 0 3 N 0
Sat 10/8 0|0 o o 0o 0 0
Sun 10/9 0|0 o 0 0o 0 0 .
| =l 1i0n 10110/ 07:002 12000 [1230p | 03:30p 0o & o0 8 8 0O 0‘(
Tue 10M1[07:00a 12000 |[12:30p | 03:30p o |8 o0 8 8 0 0
Wed 1012 |07:00a  |12:00p ||12:30p | 03:30p 0 2 0o 8 2
Week 1 Totals 0 0 24 1640 24 0 0 0 16 0 00 0 0 0 0

WORKING A PARTIAL SHIFT ON THE REGULAR HOLIDAY
If you're only working a portion of your regular work shift on the regular holiday, go to your time record first and record the hours

work on the holiday and click save time record (See letter J). The system will show you have overtime (See letter K) but this will be
fixed once the system generated holiday time off request is withdrawn and you resubmit a time off request with the correct
number of hours being observed.

Time Record Accrual Type: NUO2 - Operaticnal Services - 40 HR OBL  Scheduled Hours: 20.0
Record hours Summary Time Charged (Hours)
Date In out In out + |2 o ;xw%aﬂ o lwrk Ghe IetRem S @I Mas s ESL Bm o BL GI Heli VRN Lost NeGha
Thu -10/6 |07:00s | 12:00p ||12:30p | 03:30p o g o 8 = o a
Fri 1047 | 07:00= 12:00p 12:30p 03:30p o 8 1] 8 o
Sat 10/3 o o o ] o o o
Sun 10/9 o o 1] (V] 1] o o KK
J—bl\-‘lon 1010 07:002 | 11:00= 0 4 2 12 4 0 4 8
Tue 10M1| 07:00= 12:00p 12:30p 03:30p o g8 1] 8 ] o o
Wed 1012 o o ] 8 4] o o ] o
Week 1 Totals o o 28 16 44 28 o 4 a o o o o o o o
Thu 10413 |[o7:00a |[12:00p |[12:30p |[03:30p 0 8 0o 8| s 0o 0
Fri 10414 | o7:00= 12:00p 12:30p 03:30p o 8 1] 8 =] o o
Sat 1015 o o o ] o o o
Sun 10M6 o o 4] o 4] o o
Mon 10417 | 07:00= 12:00p 12:30p 03:30p o 8 1] B8 a8 o o
Tue 10/18 o o 8 a8 0 o o 8 o
Wed 10/19 o o ] 8 4] o o ] o
Week 2 Totals o o 24 16 40 24 o o o 16 o o o o o o o
Payroll Period Totals o o 52 32 B4 52 o 4 a8 16 o o o a8 o o (1]
Time Record Comments Paid Hours Accrual Balances All Values are Hours.
[Mo Comments.] Pay Type Hours - = Holiday
Holiday a Name Vac Sick Family FL  Comp 40+(1) at+(z o %o
Owertime 4 Beginning ¥6.50 32450 16.00 0.00 0.00 0.00 0.00 0.00 0.00
Additional Extra Time 0 Charged 8.00 16.00 000 000 000 000 000 000 8
Comments: LosiTime o Sub-Total 68.50 308.50 16.00 0.00 0.00 0.00 0.00 0.00 -8B
Standby o Earned 6.00 4.00 0.00 0.00 0 0.00 0.00 0.00 8
Adjustments 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Ending 7450 312.50 16.00 0.00 o 0.00 0.00 0.00 o

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

J * Save Time Record | Submit To Supervisor Approve Deny

View Holidays PDF Report




Once you have withdrawn the system generated holiday time off request (See letter G and H), you MUST submit a holiday time

off request to observe the portion of the day you are not working (See letter L). Submit that request to your supervisor for
approval (See letter M).

Single Day Leawve (using quarter units)
From Date:
Macatiom:

Sicka:

k :
!

