SOLAR HR SUMMER SESSION MODULE User QUICK GUIDE

Begin by logging in to the portal.

On myNorthridge homepage, find Human
Resources/Manager pagelet.

If you do not see the words Summer
Session in the list, click on More... at the
bottom.

Click on Enter Summer Session Faculty.

myHNorthridge Portal Login:
ID: | | Pwv: |

Forgot: User D | Paszsword

660
Approve Absence Requests

Approve Timesheet Data

Yiew Absence Request History

¥Yiew Dept Absence Balances

Yiew Dept Absence Balance Hist

Run Absence Reports

¥Yerify Dept Timesheet Data

Assign Work Schedules

Manage Work Schedules

Access Manager Workbench
Certify Master Payroll

Yiew Master Payroll
Maore...

Enter Summer Session Faculty
Enter Summer Session Faculty
Transactions

Search screen displays.

Enter hiring department ID, Job Code and
Session (01, 02, or 03). Note: Job Code is
new in Summer 2010. Select 2357 for Self
Support unless specifically authorized for
State Support.

Magnifying glass icons indicate additional
search options for Department ID, Job Code
or Session number.

NOTE: Be sure to make entries in sequential
order by Session, e.g., hire sessions 01 and
02 before 03.

Enter at least one search option for Faculty
employee, either Employee ID number, last
name or Social Security Number.

Click on yellow Summer Session Faculty
Search box at bottom.

Summer Session Search

Please enter the department, term and session that you waould like to work with. Also,
please enter atleast one item in the Summer Session Search Box

Required Information

1 Department: [10148 Q English-8248
Job Code: 2357 Q It Summer Session Exension
Term: SUM10 Summer Session 2010
Session: 01 |Q Summer Session 01

Summer Session Search Information ( enter at least1)
EmpliD:
Last Hame: SHITH

First Hame: R

SSH:

Summer Session Faculty Search

NOTE: Positions must already exist or have
been requested in order to hire an
individual into a Summer Session position.
If no position exists or if the individual is
currently serving as Department Chair, an
error message will display.

Positions must then be requested by
submission of an ARF form: http://www-
admn.csun.edu/ohrs/atozforms.htm

i1t Microsoft Internet Explorer

'E Mo Position Exists For This Department

There is no position that exists for Summer Session Faculty in this department, Every emploves must be hired inko a position,

Microsoft Internet Explorer

' Employes is Active in a Chair Position
LY

The employee vou are attempting to hire has an active chair position in this department. Chairs can nat be hired through this module,
FPlease fill out a PAR Form ta process this employee.
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SOLAR HR SUMMER SESSION MODULE User QUICK GUIDE

If a name was searched, the display will
include all names that match the requested
search.

Click on More Info to show additional job
detail.

Faculty Search Results

Click the select buttan next to the employves that yvou waould like to wark with, ar click the Maore Infio
hyperlink to view that ermployes's job information. Ifyou do not see your emplovee, click the
appropriate byperlink at the bottom of the page to return to the search padge arto hire a new

employes.

Please note that you will not be allowed to hire a new employee if a record for that employee
already exists.

=
Find | First (4] 1.5 o 5 [V
mployee ID  |Hame More Info  |Select

Click on the yellow Select button to choose. E
o0 15 W iica L hdare Infa Select
NEW FACULTY: If the individual is a new i LERY, ‘el MoreInfo  Select
hire to CSUN, click on.the link at the bottom - —_— - [ ol
of the page labeled Hire New Summer
. o0 53 W 1 hdare Infa Select
Session Employee.
10 12w trando lore Info Select
NOTE: BE CERTAIN this individual is new to 10 94 W selda MoreInfo  Select
the system, or a duplicate ID will be
created! If that should happen, delays to Retumn to Search Page
system access and pay will occur, multiple _ _
W-2s will issue and many other problems Hie ew Summer Session Emplovee
affecting both the department and the
employee will arise.
Summer Session Faculty Hire
Clicking on Hire New Summer Session o _
Em Io ee Wi” display a page requiring Enter the hire information and press the save hutton
tmployee .
T o SUMOS S o a1
personal information to be entered. o i
EmpliD: MEW Empl Rcd Nbr: 0
Use correct upper and lower case for
names. Do not use punctuation with NamePreme | Q.
abbreviations. ] ,
First Name: [ Middle Name: |
E | Last Name: | Hame Suffix:
xample
Address Line 1: |
Enter: Robert J Smith Jr Address Line 2. |
Do not Enter:  Robert J. Smith Jr. City: | Postal Code:
County: Highest Education Level: v
Enter: 225 Elm St Apt 3 State: ca
Do Not Enter 225 Elm St., Apt 3 Telephone: [
Social Security #:
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SOLAR HR SUMMER SESSION MODULE User QUICK GUIDE

