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HRMSVv. 8.9 MONTHLY TIME AND ATTENDANCE - MANAGER

MONTHLY TIME AND ATTENDANCE - MANAGER

Log into SOAR
Procedures for how to Log into SOAR
To log in:
Simply start Internet Explorer.

From the Southern Miss Home Page (http://www.usm.edu) pull down the
Quick Links, and click on SOAR.

Click on the link titled SOAR LOGIN.

Enter your User ID and Password. Your user id is the letter “¥W”’plus your 6
digit Employee I1D. Example: W123456.

@ sonr

Southern’s Online Accessible Records

Langunage: English
CampusID pasgword managment
UserID:

Password:

Click the 812 In | putton,
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Assign Employees to Managers
Create a List of Active Employees

This process is only used for managers of monthly paid employees who are
responsible for reporting personal/vacation and/or sick time taken each month. For
employees to have access to input their leave taken, the manager must first assign
employees to their Active Employee List. This is done by navigating to the following
path once you Ve logged into SOAR.

Self Service > USM Self Service > Assign Employees to Managers

Once there, the manager will be prompted to enter an EmplID for one employee
(note: enter EmplID without a W before it). After the EmplID is entered, tab out of
that field and the employee 3 name and department information will appear unless
they are not eligible for these leave plans. If they are not eligible an error will appear
indicating such. (See “What to do when... : section.) Hourly employees do not report
vacation and sick time through this process; therefore they can not be entered into this

list.
T
SOAR Horme | Add to Favarites
=
Search: MNewy Windo
i Wy Favorites
= Self Service List of Employees [ODelete Manager

> Payroll and Compensatior
= USM Self Service
— Activate Email

— Approve Employees Lea
Taken

Manager ID:  Mgr Empl ID Dept. Name
HR Dept. Number

Find  First 4 1or1 0 Last

=
— Fac/Staff Activate Virele EmpliD; Employee ID/2 Employee Name
— Leave Approval by Procy

— Monthly Time and
Aftendance

— SOAR/SOARFIN Trainin

To enter information for additional employees press the button with the plus sign
to add another row. Continue adding one row for each monthly employee. To delete a
row, click on the minus [=1 sign.

Click on the Save button '@ %2+ hefore exiting this page or the data will be lost.
Once completed, the employees that were entered have access to enter their leave
taken.

NOTE: A search can be performed if the EmplID is not known by clicking on the
magnifying glass icon.

Do not forget to click the save button so data is not lost.
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What to do when...

You have entered an employee id number, and get this message:

Microsoft Internet Explorer
3 Contact Manager's Name & EmpliD to have your employee's emplid remaoved from hisdher list or
U contact Human Resources

The PeopleCode program executed an Error staterment, which has produced this message.

What the message is telling you —
You have entered the id# of someone already assigned to another manager

1 —You need to verify the correct EmplID# has been entered.

2 —If correct, contact the manager indicated in the message to coordinate whose
list the employee should be placed on.

3 —If the manager is no longer at USM, contact Human Resources (HR) and ask
for employee to be removed from indicated manager 3 list.

You have entered an employee id number, and get this message:

‘Microsoft Internet Explorer '

3 MNELIGIELE HOURLY LEAVE PLAN
& If wou think the leave plan should not be hourly, contact HRE.

The PeopleCode program executed an Error statement, which has produced this message.

| 0K

What the message is telling you —
You have entered the id# of someone who is not currently enrolled in a

monthly leave plan

1 —You need to verify the correct EmplID# has been entered.

2 —If correct, contact HR to research why the employee is not enrolled in
appropriate plan. If you suspect it is merely a timing issue (i.e., employee 3
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recently moved from bi-weekly to monthly, and possibility that leave plan has not
been changed in HR exists), then try again later, before contacting HR.
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Enter Monthly Time and Attendance
** Applies to all monthly leave eligible employees
Record Personal Leave (Vacation) and Sick (Medical) Leave Taken

This process will explain how monthly paid employees should enter leave taken for
the month similar to what was previously done manually on the Monthly Attendance
and Leave Record (a.k.a. “fed & white sheet”). Note: Leave taken will continue to
be entered in full-hour increments.

Employees will have access to enter time by the 1* of each month. (The leave
record for January will be available by January 1st for entering the leave taken
during the month of January.)

Employees will have until the 10" of the following month to complete the
Ieaxe record. (The leave record for January must be completed by February
10™M)

Managers will have until the 15" of the following month to complete
approvals. (The leave record for January must be approved by February 15™)
See the section titled “Approve Employees Leave Taken”’

If an employee does not enter time, or if the time is not approved by the 15" of the
following month, there will be a delay in processing. For instance, if an employee 3
time for January is not entered and approved before the automatic process runs on
(approx.) February 20" to calculate the leave balances that will appear on the
February paycheck, that leave taken will be included in the run for the next month.

