
 
 
 
 
 

Instructions for Completing SUNY Cortland UUP Professional  
FLSA Non-Exempt Daily Time Record 

 
This time sheet is to be completed on a daily basis and submitted to the Payroll Office as soon as possible following 
the completion of each month.   
 
It is expected that this daily time record be completed using the electronic excel spreadsheet accessible at 
http://www2.cortland.edu/offices/business/payroll/payroll-forms.dot  Once this daily time record spreadsheet is 
accessed, it should be saved to your local computer where you can then complete and save the record on a daily 
basis.   PLEASE REMEMBER TO SAVE YOUR WORK AFTER EACH ENTRY YOU MAKE. 
 
The electronic form is in Microsoft Excel format and contains several formulas that perform most calculations and is 
set up to allow for daily time keeping for the entire calendar year.  Please follow the guidelines below to properly 
complete the time record: 
 

1. Save the file to your local computer.  This will allow you to save your daily entries and will allow the 
formulas to work properly. 

2. The spreadsheet file is comprised of 12 different worksheets – one for each month of the calendar year.  
Each month’s worksheet is labeled and accessible via tabs on the bottom of the screen. These tabs are 
different colors and labeled with the month and year (e.g. Jan10, Feb10, etc).   

3. Select the appropriate month’s worksheet. 

4. The worksheets are ‘locked’ which only allows for entry into certain cells.  Tabbing through the worksheet 
will show which cells are editable and which are locked.  

5. Populate your Name on the Worksheet.   

6. For each day worked in the month, enter the total number of hours actually worked that day, excluding any 
lunch break, or any accruals used.  The total hours this week field will automatically calculate and populate. 

Example: 

Week Day: Thursday Friday Saturday Sunday Monday Tuesday Wednesday 
 

Total Hours this week 

Date:   1-Jan 2-Jan 3-Jan 4-Jan 5-Jan 6-Jan 
   

Hours: 
 

7.5 7.5 
 

6 7.5 7.5 
 

36 

 
7. If during any workweek the number of hours actually worked exceeds 40, please complete the ‘SUNY 

Cortland UUP Professional – FLSA Non-Exempt Comp/OT Time Sheet’ accessible at 
http://www2.cortland.edu/offices/business/payroll/payroll-forms.dot  

8. Once the entire month is populated, please print the worksheet, sign, and forward to payroll with your 
monthly accrual use log.  

9. Select the next month’s worksheet and start to populate it.  The first workweek of each new month will 
automatically carry over hours worked from the days of the previous months same workweek. 

a. Note, there may be a couple of months worksheets that do not specifically start on the first of 
the month (may start on the 2nd or 3rd), but still complete it as it exists and submit it to payroll 
when it is full. 

10. If there are any questions, please contact Gary Evans, human resources, at ext. 2302. 
 
 
 

Please remember to save your work on your local computer 
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