
Supervisor 3 

Supervisor 2 

Direct Supervisor 

State UUP or M/C employee 

Who Can Approve Employee Time Reports? 
Each employee has a ñdirectò supervisor identified in the Reports To field in 
PeopleSoft Human Resources. This ñdirectò supervisor has access to approve 
the employeeôs time report in SOLAR. 
 
In order to have sufficient backup for approving time reports, a hierarchy of 
supervisors exists for up to 3 levels.  
 
For instance, in the example below, the employee has a ñdirectò supervisor, the 
direct supervisor has a supervisor and that supervisor has a supervisor. In this 
case, all 3 supervisors can approve the employeeôs timesheet. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

What if the supervisor is a Research Foundation employee? 

Research Foundation employees do not enter their time reports online, however, 
if you are a RF employee who supervises State UUP or M/C employees you will 
approve their time reports online in SOLAR. 
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SOLAR Login 

Each month State employees are required to certify their presence and record 
time off. State UUP and M/C employees on W. Campus and HSC must do this 
online. 

Employee time reporting and supervisor approvals should be completed between 
the 1st and 10th of the following month. 

HRS Time and Attendance cannot process an employee time report until the 
supervisor has approved it.  

Employees will not have access to the next monthôs time report to begin making 
entries until the previous time report is approved. 

The Direct Supervisor and the employee will be notified through a 
message in SOLAR and an email if time reports are missing. 

 
To approve employee time reports go to SOLAR 

www.stonybrook.edu/solarsystem 
 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

Click here to access step 

by step instructions for 

time report approval 

 

Click SOLAR LOGIN  

 

http://www.stonybrook.edu/solarsystem
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Enter your 
Stony Brook ID 
and your 
SOLAR 
password 
Click Sign In 
 
 
 
 
 
 
 
 
 
 
You can obtain 
your initial 

SOLAR password by clicking the SOLAR Password Help link. The instructions 
for forming your new password will be sent to your University email account or 
the ñpreferredò email address as listed in the University system.  
 
If you receive a message that a password cannot be generated this way then you 
will have to click To Report Problems and submit a request for a SOLAR 
password. Make sure that you provide a phone number and email so that you 
can be contacted with the new information. 
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List of Employees Awaiting Approval 
 

 

 

Click the My Employees 

Awaiting Approval  link 

to access a list of time 

entries that have been 

submitted by your direct 

employees and are 

waiting to be approved. 

 

 

 

 

 

 

 

 

 

 

 

Click this button to 

download this list to 

Excel and use it as a 

ñguideò to review entries 

before approving them in 

SOLAR. 
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Approve Employee Time Reports 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the Direct Supervisor Monthly Approval  link to access the time reports for the 

employees that report directly  to you. 

Click the Supervisor Monthly Approval  link to access the time reports for all of the 

employees that you have approval authorization for in the 3 level ñreports toò hierarchy. 

 

 

 

 

 

 

 

If you prefer the ñrosterò format, click Direct Supv Batch Approval (thereôs 

another set of instructions on the SOLAR Help page for how to do this). 
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If you prefer to access 
one specific 
employeeôs time report 
you can enter the 
EmplID (Stony Brook 
ID) and click Search. 

Otherwise, click 
Search (without 
entering an EmplID) 
and you will see a list 
of all employees that 
you have access to 
approve time reports 
for.  

Click the employeeôs 
name to access their 
time report.  

 
 
 

 Do not approve an employeeôs time report until the employee has 
submitted it (exception: the employee is not available to submit their time 
report). 

A ñYò in the Entered column indicates that entries have been made on the time 
report. An ñNò indicates that no entries have been made yet.  

A ñYò in the Submitted column indicates that the employee has submitted the 
time report and it is ready for your approval. An ñNò indicates it has not been 
submitted for your approval yet. 
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The Apprv Date field will be populated with todayôs date and the Apprv ID will 
be populated with your Stony Brook ID 

Click   Save to save your entries 

Click   to go to the next employee in the search list 

Or, click     to select a specific employee from the search list 




