Maintain Existing Assignments

TERMINATING STUDENTS/CHANGE JOB CODE/CHANGE ACCOUNT CODE
CHANGE TIMESHEET AUTHORIZER(S)
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Terminating Students/Change Job Code/Change Account Code

Students are cleared for and can be appointed for Fall/Spring and then again for the
Summer. The Fall/Spring term ends in mid May for Student Assistants and the end of

June for FWS students.

You can terminate the student in the existing assignment BEFORE the End Date. They
will not be able to enter timesheet information beyond that End Date.

Following are reasons why you may have to do this:

e The student will not be working in your department anymore.

e The FWS student’s award is exhausted. You must terminate the student in the
FWS assignment and hire them into a new Student Assistant assignment if they
are going to continue to work for you and if the department is willing to pay them

from the department’s account.

¢ You must change the Account Code that a student is paid. Since you cannot
change the Account Code on an working assignment you must terminate the
student in the existing assignment and hire them into a new assignment using

the new Account Code.

From the SOLAR homepage click Manage Student Workforce > End Student

Assignment

"Ljf',ﬁ Manage Student Workforce

Department Assignments, List SA/FWS Emp in Departmeny End Student Assignment,

AJFWS Clearance, Appointment

Extension, Paid Timesheet By Dept, Find Deptld From Acc

tudent Hours

{f@ Student Time Sheets

Approve Timesheets, View FWS Balance, List Not Approved Timesheets,

imesheet History By Dept. SAFWS Pavroll

Period

End Student Assignment
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value %

Assignment Number: | begins with j |3000?351

Incumbent EmpliD: |begins with jl

Department ID: Ibegins with j|
Account Code: | begins with j|

L O Lo

Name: | begins with j|

[" Case Sensitive

Search | Clear | Basic Search Save Search Criteria
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Enter the Assignment Number
Click Search

If you don’t know the Assignment
Number you can enter the
student’s Stony Brook ID in the
Incumbent EmplID field. A list of
assignments will be displayed.
Make sure that you choose the
one that you want to change.



f End Assignment
Assignment & 20007351 EIT Status: Assign Status: A Action Date: 112302006
DeptiD: 84083500 Client Suppaort Mail Drop:  ADMM TECH
Account #: 24083500 Authorizer 1; 1000168105 2 100120116 3 100373930
Job Code: 1871 Student Assistant hesign Typa: CLERICAL
Incumibt Emplid: ~
™ Comm Serv ind Start De D8/28200 Emd Dt [DS1G/2006 ﬂ
Hourly Rate: 9250000 Fiped: 3382 Location:
Copying, mailings, answerng phones, recepfionist, filing, campus deliveries, word Zl
Description: procassing, customer sanice
& s2ve]  CLRetwn to Seach)
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Enter the last day worked in
the End Date field

Click Save

The End Date will be
changed on the assignment
and the student will not be
able to enter timesheets
beyond that date.
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Change Timesheet Authorizer(s)
Go to your list of active assignments.

Manage Student Workforce > Department Assignments

Depariment SAIFWS Assignments |

DeptiD: 84083500 Client Supporg "

Click the Update link next to
the assignment that you would
like to make changes to.

Assighment Eff | Ason e ounts
#

Undate | Copy Status Status

200001849 Ugdateﬁ\\lm

escription

g, mailings,

brocessing,

30000551 Emgh,Latchman

Update | Copy A A 94083500 /$8.000000 1971

FTIET SEMICE

Student will waork in
the Client Support
Office warking with
prafessional
technicians
supporting
Faculty/Staff systems

The Update Assignment page is displayed.

[ Update Assignment |_

Assignment#: 30009380 ‘EffStatus: |4 A Assign Status: A Action Date: 03/19/2004
DeptiD: 84083500 Client Suppoart Mail Drop: |ADMNTECH g
Account #: 84083500 Authorizer 1: | |ﬂ 2 | |ﬂ 3:| |ﬂ
Job Code: 1971 Q] student Assistant Assign Type: |CLERICAL Ql
Req Skills: FILING QJ EXCEL QJ Q|
Incumbt Empild: O comm Servind  start pt: End Dt:

Hourly Rate: 8750000 zip+d: 3382 |Q Location: |R000m 55410 Melville Library

Copying, mailings, answering phones, receptionist, filing, campus deliveries, word

Description: processing, custamer service
E Save Q Return to Search

Remove the Stony
Brook ID of the old
Authorizer(s).

Enter the Stony Brook
ID of the new
Authorizer(s).

Click Save.

IMPORTANT! When an employee is listed as an “Authorizer” on an assignment they
automatically have access to the Approve Timesheets link when they sign in to

SOLAR.
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Change Job Skills and Description

Go to your list of active assignments.

Manage Student Workforce > Department Assignments

Department SAIFWS Assignments |

DeptiD: g40a3a00 Client Supporg

n

Click the Update link next to
the assignment that you would
like to make changes to.

Uate | CoMY | s i

30000184 Ugdateﬁ\lgy

Assignment Account#
#

professional

escription

o, mailings,

s deliveries,
brocessing,
Frer service

Student will work in
the Client Support
Office warking with

technicians
. supporting
20000551 |Update | Capy |2 A 24083500 |$8.000000_|1971 Singh,Latchman e ivistafi systems

The Update Assignment page is displayed.

| Update Assignment

Assignment #: 30009980 *Eff Status: |4 4l Assign Status: A Action Date: 081972004
DeptiD: 84083500 Client Support Mail Drop: ADMMN TECH g
Account #: 34083500 Authorizer 1: | |ﬂ 2 | |ﬂ 3:| |ﬂ
Joh Code: 14871 ﬂ Student Assistant Assign Type: |CLERICAL g
Req Skills: FILING Ql EXCEL Ql Q)
Incumbt Emplid: [J comm Servind  start pt- End Dt:

Hourly Rate: 8.750000) Zipeq: 3382 Ql Location: |Fooom S5410 Melville Library

Copying, mailings, answering phones, receptionist, filing, campus deliveries, word

Description: processing, customer senvice

&) save] [ Return to Search
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Select the new Req
Skills.

Enter the new
Description.

Click Save.
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Change Hourly Rate or Mail Drop

Contact Human Resource Services/Student Payroll.
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