Online Time Certifications
BASIGAONTHLYNSTRUCTIONS

WITHNOSICH.EAVHORECORD

1. SIGNN
Signin to SUNelectronicTimeand Attendanceat: https:.// www.sunyv.edu/time

ThisSignin isaccomplishedsiayour PODS3JserID and PasswordInfo usedto signinto BUBrain)
If you don’t remember whatN&S56 RAELISEINT TG HINTOMEE GG RIBIE D2 BEER 9(HMTIHEN S YW BMI[NERTT@FEB (1) 3)-1.5(

MONTHSELECTEHDRENTRY
The nextsequentialmonth will comeup after you havesubmittedthe current month’scertification.

: Unsubmitted/Unapprovedentries carbe
made.
Submitted/Unapprovedentries carstill be
made.
t Submitted/Approvedsupervisohasapproved
the record. Entriescannotbe madeor correctedwithout
goingthroughHRDepartment.

3. SIGNOFFANDSIGNOUTOFTHESUNYBROWSER
(Signoff onthe top right of the page,then Sigrout viathe“X” out at the top right of the screen).

CONTACINFORMATIORORQUESTIONSNDASSISTANCE
Meaghan Bensleynbensley@binghamton.edi-6288

Holly Seidel_hseidel@binghamton.edt:5344

Vicki Metritikas _vmetriti@inghamton.edu7-6613
1




WITHSICHK.EAVHORECORD

1. SIGNN
Signin to SUNelectronicTimeand Attendanceat: https://www.suny.edu/time

ThisSignin isaccomplishedsiayour PODSJserID and PasswordInfo usedto signinto BUBrain)
If youdon't remember whathat is or if you need assistancegisit: https://password.binghamton.edu/index.html

2. ENTERHARGHSORANYSICKTIMEUSEClickon ChargeTime/View Calendalink nextto month)

Enteranysicktime usedby doubleleft clickingon the dayasit showson the calendar. Thiactionproducesa pop-up box,
whereyou may chargeany quarterday entryup to “1” in the boxbesidethe SickLeave selection(Sequentiatlays charged
for the same reasorode carbe enteredviathe multi-dayentry selection.)Clickon “SAVETIMERECORD.”

3. CERTIFANDSUBMITYOURRECORBORAPPROVAL
Reviewyour sickleaveentriesfor correctnessthen clickin “Certify” box. Next,clickon “SUBMITTO SUPERVISOR” fto:
bottom of the screentoward the left).

4. SIGNOFFANDSIGNOUTOFTHESUNYBROWSER
(Signoff onthe top right ofthe page, then Sigout viathe“X” out at the top right ofthe screen).
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