Eamily Sichk:
Holicay:
Floater:

Lost Time:

Military Leawe:

1T

Hon-Chargeable:

9y

i1

Hon-Chargeable Type: dministrative Leawe =]

Bersonal:
Compensatory:

Adjustment Reason:

Cormrments (g :

(Nore: Pressing <dit> awd an wedkerimmed cwﬂuﬁiﬁwm the cursor on the associared form fFeid i

Sawe Sawe And Subrmit | Cancel |

After the time off request is approved by your supervisor, the time record shows 4 hours worked on the regular holiday, 4 hours
regular holiday observed and no overtime (See letter N).

Time Record Acorual Type: NUDZ2 - Operational Services - 40 HR OBL Scheduled Hours: 80.0
Record hours Summary Time Charged {Hours}
Dare in out In out Conor [Seed (DY wer  Cha  Tet(Res ST 9T was St Est fm . PL ST Hell VEW Lest Nechg
Thu 1046 |[06:00= | [12:00p |12:30p |[02:30p o ] o & ] o o
Fri 1047 |ps:0D= | [12:00p  |[12:300  |02:309 o ] o &8 = 0 o
Sat 1ous o o o o o o o
Sun 10/9 o o o @ o o o -
N —bmon 10/10 | os:00= 10:00a o 4 4 e a4 o o 4
Tue 10411 |08:00= | 12:00p |12:30p |02:30p o ] o &8 = 0 o
Wed 10/12| os:00= 12:00p 12:30p 02:3I0p (o] 2 o 8 2 o o
Week 1 Totals o o 36 4 40 3 0 O o o o o o 4 o o o

After entering the hours worked for the regular holiday (See letter O), if you receive time when working a regular holiday, the
system will add those accruals to your balances (See letter P). If you receive holiday pay for working a holiday, your payment will
be processed in the next available payroll once your supervisor has approved your time record.

Time Record Aoorual Type: NUD2 - Operational Services - 40 HR OBL  Scheduled Hours: 80.0
Record hours Summany Time Charged {Hours)

Date ©On Mdt |Stand |Tardy
B = Wrk  Gha

7
¢
3
]
i

sL ESL BL &I

i MBWY Lost NoGhg

Gan oT in Wk Gl Eena (=
Thu 10/6 o o o o o o o
Fri 1047 o o o o o o o
Sat 1048 |[oB:00= | 04:00p o s 0 -] ] o 0
Sun 1049 |08:00a | 04:00p o 8 o 8 2 o o
(=] —b Mon 1010 08:00= 04:00p o 8 o 8 a o o
Tue 10/11|/08:00= | 04:00p ©04:00p | 05:00p o 12 o 12| =8 o 4
WWed 10/12| | os:00= 04: 009 o =) o a8 8 o o]
VWeek 1 Totals 1] o a4 0 44 a0 o a o 1] o o o o o o o
Thu 10413 o o o o o o o
Fri 1014 o o 8] o 8] o 8]
Sat 1015 o o ] -] 0 o 0 =2 o
Sun 1016 o o 8 a o o o =] o
Mon 10417 |[os:00= | [04:008 o s 0 -] ] o 0
Tue 10/18| os:00= 04:00p (a] s [u] a 8 (o] [u]
Wed 10/19||ce:00= | j04:008 o 8 0 -] ] o 0
VWeek 2 Totals 1] o 24 16 40 2a o o 16 1] o o o o o o o
Payroll Period Totals [1] [+ 68 16 284 64 ] 4 | 16 [1] o 1] [+ [+ [+ o [+
Time Record Comments Paid Hours Accrual Balances All Values are Hours
Mo Comments. Fay Type Hours Holiday
Holday o Mame wac Sick Family PL Comp 401} a0+(2) o0 _
Owertime 4 Beginning 21450 579.00 O0.00 40.00 0.00 0.00 0.00 0.00 0.00
Additional Extra Time o Charged 16.00 0.00 o.00 0.00 0.00 0.00 000 000 O
Comments: LostTime o Sub-Total 19850 579.00 0.00 40.00 0.00 0©0.00 000 000 ©
Standby o Earned &.00 4.00 0.00 0.00 o 0.00 0.00 0.00 a +P
Adjustments 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Ending 204.50 583.00 0.00 40.00 o 0.00 0.0 000 B



OBSERVING REGULAR HOLIDAY BUT WORK OVERTIME
If you are observing your regular shift during the holiday but work overtime outside your normal shift, enter the overtime hours

for that day ONLY. The system will still automatically generate a time off request for the holiday to show that you accrued and
charged your regular hours that day. A completed and signed overtime form MUST be submitted to Payroll for payment.

