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Overview of Time and Attendance System 
(TAS) For Student Employees 

• Sign-in to SUNY HR Portal (http://www.suny.edu/hrportal), choosing 
Canton as your campus. Use existing campus User ID and password. 

• Choose Time and Attendance 

• Choose applicable role based on current employment, i.e. Work Study 
or Student Assistant 

• Select an Accrual Period (pay period) 

• Enter Time In and Time Out for each day worked, making sure to Save 
Time record each time. 

• Certify and Submit Time Record to your Supervisor only at the end of 
the pay period. 

• Sign-out of SUNY Browser (upper right hand corner) 

http://www.suny.edu/hrportal
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First Time System Sign-in Information 

• For security reasons your sign-in will be different 
the first time you enter into the Time and 
Attendance System. You will be asked for your 
SUNY ID (which is provided by your supervisor) 
and your date of birth (DD/MM/YYYY). 

• Once you complete this security procedure, you 
will not need to verify your information going 
forward. 
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CANTON 
SUNY Canton Federated Login Service 

Type your NetlD and password. 

NetID: 

Password: 

Example: yourNetlD or 

~=============='. yourNetlD@canton.edu 

I Sign In I 

Sign in to SUNY at 
http://www.suny.edu/hrportal 

• As described in the previous slide, the screen will be slightly different 
your first time signing in, requesting your SUNY ID and DOB. That is a 
one time security occurrence. Going forward, your entry screen will 
look like this: 

USER ID and 
Password 

http://www.suny.edu/hrportal


 
 

  

The State University of New York I Time & Attendance 
Menu 

' . Classified Test 

Employment Roles 

Status 

Regular State Employee 

Time and Attendance 

Role Type 

TAS Home 

Suny ID: 38554 
Local Campus ID: 

12/06/2001 - [No End Date] 

Displaying single result. 

Tuesday April 28. 2015 • 112 42 PM 

Effective Dates 

Once logged into TAS, the home page will be displayed. This 
includes employee information and employment roles. To 

begin using TAS, click on “Time and Attendance” tab. 



      
 

 

          
 

  

 
        

          
      

      

      

  

 

Hourly Time Record 

Please select a commitment to view the time record 
Commitment Stael 

,._ - ...... -- "'°'"' .... .. _ .......... ..... 
"""""' 

,.._ 
:@: 17 rec sports 

05120/2016-
9000870000 10.00 6101:lgy Jane Smith r 0812712016 

18 rec sports 
05120/2016-

9000870000 13.75 Engisll Joe Murphy 
0812712016 

correct---------------------
c,naose ,od 

lw"1201H•101120l6•Newl:.J crua\ ~ef 
If you do not see the light commitme.. P,..C _.,,.""'11esneet, please contact your supervisor/department 

HourtylimeReconlfor05/21J/2016-0MJ1/2011-0.... 1: 

::on -~ 
Fri 5120 

Sat 5121 

Sun 5/2.2 

Mon 5/2.3 

Tue 5/2.4 

Wed 5125 

Thu 5126 

Fri 5127 

Sat 5128 

Sun 5/2.9 

Mon 5/30 

Tue 5131 

Wed 6/1 

Time Reconl Comments 

(Nocar.r.,-,s,1 

Additional £:omments: 

-OU, 

-2-Total Houn 
Hou Rall 

Total Amounts 

[] I rtrtify that this ti.mt morel rtpmtnts I rorrttt arcounttng for tht spttifitd pttiod. 

-OU, -OU, . """" 
0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 
0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 
0.001 
10 

0.00 

Time Record: 
• If you have multiple commitments, please selectcommitment

stack with appropriate department, supervisor and rate in which
you need to enter timeworked. 

• Then select the “accrual period” in which you willbe entering 
your time for accrual periodstatus: 

– New – new time record 
– Working – working on time record 
– Pending – submitted to supervisor and awaiting action. 
– Approved – supervisor approved time record 
– Denied – supervisor denied time record 

• Enter the accurate time in/out per day, multiple timesa day if 
needed. Please enter “A” for AM and “P” for PM. Click on Save 
Time Record after eachentry. 

• Enter comments in the box indicated below if you wish to 
submit commentsto your supervisor on your time record. 

• Once your hours of obligation has been completed and entered for 
the pay period, please check the box certifying the information
that has been entered is accurate and then click on submit to 
supervisor. NOTE: You will receive the pop up message if you
navigate away from your time record in which changes were made
and not saved or submitted to your supervisor. 

