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Introduction

The SUNY HR Time and Attendance System (TAS) is an electronic time reporting
system that is replacingVlyUAlbany for time records purposes.

You will continue to be required to report the usage or nasage of accruals on a
monthly basis. Reporting should be done by thé"®f the month for the previous
month.

You will get reminders frondonotreply@SUNY.edfiyour time record is late. Please
note that If the time record remains incomplete for a period of time, your supervisor
and the Deandos Office wil/|l al so recel’

Once you start using TAS no additional MyUAIlbany entries should be made.


mailto:donotreply@SUNY.edu
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Logging into the SUNY HR portal

To get to the SUNY HR portal use this linkkvw.suny.edu/hrportal
Select Albany from the drop down menu for the campus field.

Your username and password are the same as when logging in to your campus ema
(NetID and password). Contact the ITS helpdesk at 5482-3700 if you do not know
your Net ID and password. Once you have entered your username and password
click done

SUNY Secure Sign On



http://www.suny.edu/hrportal
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Logging into the SUNY HR portal

Click on theTime and Attendanceink located in the Self Service box (see example
be l OVV) ' Self Service

LY e &

Time and View Human
Attendance Paycheck Eesources
Self Semvice

For security purposes you will be asked for your date of birth.

Select the current employment role (if not already selected) and click thane and
Attendancebutton. This will take you to the TAS Summary Page.

Employment Roles

Status Role Type Effective Dates
—_,b @ Regular State Employee 01/09/2006 - [No End Date]
® College Waork Study State Employee 08/25/2003 - 09/11/2003

Displaying all 2 records.

Time and Attendance |
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Time and Attendance Record Summary

Page and reporting

Faculty are able to certify and submit their time records directly from the summary page if
no sick accruals were used within the reporting month. Only one month (in date order) can
be submitted at a time.

To submit a record reflecting no accrual

Once submitted, the record

Time and Attendance Record fior

will be Iin submitted/pending — _

Status untll approved by your S:rpnaprtjrfl;n%::aD:EMSD: Environmental Health Sciences S :

supervisor and the next
. . Monthly Time Records

reportlng month WIII appear. g:':)“l:;:;.;MCETime.'"-_-’ie'r.-Calsr':EF]

Movember 2018 - Working [ Charge Time { View Calendar ]

A I certify that this time report represents a correct accounting for the specified period.
ﬁ
Submit |
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Reporting Usage

| f usage occurred during a month, c¢click oChar
already displayed, select the appropriate reporting month in the Accrual Period field (see A). If
necessary, you can change the reporting month using the drop down box and clickihange Period

(Se e B) - [ d Attendance Record for

Kathy | |

Time Record | History | Requast Time Of
Campus: 28010 Supervisor: Merissa L Mabes
Department: 553010: Human Resources Management

Employee Time Record for May 2018

Accrual Period

A
ﬁ Isz 2048 ~ Warking [+ Change Period I
" B

Next to the Accrual Period, the status of Working, Pending or Approved will appear. Working means
you can make entries, Pending means you can make entries, but the record has gone to your
supervisor for their review, and Approved mea
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Recording Time Off

Accrual usage is entered in the Time Charged section of your record.

*Note 0 TAS has eRequest Time Offeature. At this time, we are not utilizing it. Additional information on this
feature will be distributed at a later date.

Double click on the day you need to enter accrual usage for. This will open a new screen
(see next slide) where you will enter your usage.

Time Charged Click a day to add or update an Accrual Charge
November 2018
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3
4 5 il T 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24

25 26 27 28 29 30
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Recording Time OfH Single Day

The new screen is for single (or partial) day absences. Enter the amount of accrual usage ir
guarter day increments (.25, .50, .75, 1) next to the appropriate accrual type(s)*, then
select. Save(see A).

*Charges made by 10 month

Notes: As submitted st 12:56:34 PM

Faculty Should be for SiCk |eave « Please enter comments if charging less than a full day.

Single Day Leave (uging quarter units) Show Multi-Dia

(self or Family Sick) or non rom bt sz

Vacation:

chargeable absences. Please do ==

Family Sick:

not indicate usage next to accrual

Floater:

types you are not eligible to ol ork ecton

Lost Time:

S|llo|o|lla||la||la]|o]|-

accrue/use.

MNon-Chargeable Type: Adrministrative Leave
Adjustment Reason: Select ...

[=]

Comments (&) :

——)  Save | Cancel |
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Recording Time Of Multiple Day Absence

Double click on the first day of your absence on the Time Charged section of your record. This will
open the same screen used for single day entries.

At the top right of the new screen, click on th8how MultiDaybutton.

On the Multiple Day Leave screen, enter the end date of your absence. This date must be within the
same month as the beginning date of the absence. If your absence spans two months, a separate
entry must be made for the following reporting month.

Select the amount of accruals to be charged each day in quarter day increments and select the
type(s) of accruals. This amount of time and type(s) of accruals will be charged for each workday

within the date range you input.
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NonChargeable Leave and FMLA

Certain absences do not require a charge to your accruals. These are consideredctmrgeable
absences. To record this time off of work, you wiked to follow the process for recording time off.
However, instead of indicating accrual usage, indicatee number of hours that day that should be
non-chargeable and select the reason.

Single Day Leave (uzing quarter unitg)

Jury Duty, Cancer Scr e "o e
CompensationLeave and Leave Without Pay are =~ S
examplesof nonchargeable leave types. E—— 5
Documentationsupporting nonchargeable Holday: =
absences must be submitted to Time . :
Records in UABOO. Lus_m:;:_ ' ;
If you are approved for Family Medical e =
Leave, Time Records can instruct you Non-Chargeable Tupe: Cancar Scrasring v
on how to label your absence(s) as S — :

Cancer Screening - Documentation will be

F M LA Comments () : sent to Time Records | 4
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General Information

After making any changes to your record, it is important to cliSlave Time Recorat the
bottom of your record. This will not submit your record. If your record is not saved, any
changes you have made will be lost.

You can enter comments for your personal reference, or for your supervisor, in the Time
Record Comments Field. Please note that entries in this field are a permanent record.

If you would like a paper copy of your Time Record, you can print one by clicking orPDE
Report

You can view prior time records by selecting thdistorylink located below your name.
History is only available as of the date you started using SUNY HR TAS.
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Submitting Your Time Record

When the time record is compl et Submittd i ¢
Supervisor

If, during a month, no accrual usage or nechargeable leave occurred, the only
action you need to take is to Submit your time record. Rememl@ihis can be
done directly on the Summary Page.

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

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

You now have all of the information you need to start using the SUNY HR Time and
Attendance System.

Please refer to the instructions you received from Time Records regarding ti@nth
youshould start reporting electronically through this system.

QUESTIONS??
timerecords@albany.edu
Phone: (518) 4374715 Fax: (518) 4374731
University Administration Building (UAB)Room 300
https:// www.albany.edu/hr/prof leave.php



mailto:timerecords@Albany.edu
https://www.albany.edu/hr/prof_leave.php
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