Who Can Approve Employee Time Reports?

Each employee has a firectosupervisor identified in the Reports To field in
PeopleSoft Human Resources. This fi d i rsepertisor has access to approve

thee mp | o yimeerépert 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 hasa i d i rsepervisor, the
direct supervisor has a supervisor and that supervisor has a supervisor. In this

case,all3supervisors can

Supervisor 3

Supervisor 2

Direct Supervisor

~

J

approve

t he

_[State UUP or M/C employee]

What if the supervisor is a Research Foundation employee?

empl oyeeds

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.



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 1% and 10™ of the following month.

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

Employees will not have accesstothene xt mont hds time report tc
entries until the previous time report is approved.

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

To approve employee time reports go to SOLAR
www.stonybrook.edu/solarsystem

SOLAR System |

i @V soLAr LoGIN Click SOLAR LOGIN
e Faculty/Instructors/Staff: Grade : »

Rosters for Summer Session II 1F the buttens do not appear. you mun)\%\
are now available. JavaScript. set the correct timea. time zone and date

or set the correct preferred language before you log

in, See these instructions for enabling JavaScript,

e Policy on SUBMISSION OF
GRADES by Faculty/Instructors: setting time or_;:l;;;the preferrad language.
http://naples.cc.stonybrook.edu
[Admin/policy.nsf/pages/p207

¢ Review SOLAR System - Online Express Login to
T(aining For ] SOLAR Time Report'ng
Instructors/Advisors
Documentation: For State UUP and MC employees of West Campus,

http://www.stonvbrook.edu/it/q HSC, and Southampton,

et_help shtmi?
page=solar facultyhelp

Important Links Get Help

e Public Access to Course Catalog e SOLAR Quick Facts

e Public Access to Class Search e Online Help For Students

e Southampton SOLAR

Ambalioatale Cor locto ctoroadiooss

Click here to access step
Online Help For Employees by Stepinstructions for
time report approval

e Find Your Stony Brook ID

(for students prior to ¢
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http://www.stonybrook.edu/solarsystem

STONY
BRAWSK

Solar System

STATE UNIVERSITY OF NEW YOR#

Stony Brook 1D: 10000000

Pﬂssword: LI L LI L LYY

[ Signin |

SOLAR Password Help

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

To Test Computer Browser Requirements Before Login

To Report Problems

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 fApreferredd email addres.s

as

sted

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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STOGNY BRE®K
SOLAR System

Action Center

l No Holds. |

I No To Do's. l

Message Center

‘ new message(s) || read message(s)

From the SOLAR Home page
click the State Time
Reporting link under For
Employees

Look in the Message £
Center for messages
regarding late time reports.
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List of Employees Awaiting Approval

@'

State Time Reporting

Report Time

Report Your Time, View Balances and Supervisor Approvals
=] State Employee Time Reporting

Main Menu > Solar System > For Employees >

Your Time Reporting, Supervisor Approvals and Employee Balances. 1

¥=| Supervisor Monthly Approval

Click theMy Employees
Awaiting Approval link
to access a list of time
entries that have been
submitted by youdirect
employeesand are
waiting to be approved.

Click this button to
download this list to
Excel and use it as a

|~ Wy Employees Awaiting Approval

Supervisor W

wn e D

|Sick - Family
Sick - Family
Sick - Family
Sick

|sick

|sick

|Sick Ajustment
Minus

Sick

05/01/2008
05/05/2008
057212008
057272008
05/01/2008
05132008

05/01/2008
05/01/2008

0510212008
05/07/2008
05/22/2008

0572812008
05/01/2008
05/1312008

0510112008 | Adj Sick
05/01/2008

0310/2008 |0210/2008

figui ded to
e before approving them in
Download to Excel for Printing =4 T SOLAR )

\

100N ¥ A 07/29/2008
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p.5




Approve Employee Time Reports

{9 State Time Reporting

7] Report Time
L’///

= State Employee Time Reporting
i=] Direct Supv. Batch Approval

—

= Direct Sprvsr Monthly Approval

§= Supervisor Monthly Approval

Your Time Reporting, Supervisor Approvals and Employee Balances. |

Report Your Time, View Balances and Supervisor Approvals

Main Menu > Solar System > For loyees >

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

employees that repodirectly to you.