Time Record Acorual Type: MUD2 - Operational Services - 40 HR OBL  Scheduled Hours: 80.0
Record hours Summary Time Charged [Hours)

pate In out i ut cmior B e wck  gha TetRes 6T O (¥ee S ESL §n, Bk G Heli VRW Lest NeGhg
Thu 10/6 | 07002 | 12:00p 12:30p | 03:30p = 0 ] o 8 2 0 0
Fri 10/7 |07:00=  12:00p [12:30p  03:30p || 0 8 0D 8 8 0 0
Sat 108 = 0 0 ] 1] 0 0 0

Sun 10/9 | 0 0 o o 0 0 0

—k Mon 10/10| 07:00p | 11:00p |l 0 4 g 12 4 0 4 8
Tue 10/11 =1 0 v g &8 0 0 v 2 0
Wed 1012 = 0 v g 8 0 0 g 0
Week 1 Totals 0 0 20 24 44 20 0 4 0 L] L] 16 0 8 L] 0 0

FLOATING HOLIDAYS

The floating holidays are: Lincoln’s Birthday and Election Day. The floating holidays observed from year to year are subject to
change.

When holidays occur during a pay period, the system will distinguish those dates in two ways. Firstly, the system will list those
dates under the Note Section (See letter Q). Secondly, the holidays will be highlighted in peach (See letter Q). Since the system
operates in current time, the holidays will not be highlighted in peach until the actual date of holiday.

Employee Time Record for February 9 -22, 2017

Notes: As submitted at 10:15:53 AM

Q =P - 02/1312017 is Lincoln's Birthday"
+ 02/20/2017 is Washington’s Birinday.”

Accrual Period
23 ~Feb 9 -22, 2017 ~ Working |+|  change Period |
Time Record Anniversary Date: 07/25/2005 Personal Leave Date:07/25/2005 Accrual Type: NUO2 - Administrative Services - 37.5 HR OBL  Scheduled Hours: 75.0
Record hours Summary Time Charged (Hours)
. m ow  m om cor o ! ek cha Tt Rea T OT Mae St ESL &
Thu 279 [ 0 0 i 3,0 0 03 0
Fri 2/10 ] 0 0 45 45| 0 0 O 45 Y 0
Sat 211 [ 0 0 0 0 0 0 0
Sun 2/12 ] 0 0 0 0 0 0 0
Q =P Mon 2/13 O 0 0 0 0 0 0 0
Tue 214 ] 0 0 o 0 0 0 0
Wed 2/15 [ 0 125 125 0 0 O 125 Y 0

Week 1 Totals 0 0 0 87 871 0 0 0 3 575 O 6o ¢ 0 0 0 0O



The system automatically gives you the floating holiday accrual (See letter R). If you are going to work your entire regular shift,

enter those hours for the floating holiday and save time record (See letter S). Your time record is set at this point and you have

earned your full floating holiday accrual.

| 23 ~ Feb 9 -22, 2017 ~ working

Time Record

=]

Anniversary Date: 07/25/2005 Per=sonal Leave Date:07/25/2005 Accrual Type: NU02 - Administrative Services - 37.5 HR OBL

