Approving Employee Time Reports

For Research Foundation
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\-/

@ For assistance contact RF Payroll at 632-7822 /




g

@

What's New?

® Vacation and Sick time is accrued biweekly and can only be
used after it’s earned

® The extraVacation day in January is now spread out over the

year

* Time is entered, submitted and approved online in SOLAR
The employee can make entries throughout the month and save
The employee must report No Absences if they did not take

time off

® Thereis a 3 level “ReportsTo” hierarchy in PeopleSoft. This
determines which employees you can approve time reports for
There are the employees who report “directly” to you

You may also be the “back up” approver for the employees of the

supervisors that report to you
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Time Report Approval

o Employees can submit their time reports for super visor

approval after the 1** of the month

® Supervisors can only approve a time report after it has been

submitted by the employee

* All time reports should be approved by the 10t! of the
month

e After the 15% of the month both the employee and the
supervisor will be notified by email and a message in SOLAR

when a time report has not been submitted and approved
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Access SOLAR

Go to:

WWW. stonybrook. edu/ solarsystem
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STONY BROOK UNIVERSITY

DIVISION ¢

NEWS ACCOUNTS EMAIL HARDWARE SOFTWARE

Click here to Login.

For Faculty

If the buttons do not appear, see these instructiens for
enabling JawaScript, setting time and time zone or

setting the preferred language.

Click here to access
documentation or
to Reporta
Problem.

Get Help

¢ SOLAR Quick Facts

s Online Help For Students

+ Online Help For Instructors/Advisors

9T Lotus Motes

+ Online Help For Emplovees

% MySBmail ¢ Report 3 Problem
L, =




* Enter your Stony Brook ID

number (it’s on your Campus

ID Card)
* Enter your SOLAR Password
e (Click Sign In

* If you don’t know your SOLAR
Password, click the SOLAR
Password Help or To
Report Problems link
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Log In to SOLAR

STONY
BRQSK Solar System

STATE UNIVERSTY OF MEW YORS

Stony Brook ID: 123456738

Password: sesssssssssssesl SOLAR Password Help

ETN

For security reasons, we recommend that you close your Web browser when you have finished y
SOLAR System session. The information screens that you just viewed may remain in your brows
memoary until the browser is closed.

To Test Computer Browser Requirements Before Login

To Report Problems




The SOLAR Homepage

STONY BREWSK
SOLAR System

Action Center =

Mo Haolds.
Mo To Dao's.

Message Center

2 =

[new message:s]](read messagets]\l

Campus Ca
Cam|

=

After the 15th of the month,
the supenvisor and the
employee will receive an email
and see a message posted in
the SOLAR Message Center
when a time report was not
submitted or approved

For assistance contact RF Payroll at 632-7822

Change Ky Sola
Address, Addre

More...

k1§l SB Alert Emer
ALERT

SB Alert - Registr

Security and |

Add to Favorites Sign out

When you are finished working
in SOLAR click Sign Qut.

Click Home at any time to
return to the SOLAR Home
Page.
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Most supervisors will see both the State and Research
Time Reporting links.

Click the Research Time Reporting link to approve the
time reports for your Research Foundation employees.

Payroll and Compensation, Benefits, Research

State Time Reporting, Research Time Reporting,

g mpliance and Info. Securiby




Options for Approving Time Reports

Click RF Direct Supv Batch
Approval to access a list of all of
your employees’ time reports waiting
to be approved. You may approve
them, in batch, right from the list.

Click RF Direct Supv Monthly
Approv to access the individual time
reports for the employees that report
directly to you.

