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Effort Coordinator Training

Effort Certification and Reporting Technology, or ecrt, is designed to help you comply with
the provisions of TTUHSC EIl Paso’s effort reporting policies, federal policy OMB Circular A-
21 section J.10., NIH Salary Limitation on Grants and other relevant agency policies that

govern the need to provide certification of an individual's effort pursuant to his/her sponsored
and nonsponsored programs. TTUHSC EIl Paso’s effort certification process is simplified and

standardized as a result of this technology.

Ecrt Basic Information:

The Process Timeline chart reflects one whole quarter of effort reporting and certification for

TTUHSC El Paso. The top section of the chart shows the breakdown of each period.
Highlighted in yellow on the left side of the chart are the roles of the Effort Coordinator and

the PIl/Certifier. The activities that are performed by each role are shown in the center of the

chart divided by each period.

e During the Period of Performance and 10 Days period representing the Period
Close, the activities are shaded indicating very limited activity by the Effort
Coordinator.

e During the 3 Week Pre-Review Period, the Effort Coordinator is reviewing
effort statements.

e During the 3 Week Certification Period, PI's and Certifiers are certifying their own
effort and PI's are certifying the effort for all related individuals. Effort Coordinators
are processing effort statements.

e During the Post Certification Period, Effort Coordinators will follow up on any
Labor Redistributions and /or Sponsor Notices and initiate the Escalation
Policy for any individuals on the list of noncertifications.

Quarterly Period of 10 Days 3 Week Pre- 3 Week Certification Period Post Certification
Performance Review Period period
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In this Process Timeline chart example, actual dates have been added associated with
each of the actions that are occurring during this quarter of effort reporting and
certification.

pate | Acon __________|

March 1 — May 31 Period of Performance Effort Statements are building in eCRT.

June 1 - June 10 Period closes, no action required — Waiting for payroll to load on the
10t day after the month/quarter end.

June 11 — June 30 Pre-Review Period — Statements are ready for Effort Coordinators to
review. Allow up to five days for a Labor Redistribution to process.

July 1 (22 days for Certification Period Begins — Pl's and Certifiers are notified that they

o ' have effort statements to certify. Effort Coordinators begin to process

certification period) certified statements.

July 7 (15 days before PlI's and Certifiers who have not certified receive a second reminder
to certify. Effort Coordinators continue to process certified

certification is due) statements.

PI's and Certifiers who have not certified receive a final reminder to

July 22 ( Day of certification) . ; ; !
certify. Effort Coordinators continue to process certified statements.

Post Certification Activity — Follow up on Labor Redistributions,
Sponsor Notices,... etc. Initiate Escalation Policy — list of non-
certifications sent to Deans and VP’s.

August 1

Automatic Email Notifications - Ecrt will automatically send email notifications to
all Certifiers, PI's and Effort Coordinators:

+ During the Period of Performance email — sent to Effort Coordinators to remind
them to review their effort statements as they build.

* Pre-Review email — sent to Effort Coordinators to tell them to review final effort
statements before any certification activity takes place.

» Certification Period Start email - Ecrt will automatically send email notifications to
individuals who have certification responsibilities. These emails will be sent on the
first day of the certification period. Effort Coordinators will receive an email with a list
of all certifiers within their department who need to certify statements.

» Certification Period Reminder emails - three reminder emails are sent to the Certifiers
and the Effort Coordinator will receive an email with a list of who still has to certify.

» Payroll Reconciliation email - sent as a reminder that a task has been created
because of a Labor Redistribution that affects an effort statement that was in
Certified, Processed status.

Searching - At the top of every screen is a search box that allows you to search for data
within the system. This feature allows you to search for an employee, department, grant or

TTUHSC EIl Paso Finance Systems Management 2




HEALTH SCIENCES CENTER.

% TEXAS TECH UNIVERSITY
. EL PASO

FOP. You enter the text to search and when the results are narrowed to one you are
directed to the appropriate page — the effort statement page for a person, the Department
Dashboard page for a department, or a new browser window opens with the Grant/FOP
Summary page for a Grant/FOP.

If there are multiple possible results based on the text entered, a message appears below
the search box displaying the number of possible results. You can continue to enter text to
narrow the results or you can select the magnifying glass icon, which directs you to the
Look-up page with the results from the search. From the Look-up page, you can select the
correct element or can continue entering information to yield a single result, at which point
you are directed to the appropriate page for the data element. The Look-up page will be
covered in more detail in the Manage menu section of this training handout.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER — ‘ Ent
EL PASO
Manage Administration
SR L Work List for Valeria Valencia Z N
» Effort Reporting OP 65.07 [/ '\
» OMB Circulars Welcome to the ecrt effort reporting system. The tabs below list all of the effort certification tasks that require your attention - whether it is certifying statements, processing statements, or { oo
» Effort Certifcation following up on outstanding statements. To view and resolve the specific task, select the link in the task description.
Timelines
» National Institutes of ~
Health Grants Policy and
Guidance Statements Awaiting Certification Effort Tasks (2)

Search Boxes - At various points in the application, a data entry search box is presented.
The system will search on the character string that is entered, and return all items that
include the string entered. All search boxes use this methodology. You will only be able to
search for Departments, Individuals, Grants, and FOPs that are associated to you and your
departments (ORG Level 5).

You must search by last name only, first name only, ID number only, or by last name then
first name. Type in a minimum of three characters (letters or numbers) from the intended
result, and then pause for a few seconds. The program will query the database, and
download a list of matches to the search text, which appears in a blue box under the search
box. Put the cursor on the intended result, click the mouse or hit the enter key and then click
on Choose.
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Welcome, Raguel Diaz-Jaquez | Sign Out
HEALTH SCIENCES CENTER i 8\
EL PASO

|Enter Searst ria Ay

Manage

Adminisiration

[-] Manage Users @

Choose a user o administer:

[Valenci | [enoose)
- .
S Click on "Choose"

Dorminguez Valen
Valencia Valeria -

Online Help - Most screens contain a help icon available in the upper right, under the Sign
Out option. Clicking this button will bring up a separate window containing help on the
portion of the system currently being worked in.