Change Period I

Scheduled Hours: 75.0

Record hours Summary Time Charged [Hours)
Thu 2/9 = v} 0 3 3 0 v} 0 3 0
Fri  2/10 = a 0 4.5 45 0 a 0 4.5 Y 0
Sat 211 =1 i} 0 0 0 i} 0
Sun 2/12 =1 0 0 0 0 0 0
S —-»_Mon 2/13 | 08:003 11:30a 12:00p 04:00p =1 4] 75 0 7.5 | 7.5 4] 0
Tue 2/14 = v} 0 0 o 0 0 0
Wed 2/15 = i} 0 1.26 1.25| 0 i} 0 1.25 Y 0
Week 1 Totals o o 7.5 875 16.25 7.5 0 O 3 575 0 o o o o o o
Thu 2/16 = 0 0 0 o 0 0 0
Fri  2/M17 = 0 0 0 o 0 i} 0
Sat 2/18 =1 o} 0 0 o 0 o} 0
Sun 2/19 =1 0 0 0 o 0 0 0
Mon 2/20 =l a 0 75 7.5 0 a 0 75
Tue 2/21 = v} 0 25 25 0 v} 0 25 Y 0
Wed 2/22 = 0 0 0 o 0 i} 0
Week 2 Totals ] ] ] 10 10 1] o 0 o 0o 2.5 ] 0o 75 0 1] ]
Payroll Period Totals o o 7.5 18.75 26.25 7.5 0 0O 3 575 25 o 0o 75 0 ] o
Time Record Comments Paid Hours Accrual Balances All walues are Hours.
[Mo Comments.] Pay Type Hours . . Holiday
Haoliday 0 Mame Vae Sick Family PL Comp A40+{1)} 40+ (2) e _
Owvertime 0 Beginning 7450 132.00 10.00 250 350 0.00 0.00 6.50 0.00
Additional Extra Time u] Charged 3.00 825 2.50 0.00 000 0.00 0.00 0.00 7.5
=S;,DI'I'II'I'IEI'ItE‘- LosiTime o Sub-Total 71.50 123.¥5% 12.50 2.50 3.50 0.00 0.00 6.50 -7.5
Standby o Earned 575 3.75 0.00 0.00 o 0.00 0.00 7.50 7.5
Adjustments 0.00 0.00 0.00 0.00 0.00 0.00 0.00, 0.00 0.00
Ending 77.25 127.50 12.50 250 3.5 0.00 0.00, 400 O
R

[T] I certify that this time report represenis a correct accounting for the specified period.

Save Time Record |

Submit To Supervisor |

WView Holidaxs I PDF Report I

A

If you are going to observe the floating holiday (not work) or only work a partial regular shift, you would enter your hours worked

in the time record if any and then go into the time off request screen and charge the total hours observed that day to floating

holiday (See letter T). Once approved by your supervisor, the system will deduct the hours from your floating holiday accrual

balance accordingly.

Single Day Leave (Using gquarter units)

From Date:
Macation:
Sick:
Eamily Sick:
Holiday:

Floater:

Lost Time:
Military Leawve:

Hon-Chargeable:

Hon-Chargeable Type:

Personal:
Compensatony:

Adjustment Reason:

Comments () :

(Nore: Prezsing = dlr> mad an e

Save | | Save An

TIT}

ﬂ
!

1171

I'DDDD\]DDD

dministrative Leawve

11

n

elect ...

Iined character will focus the cirsor omn the associated forw_field )

ubmit | |

Delete | | Cancel |




REGULAR/FLOATING HOLIDAYS AVALIBLE FOR CHARGING
You can view what holiday accruals are available for charge by clicking on the View Holiday button located at the bottom of the
time record screen (See letter U).

