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What You Should Know About Downloading Reports

The Student Employment Reports can be downloaded to a spreadsheet in Excel.

e

Depending upon your operating system, and upon other system, application and browser
settings, the following may happen when you click this button:

You do this by clicking the Download to Excel button on the page.

e Your browser may launch Excel and open the file in Excel without prompting you for a
choice. Remember to name it and save it in a folder on your computer.

e The File Download dialog box will open.

File Download g|
9 Some files can harm your computer. IF the file infarmation belav CIICk Save.
‘-._‘\/ looks suzpicious, or you do not fully trust the source, do not open or
zave this file.

File name: ...0016105he&0prad2025747.csv
File type:  Microsoft Excel Worksheet You can Open |t in Excel |ater

From: psns.cc.skonybrook, edu

& This type of file could harm vour conputer if it containg
malicious code.

"Would pou like to open the file or save it to your computer?

l Open ] [ Save |[ Cancel ] [ Mare Info

e The Excel document may open directly in your web browser. If this happens, you must
change your Folder Options setting so that you will be prompted to download the
document in Excel.

To change your Folder Options settings:
e Open My Computer
e Click Tools/Folder Options
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Folder Options |E| b__q

General || View ‘ File Types |Dfl|inE Files

Rieqgistered file types: C|ICk the Flle TypeS tab
Extensions  File Types ”~
& icrosoft Office Excel -In .
R oot td O Scroll down and select Microsoft Excel Worksheet

@XLSH.. Microzoft Office Excel HTML Documnent (EXtenSI()nS XLS)
ElLSM... XLSMHTML File
@XLT Microsoft Office Excel Template —

B TH  Ldioononts P Eond L1711 Tt v Click Advanced
e

Ditails for #L5" extension

Opens with: @ Microsaft Office Excel

Files with extension %L5" are of type 'Microsoft Excel Worksheet'
To change settings that affect all 'Microsoft Excel Warkshest' files,

click Advanced.

Edit File Type

Only the Confirm open after download option should be

@j |Microsoft Excel Workshest | [Change Icon... ] Selected

Ackions: .

Mew Hew... CI'Ck OK

Open

L= | 0y 0se the Folder Options dialog b

0 Read-Orl ose the roldaer Ions dialo OX.
S P 9

[ always show extension

D Browse in same window

o
=

Cancel
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List of All Students in Department

You can print a roster of all students in your department. This roster will include all of the
assignment information for all those active assignments in your department.

{@ Manage Student Workforce

Del:tartment;;-aai-:nmelta. Lizt SA/FWS Emp in Department, E_id student Assignment. SAFWWS Clearance, Appointment
Extension, Paid Times ek - Code, Policy for Grad Student Hours

b Student Time Sheets

Approve Timezheetz, View FWS Balance, Lizt Mot Approved Timesheets, Timezheet Hizgtory By Dept, SAFWS Payroll
Period

¢ From the SOLAR homepage click Manage Student Workforce > List SA/FWS Emp in
Department on the SOLAR homepage.

List SAIFWS Emp in Department Enter your 8 digit Department ID and
Enter any information you have and click Search. Leave fields blank for alist of allvalues. | click Search.

{ Find an Existing Value

Department ID: Ibegins withj|84083500 Q

Department Name: | begins withj|

[" Case Sensitive

Search I Clear I Basic Search Save Search Criteria
Click the Download
to Excel button to
Uistof Al BAIFVS Emp I Dapt | generate a
spreadsheet
Department; 54083300 Client Suppart

Deptld  Department ncct | assignt | FT I AS0 cvonn |9 aiDropid | Awh1 Awth2  Authd

Status Status Code Incumbent Name
84083500 Cliert Suppart 84083500 30000149 | F 09/2742002 1971 | ADMM TECH ok kathizen 4
84083500 Clierd Support 34083500 30000551 |1 F 04/2202002 11971 |ADMN TECH ingh, Latchirmal
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Paid Time Sheet Report

The Paid Time sheet by Dept report can be used to track your department Student
Employment expenditures by Pay Period (total hours worked and total amount paid for each
student).

’@ Manage Student Workforce

e

a5 Emp in Department. End Student Assignment. SA/FWS Clearance. Appointment
. Paid Timesheet By DEDl! Find Deptld From Account Code, Policy for Grad Student Hours

Y Student Time Sheets

Approve Timesheets, View FWS Balance, Lizt Not Approved Timezheets, Timezheet Hiztory By Dept, SAFWS Payroll
Period

e From the SOLAR homepage click Manage Student Workforce > Paid Time sheet by
Dept

Paid Time Sheet By Dept
Enter any information you have and click Search. Leave fields blank for a list of all values.