CURRENT FACULTY: Clicking on Select from
the search screen for a current employee
will populate the personal information
currently within the system.

Be sure to match known information to
ensure the correct employee has been
chosen.

Summer Session Faculty New Appointment

Enter the job infarmation and press save
Term: SUMDE Session: 01

oos 1

Effective Date: 0572712008

Personal Data

Marme Prefix:

EmpliD: Empl Red Nbr: 0

First Name: Middle Name:

Last Name: Hame Suffix:

Address Line 1:

Address Line 2:

City: Postal Code:
County: Highest Education Level:
State:

Telephone:

—

Social Security #:

At the bottom of the screen, the Paid Units
field must be entered.

Entering Paid Units will result in a total
amount to calculate and display.

Unit Rate will automatically populate if the
summer department is the same as the
faculty member’s AY department.

If the summer department is not the same
as the AY department or if the employee is
new, enter the Unit Rate.

Save the entry by clicking the yellow Save
button at the bottom.

Job Data

Department: 10148

Job Code: 2457 Total: 8031.600000

Position Number: 99743062 peEssion State Supprt

Reports To: Chair,Charles

Paid Units: Unit Rate: Monthly AY Base: 6693.00

Session End Date: 092008

Save

Eeturn to Search Page

Message will display upon successful save.

Clicking the yellow OK button will return
you to the first search page.

The Search page will maintain the field
values originally selected until changed by
the user to facilitate rapid entry of data.

Summer Session Job Change

Save Confirmation

U The Save was successiul,

Summer Session Search

Please enter the department. term and session that you would like to work with. Also
please enter at least one item in the Summer Session Search Box

Required Information

1 Department: 10148 Q English-8248
Job Code: 2357 Q  If Summer Session Extension
Term: SUM10 Summer Session 2010
Session: 01 Q Summer Session 01

Summer Session Search Information ( enter at least 1)

EmplID:
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SOLAR HR SUMMER SESSION MODULE User QUICK GUIDE

Changes to saved entries can be made only
to change paid units, or to cancel the entry
entirely.

Return to the Summer Session Search page,
choosing department ID, job code, session
number, and either emplID or last name of
employee.

Click on yellow Summer Session Faculty
Search button.

Summer Session Search

Flease enter the department, term and session thatvou would like to work with. Alsa,
please enter at least one item in the Summer Session Search Box.

Required Information

Department: Q

Joh Code: Q
Term: Sum0g Summer Session 2009
Session: Q

Summer Session Search Information { enter at least 1)

EmplID:
Last Mame:
First Mame:

SSN:

Summer Session Faculty Search |

Next to the words Job Action is a drop-
down menu. Click on the downward-

Summer Session Faculty Job Change

Choose the approptiate action from the drop down list. The fields that need to he entered will then ungray based on your choice. Once
the infarmation is entered press the save hutton.