Welcome, Raquel Diaz-Jaquez | Sign Out
HEALTH SCIENCES CENTER. Enter Search Criteria EY

? TEXAS TECH UNIVERSITY
EL PASO

Home

Manage Administration

Department Dashboard for 5331A - Dept of Medical Education Elp - 5331A =y @

Search for Department; . ———
; S - H " "o
& sy ect wastech edj/ect/contentjnelp/ecr.belp department_dash pd a Click on "Help" icon

Certification Summary Chart:
The default search i for base Effo

ecrt:.

& AutoApproved 7/

ecrt VA5 Systom Guido
Covered Individuals B. Department Dashboard lurm resuits)

The ecrt slution makes it casyfo Efort Coordinators o eview and manage e Help window
N information related to a department, sub-department, or division, including the
employees, accounts, and awards associated to that departimeni. The Depariment

- Sponsored Dashboard page shows this information for the selected department on a page with

Rosentnal , Elizabeth L three ditferent tabs Quarterly BEBBEE e
+ Non-sponsored # (/1 The Department Dashboard page is available only ta those users with appropriate rights

Clinical Only toview it typically central administrators and Effort Coordinators. Users are not able to

e access any other departments from this page unless they have been assigned as an
-Dep: Effort Coordinator o department viewer for a specific department.

+ Terminated # (%

The Department Dashboard can be accessed from the Look-up page, using the Search

feature, and via the Department Dashboard link in the Manage section of the navigation

menu bar, among other links.
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Navigation:

Ecrt can be accessed from the WebRaider Portal, under the HSC Finance El Paso tab. Click
on the “Effort Certification and Reporting Technology (ecrt)” link found under Accounting >
Contracts and Grants Accounting.

NIVERSITY
NCES CENTER

Home HSC Employee El Paso Available Budget News F&A Work Tools Payroll & Tax

HSC HR El Paso

HSC ElPaso HSC Finance El Paso

= El Paso Business Affairs
Announcements

Business Affairs
* 2018 Year End Deadlines and Processes
* Dec 5 - Business Affairs Q1 Presentation

Accounting
« Jan 10 - Close of accounting period

EOPS and ePAFs

+ Dec2 -Employee One-Time Payment System
(EOP) approvals due for semi-monthly
employees (SM23)

* Dec4 - WEB TIME/TimeClockPlus approvals
due for semi-monthly employees (SM23)

* Dec 12 - Electronic Personnel Action Form
(ePAF) approvals due for semi-monthly
employees (SM24)

« Dec 16 - Employee One-Time Payment System
(EOP) approvals due for semi-monthly
employees (SM24)

Dec 18 - Employee One-Time Payment System
(EOP) approvals due for monthly employees
(MNO1)

Dec 18 - Electronic Personnel Action Form
(ePAF) approvals due for monthly employees
(MNO1)

Dec 18 - WEB TIME/TimeClockPlus approvals
due for semi-monthly employees (SM24)

Dec 21 - Electronic Personnel Action Form
(ePAF) approvals due for semi-monthly
employees (SMO1)

PCard
« Jan4 - Expense report is available to print
« Jan 11 - FOAP allocations and description to be
updated in Citi must be processed by 2 p.m
+ Jan 18 - Expense report with all supporting
documentation due for review by 5 p.m

= Business Affairs

Business Affairs Home
Calendar

Contacts

Helpful Links

+ Approval Tracking System (ATS)
+ Cognos Connection
Contract AR System
ePrint
Finance User Group
Gateway
Mail Stop Code (MSC) Listing
MPIP Distribution
Online Surplus
Laserfiche Weblink

+ TEAM App

* Xtender

* Newsletter Subscription
Policies and Procedures
Reports

= Accounting

Accounting Home
Contacts

Forms

Helpful Links

« Account Code Dictionary

+ Financial Transaction System (FiTS)

« FITS Training
+ Financial Manager Change Request
« Finance Fund Maintenance
Finance Fund Maintenance Training

+ New Fund Reques! - Historical Inquiry Only
Policies and Procedures
Reference Material
Reports

Contracts and Grants Accounting Home
Contacts

Forms

Helpful Links

« Effort Certification and Reporting Technology
(eCrt)
Policies and Procedures
Reference Materials

= Student Business Services

Student Business Services Home
Contacts

Forms

Helpful Links

+ Cash Receipt System
Policies and Procedures
Reference Materials

Goto | Valerie Valencia

® B S E

My Personal Banner

Information Bmall ) Baoner Admin Assistance

Logout

LR STEL SRR My Content  Cognos

2 Budget = Procurement Services
Budget Home Purchasing Home

Contacts Contacts

Forms Forms

Helpful Links Helpful Links

+ Budget Revision System
+ Budget Prep System
+ Fringe Projector

+ Account Code Dictionary
+ TechBuy System
TechBuy System Information
+ Finance User Group + PO/Encumbrance Change Request
+ Labor Redistribution « PO/Encumbrance Change Request System
+ Organization Code Request Manual
Reference Materials Policies and Procedures
Reports Reference Materials

«+ Contract Management Handbook

+ TechBuy Job Aids
2 Finance Systems Management (FSM)

FSM Home 5
Payment Services Home
Announcements ‘
Contacts
Contacts
Forms
Forms

Helpful Links

Helpful Click on “Effort
Certification and

« Citi Website - PCard

« Prd .

Policied TREPOriNG Technology Professional Societies List
« Swift Prepaid

Referer

« TechBuy System - DirectPay
« Travel System
* Vendor Payments
Policies and Procedures
Reference Materials

=2 Applications Development

Applications Development Home
Contacts
Helpful Links

Reference Materials = Contracting Services

ASC Contracting System
Cash Receipts
Contracting AR System
Laserfiche Weblink
Legacy Database
Vendor Search

Vendor Setup

« Node: xc90.ttu.edu

HSC ElPaso HSC Finance El Paso
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The Welcome page is displayed. Click on Continue.