Once a manager approves an employee 3 time, it can no longer be updated by the
employee. However, if the manager unchecks the approval box, then the employee
can make changes. Once the changes are made, the manager will then have to go
back through the approval process.

After the automatic leave accrual process runs, neither the manager nor the employee
can make any changes. The employee would need to contact HR to make adjustments
if needed.

Navigate to the following path to enter leave taken information.
Self Service > USM Self Service > Monthly Time and Attendance

This search page can be used to find all available data, only data for a specific month
and/or calendar year, or it can also be used to find approved vs. not approved data.
The drop down does list all 12 calendar months, however future months are not
available to enter time. Historical data is available for review.

05/12/08 6 of 18



HRMSVv. 8.9 MONTHLY TIME AND ATTENDANCE - MANAGER

SOAR T

- Home [
| =]}
earch:
&
Iy Favorites Monthly Time and Attendance
Self Service

; Enter any information you have and click Search. Leave fields blank for a list of all values.
I- Payroll and Compensation

= USM Self Service
- Activate Email / Find an Existing Value ' Add a New Valug

= Approve Emplovees Leave

Taken = - 1
- Assign Approval Provy Month: begins with | v | _Q
— Aszzign Employees to EmplID: eqins with

Managers
- Fac/Staff Activate VWireles: Calendar Year:| = v it
— Leave AQQ roval by Prosey Approved: = v v

SOAR/SOARFIN Training _ Search Clear | Basic Search [E Save Search Criteria
— Super Users
Workforce Administration
Benefits Find an Existing Value | Add a New Value

Payroll for Morth America

Typically the employee will indicate which specific month and year they wish to
enter. If more than one month meets the criteria entered, that information will be
assessable via a hyperlink as shown below. Otherwise it will open to the month
entered.

SOAR B

- _Home |
= |
warch:
Wy Favorites Monthly Time and Attendance
Self Service

: Enter any information you have and click Search. Leave fields blank for a list of all values.
&> Payroll and Compensation

= S Self Service
- Activate Email { Find an Existing Value Y Add a New Valug |

= Approve Emplovees Leave

Taken - - -
- Assion Approval Prosy Month: |begins with | v | i &

- Assign Employees to EmplID:
Managers
- Fac/Staff Activate \Wireles: Calendar Year:| = % 2007 v

— Leave Approval by Pro Approved:

1
<
<

SOARISOARFIN Training _Search | _Clear | Basic Search B Save Search Criteria
~ Super Users
\Workforce Administration
Benafits Search Results
Payrall far Narth America [ 1-120f12 [
e bl oren Calendar YearAporoves ——
Campus Community
Student Admissions e e

=

Records and Enrollment 0z 2007 Yes
Curriculum Managernent 03 2007 Yes
Student Financials 04 2007 Tes
Set Up HRMS W 2007 Yes
Set Up SACR 06 2007 Yes
Reporting Tools 07 ooz Yes
F'eopleT_o_oIs @ E E
Ush Utilities 0g 2007 Yes

10 2007 Yes

n 2007 e

12 oov Yes

Find an Existing Value | Add a New Value
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Once a month is selected, an employee will see the following screen, which is then
used to enter leave time taken on.

SOAR

=

zarch:

®
My Favaorites
Self Service
& Payroll and Carmpensation
= USM Self Service
= Activate Emall
- Approve Employees | eave
Taken
— Assign Approval Prosy
— Assign Employees to
Managers
— Fac/Staff Activate Wireles:

— Leave Approval by Proxy
and

- SOARISOARFIN Training
— Super Users
Warkfarce Administration
Benefits
Payroll far North America
Organizational Developrment
Carnpus Community
Student Admissions
Records and Enrollment
Curriculum Management
Student Financials
Set Up HRMS
Set Up SACR
Repaorting Tools
PeopleToals
USM Utilities

Home | Add to Favorites I

MNew YWindaow

The University of Southern Mississippi
MONTHLY ATTENDANCE AND LEAVE RECORD

May 2008

Name: Employee’s Name EmplID: Employee's ID#

Department.Employee’s Home Dept. Manager

ID: Mgr. ID# and Name

& Save | ERetum to Seart| +EPrevious in Lis‘

For 12 Month Employees only - The first (B) hours of iliness are reported as personal (VAC) leave, except for recurring illness

Hours Available as 04/30/2008
of
Personal Leave (VAC)
Balance:
Sick Leave (SCK) Balance: Available SCK hrs

Available VAC hrs

Enter leave time in no more than 40 hour increments.
[INo Leave Taken

First [ 1011 [ Last

“From 5 “To 5 “Hours FE
Date: Date: Taken:

*Plan Q

Type:

Total Hours Taken this Month

Total Personal (VAC) Hours: 0
Total Sick (SCK) Hours: 0
Managers Approval Section

Approved o

Process Information

| Ematity |

There are variables on how an employee should enter time, but the employee must

always save their time using the Save button & 3=v=] pefore it is recorded in the
system. The only codes that have to be reported are Personal (Vacation) and Sick

(Medical).