Click RF Supervisor Monthly
Approval to access the individual
time reports for all of the employees
that you have approval authorization
for in the 3 level “reports to”

hierarchy.
For assistance contact RF Payroll at 632-7822
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Main Menu = Solar System = For Emplovees =

Research Time Reporting

RF Report Time
RF Employees report vour time, View Balances , Supervisor Approval

RF Emplovee Time Reporting

RF Direct Supv. Batch Approval
RF Direct Supv. Monthhy Approw
RF Supervisor Monthh Approval
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Batch Approval of Employee Time Reports

e The RF Direct Supv Batch Approval page gives you a

summary of all employees that report directly to you

® You can only approve time reports that display Submitted for
Approval in the Supervisor Review column

Please review all Entries

Direct Suprvisor Batch ADDTOV?' Customize | Find | # First 1 14 or 4 2! L ast
Name 3eqin Date Hol Approve Reset
or Used Used Used E hr Eam Earn Sta
Entered
INOV-2009 ? Submilled e 22000 1000 1.000
Vg NOV-200 tir et 1/18/2009 10.500 2.000 L ] (]

| Not
FT T RCER— NOV-200 | Submitted 1/16/2009 12.000 1.000

PRSP P m No Entries
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Batch Entry Summary
SUPSTVISOr : s Help

PLEASE SAVE BEFORE EXITING ===>

Direct Suprvisor Batch Approval e | pe——————————
Month Last
Approved |Supervisor . Sick (Wac |Hol |Hol HO Vac Sick Adj |(Adj |Approva
or Review ! G Used (Used |Used|Earm (Chrg |Earn |[Earn [#) -} Status LT AT _EEE
Entered
e = Submitted
1 MENEIE | U500 EC 1110212009 1000 1.000 1.000 ] ]
e s o |InoETnE | 2uomitied 444800009 |0.500 | 2.000 o 1
for Approval ’ ’
_ Not
|10\ .2000 Submitted 1/16/2009 |2.000 | 1.000 ‘ /\
e oc T-2000]) (YT |
/
/Click the link in the Supervisor Review \ /Click Approve to approve each time report.
column if you would like to view the Then click Save and sign off on your approval.

employee’s time report.
POy P If you have a question about entries on a time

Before you do this make sure you save any report speak with the employee first.

h that ’ d this Batch
Z anges | a y(?u Ve THade of TS Bate If you click Deny you must speak with the
roval page!

PP Pag employee and then click Reset to remove the

You may only approve time reports that Deny entry so that the employee can correct
display Submitted for Approval in the their time report.
\&lpervisor Review column. / \ /
g For assistance contact RF Payroll at 632-7822
N
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Approve Individual Employee Time Reports

e The RF Direct Spv Monthly Approval page allows you to
view and approve each individual time report for the employees

that report directly to you

To access one specific employee’s time

report enter the EmplID (Stony
Empl Status: = - - Brook ID) and click Search.
Name: begins with - S| . . .

— | Otherwise, click Search without
EmpliD; begins with - |
Mail Drop ID: begins with ~ | entering an EmplID and you will see a
[Tlinclude History [¥] Correct History [ | Case Sensitive list of all employees that you have

access to approve time reports for.
Search | Clear |Elasi|:: Search Save Search Criteria N 7

Search Results

First E 1-4 of 4 |E| Last

Empl S5tatus [Time Report Month |[Entered Suhmittedﬁraval Information |Ha

Active 11/2009 Y Y N e Cseatus smunpey e s Click the

Active (blank) N N N e ,
Suspended 11/2009 X Y N Suipis Ladtiin —ET employee’s name
Suspended (blank) N N N to access their

time report.
N
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Search Results
Wiewr All First E 1-4 of 4 |E| Last

Eml Status Time Report MﬂnthEnteredsuhmittedArﬂual Information Name EmpllD hlail Drop 1D

Suspended
SuspendedB(blank)

IZ 1< |= 1=
212 |12 |12

* Do not approve an employee’s time report until the employee has
submitted it! Exception: the employee is not available to submit their time report.

* A“Y”in the Entered column indicates that entries have been made on the time

report for the month shown. An “N” indicates that no entries have been made yet.