TEXAS TECH UNIVERSITY Welcome, Valeria Valencia | Sign Out
‘ﬁ HEALTH SCIENCES CENTER Enter Search Criteria 3
EL PASO

Welcome to ECRT

Welcome to the next big thing in time and effort reporting... Effort Certification and Reporting Technology (ECRT)
At Huron Consulting University, we have deployed the web-based ECRT system to serve as the new tool to facilitate the institution's effort reporting and certification process. The institution's previous process - which included a variety of paper forms and cumbersome manual
processing - will no longer be used. Individuals that are required to review and certify their research effort can take comfort knowing that this new technology dramatically simplifies the process

ECRT is a web-based technology that intuitively guides certifiers and administrators through the various facets of the effort reporting and certification process on a periodic basis. The ECRT system uses a guided process to walk you through the steps that you will need to
complete your effort certification. Our institution’s process will be simplified and standardized as a result of this technology .. keeping the process simple for you, the end user.

The ECRT system is designed to help you comply with the provisions of this institution's effort reporting policies, federal policy OMB Circular A-21 section J.10., NIH Salary Limitation on Grants, and other relevant agency policies that govern the need to provide certification of
an individual's effort pursuant to his/her sponsored and non-sponsored programs. Faculty and staff are required to complete and submit an Effort Certification Statement for review and approval by a user's respective deadline.

So, log in and get started. You will be certified before you know it!
- - p
< Click Continue

Navigation Menu Bar - The primary method of navigating within the system is using the
navigation menu bar along the top of the screen. The navigation menu bar is on every screen
of the application, allowing you to move from one page to another quickly. When you place
the cursor on a label in the navigation menu bar the available pages to which you can
navigate appear in the menu drop-down list. The Home menu on the far left returns the user
to the Work List from anywhere in the application. There are also clickable links available on
certain pages of the application that allow you to select for navigation to other pages.

( Continue

The Left Navigation Bar that is available on the Work List page contains useful links to
training documents and other reference material. These links are also displayed in the Links
drop-down menu in the navigation menu bar which is available at the top of every page of the
application.

TEXAS TECH UNIVERSITY Welcome, Valeria Valencia | Sign Out
HEALTH SCIENCES CENTER [wTJ*T Criteria ] A
EL PASO

Home Certify Manage Reports Administration Links
Hepatine Work List for Valeria Valencia 2 9
» Effort Reporting OP 65.07 / %
» OMB Circulars ‘Welcome to the ecrt effort reporting system. The tabs below list all of the effort certification tasks that require your attention - whether it is certifying statements, processing statements, or The Eon Lecycte \
» Effort Certifcation following up on outstanding statements. To view and resolve the specific task, select the link in the task description ——r \
Sl R Navigation Bar y
» National Institutes of = |Left Navigation Menu o
Health Grants Policy and Bar _ i i
Guidance StatemeNtSAWaItNG CErtification Effort Tasks (2)
Type Employee Id Name (Last, First) Date
Payroll Adjustment Zuckerman, Marc 07/27/2018 6:34 AM
Payroll Adjustment Salinas, Jennifer 06/22/2018 6:35 AM

TTUHSC EIl Paso Finance Systems Management 6
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Work List Page:

The Work List page lists the tasks that require your attention. There are a maximum of three
tabs that may be displayed on the Work List page depending on the user’s role. In this
example for the effort coordinator, there are two tabs:

« Statements Awaiting Certification
« Effort Tasks

Next to the tab name is the number of items displayed on the page. The number of
items is populated once the tab is viewed and updates after an item is resolved and
removed from the list.

HEALTH SCIENCES CENTER Enter Search Criteria |2
EL PASO

% TEXAS TECH UNIVERSITY Welcome, Valeria Valencia | Sign Out

Helpful Links Work List for Valeria Valencia

Welcome to the ecrt effort reporting system. The tabs below list all of the effort certification tasks that require your attention - whether it is certifying statements, processing statements, or L/ \
following up on outstanding statements. To view and resolve the specific task, select the link in the task description

tutes of
Health Grants Policy and
Guid:

Statements Awaiting Certification Effort Tasks (2) G Work List Tabs

Employee Id Name (Last, First)

Payroll Adjustment Zuckerman, Marc 07/27/2018 6:34 AM

Payroll Adjustment Salinas, Jennifer 06/22/2018 6:35 AM

The First Tab is the Statements Awaiting Certification tab. The list in this tab shows all
statements for which you have certification responsibility. Your own statement will always
appear first on the list.

The tab displays six columns of information. The first column is the Statement Owner name,
followed by the statement owner’s Department, the Due Date of the certification, that is, the
date by which the statement must be certified, the Type of statement, the Status of the
statement, and a button (if applicable) that displays a pop-up window that shows the PI
related to the uncertified lines on the statement.

TTUHSC EIl Paso Finance Systems Management 7
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To access a statement from the list, select a name from the Statement Owner column
which will direct you to the effort statement page. Selecting the Due Date, Statement Type,
or Status of a specific statement will also direct you to the effort statement. Selecting the
Department will take you to the Department Dashboard.

TEXAS TECH UNIVERSITY Welcome, Valeria Valencia | Sign Out
HEALTH SCIENGES CENTER Entor Search Critoria 2
EL PASO |

Manage

Administration

Heptal s Work List for Valeria Valencia N 9
» Effort Reporting OP 65.07 / %
» OMB Circulars Welcome to the ecrt effort reporting system. The tabs below list all of the effort certification tasks that require your attention - whether it is certifying statements, processing statements, or L T —" \
» Effort Certifcation following up on outstanding statements. To view and resolve the specific task, select the link in the task description. \
Timelines Statements A
» National Institutes of it —
Health Grants Policy and . Awaltlng
Guidance Statements Awaiting Certification [ < = Certification
Statement Owner Department Due Date Type Status Pl
Wise, Joshua C - 53338 - 53338 - Biomedical Sciences Elp 1012212018 Base g Effort Statement Building
Zeng, Mingtao - 53338 - 53338 - Biomedical Sciences Elp 712212018 Base B Not Certified. Not Processed )

The second tab, Effort Tasks, contains the list of effort processing tasks and Payroll
Adjustment Reconciliation tasks that you are responsible for resolving. This tab will appear
only if you have tasks and the Work List page will default open to the Effort Tasks tab. To
resolve a task, click on the task and be taken to the appropriate page for action. This will
be covered in more detail in the Effort Tasks section which appears after the Certify
sections.

