
Time and Attendance System 
Supervisors of Unclassified Staff 



Overview of Monthly Time and Attendance 
Process – For Supervisors

1) Sign in to SUNY HR Time and Attendance

2) Select “Work Roster.”

3) View employee’s Time Record and/or Time
Off Requests.

4) Select “Approve,” “Deny,” or even “Postpone”

5) Select “Submit”



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

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

Suny ID and 
Password

Bookmark 

http://www.suny.edu/time


Then, click on
“Time and Attendance” Tab 
to get into your time record 



• Click on “Work Roster,” to view the pending
time records and/or time off request, of your
employees.



1) VIEW EMPLOYEE’S ELECTRONIC TIME RECORD
2) DETERMINE AN ACTION (APPROVE, DENY, OR POSTPONE)
**DENIED ACTION REQUIRES COMMENTS FOR THE EMPLOYEE’S INFORMATION. 
3) THEN, “SUBMIT”
4) 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. 

2) Select: Approve, 
Deny, or Ignore 

3) Submit

2) Required action
1) View Details or History

of  Time Record

4) Denotes Supervisor



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.



Thank You!

• Step by Step instructions are also available for
your use.

• Please contact any member of the  HR Time
and Attendance implementation team if we
can be of further assistance.