• Once you have submitted your time record to your supervisor, the 
status will change to pending untilapproved. 

• Total Hours – total number of hours entered within the pay 
period. 

• PDF Report - Printable timerecord. 
• Audit Details of when time records have been submitted and 

action has beentaken. 



 

  
  

 
  

 
 

 

Warning/Error Messages within TAS: 
• Warning & Error Messages: 
• Warnings: 

• Total work hours across duties exceed 20 hours for Work Study Students. 
• Total work hours across duties exceed 29 hours for Student Assistants. 
• A break in work hours is required if a work day is longer than 6 hours continuously. 
• Youhave entered only time in for one or more work period(s). Please enter corresponding time out 

before submitting the time sheet. 
• Youcannot approve an incomplete timesheet. In one or more of the work period(s), only time-in is 

entered (for supervisor only). 
• Youcannot approve or deny an empty timesheet (for supervisor only). 
• Payments with overlapping dates exists in this pay period. 
• Total payment amount ($) is close to or exceed the award amount (TAS Payment Roster only). Future 

phase will show this for student and supervisor as well. 

• Errors: 
• The fiscal year associated with this timesheet has ended. Please contact your HR Department for payroll 

processing (for students only). 
• Please deny this timesheet. The fiscal year associated with the timesheet has ended. Student employee 

must contact HR Department for payroll processing (for supervisors only). 
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Notifications 

• For the supervisor: 
• You have a pending student time record needing your

review and action. 
•If a supervisor does not take action on the employee’s
time record within the timeframe specified by the
campus, the time record will be moved up to the
supervisor’s supervisor. 
•For the student if the time record is denied by either
the supervisor or by Payroll, you will see the following: 
• Your Time Record has been disapproved. Please log in

to review the denial comments. 



   

~-~SUNY SECURE 

Home 

Welcome: · Return to Employee Portal Sign Off 

The State University of New York I Time & Atten' Q",'"-

·"~ C.,'\'f.? 

Employee Info Time Record History Request Time Off Adjust Balances Manage Holidays Setup Designee Supervisor Work Roster 

Campus: 28650 
Department 853005: University-wide Human Resources 

Sign out of the SUNY browser and close 

• To ensure your privacy and system security, please log off by clicking 
on “Sign Off” link in the upper right hand corner of your screen. 
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Congratulations! 
• Once you have entered your current Time and 

Attendance Information, you have successfully 
completed the time record. Be sure to Save each time 
you input your hours worked. 

• Supervisors, there are a few more slides about the 
process for approving time records for your student 
employees. 



 Time and Attendance 
System (TAS) 

Student Employee Supervisors 



     

 

   

,,,..,,. 

Overview of Monthly Time and 
Attendance Process for Supervisors 

• Sign in to SUNY HR Time and Attendance 
• Select “Supervisor/Approver: Work Roster.” 
• View Pending Time Record Section 
• Select “Details” to view employee’s time record. Carefully review 

for accuracy. 
• “Approve” or “Deny” time record. (Denials require comments) 
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CANTON 
SUNY Canton Federated Login Service 

Type your Net!D and password. 

NetID: 

Password: 

Example: yourNetID or 

~==============~ yourNetID@canton.edu 

I Sign In I 

Sign in to SUNY at: 
http://www.suny.edu/hrportal 

• Sign-in to SUNY HR Portal, choosing Canton as your campus. Use existing 
campus User ID and password. 

USER ID and 
Password 

http://www.suny.edu/hrportal


 

The State University of New York I Time & Attendance 
Menu 

' . Classified Test 

Employment Roles 

Status 

Regular State Employee 

Time and Attendance 

Role Type 

TAS Home 

Suny ID: 38554 
Local Campus ID: 

12/06/2001 - [No End Date] 

Displaying single result. 

Tuesday April 28. 2015 • 112 42 PM 

Effective Dates 

Click on “Time and Attendance” tab to 
get into your time record 



   

         
  

  

 

  
 

          
        

  
 

TrreRecool lmy Req.os!TrreOIJ Hane I Sup,rvisolf!pprovtr. WoiR- I F- Seath WoiRoSler Carp,sRIJes 

f H,d+IIM!t-
Supervisor(Designee): LISl _ ___. _____ _ 

Nolls: _______ As-atl~l514AII 

• Tme recoros must be approved~ ctvonoklgcal orner.· 

Pending Lem R,.- ~ 

[No Pending Leave Requests.J 1: <IJ 
".E,J;,,c:,dP,r.~&,/masani,,,,d.,rl,""""awmJ.,.J""l")_ief_,,, Q "-,;, ..,,.,,.,,...,,,n,,.""""'""Ppi,,,,t,,gl"'l""'.,/y. 
Submit! I Rem! S & 
PendlngT1111-.lj,prw• 

J Joe Sm i1h (91765') J 
[llealff~--

CtmlllEapoitts 
Employee 

~ 

Neg. "' 
Uni'I Ptril. 