TEXAS TECH UNIVERSITY Welcome, Valeria Valencia | Sign Out
E HEALTH SCIENCES CENTER En

Enter Search Criteria |
EL PASO

Manage Administration

Helpful Links Work List for Valeria Valencia 77 N ”
» Effort Reporting OP 65.07 / \
» OMB Circulars Welcome to the ecrt effort reporting system. The tabs below list all of the effort certification tasks that require your attention - whether it is certifying statements, processing statements, or The €0 Lieycte \

» Effort Certifcation following up on outstanding statements. To view and resolve the specific task, select the link in the task description.
Timelines

» National Institutes of —
Health Grants Policy and —
Guidance Statements Awaiting Certification | Efor Tasks (2)11 | s | Effort Tasks
e

reeeRTant, First)

Employee Id

Payroll Adjustment Zuckerman, Marc 07/27/2018 6:34 AM

Payroll Adjustment Salinas, Jennifer 06/22/2018 6:35 AM

TTUHSC EIl Paso Finance Systems Management 8
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Certify My Statement:

The Work List page for the Faculty/Certifier lists the tasks that require the certifier's
attention in the Statements Awaiting Certification tab. Next to the tab name is the number
of items displayed on the page. This list shows all statements for which the certifier has
certification responsibility. In this example there is one (1) Statement Awaiting Certification.

The tab displays six columns of information. The first column is Statement Owner, followed
by the statement owner’s Department, the Due Date of the certification, that is, the date by
which the statement must be certified, the Type of statement which is Base, the Status of
the statement and a button (if applicable) in the PI column that displays a pop-up window
that shows the Pls related to the uncertified lines on the statement. To access a statement
from the list, the certifier must select their name from the Statement Owner column which
will direct them to their effort statement page. Selecting the Due Date, statement Type or
Status of a specific statement will also direct them to their effort statement.

The certifier may also access their statement by clicking My Statements from the Certify
navigation menu located in the navigation menu bar along the top of the screen.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER
EL PASO

icome, Valeria Valencia | Sign Out

Administration

Helpful Links
» Effort Reporting OP 65.07
culars

= | Click on "My Statements" 74 %

system. The tabs below list all sqameryOUr atention - whether it is certifying statements, processing statements, or [ f—
0 view and Ive the specific task, select the link in the task description.

Institutes of ==
rants Policy and

lance Statements Awaiting Certification (1) Effort Tasks (2)

Statement Owner Department Due Date Type Status Pl

Wise, Joshua C - 53338 - 53338 - Biomedical Sciences Elp 10/22/2018  Base g Effort Statement Building

Zeng, Mingtao - 53338 - 53338 - Biomedical Sciences Elp 71222018 Base & Not Certified. Not Processed )

The Effort Statement page displays three panes containing information relevant to the
certification process: the Work List pane, the Statement Information pane and the Effort
Statement pane.

TTUHSC EIl Paso Finance Systems Management 9
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|~] Effort Statement Instructions 9

Work List

Statements Requiring Certification

Wise, Joshua C 53338 - Biomedical Sciences Elp ¥ Statement Owner
Zeng, Mingtao 53338 - Biomedical Sciences Elp

w Effort Statements #
P Needing certification
w In progress *

Base 10/22/2018 - Effort Statement Building
Work List Pane b Histarical #
Statement
Information Pane

Valencia, Valeria Effort Period: 06/01/2018 to 08/31/2018 Status: Effort Statement Building

In Progress

Recently Completed

WARNING - You cannot certify this Effort Statement because you do not have the right to certify Statements.
INFO - This Effort Statemaent cannot be certified because itis in the Effort Statement Building status.

B s On Hold: SVae EffornCalc

FOPs [-] Payroll Cost Share Computed Effort Certified Effort Certify?
Non Sponsored

103069-533048-40 BMS State Fund Non Research 100.00% 0.00% 100.00% O 100%
Non Sponsored Total: Effort Statement Pane 100.00% 0.00% 100.00% 100%

Grand Total: 100.00% 0.00% 100.00% 100%
P Notes

The top left pane is the Work List. The Work List is sub-divided into three groupings — In
Progress, Statements Requiring Certification and Recently Completed. The In
Progress list for the Faculty/Certifier shows their name, the department number and the
department name. The Statements requiring Certification list is not applicable to the
certifier. The Recently Completed will list all completions.

[T Effort Statement Instructions

+] Effort Statement Instructions *. Effort Statement Instructions

53370 - Intemai Medicine Eip

Recently Completed

Statements Requiring Certification sersly Cor Statements Requiring Certification

TTUHSC EIl Paso Finance Systems Management 10
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The top right pane on the Effort Statement page is the Statement Information Pane. There
are multiple expandable/collapsible lists in the pane. If the arrow is pointing to the right, then
the list is collapsed; if the arrow is pointing down, the list is expanded. The first list is the
Statement Owner list which displays information about the certifier including their title,
Primary Effort Coordinator, home department and email address which is a hyperlink to
send an email. The Effort Coordinator’'s name is also a hyperlink allowing the certifier to
send an email to the Effort Coordinator when the name is selected.

?‘ Valencia, Valeria -

w Statement Owner

Title: Senior Analyst Effort Coordinator:

Department: 20324 - Finance Systems Mg... Email: valeria.valencia@ttuhsc.edu
w CHUIL LA

P Needing certification

w In progress ¥

Base 412212019 . Effort Statement Building
P Historical #
‘ Statement Owner List ‘

The next list, titled Effort Statements, contains information about all of the certifier's
statements. A gold star will appear next to the Effort Statements label if there are any
statements for the certifier. The statements in the Effort Statements list are grouped into
three additional lists. The first list is the Needing Certification list which contains any
statements in a Not Certified Not Processed status. A star appears next to the label and the
statements appear below the label. The certification due date (which is the end date of the
Certification Period) and the status of the statement are displayed. The second list is the In
Progress list which contains any statements in the Certified, Not Processed status or Effort
Statement Building status. A star appears next to the label and the statements are listed
below the label. The third list is the Historical list which contains statements from any
previous period. A star appears next to the label and the statements are listed below the
label. The statements are listed in ascending order, meaning the oldest statement is first
and the most recent statement is last. The certifier can view any historical statement by
clicking on the statement status link.

