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Time & Attendance Session Agenda 
• Update for RF plan 
• State approach and plan for “GO-LIVE” on January 1st, 2016 
• Key work/partnership of HR and all members of the HR Advisory 

Group 
• Key to success: “Building the Supervisory Hierarchy” 
• Key to success: “Which groups are in and which are out?” 
• Key to success: “Entering in accruals as of January 1, 2016” 
• Key milestones, time line, outcomes 
• What will it look like and how will it work?  A little “Show and 

Tell” 
 



Who will be included? 

• UUP Professionals and Management Confidential 
• Faculty 10-Month (excluding Adjuncts) 
• Faculty 12-Month 
• Classified with exceptions  
• Student Assistants and College Work Study 

 



Who will continue to use paper 
records? 

• Adjunct Instructors 
• New York State University Police 
• All departments using Kronos 
• UUP hourly and Non-Exempt Professionals 
• Teaching and Graduate Assistants 

 



What is the timeline? 
• Oct. 22, 2015- we will receive the file from SUNY that must be 

completed with the supervisor hierarchy and reporting titles. 
• Nov. 2, 2015- Unit files will be distributed for completion of the 

supervisor hierarchy and accrual balances. 
• Nov. 13, 2015- Deadline to return the files to HR 
• Nov. 13, 2015 – Nov. 30, 2015- HR will verify and complete the master 

file to send to SUNY for loading to the Time and Attendance system. 
• Mid-Nov –  Business rules training for Time and Attendance available. 
• Dec. 1, 2015- File is completed and returned to SUNY. 
• Jan. 1, 2016- Onboarding will begin for the Time and Attendance 

system, employees will enter their December time records. 
 



What is the communication plan? 

• Employees will be notified starting with the Units. 
• HR will communicate at different times with email 

blasts, business day, mailing, etc. 
• On-line training will be available Jan. 1, 2016. 
 



What can you do to help? 
• Inform your unit and employees 
• Make sure that they all have access SUNY Self-Service prior to 

go-live using their SUNY ID. 
• SUNY ID is now available in SIRI People > Current Status  
• SUNY ID is also available on the Employee Profile  
• Participate in completing the Supervisor Hierarchy for your 

unit as simply as possible and add or remove anyone that will 
be affected during the period from Oct. 22nd – Dec. 31st. 

• Understand the time and attendance rules, the system will be 
enforcing the rules so you need to understand them first. 

• You are not alone, HR is here to help! 
 



Supervisory hierarchy tips 
• There can only be one department head in each entity. 
• The department head must report outside the entity in which they 

are employed. 
• The department head is the only one that can report outside their 

entity. 
• Employees in the same title must have a different reporting title if 

they supervise. 
• Employees that have the same title in a department that report to 

different supervisors must also have a unique reporting title. 
• Reporting titles are behind the scenes and used only for the flow of 

the timesheets. 
• If you have RF or UBF employees supervising State Employees, you 

will need to add them and notate that so we can add them to SUNY 
and get them a SUNY ID. 

• Complete the Supervisors first, before the Reporting Titles. 
 



Example for the supervisory hierarchy 

• If you have 3 Staff 
Associates that supervise, 
they must all have a 
unique Reporting Title.   

• If you have Staff Assistants 
under each of these Staff 
Associates their titles 
must be unique if they 
also supervise. 

• Naming Convention for 
Reporting Titles: 
 

Sr. Staff Associate – Department Head 
Staff Associate – 1 
 Staff Assistant – 1B 
 Staff Assistant – 1A – Supervisor 
  Clerk 2 – 1A 
   Student Assistant 
   Student Assistant 
  Clerk 2 - 1 
Staff Associate – 2  
 Staff Assistant – 2A 
  Clerk 2  
  Clerk 2  
 Staff Assistant – 2B 
Staff Associate– 3  
 Staff Assistant  
 











What’s next? 

• Nov. 2, 2015- Unit files will be distributed for 
completion of the supervisor hierarchy and accrual 
balances. 

• HR Advisory Group will be helping us determine 
where to send the files to have them completed and 
returned. 

• Nov. 13, 2015- Deadline to return the files to HR. 
• Online training and job-aids will be available for 

folks after January 1st, 2016 
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