. A Term: SUMOB Session: 01
pointing arrow for choices.
EmpliD: 000361327 Empl Rcd Nbr: 1 P;
Effective Date: 04/2712008 Last Effective Date: 07/03/2003 Jo
Choices are: Joh Action:

CAN - to cancel appointment entirely (class
cancelled and employee NEVER worked), or
Units - to change number of payable units

If choosing CAN to cancel the appointment
and the system recognizes multiple session
appointments for the individual, an error
message displays directing the user to

ﬂ fippaintment Has Multiple Sessions

L)
D: You are trying to cancel an appointment that has multiple sessions attached to i, This can nat be done using the Summer Session module, Please fil
ot a PAR to process this request,

submit a PAR form. P
hi
T
If choosing Units to change the number of Joh Data
units, the Paid Units field will “open” Department: 10148
accepting a new number of units. Job Code: 2487 Total: 180.000000

Enter the Correct number Of UnitS and C“Ck Position Number: 99743062 If Summer Session State Supprt
the yellow Save button at the bottom of Reports To: e Uaeemgn &
the screen. Paid Units: 0.300 & Unit Rate: §00.00
Session End Date: 08/19/2008
NOTE: If the rate of pay needs to be
changed, please submit a PAR form.
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SOLAR HR SUMMER SESSION MODULE User QUICK GUIDE

APPROVAL: Approve Summer Session Enfer a cepatment and a Session and press the rehesh list bution It you
Trans link is available at SOLAR HR > CSUN > leave e Session blank & wil search for 3l sessions

. . R Enoiangs
Summer Session > Summer Session Depeiot EANh ¥
Approvals Job Code i
Term: SUL0  Summer Session 2010 Sesslon:

Click on the link, and the approval page will
display. New: Job Code has been added.

*[sprove  [Emot0  [Department job Code [Term  Seasion IName Dsto  |Action [Sexsion fd

Retresh List

Q

et og|
thste  Padlons

10 100 710004 23 Sw0 01 A 08262010 CON 08H3R010  §1420.00 2000 $428000
20 100 § 10296 2357 Se 01 A 08252010 CON 081132010 §1515.80 3000 §4545.80
If no fields are selected, all transactions for 10 100 61008 2 S0 01 A 0BZE2010 CON 0832010 $145.40 8700 Soeres
Wthh the user has security access W|” 4 00! 1 10148 2387 Suu0 02 C 08262010 CON 07022010 $1697.60 4000 §8760.40
display. To narrow the selection, enter any
of the fields - department ID, job code, and
session. Click yeIIow Refresh List button for Approve Checked Select All Un-select All Remaove Selected
a list of entries requiring approval.
Click on individual boxes next to specific
names, or choose the Select All feature at
the bottom of the page.
Click yellow Approve Checked button when
ready to submit.
Use the Remove Selected button to take an
entry off the list if you do not want to
approve it.
Note: A PAR must also be submitted to
Human Resources to remove the
transaction from employment history.
For a list of transactions by department, Enter s department and a Session and press the refesn lst utan. If
click on View Summer Session e
Transactions. Deperiment: 101981 engien no4s
Term: SN SummerSession200  Session| |4

Enter department ID number, and click on
the yellow Refresh Transactions button.

FEmIID Red  (Hame Eff Date Seq Term Session mﬂ Pay End Reason  |Unit Rate Units Total

1 7 1 % OSOT00B 0 SUMDE 01 NeedsApproval  OBASRO0E CON 60000 0300 18000
00 71 0SOT2008 1 SUMDB 01 MeecsApproval  OBA9008 PAY  SDD0 060D $380.00
If no session number is indicated, all 71w 0709008 0 GUMDS 03 MeedApproval  0BA972008 PAY  G60000 0300 $180.00

transactions for the department will
display, including session number and
approval status.

The transactions list can be sorted by any of
the headings. Click on the heading, such as
Job Code, to sort by that field.

Download list to Excel by holding down the

“Ctrl” key and clicking on the m icon.

Customize | Find |

13 of 13 El Las

T First [4] 1-
S
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SOLAR HR SUMMER SESSION MODULE User QUICK GUIDE

Additional assistance is available from your HR Operations Technician. Contact information for HR Operations can be

found at http://www-admn.csun.edu/ohrs/contact/operations.html.

Documentation, including this and other User Guides, is available on the web at http://www-
admn.csun.edu/ohrs/solar/ .
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