If no leave was taken for Personal or Sick the employee must select the “No Leave
Taken””option to indicate to the manager and HR that this month was not skipped or
forgotten. Otherwise the employees name will show up on reports as not having
entered their time for that month.

Available leave balances are shown on this page as well. This leave balance does
NOT include the hours taken for the month showing. It only reflects hours that were
reported, approved and processed before the leave accrual process ran for the date
indicated, as well as the hours earned as of the available date.

05/12/08
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Guidelines and Scenarios for Entering Leave Taken

Consecutive time taken in your normal work week

Consecutive (usually Monday through Friday) should be entered on
Personal or Sick one line per plan type. Personal (vacation) and sick
Time leave will be entered on separate lines regardless of

when they were taken.

A whole 40 hour week (Monday through Friday) of personal time taken would be
entered as shown:

Find First 4] 1011 [Y Last
*From 04072000 Manday *To 0112000 Friday *Hours 40 =+ [=]
Date: Date: Taken:
“Plan gl VAC Persaonal Leave
Type

Total Hours Taken this Month

Total Personal (VAC) Hours: 40
Total Sick (SCK) Hours: a

Keeping in mind the policy for sick leave that the first 8 hours of a non-reoccurring
illness must be reported as Personal (VAC), a week of sick leave taken would be
entered as shown:

Find First [ 12.0r2 [ Last
‘From  [0407/2004% - “To D400 s, “Hours B #H[=
Date onoay Date: Taken:
Plan (91 e Personal Leave
Type
*From 040872004 =] *To 0441 172004 B *Hours 32 =l
Tuesday Friday
Date: Date: Taken:
Plan (B0 g Medical Leave
Type

Total Hours Taken this Month

Total Personal (VAC) Hours: &
Total Sick (SCK) Hours: 32
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_ Non-consecutive time taken in a Monday through
Non-Consecutive Friday week should be entered on separate lines.
Time

An employee who took personal leave on Monday and Thursday would enter time as
shown:

Find First ] 12012 [ Last
“From (04072000 0 “Te  [0407200E) yongn,  Hours 8 [ (=]
Date: onoay Date: Taken:
Plan (91 e Personal Leave
Type:
*From  |0/10/2004E *To  |04/10/2004F *Hours B F[=
Thursday Thursday
Date: Date: Taken:
“Plan 5a WA Fersonal Leave
Type:

Total Hours Taken this Month

Total Personal (VAC) Hours: 15
Total Sick (SCK) Hours: a

A 12-month employee who was out for personal on Monday, and was out sick on
Thursday and Friday would record as follows:

Find First 4] 1.30f3 [M Last
*From 04072001 =1 - “To 040742001 Monday “*Hours 8 =+ [=]
Date: oncay Date: Taken:
Plan 51 e Personal Leave
Type:
*From 047102001 =1 “To 0441042001 “*Hours 8 =+ [=]
Thursday Thursday
Date: Date: Taken:
Plan 51 e Personal Leave
Type:
*From 04411420011 . “To 04411420011 Friday “*Hours 8 =+ [=]
Date: ricay Date: Taken:
Plan 50 g Medical Leave
Type:

Total Hours Taken this Month

Total Personal (VAC) Hours: 16
Total Sick (SCK) Hours: a
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A 12-month employee who took the following:

8 hour vacation time 4/7/2008

2 hour vacation time 4/9/2008

16 hours total (2 days sick time = 8 personal + 8 sick) 4/15 through 4/16/2008
16 hours (2 days) vacation time 4/22 through 4/23/2008

Would enter the following:

Find First [ 1.5 of 5 [¥] Last

“From (04072005 “To 0407200 yongs,  “Hours B =]

Date: onoay Date: Taken:

Plan (91 e Personal Leave

Type:

*From  |0</09/200!E “To  |04/09/2000E) “Hours 2 =]
Wednesday Wednesday

Date: Date: Taken:

Plan (91 e Personal Leave

Type:

*From  |0di15/2000E “To  |04/15/2000E) “Hours 8 =]
Tuesday Tuesday

Date: Date: Taken:

Plan (91 e Personal Leave

Type:

*From  |0/16/2000E “To  |D4/16/2000E) “Hours 8 =]
Wednesday Wednesday

Date: Date: Taken:

Plan 300Q giop Medical Leave

Type:

*From 042 2/2004 ) *To 04/23/2 001 *Hours 16 = [=]
Tuesday Wednesday

Date: Date: Taken:

“Plan 5a WA Fersonal Leave

Type:

Total Hours Taken this Month

Total Personal (VAC) Hours: 34
Total Sick (SCK) Hours: a
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An employee who takes Thursday through Tuesday off for personal leave will need to
input this time on two separate lines —one for each week.

Find First 4] 1.2 0f2 [M Last
*From 04242001 =1 *To 04/28/2001 =1 : *Hours 16 =+ [=]
Thursday Friday
Date: Date: Taken:
Plan 51 e Personal Leave
Type:
*From 04/28/2001 =1 Mond *To 04/28/2001 =1 Tuesday *Hours 16 =+ [=]
Date: oncay Date: Taken:
“Plan 2|Q WAL Personal Leave
Type:

Total Hours Taken this Month

Total Personal (VAC) Hours: 37
Total Sick (SCK) Hours: 1]

Note that the time is calculated under the heading “Total Hours Taken this Month>”
and will update with each change that is entered.
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Approve Employees Leave Taken

Verify Time is Entered, Approve the Leave Taken, and Ensure all are
Approved

This section covers how to verify that each employee has entered time, approve the
time that each employee has entered and check to make sure all employees time has
been approved. Navigate to the “Approve Employees Leave Taken’’search page by
using the following path:

Self Service > USM Self Service > Approve Employees Leave Taken

Use the Calendar Year drop down to select the current year and click on the Search

button to view an employee list. More search options can be used to narrow
down the amount of data that is retrieved if desired. This view indicates the status of
approval and whether time was entered.

Emgli. (3
SOAR Home
fer =1
2arch:
&
My Favorites Approve Employees Leave Taken
Self Service

Enter any information you have and click Search. Leave fields blank for a list of all values.
b Payrall and Compensation

7 USM Self Service _ __
- Activate Email / Find an Existing Value

EmplID: hegins W\thi v

— Assign Appraval Proxy ; T
- Assign Employees to Manager ID: hegins W\_th v
Managers = = 1
- Fac/Staff Activate Wireless Calendar Year: = v |2008 e
- Leave Approval by Procey Month: begins with | v | Q
~ Monthly Time and = — e
Attendance Approved: = | |

- SOARISOARFIMN Trainind  Time Entered: | = v | ||
~ Super Users . T
Waorkforce Administration
Benefits Search ‘ Clear | Basic Search Save Search Criteria
Payrall for Morth America
Crganizational Development
Campus Community Search Results
Student Admissions 1-50f5

feiees ik B0 __n__n_ Calendar YearApproved Time Entered
e i e mpliD Manager ID Month Calendar Year roved Time Entered Name

Student Financials EmpllD mgr.1D 01 2008 ¥es Employee's Name

‘—<

Set Up HRMS EmplID Mgr. ID o2 2008 E Yes Employee's Name
Set Up SACR EmplID Mgr. ID 03 2008 Yes Yes Employee's Name
Reporting Tools EmpliD Mgr. ID 04 2008 Mo Tes Employee's Name
PeopleTools EmpliD Mgr. ID 0s 2008 Mo No Employee’s Name
USM Utilities

In this example, time has been entered for January, February, March and April, but
only January, February and March has been approved. The employee must enter time
before it can be approved. Once they have done so, the option under “Time Entered””
will indicate a “Yes”’
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The manager selects the month to review or approve by choosing the appropriate
hyperlink for that month. To approve, the manager clicks on the Approved button and
clicks on Save. (See following screen.)

SOAR - Horne |
] _Haome

2arch:

Add to Favorites

April 2008

(€ Name: EmplID:
My Favorites Depart ™ Manager
Self Service it \D:
- Payrall and Compensation )

= USM Self Service i
- Artivate Ernail Far 12 Maonth Employees only - The first (8) hours of illness are reported as personal (VAC) leave, except for recurring iliness

. Hours Available as 04/30/2008

~ Assign Aporoval Pro of
~ Assign Employees ta Personal Leave (VAC)
IManagers Balance:

— Fac/Staff Activate Wireles:
- Leave Approval by Proxy Sick Leave (SCK) Balance:

Enter leave time in no more than 40 hour increments.