TTUHSC EIl Paso Finance Systems Management 11
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Y

w Statement Owner

Title: Professor Effort Statement List
Department: 53338 - Biom I

w Effort Statements =

w _Needing certification | Needing Certification list |
w In progress —

Base In Progress list 3 Effort Statement Building

w Historical *«
Base 5/31/201 Historical list Certified, Processed
Base 2/28/2018 L& Certified, Processed -

L

The third pane displays the certifier’s effort statement. The Effort Statement Header
displays their name and R number, followed by the employee type, statement type, Period of
Performance dates, the due date, which is the last date of the Certification Period, and the
status of the statement. Below the header is the Message Box that will under certain
circumstances display information about the statement. Below the Message Box is the
Statement Action Bar, which is an area that contains a variety of icons and links that allows
the certifier to perform certain actions:

* The Run Reports icon allows them to run selected reports to which they have access
that contain more information about the data on the effort statement.
+ The PDF Report icon generates the Effort Statement PDF that is used for a Manual Certification.
* The $ Value link displays the payroll dollars underlying the percentages on the effort
statement. Remember, the statement cannot be certified in the $ Value mode.
* The Effort Calc link is a tool that calculates a percentage of effort based on an input of
average hours worked.

Diaz-Jaquez, Raquel Base Effort Period: 03/01/2018 to 05/31/2018 Due Date: 7/22/2018 Status: Not Certified, Not Processed
WARNING - You cannot certil ave the right to certify Statements.
. E ‘ PD F Report On Hold: $ Value Effort Calc
R
E Payroll i  CostShare i Computed Effort : Cepiiied Effort i  C rtify?
Vaccine Created by Host Cell Restricted Attenuation $ V | Effort
. ic Flu Vaccine Yr 1 2 0.00% 10 alue | 1oy
List of Reports Effort Statement Header oo N o | Cale
Interference RNA Against Anthrax Yr 1-2 Message BOX Statement
213254.533317-20 Interfer RNA Against Anthrax Yr 1-2 Action Bar 0.00% 10.00% O 10%
0.00% 10.00% 10%
Sponsored Total: 20.00% 0.00% 20.00% 20%
Non Sponsored
103178-263011-10 GSBS Salaries 5.00% 0.00% 5.00% O 5%
103202-533317-20 Department of Biomedical Sciences 75.00% 0.00% 75.00% - O 75%
Non Sponsored Total: 80.00% 0.00% 80.00% 80%
Grand Total: 100.00% 0.00% 100.00% 100%
[~cerwep=] =3
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The body of the effort statement contains the data that is critical to the certification. The
Grant/FOP column displays a list of all the Grants/FOPS that the certifier was paid from.
The Payroll column shows the percentage that the certifier was paid from a FOP for the
period. The Cost Share column shows the total cost share recorded for the certifier for that
FOP for the period. The Computed Effort column shows the sum of the Payroll and Cost
Share columns. This is the total effort for the period. The total in the Computed Effort
column may add to more than 100 percent because of rounding. This will have no adverse
effect on the certification process or statement. Before certifying it is critical that the certifier
reviews all of the FOPs on their statement and confirms that their effort is correctly
documented.

The Certified Effort column is where the certifier can make adjustments to their effort. It is
prepopulated with a best guess based on their payroll distribution, but the certifier should
certify based on how they actually spent their time. To change a percentage, click in the
Certified Effort box and type the percentage of effort spent working on the sponsored
project related to the FOP.

o | ety
Sponsored —
';muzs C of Fecal Tests with Optical Colonoscopy f Payroll 1 [ Cost Share 1 [ Computed L { Certified l
213028-533601-20 C E of Fecal TR, e Effort i iion o
Award Total 20.00% 0.00% 20.00% 20%
223023 Southwest Coalition for Colorectal Cancer Screening
223023-533601-20 CPRIT Southwest Coalition Yr 1 3 25.00% 0.00% 25.00% s} O
223023-533601-30 CPRIT Southwest Coalition Yr 13 0.00% 0.00% 0.00% J ﬂ% O
Award Total 25.00% 0.00% 25.00% 25%
E243127 Phase lla Trial Evaluating the Safety of Intratumoral Injection of NanoPac in Subjects with Locally Advanced Pancreatic
Adenocarcinoma
243127-533701-20 NANOPAC 2016 05 55.00% 00 55.00% O 55} [}
Avora Tt 5500% Click in "Certfied b ggase®™ =

Sponsored Total: 100.00% Effort" box .00% 100%

Grand Total: 100.00% 0.00% 100.00% 100% O
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Clicking the yellow $ icon in the Certified Effort column will run the Certification Payroll report
specifically for that line of the effort statement. The individual can see all of the payroll detail
behind the percentage that is displayed.

When they hover over the FOP name link with the mouse, a popup window appears which
displays the Pl name, phone number, and email address.

The Get Help button will open an email address to the Effort Coordinator.

 com puted

Effort

FOPs [-] . Payroll | CostShare |  Certified Effort | Certify?