* A“Y”in the Submitted column indicates that the employee has submitted the time
report for the month shown and it is reacly for your approval. An “N” indicates it has

not been submitted for your approval yet.

e A “Y”in the Approval Information field indicates that the employee’s time
report was approved for the month shown. An “N” indicates it has not been

approved.
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Approve All Entries

e Review all entries and click Approve All if they are correct

Supervisor Approval of Employee Time

*Ahsen{:e Description | *Begin Date *End Date Used |FMLA | Earned |Comments Euhmlt
Status tus I]-ate

L'.ustnm|:|=| Find | fiew -—II|

vacation  |[11/01/2009 [+ ||11/01/2008 5] |1.001 -
2 |3 Q  |sick 111/02/2009 [ ||11/02/2009 [ ||1.001 CJ' |v -
Haliday -
3 [Hw Workeg | 11/03/2009 [ [11/03/2009 5] 1.000 |2 Y
Help Please verify entries, Then Approve All for processing

Bl save | L) Return to Search | +E] Pre

nus “_a:l +E|NextinLlst|

read the comments.
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If the employee added a Comment you will see “View
Details” in the Comments column. You can click this to
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Denying Entries

If you have a question about the entries on a time report speak with

the employee first.

If you deny an entry the employee will be notified via a message in

SOLAR.

After speaking with the employee you must remove the “Deny”
entry (leave the Apprv Status field blank) so that the employee
can make the necessary change on their time report in SOLAR and
re-submit it. If they make the change and do not re-submit it there

will not be a Y in the Submit column on the time report.

HRS Time and Attendance cannot process an employee’s time

report until you approve all of the entries.

The employee cannot access the time report for the next month

until the previous time report is approved.
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“Sign” Off

¢ Click OK to certify that the

information Smeltted iS As supervisor | acknowledge that | have submitted/approved a

| certify that, to the best of my knowledge, the entries made for il

correct and you approve 1t certify that my employee has been present, as required, except

P ThlS tlme report WIH be anl::eltn continue entering time.
ok | cancel |

processed by HRS overnight

and will be replaced with the

next month’s time report

@ For assistance contact RF Payroll at 632-7822




FrsL -5 OT 5

’7 -Absence Description [*Beqin Date *End Date Used [FMLA |Earned |Comments |Subm i E{a;!%s I]ate II]

Supervisor Approval of Employee Time Custom ce j rmw | visw »

Vacation  |[11/01/2009 [ ||11/01/2009 [ |[1.001 Approv = |O7/26/2010 | Wik e
2|5 Q Sick 11110212009 [5 ||[11/02/2009 [ |[1.001 @ Approv = |07/26/2010

Haliday
3HWQ | 11103r2009 [5 ||11/03/2000 5] 1.000 |2 Approv v |[OTI26/2010 | i bbb o
Help Please verify entries, Then Approve All for processing

* Notice the Apprv Status, Date and ID
® Click Save

® (Click Next in List to go to the next employee’s time

report

® Or, click Return to Search to go back to the Search Results

page to select a specific employee from the list.

@ For assistance contact RF Payroll at 632-7822




&

View Accrual Summaries

® (Click the tabs to view Vacation and Sick earned and used,

Holidays earned and used and No Charge History

Supenisor Approval Vacation/Sick Summary Holidays Mo Charge History

EmpIID. [T = W £ W ———— ey gy
Vac Used Vac Earned Vac Adj (-) Vac Adj(+) Sick Used S5ick Earned Sick Adj(-) Sick Adj(+)
YTD Totals For: 509 7.500 12.500 0.000 1.000 11.000 12.500 0.000 0.000
Sort: v 5
Employee Accrual Summary by Month Customize | Find | ¥8%  First 1) 130 of 30 | Last
Accruals Y— Accruals Accruals Accruals
Dpenin ———  |Adjustment | Adjustment Lost Earned Comments
Used —— = =
Balance Amount Reazon Time
1100012009 | Sick 5,750 1.000 1.250 6.000 (2
2 [10/01/2009 | Vacation 13.250 1.000 1.2500 13.500 26
3|09/01/2008 | Sick 4 500 1.250 R.7580
4 [09/01/2009 | Vacation 12.000 1.250 13.250
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