Enter your 8 digit Department ID and
[ Find an Existing Value '} click Search.

Pay Periodld:  |begins with »||

Department ID: |begins with j |84083500
Department Name:l begins with j |

Select the Pay Period that you would like
to view.

[ Ccase Sensitive

Search | Clear | Basic Search Save Search Criteria

Search Results

(to obtain a list of dates for each Pay

141 of 41 Period go back to the SOLAR homepage
Pay Period id Department ID Department Name and click the SA/FWS Payroll Period
601 84083500  ClientSupport link
602 84083500  ClientSupport ink)
603 84083500  ClientSupport
604 84083500  ClientSupport
605 84083500  ClientSupport
Click the Download
{"SUWb Satspd Lot to Excel button to
84083500 Client Support generate a
b e ERR spreadsheet
Pay Period Id: 401 @
First [4]
EmplD  Name AssignNor  AcctCd | BeginDate EndDate |12 MMM 1ot amount paid  Locatio
55410
J0000553  |B4083500 | 03262004 |D4/02/2004 20.00|7 250000 145.01 | Mebille
Library
55410
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Payroll Periods

You can use the SA/FWS Payroll Periods page to view the Start Date, End Date, Approval

Deadline and Check Date for each Student Employment Payroll Period.

{&)I:r% Manage Student Workforce

Department Assignments, List SAFWS Emp in Department, End Student Assignment, SAFWS Clearance, Appeintment
Extension, Paid Timesheet By Dept, Find Deptld From Account Code, Policy for Grad Student Hours

_,,,#-"":3 Student Time Sheets

SAIFWS Payroll

e From the SOLAR homepage click Student Time Sheets > SA/FWS Payroll Period

J." SAIPWS Payroll Period ‘.I_

First (4] 152 ot 52 (] Last
Pay Period Start Date End Date Apprd Deadline Check Date |Comment

301 03/27i2003 | 04/09/2003  04111/2003 05/02/2003
302 04/10/2003 | 04/23/2003 042672003 061 62003
303 04/24i2003 | 0&07/2003 05092003 0513002003
304 05/08/2003 | 0&/21/2003 052372003 06132003
[ Downloadto Exesl ] If you want to download this table to Excel click this link at

the bottom of the page.
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Federal Work Study Balance

Student Employment Coordinators should check the Federal Work Study balance for

their students every pay period!

The SA/FWS Clearance page shows the Federal Work Study award minus any salary that has
actually been paid to the student to date. The View FWS Balance page provides more up to
date information because it also includes the payroll pending from time sheets submitted.

JI;J% Manage Student Workforce

Department Assignments, List SAFWS Emp in Department. End Student As=ignment, SAFWS Clearance. Appointment

Extenszion, Paid Timesheet By Dept, Find Deptld From Account Code, Policy for Grad Student Hours

Student Time Sheets

Approve Timesh 54; View FWS Balance,

Lizt Mot Approved Timesheets, Timezheet History By Dept, SAFWS Payroll

Period

From the SOLAR homepage click Student Time Sheets > View FWS Balance

View FWS Balance
Enter any information you have and click Search. Leave fields blank for a list

J Find an Existing Value '}

Enter the student’s Stony Brook ID in the
EmplID field and click Search.

EmpliD:
Aid Year:

| begins with x| [100200300
[begins with =]
Disbursement Plan:| begins with = ||
[ begins with =]

Name:

[” Case Sensitive

Search | Clear | Basic Search Save Search Criteria

{ FWWS Balance 3

“Wiew Federal Work Study Balance

Empiic: | 100200300 Smith,John
AidYear: 2005 Disbursement Plan: FS
Accepted Award Amount: 1585.00
Dishursed (Paid) Amount: 0.0o
Payroll Pending Amount: 96.00
Current Time Sheet(s): 112.00000
Current FWWS Balance: 1377.00

QL Return to Search | (45 NextinList ] (45 Previous inList |
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The Current FWS Balance is calculated by
subtracting the Disbursed Amount, Payroll
Pending Amount, and Current Time
Sheet(s) from the Accepted Award Amount.

Click the Return to Search button to go back
to the search page and enter another
student’'s EmplID.