Click the Supervisor Monthly Approval link to access the time reports faf of the

empl oyees that you

Y

I f you prefer

ApproveEmployee Time Reporgevised 9/08)
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have approval authori zat

t hDerectiSupv Bdtch Approvelo t mat e ds | i c

another set of instructions on the SOLAR Help page for how to do this).
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Immediate Suprv Accr Approval

{ Find an Existing Value

Enter any information you have and dick Search. Leave fields blank for a list of all values

If you prefer to access
one specific
empl oyeebds ti me

Empl Status: = - - you can enter the
Name: begins with ~ EmplID (Stony Brook
EmpliD:  begins with ~ ID) and click Search.

Include History |V Correct History Case Sensitive

Otherwise, click
Search (without
entering an EmplID)
and you will see a list
of all employees that

Search Clear | pasicSearch & Save Search Criteria

Search Results

(| 1-410f41

Empl Status Time Report Mc 1th Entered Submitted Approved Name you have access to
Active 052008 Y Y ety Tty Lot .

Active 0512008 Y i ¥ - .u' - approve time reports
Adtive 05/2008 Y N N ety Madtaned sy for.

Aclive 05/2008 Y N N a7 2 .

Adlive (blank) NN N | SRR R TREST Click the
Active (blank) N N N L] sy . H
Adlive (plank) N N N gt Jasat i T e r!ame to access their
Adtive (blank) N N N R, v time report.

Adlive (blank) N N N 2: i G IR T L

A Do not appr ove tanrerepanphtibthiecempleyee has
submitted it (exception: the employee is not available to submit their time
report).

A Y@ i reEnterddecolumn indicates that entries have been made on the time
report. ANG i n dthat mroterdries have been made yet.
A Ya i rSubtmiitted column indicates that the employee has submitted the

timereportanditisreadyfor your apNor dwali.caAmresi it has
submitted for your approval yet.
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[ Supervisor Approval Y_Vacation/Sick Summary | Holidays )’ No Charge History |

EmplD: i i HAME: Samiis o Direct )
01/01/2008 Supervisor:
Vacation Sick Holiday

Approved Balance End of DEC-2007 5.00 95.00 0.00 Review the entries and
Curr Month Used 0.00 0.00 0.00 click Approve All if
Holidays Worked & HR Adjustments 0.00 0.00 0.00 YTD Family Sick Used the‘_\,r are correct
Pending Balances 5.00 95.00 0.00 0.00

Did you work OT this monthz N0 -

Supemvisor Approval of Employee Time

IIype |Description Begin Date |ZEnd Date Used EMLA Earned Comments Mﬁm—stﬂgﬁ

Mo .
NG Q| nces | 010172008 [ | 0173172008 3 > ¥
Help Please verify entries, Then Approve All for processing
) Save | [LLRelurnto Search | +] Previous in List | ] Mext in List

As supervisor | acknowledge that | have submitted/approved a time report for my employee. (20004,104)

cerlify that my employee has been present, as required, excepl for the absences indicaled. If employee is non-exempt. | understand we must submit 3 303ME to report
hours worked varied from reguiar obligation.

Ok o accept, Clnoel 1o continue entering time.

OK Cancel I

Click OK. This is the electronic
equivalent to signing the
employee's time report.

| certify that, to the best of my knowledge, the entries made for this employee are commect and complete. By submitting days absent for approval, via elecironic signature, |

The Apprv Datef i el d wi | | be pop uandtheAdprwiD willh
be populated with your Stony Brook ID

Click '®s=v2) save to save your entries
Click “EMetntist] 4 04 t0 the next employee in the search list

Or, click 'QRstuntoseach] 1 selact a specific employee from the search list
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