Sponsored

E213246 Insulin-like Growth Factors and Muscle Differentiation -
7R01DK042748-25 Yr 1-3

213246-533048-20 Insulin-Like Growth Factors Yr 1-3 13.63% 0.00% 13.63% O | 14%
103196-533048-20 CS Insulin-Like Growth Factors SC 1.38% O M %
Pl Contact Pl Contact 07% 20%

Sponsored Total: A S 01% 25%

Non Sponsored ﬁ JThi Iz.l:zg:tuhsc.edu \ Click t!?e"
103040-273001-20 Assist Vice President ResearchElp | 2.05% O 32 yellow "$
103178-263011-10 GSBS Salaries 8.10% 0.00% 8.10% D | 8%
103178-263011-40 GSBS Salaries 8.34% 0.00% 8.34% O 8%
103197-273001-40 Admin Salaries - OAVPR 10.35% 0.00% 10.35% O 10%
103202-533048-20 Department of Biomedical Sciences 0cBRYopez 0.00% 0.29% O 1%
103202-533312-20 Department of Biomedical Sciences 15.87% 0.00% 15.87% O | 16 %

Non Sponsored Total: 75.00% 0.00% 75.00% 75%

Grand Total: 88.63% 11.38% 100.01% 100%

Click "Get Help"

In the event that a sponsor has a mandatory salary cap, an individual’s salary in excess of
the salary rate cap is considered an unallowable cost that cannot be charged directly to the
grant. The unallowable portion of salary over the cap is considered cost sharing and must
be charged to a nonsponsored, nonfederal fund. A separate salary cost sharing fund must
be created for each grant that is subject to the salary cap limitation. The red CAP icon to
indicate that salary cap cost sharing is required appears on the statement next to the
appropriate account name only if the Adjusted Cap Salary exceeds the salary cap amount
associated to the sponsor for the Period of Performance. For the cost sharing account, if
the amount of cost sharing on the account exceeds the calculated salary cap cost sharing
amount, the CAP icon will be green. If the cost sharing amount is less than the calculated
salary cap cost sharing amount, the icon will be red.
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The NIH salary cap for grants awarded in calendar year 2012 is $179,700. The Salary Cap
Calculator link which is available on the Left Navigation Bar of the Work List Page or in
the Links menu drop down list, is a good tool designed to assist the Certifier in determining
how much the current salary rate is over the NIH salary cap and how much will need to be
recorded as cost sharing.

FOPs [-] Payroll Cost Share Computed Effort Certified Effort Certify?
Sponsored
E213010 New Concepts for Advancing Knowledge in Basic Science, Clinical, and Therapeutic Aspects of Gastroparesis
213010-633701-20 Therap Aspect Gastroparesis Yrs-10| 7cA* | «iimwwmm | Red "CAP" 9.84% 0.00% 9.84% S 0% O
103127-533701-20 CS McCallum NIH Non Mandatoy | ¥ ¢4 Icon 0.00% 6.45% 6.45% 9 6% O
Award Total. 9.84% 6.45% 16.29% 16%
Sponsored Total: 9.84% 6.45% 16.29% 16%

Non Sponsored

133009-533701-10 Int Medicine Dept Program Elp Green "Cap" 79.56% 0.00% 79.56% S 80[% [m]
133009-533701-40 Int Medicine Dept Program Elp Icon 4.14% 0.00% 4.14% S 4% O
Non Sponsored Total: 83.70% 0.00% 83.70% 84%
Grand Total: 93.54% 6.45% 99.99% 100% O

When they hover over the CAP icon, the sponsor name, sponsor type, and the calculated
minimum required cost share will be displayed. The system will also show the two
possibilities for the Salary Cap calculation: By Payroll Dollars and By Computed Effort.

(N} ;] E OnHold: [ ] $Value AddFOP Override Status Effort Calc
FOPs [-] Payroll Cost Share Computed Effort Certified Effort Certify?
Sponsored
E213010 New Concepts for Advancing Knowledge in Basic Science, Clinical, and Therapeutic Aspects of Gastroparesis
213010-533701-20 Therap Aspect p vre-10 7 AP . 9.84% 0.00% 9.84% S 10[% O
car | Sponsor name: DHHS - National Institute of Diabetes and 0.00% 6.45% 6.45% ') T
103127-533701-20 CS McCallum NIH Non Mandatoy v Digestive  Sponsor type: NIH 6% O
By Payroll Dollars ) 9.84% 6.45% 16.29% 16%
Sponsored Total: Salary Cap -- $46,148.22 9.84% 6.45% 16.29% 16%
Salary for Effort Period — $78,474.99
Non S| " Computed Effort - 16.73%
lon Sponsore: Payroll - 9.84%
133009-533701-10 Int Medicine Dept Program Elp Cost Share percent required — 6.89% = 79.56% 0.00% 79.56% S ] 80/% O
133009-533701-40 Int Medicine Dept Program Elp ((eiauasBanlts tie2ydiae 414% 0.00% 4.14% 'S 4l O
Non Sponsored Total: 83.70% 0.00% 83.70% 84%
Grand Total: 93.54% 6.45% 99.99% 100% O
_Iose*save*"anual CertiﬁcatiJon b Required‘
» Notes &
» Attachments V4

P Transactions

) Activity Log #

» Email Log #

P Certifiers & Approvers
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Clicking on the CAP icon will display the Cap Alert page. The Cap Alert page contains
three sections of important information: The first section shows the ratio of support fromthe
sponsor and the institution based on the certifier's salary. In the middle section, the system
will calculate the necessary payroll and cost share amounts required to meet the
committed effort based on two measures. The first calculation determines the minimum
amount of cost sharing that should be present on the statement based on the payroll
dollars and the salary cap. The second method calculates the distribution between payroll
and cost sharing based on the total Computed Effort amount. At the bottom of the page is
a flex calculator. If the certifier intends to certify at a different percentage, they can enter
the percentage of desired payroll to determine the additional amount of cost sharing that
should be present or the intended Certified Effort to determine the distribution between
payroll and cost sharing.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.
EL PASO

Home Certify Manage

e, Valeria Valencia | Sign Out

Reports Administration

Cap Alert! ?