71 07/01/2016--07113/2016 

TIiie He~Tmesilettllale Ac1ions 

Hour1y!W 

9.75 16 

Jucith Doe-(123.t5J7 
[J 

Se!lorPeisoonelAssociate 0711l1/2016 [~ rmeReconl ~ Reguesnmeoo) 

C-0 •rioo-
Ol,01~11'1-~., 

No,,,oty "-"-- - 0710t.-a.t• -0711S/Ht• -0..U.• c ... c--=-~ g-

-Tue 7,S 

71,0 

1111 

.. _______ ,.. __ ----....... . 
Hou<1y Time ~•co,d 

000 

000 

,oo 
000 

000 ... 

Supervisor Work Roster 
• Click on “Work Roster”, to view pending time records for your 

employees. 
• If you have multiple employees reporting to you in 

different bargaining units, they will be displayed 
separately on your work roster for your convenience. 

– UnclassifiedEmployee 
– ClassifiedEmployees 
– Hourly Employees 

• Select “Details” under Pending Time Records Approvals to 
view which time record to take action on. 

• Under the Employee Roster, if […] icon appears under an 
employee’s name, this indicates the employee is also a 
supervisor within the department. If you click on the […] 
icon, their supervisor work roster will be brought up, and 
you have all the same supervisor privileges. 

• To take action on a pending time record once the supervisor 
has clicked on details from the work roster and reviewed the 
time record, please click approve or deny. 

• Once action has been taken, the pending time recordwill be 
removed from the work roster. 

• If approved, the time record will change to an approved 
status under the accrual pay period drop down. 

• If Denied, the time record will show as denied with 
required comments for the employee to correct as 
necessary and resubmit tosupervisor. 

• If time record has been approved, the total hoursworked will 
roll into the TAS Payment Roster for the payroll department 
to audit and send the payment toOSC. 



Welcome: ' 
-~ 

Campus:, Return to Employee Portal Sign Off 

~ SUNY SECURE 

Home The State University of New York I Time & Atter 0,, 

-n~ 
"'~ ,A!fifHH Menu 

Employee: 1me Record History Request 1me Off Home I Supervisor/Approver: Work Roster I Facilitator: Search Wor~ ,w~u::, r{ules 

Employee Info Time Record History Request Time Off Adjust Balances Manage Holidays Setup Designee Supervisor Work Roster 

Campus: 28650 Supervisor. J finsm· 
Department: 853005: University-wide Human Resources 

Sign out of the SUNY browser and CLOSE 



 
    

 
 

   

 
  

   
 

Tme Record HistlX}' R~ Tme Off Home I SupervisorlApprover. Wen Roster I FKili!Jtor: Search Wen Roster Ci111pUS Rules 

Supervisor Pending Approvals Roster 

S pervisor esignee): Jane lloel12345l 
Notes: As smitted at 10-15-14 All 

• Time records must be approved in chronological order.· 

Pendilg Leave Requests 

[No Pending eave Requests.] 
• • Esttma;edPst-Reql/lS/ BalllllCIS art ha5ed Oii 1MaJmlll acawl awl emp/oJ1ne111 ilifo1'111/I1io!rawl 111QJ110t ref/llCI rlwaar,al balmre OIi rhar dolt 711e!eaMOtDlll aiefer plGMingP'Jl])O!es on/)! 

Submit j I Reset I 

Pendilg T1111e Records Approvals 

Neg. Accrual 
Unit Period Hourty Rate Hou~Worked 

07/01 016-07/13 016 9.75 16 

Finding Student’s SUNY ID 

• To find the Student’s 
SUNY ID, you would 
follow the same 
directions as you would 
to get to your 
supervisor work roster. 

• After the student’s 
name is a number in 
parenthesis, that is 
the student’s SUNY ID. 



   
 

 

 

Thank You! 

• For questions or concerns please contact Sue Robert or 
Natasha Flanagan at: 

• robertsue@canton.edu 

• flana110@canton.edu 

• 315-386-7012 

• Payson Hall 202 

mailto:robertsue@canton.edu
mailto:flana110@canton.edu