Time Record Anniversary Date: 12/03/1981 Personal Leave Date:12/03/1981 Accrual Type: NUO3 - Operational Services - 40 HR OBL  Scheduled Hours: 80.0
Record hours Summary Time Charged (Hours})
o= = e = e + omnor e A Wk She T & 8T F3h o BE O RT t
Thu 2/9 |o0s:00a 0<4:00p = v a8 0 ki a8 i} o
Fri 2/10 | os:00a 04:00p =1 Iv] a8 0 ki a8 i} o
Sat 2711 =1 0 1] 0 o 0 1] 0
Sun 2/12 =1 0 (1] 0 o 0 (1] 0
Mon 2/13 | 08:00a 0<4:00p =l Iv] a8 0 ki 8 i} o
Tue 2714 |o0s:00a 04:00p =1 Iv] a8 0 ki a8 i} o
Wed 2715 =1 0 1] 8 a8 0 1] 0 8 0
Week 1 Totals o o 32 8 40 32 o o o o o o o o o o
Thu 2/16 | 0s:00a 04:00p 04:00p 12:00a = [u] 16 (4] 16 a8 (4] a8
Fri 217 |08:00a 04:00p (==l [u] a 0 a8 a8 (4] [u]
Sat 218 = o (4] 0 o o] (4] o]
Sun 2/19 = o] (4] 0 o o] (4] o]
Mon 2720 | 0s5:00a 04:00p =1l [u] a (4] a8 a8 (1] [u]
Tue 2721 |08:00a 04:00p (==l [u] a 0 a8 a8 (4] [u]
Wed 2722 = o (4] 8 a8 o] (4] o] 8 0
Week 2 Totals o o AD 8 48 32 o 8 8 o o o o o o o o
Payroll Period Totals o o T2 16 88 64 o a8 16 o o o o o o o o
Time Record Comments Paid Hours Accrual Balances All Values are Hours.
[Mo Comments.] Pay Type Hours, _ Holiday
Holiday a Mame Vac Sick Family PL Comp 40+1) 40+ (2} Float i
Owvertime a8 Beginning 265.00 1588.00 0.00 4000 000 0.00 0.00 28.00 4500
Additional Extra Time o Charged 16.00 0.00 0.00 000 000 000 000 0.00 o
Comments: LastTime o Sub-Total 349.00 1588.00 0.00 40.00 0.00 0.00 0.00 8.00 45
Standby o Earned 5.00 4.00 0.00 0.00 o 0.00 0.00 8.00 2
Adjustments 0.00 0.00 0.00 000 000 000 000 000 0.00
Ending 355.00 1592.00 0.00 40.00 0 0.00 0.00 16.00 53

[C] T certify that this time report represents a correct accounting for the specified period.

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

U—b View Holidays | PDF Report |

As you can see there are two floating holidays (See letter V) and multiple regular holiday (See letter W) available for use. Floating
holidays have a Y indicator for yes and regular holidays have an N indicator for no. The expiration date column is the last possible
day to charge that particular holiday before it expires (See letter X).

Holiday Holiday Holiday Charge Expiration

Date Name Amount Amount Date Fsim
02/12/2016 Lincoln’s Birthday 8 8 0211172017 Y
02/15/2016 Washington's Birthday 8 8 02/14/2017 N
05/30/2016 Memorial Day 8 8 05/29/2017 N
07/04/2016 Independence Day 8 7 ‘— W 07/03/2017 N
09/05/2016 Labor Day 8 8 09/04/2017 N
10/10/2016 Columbus Day 8 8 10/09/2017 N
11/08/2016 Election Day 8 VvV —k 0 11/07/2017 b §
11/11/2016 Veterans' Day 8 0 W 11/10/2017 N
11/24/2016 Thanksgiving Day 12 0 W 11i23/12017 N
12/26/2016 Christmas Day 8 0 W 12/24/2017 N
01/02/2017 New Year's Day 8 0 W 1213112017 N
01/16/2017 Martin Luther King Day 8 0 W 01/15/2018 N
02/13/2017 Lincoln’s Birthday 8 V-b 0 02/12/2018 ¥
02/20/2017 Washington’s Birthday 8 0 *- W 02/19/2018 N

POINT OF CONTACT

If you have any questions, please contact Nicole Bacon-Ward at baconwns@potsdam.edu, 315-267-2090.



mailto:baconwns@potsdam.edu

Responsibilities

Individual/Group Contact Information
Human Resources 315-267-4816

Change History

Date Change History

August 1, 2024 e Added Juneteenth as a regular holiday
e Updated the HR contact for questions to Nicole Bacon-Ward




