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Quick Referencefor the Cyber Shift Time and Attendance System

How to Login: https://nycdoe.cybershift.net

To login, type your username and password

User name: ALL CAPS: first initial, first 3 letters of your last name,

then the last 4 digits of your SS#.
E.g. John Rodriguez, SS 555-55-1234 would be JROD1234
Password: last 4 digits of your SS# e.g. 1234

CyberShift) Login

User Mame: |

Passward: |

Login |

Open in a new windaow 7

Change password [

Home Window

How to set the date range:

1. Click inthe“From” and “To” boxesto
Set a start and end date OR
Click and drag on the Calendar.

Go I

2. Click on “GO”
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Abzence Request

Today

How to schedule an absence for an employee
Inthe “Who” list, select the employee

Select “ Schedule/Rescind Absence” in the
“WHAT” list.

Click the check box
if absenceisafull

In “From” input the date the absence isto start. RAD |

In“To” input the date the absenceis to end. only for apartial day o R .
enter the number of R

Click “GO” Go | hours in the duration i
box, then Click ’
“Schedule Absence®  FH it

Select if the absenceisto be paid or unpaidin ABS Type.
Select the type of absence in Absence Codes.
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Accrual |nformation

In the Home Window Click the “Accruals’ shortcut link

The accruals screen will populate the main window in CyberShift displaying your

current annual leave, sick leave, comp time and floating holiday accruals

Shortcuts: o Accruals BubbleShest Clock via Wb Clock

Abzence Reguest

Employee Hame CLOOMEY, GECRGE
9800099
2 day(=) 0 hrs 35 min

1 day(=) 0 hrs 0 min

Employee ID
Monthhs Annual Leave Accrual Rate
Monthly Sick Leave Accrual Rate

Annual Leave TE day(=) 1 hrs 54 min

Sick Leave 49 day(s) 0 hrs 39 min
Comp Time 1 dlay(s) 1 hes 0 min
Floating Holiday O efay(s) 0 hes 0 min

Legend: 1 day = 07.00

Frequently used Codes:

ABP Paid Absence

ABU Unpaid Absence

ANL Annual Leave (Comp time used first, then annual leave)

SST Self Treated Sick (Six in Six month, no morethan 3 daysin a row)
SDN Sick Doctor’s Note (Doctor’ s note needed)

SFM Sick Family Member (No documentation needed, 3 per year)

SPB Sick Personal Business (Nurses and Therapists Only)

SIC Sick (Summer Nursesand Therapists Only)

System Generated Codes
ALE Annua Leave Earned
SLE Sick Leave Earned
LTP Late Paid

LTU Late Unpaid

LLP Long Lunch Paid
LLU Long Lunch Unpaid
LEP Left Early Paid

LEU Left Early Unpaid

For moreinformation on Cyber Shift, please visit: http://school s.nyc.gov/Offices/ DFO/Busi nessOperations/ Cyber Shift/Defaul t.htm