This FOP is subject to a salary cap limitation. This necessitates that effort put forth on this FOP is supported by both the institution and the sponsor. The salary cap limitation results in a percentage of all total certified effort to be cost shared by the institution. As a resuit,
salary charges that are driven by your effort may need to be adjusted.
For this particular award, the salary cap limitation suggests the following relationship between institution and government supported grant effort
41.19% = Percent of grant effort supported by institution
58.81% = Percent of grant effort supported by sponsor
For purposes of this award, it is derived that - at a minimum and assuming certified effort will equal the computed effort - the following ratios would be expected to be certified
By Computed Effort
Payroll % Cost Share % Computed Effort % Certified % $ Info: The "Payroll %" to the left represents a salary amount of $4543.70 and the "Cost Share %"
represents a salary amount of $3178.24.
579 4.05 9.84 9.84
It is acceptable if the Payroll % is less than what is indicated above and the cost share is more than what is indicated above. Such an outcome may indicate the presence of other cost sharing in addition to the salary cap cost sharing
If the Certified % equals zero, then proceed to the FLEX CALC below. If you intend to certify at a percentage other than what is indicated above - which is permissible - please use the calculator below to determine the expected payroll and cost share percentages. Input
your expected certified effort in the shaded input field.

FLEX CALC

By Computed Effort

Payroll % Cost Share % Computed Effort % Certified % $ Info: The "Payroll %" to the left represents a salary amount of $ and the "Cost Share %" represents a
l:l salary amount of $.
Calculate

A cost sharing transaction may need to be established to FOP for the revised salary cap cost sharing. Please consult with your effort or dep: to process changes before certification

Below the body of the statement are expandable sections for Notes, Attachments,
Transactions, Activity Log, Email Log and Certifiers and Approvers. The Notes section
is available to facilitate communication among people who share access to a statement —
effort coordinator and Certifier/Pl. When the certifier does make changes to their effort, it is
helpful to leave a note describing the changes in the Notes section. To leave a note, they
must click on the Add a Note icon.
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The certifier enters the note in the Create New Note text box and clicks on Save Note.

FOPs [-] Payroll Cost Share Computed Effort Certified Effort Certify?
Sponsored
E213010 New Concepts for Advancing Knowledge in Basic Science, Clinical, and Therapeutic Aspects of Gastroparesis
213010-533701-20 Therap Aspect Gastroparesis Yr6-10 7 CAP 9.84% 0.00% 9.84% o 10/% O
103127-533701-20 CS McCallum NIH Non Mandatoy ¥ ¢47 0.00% 6.45% 6.45% O 6w O
Award Total. 9.84% 6.45% 16.29% 16%
Sponsored Total: 9.84% 6.45% 16.29% 16%
close
Non Sponsored
Create New Note
133009-533701-10 Int Medicine D 79.56% 0.00% 79.56% 5] 80/% O
133009-533701-40 Int Medicine D 4.14% 0.00% 4.14% S ] 4o |
= Note (max 4000 characters.
Non Sponsored Total: Extra text will be 83.70% 0.00% 83.70% 84%
Grand Total: 93.54% 6.45% 99.99% 100% O

e ave I CertificationINo Certification Requiredl
» Notes (F"saveNote | | i | Click "Save Note"

» Attachments 2

P Transactions

p Activity Log

» Email Log

P Certifiers & Approvers

In the Attachments section, the certifier can attach supporting documents to an effort
statement by clicking the Add an Attachment link.

The Transactions log provides details of each of the payroll transactions that were
loaded to the effort statement. It also documents the certification process and can be a
helpful tool when determining who took an action on a statement and when.

The Activity Log tracks actions and activities that are not captured in the Transactions
log. The actions that are tracked in the log include:

« Accessing and viewing the statement
« Saving the statement

« Placing the statement on hold

« Taking the statement off hold

The Email Log captures all emails relevant to the specific effort statement to which
the log is related. The log records the following emails:

« All notification emails and all reminder emails specific to the statement

« Emails about the statement being put on hold

« Group emails based on the status of the statement, regardless of where the
message was initiated

« Emails about the statement being returned to the certifier(s) or reopened
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The List of Certifiers and Approvers is a helpful tool to determine what users have access
to this statement. The Processor is the Primary Effort Coordinator who will process the
statement when it is certified. The Certifiers are any Pls or Designees who can certify the
statement based on their association to grants/FOPs on the statement.

FOPs [-] Payroll | CostShare . ComputedEffort @ Certified Effort |  Certify?
Sponsored
E213246 Insulin-like Growth Factors and Muscle Differentiation - 7TRO1DK042748-25 Yr 1-3
213246-533048-20 Insulin-Like Growth Factors Yr 1-3 13.63% 0.00% 13.63% O 14
103196-533048-20 CS Insulin-Like Growth Factors SC 0.00% 11.38% 11.38% O 11%
Award Total: 13.63% 11.38% 25.01% 25%
Sponsored Total: 13.63% 11.38% 25.01% 25%
Non Sponsored
103040-273001-20 Assist Vice President Research Elp 32.05% 0.00% 32.05% O 320%
103178-263011-10 GSBS Salaries 8.10% 0.00% 8.10% O 89
103178-263011-40 GSBS Salaries 8.34% 0.00% 8.34% O 8%
103197-273001-40 Admin Salaries - OAVPR 10.35% 0.00% 10.35% O 10%
103202-533048-20 Department of Biomedical Sciences 0.29% 0.00% 0.29% O 1os:
103202-533312-20 Department of Biomedical Sciences 15.87% 0.00% 15.87% O 16]%
Non Sponsored Total: 75.00% 0.00% 75.00% 75%
Grand Total: 88.63% 11.38% 100.01% 100%
) Notes 55
- 4 H H " "
N 5 Click icon to add "Note" or
" n
) Attachments'
P Transactions *
) Activity Log *
D Certifiers & Approvers *

To complete the certification of an effort statement, the certifier should review the
percentages in the Certified Effort column and make adjustments as necessary. The Grand
Total of the Certified Effort column must be between 99 percent and 101 percent. If the
certifier wants to save changes but not certify, they can select the Save button. To cancel
any changes that have been made, select the Close button. When they have reviewed all
lines of the statement and are ready to certify, they should click the Certify Checkbox for
each line or they can check all the boxes by clicking on Certify Checkboxes in the column
header.

