SUNY TIME & ATTENDANCE INSTRUCTIONS (APPROVING TIME RECORDS FOR SUPERVISORS)

Step | Purpose Action Screenshots
1 Log on to the e Using Firefox or Chrome, begin at www.buffalo.edu/hr.
SUNY Time & -
*We recommend using Firefox or Chrome as your Internet
Attendance
System browser.
e Click on SUNY Time and Attendance System in the
Managing My Time section.
e Scroll down the page and click on SUNY Portal under
Employee Resources.
e If prompted, select Buffalo Univ.
e [f prompted, log in with UBITName and password.
<« SUNY SECURE signOn
F’éeiaseje;a:dt_your campus, then enter the appropriate credentials below
Campus:* Buffalo Univ
Remember me? <
Login
@,w R O e
2 Access the e Click on Time and Attendance under the Self Service —
Time & section. W/ D
Attenda nce _im.e and \%s H&n
. Attendance Paycheck Resources
Sect|on Self Service




Step | Purpose Action Screenshots

. . Em ment Roles
3 Select your e Verify that your current Employment Role is selected. ploy — —

Current . e y

0 Or, select the radio button for your current I Regular State Employee |
Employment His tory Student Assistant State Employee
Employment Role. :
Role Graduate Student State Employee
e Click Time and Attendance.
I Time and Attendance ||
Welcome:: AMANDAE  Campus: 28030 - UNIVERSITY AT BUFFALD
. . . % SUNY SECURE

4 Viewing your e Atthe top of the page, click Work Roster. = The State University of New York |

Employees

Time Records Employee: Time Record | History  Request Tme Off Hc ] Suimﬂ\ppr

Emplyes Info | Time Record | Histery | Request Tin-eA:'}T:an.s:isl Balances | Manaf pliday's

5 Review list of | The bottom section on the screen lists your Current Employees. I

Current e - o

* . . Sharon M Personnel Associate 01/012016  [Emgioves Info | Tene Record | History | Reguest Time Off ]
Employees Note: only State funded employees will be listed under
Current Employees.
Pending Time Records Approvals

6 Reviewing The middle section lists the Pending Time Records Approvals for | | s e e

Pending | 5_; Sharon M 3 January 2016 1 025 0 0 @

your employees.

Time Records

e Toreview an employee’s time record, click the Details
link.
Sharon

O A pop-up window opens. Compus: 20050 Superise

Department: $53005: 1102 Human Resources

Time and Atlendance Record for

e Review the employee’s time record for the month S— T LR
= Vamiia ok Family Sick Lost Hodday Non-Chargeadis
Se I ected Beginning 2300 97.50 \J.I:Dhﬂ o U“:" G.?;’k D.?\!ll" 0 D:l-._ e
. . . Charged 1‘90 U_Ei 000 000 0.00 0.00 000
0 Holidays are displayed in red text. gy S —— I ——
0 The time off your employee submitted is listed on | -swsmesrimse. 7
that date. = S
. . . . Sngy Mongay Tuesaay Weanesaay TrareaEy - ﬂ;ﬂv
0 To view more detailed information on the leave s
time, click on the date. The time record will open . ; . . . ;

in the same window.
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7 Making Review the record and enter any changes, if necessary. e e et comments f ahnging les tham 8l day
corrections . . .
) e [f you make changes, indicate in the Comments field why | | sinaie Day Leave (using quarter units)
(Optlonal) From Date: 01/12/2018
you are making the change. e ’f
. __;.mu, Sick: o
e If changes are made, click Save. Holidar. 0
. Fimb-r: ’ﬂ_
e If no changes are made, click Cancel. Voluntary Work Reduction: o
I.uIE'I'lm-: |ﬂ
Wilitary Leave: (o
Men-Chargeable: [o
Hen-Chargeable Type: [ Administrative Leave =l
Adjustment Reasen: [ Salect ... [
Comments (7 -
(Note: Prezzing <Al and an wnderiined characser will forus the cursor on e areec ixed form field |
I Save | | Delete | | Cancel | I
8 Approving or Under the Pending Time Records Approvals section, you will see
Denying a list of all of your employees’ time records that have been
Time Records ; T T S AR
submitted. e—— w s SR PN
e To approve the time record, click the Approve radio D) [y B ey approval B
button. Approve  Deny
e To deny the time record, click the Deny radio button. @)
0 If you are denying the record, enter a reason for
the denial.
e Click Submit.
9 R eVi e W . . . Sup; Roster
Pendi Any Pending Leave Requests submitted by your employees will o tee oo e oo a4
ending
be listed in the first section. S
Leave st e ot e o g
Sharon M k] 0272212016 - 02/25/2016 4 1 Day Vacation Leave € 9
Requests . ) ) ) )
(Optional) e *Note: this feature is optional and is used at the

discretion of each department.
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10 Pending Some departments may choose to use the "Time Off Request" r e T e s
Leave feature within the system for their UUP and M/C Professional S 8 s | it catene .
Requests employees. For Classified employees, this feature is mandatory.
optional e Under the Pending Leave Requests section, you will see a
(op ) . g q . y Chargs Typs Approvel
list of all of your employees’ requests for time off. Approve  Deny Postpone
0 To approve the leave request, click the Approve Vacatfun Leave L
radio button. Vacation Leave @
0 To deny the leave request, click the Deny radio #of  Charge e Approval
button. . ey _ Appeows’. - Deny
= |f you are denying the request, enter a 4 1 Day Vacation Leave ° :
reason in the Comment for Denial field. : i _ _Vacatmn CEe. o
o Click Submit. [ Comment for Denial:

Need advice?

Our Time & Attendance Experts are here to help.

www.buffalo.edu/hr or Email: ub-hr-timeandattendance@buffalo.edu



http://www.buffalo.edu/hr
mailto:ub-hr-timeandattendance@buffalo.edu
www.buffalo.edu/hr