This is not a downloadable report but you can

print the page by clicking the File menu and
selecting Print.
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Time Sheet History

On the Wednesday immediately following the end of a student payroll period, the approved and
denied time sheets will be extracted from the database. This extract file will be used in the
payroll generation process. Once this extract is complete those time sheet entries will no longer

appear in the List Not Approved Time sheets report.

You can use the Time sheet History by Dept page to view the extracted time sheet

information. If you made any changes to a time entry you can also use this page to compare the
hours that the student entered to the hours that you changed.

Manage Student Workforce

e

Department Assignments, List SAFWS Emp in Department, End Student Assignment, SAFWS Clearance, Appointment

Extenszion, Paid Timezheet By Dept, Find Deptld From Account Code, Policy for Grad Student Hours

{S@a Student Time Sheets
e

Period

Approve Timesheets, View FUWS Balance, List Not Approwved _imeshes*; Timesheet History By Dept, JRFWS Payroll

o From the SOLAR homepage click Student Time Sheets > Time sheet History by Dept

Timesheet History By Dept
Enter any information you have and click Search. Leave fields blank for a lis

Pay | SUPWS |SAFWS SARWS  SPY | SPY | SPV | Hourly |Work )
Period| TimeDt |Timeln TineOut| TimeDt | Timeln TimeOut Rate |Hours Pmeunt Status Supendsor

M3 |0972452003 |11:00AM | 4:00PM  09/24/2003 | 11:004M 4:00PM |7.000000/5.00 (35.00 A Z0018413
M3 0922003 11:30AM 12:30PM 0972372003 113040 12:20PM | 7.000000 100 |7.00 (A 70018413
33 |0922r2003 |11:00AM 1:00PW  09/22/2003 | 11:004M 1:00FM |7.000000)2.00 (14.00 A Z0018413

Pay Period Id: 313 CheckDate: 10M7/2003  Total Hours: 5.00 Amount: 56.00

QRetum to Search | | +5 Nextin List
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/ Find an Existing Value Enter your 8 digit Department ID

Department: |hegins WithLI|84.083500

— [ begins with [l [100200300 Enter the student’s Stony Brook ID in the EmplID

Assignment Number:lbegins withL” f|e|d

Pay Period Id: |neg|ns witn:” Q

Account Code: | begins witnL”

Job Type: [begins with || Click Search

Department: | begins witn;”

Hame: | begins with || . .

[ Case Sensitive Select the Pay Period that you want to view
Search | Clear | Basic Search Save Search Criteria

Time Sheet Paid Histary
DeptlD: 56040300 General Library Public Service Assignment Number: 30007528 TO prlnt thIS page CIICk the File
EmplD: menu and select Print.
Account Code: 86040300

To view the time sheet history for
another student click the Return to
Search button.
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Time Sheets Waiting to be Approved

The List Not Approved Time sheets report will give you a list of all students for whom you are
listed as an “Authorizer” for time sheet approval who have a time sheet that still needs to be
approved.

If you have a lot of students that you are responsible for this report will help you keep track of
what’'s been approved and what hasn't.

{% Manage Student Workforce

Department Assignments, List SAFWS Emp in Department, End Student Assignment, SA/PWS Clearance, Appointment
Extension, Paid Timesheet By Dept, Find Deptld From Account Code, Policy for Grad Student Hours

g@j Student Time Sheets
T

Approve Timesheets, View FUWS Balande, List Mot Approved Timesheets, Fimesheet History By Dept, SA/FWS Payroll
Period

e From the SOLAR homepage click Student Time Sheets > List Not Approved Time
sheets

List Not Approved Timesheets
Enter any information you have and click Search. Leave fields blank for a list

Enter your 8 digit Department ID and

[ Find an Existing Value click Search

Search by: Department begins with (24082500

Search | Advanced Search

Click the Download
to Excel button to

Unapproved Time Sheets \_ generate a
@ spreadsheet

Department: 56040300 General Library Public Service

300015891 14971 08/02/2004 10:01 AWM |02:01 PM 4.00 |$6.750000 100 V
30001591 1971 080372004 |09:01 AM 0101 PM 4.0 §6.750000 100 r
30001591 1971 08/032004 02:01 PM |08:01 PM 6.00 |§6.750000 100 V
200015891 14971 08/04/2004 01:01 PM |04:01 PM 3.00 |$6.750000 100 V
30001591 1971 0870452004 |04:01 P 08:01 PM 3.75 §6.750000 100 r

Note: If the student has more than one time sheet entry with a “blank “status this worksheet
will display only the oldest entry
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