~ Wonthly Time and
Attendance
~ SOARSOARFIN Training No Leave Taken
— Super Users
Workfarce Administration

Benefits “From
Payroll ﬁjr_NDrth America Date: Thursday Date:
Organizational Development Pl T
Campus Comrmunity an = YAC Personal Leave
Student Admissions Type:
Records and Enrallment
Curriculum Management *From [i%} 04 ‘To I *Hours
Student Financials B WednesdayD ) \Wednesday Takan
Set Up HRMS .;:e. — ate: aken:
Zet Up SACR ant B VAC Personal Leave
Reporting Tools Type:
FPeopleTools
USH Utities Total Hours Taken this Month
Total Personal (VAC) Hours: 18
Total Sick (SCK) Hours: 0

Managers Approval Section

Approved

Process Information

& Save | LSRetun to Seartl tEPrevious in L\si +ElMext in Lis|  [ElMatify
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View Manager’s Approval and Process Information
Self Service > USM Self Service > Approve Employees Leave Taken

To verify that the manager has approved the time the employee has entered, the
employee can go back to the month they wish to verify and look toward the bottom of
the page.

If the manager has approved time, the employee can no longer update time for that
month, unless the manager unchecks the approval box and saves that change.

Managers Approval Section

Process Information

If the manager has not approved the leave taken in a timely manner the time will not
get processed. This can also be checked on the same page.

The Process Information will indicate when the payroll process has been run, thereby
locking the time entered so that neither employee nor manager can change. As
previously mentioned, any correction to processed data must be requested through
HR.
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Log out of SOAR

As a security precaution always log out of SOAR so your session will end. Closing
the Internet browser does not log you out of the system, it merely closes the browser.
To log out correctly, use the “Sign Out”’hyperlink at the top right of the page.

SOAR X _Home I Add to Favorites I

Meru =l

sarch:

®
Wy Favarites . ) T
Self Service The University of Southern Mississippi

e — MONTHLY ATTENDANCE AND LEAVE RECORD

— Activate Email
April 2008

Mew Window | Help | /& "

Employees Leav

N H EmpliD:

~ Assign Approval Proxy ame il Manager

- Assign Emplovees to Department. 9
IManagers ID:

— Eac/Staif Activate Viireles:

~Leave Appraval by Proxy For 12 Manth Employees only - The first (8) hours of iiness are reported as personal (VAC) leave, except for recurring iliness

— Monthly Ti o
. Hours Available as 04/30/2008

~ SOAR/SOARFIN Training
rainin of

_~SuperUsers
Aorkforce Administration Personal Leave (VAC)

Jenefits Balance:

2ayroll for North America Sick Leave (SCK) Balance:

Drganizational Development .

Carfipus Cornmurity Enter leave time in no more than 40 hour increments.
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Conclusion

The manager is responsible for approving their employee 3 time in the system. Before
they employee can ever enter their time, the manager must have input the employee
into their employee list, otherwise the employee will receive an error message
indicating that they have not been assigned to a manager.

After the manager has approved time, the employee cannot change that information,
without the manage unapproving first, but they can view it.

Once the automatic process is run in Payroll that posts leave earned and taken, neither
the manager nor the employee will have access to make changes.
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Points to Remember

05/12/08

This is report leave taken only.

Only the Employee logged into SOAR can enter time for himself/herself —No
one can enter leave taken for another employee, not even the employee 3
manager.

When assigning employees to manager, no need to enter “¥W?’before
employee ID#.

Good idea to check name that appears after typing empl ID#, when assigning
employees to manager, to verify correctness of ID#.

REMEMBER 8 hr VAC rule for each illness incident (first 8 hours of leave
taken for illness is classified as Personal Leave; anytime after 8 hours can be
classified as Sick Leave).

You as Manager have the responsibility to check the correctness of the
monthly leave being submitted.

On Monthly Attendance and Leave Record panel, the calendar used in lookup
will display the current month, not necessarily the month for which leave
taken is being entered.

Time should be entered on a weekly basis (normally Monday to Friday),
NOT to exceed 40 hours leave taken. This will give you a better history of the
actual days/dates an employee takes off.

Leave taken will continue to be entered in full-hour increments.

Employees should not click on the “No Leave Taken”*flag until the end of the
month —how do they know on the 15" that they will not be out due to illness
on the 28™?

Once a month % leave has been processed, any adjustments will need to be
done through Human Resources —employee cannot create a second sheet for a
month already submitted and processed.

If you encounter any problems assigning employees or approving time, send
an email to Payroll@usm.edu and someone from either Payroll or HR will
respond as soon as possible.
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