The Certify Checkboxes must be checked in order to certify that line of the effort statement.
Click the Certify button to complete the process. An error message displays if the total
certified effort in the % of Effort column is either less than 99 percent or greater than 101

e rCe nt FOPs [-] Payroll Gost Share Computed Effort Gertified Effort m
p " Sponsored
E243329 RTP Hogg Program Transforming Psych Yr 1-4
243329-533322-20 RTP Hogg Transforming Psych Yr1-4 90.00% 0.00% 90.00% S ] 90% v
Award Totar. 90.00% 0.00% 9% 90%

Sponsored Total: 90.00% 0.00% 3( Click "Certify

Check-boxes"
Non Sponsored

183087-53332A-20 IDC COE Neurosciences Elp Pl Use 10.00% 0.00% 1000% > 10% ¥
Non Sponsored Total: 10.00% 0.00% 10.00% 10%

Grand Total: 100.00% 0.00% Grand Total |====i»  100%

» Notes & r'y

b Attachments g

P Transactions * w
} Activity Log "Certify"

} Email Log

} Certifiers & Approvers ¥
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The certifier must review the Legal Attestation text and consider the effort that they are
certifying. If they agree with the statement, they must click the | Agree button.

Attestation

Certification Attestation Effort 03/01/2018 - 05/31/2018 Q
Frequency: Quarterly

Covered Individual: Raquel Diaz-Jaquez Location: El Paso

Title:

Department: Effort Coordinator: Jonathan I. Lopez

Email:

Status: .;é’ Not Certified, Not Processed Period of Performance: 03/01/2018 - 05/31/2018
| certify the salary charged, safary transfers processed and effort certified this period reasonably reflect the work performed in the designated period, and that | have
sufficient technical knowledge a me with suitable means of verification that the work was performed.

Click "I Agree"

Cigres |

The certifier will receive a confirmation message that the certification is complete. They
must click the OK button to complete the certification process.

After the certifier has certified, the In Progress list will update the status of their
statement to Certified, Not Processed. The effort statement has been routed to the effort
coordinator for processing. If there are no other obligations to complete in the system,
the certifier can logout by clicking on the Sign Out button in the upper right corner.

¥ Diaz-Jaquez, Raquel
Statement Owner In ProgreSS L|St

w Effort Statements
P Needing certification U pdates

w |n progress
‘Base 112212019 | L[ Certified, Not Processed |

Base 4/22/2019 g Effort Statement Building

Welcome, Raquel Diaz-Jaguez| Sign Out

H n H "
E ﬁ%ﬁg@%ﬁgé‘éEcﬁEsﬁTT’éR._ | Click on "Sign Out
EL PASO

TTUHSC EIl Paso Finance Systems Management 18




HEALTH SCIENCES CENTER.

%l TEXAS TECH UNIVERSITY
. EL PASO

Certify - PI’s Perspective:

The Work List page for a Pl contains the Statements Awaiting Certification tab. The
Statements Awaiting Certification tab lists all effort statements for which the PI has

responsibility to certify all or part of the statement for. The PI's own statements will always appear first on the
list. Once the PI certifies their line(s) on the statements, the statements will no longer appear on the list.

The tab displays six columns of information. The first is the Statement Owner name,
followed by the statement owner’s Department, the Due Date of the certification, that is, the
date by which the statement must be certified, the Type of statement — Base or Non-IBS,
the Status of the statement, and a button (if applicable) that displays a pop-up window that
shows the PI related to the uncertified lines on the statement.

TEXAS TECH UNIVERSITY i Welcome, Valeria Valencia | Sign Out
HEALTH SCIENCES CENTER Enter Search Critona 2
EL PASO

Manage Reporls Administration

Work List for Valeria Valencia 7 Q
Welcome to the ecrt effort reporting system. The tabs below list all of the effort certification tasks that require your attention - whether it is certifying statements, processing statements, or
following up on outstanding statements. To view and resoive the specific task, select the link in the task description.
Statements
Awaiting
Certification

Health Grants Policy and
Guidance Statements Awaiting Certification

Statement Owner

Wise, Joshua C - 53338 338 - Biomedical Sciences Elp 1022/2018 Base o Effort Statement Building

Zeng, Mingtao - 53338 - 53338 - Biomedical Sciences Elp 712212018 Base 2 Not Certified, Not Processed ¥

To access a statement from the list, select a name from the Statement Owner column
which will direct the Pl to the effort statement page. Selecting the due date, statement type,
or status of a specific statement will also direct the PI to the effort statement.

The PI can also access their effort statement by clicking on My Statements from the Certify
navigation menu drop-down.

lf TEXAS TECH UNIVERSITY Welcome, Valeria Valencia | Sign Out

HEALTH SCIENCES CENTER
EL PASO
Administration

Helptul Links Work List for V:

Welcome to the ecrt effort ref em The tabs below list all een attention - whether it is certifying statements, processing statements, or | [E—— \
following up on outstanding statements. To view and resolve the specific task, select the link in the task description.

Statements Awaiting Certification (1) [ Effort Tasks (2)

Statement Owner

hua C - 53338 - 53338 - Biomedical Sciences Elp 10/22/2018 Base $ Effort Statement Building

Zeng, Mingtao - 53338 - 53338 - Biomedical Sciences Elp 71222018 Base i Not Gertiied, Not Processed E)
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The In Progress list on the effort statement shows the Pl and everyone that is currently
related to the PI. The PI always appears at the top of this list. Related individuals will
appear in the list if they have at least one statement with an uncertified FOP on which the
user is the PI. The Recently Completed list shows related people that have effort
statements for the current Period of Performance that have been certified.

Select All — The PI has the ability to select all the people in the viewed list at one time by
clicking on the Select All icon. This tool is most useful when the Pl wishes to review
and/or certify multiple statements at one time. The Select All icon is the first icon to the
right of the Active label.

H Effort Statement Instructions -

= ,
R LY B x %

Abdullah, Akeel 53430 - Psychiatry EJ ) Statement Owner

2 ffort Stats its *
Abedin, Zainul 53370 - Intenal Medicine v Effot Stalemegts

Needing ce tification

Acosta, Irma L 53370 - Internal Medicine Elp’ ss
Acosta Mireles, Diana P 53370 - Internal Medicine Elp Click on "Select All" 101222018 & Effot Statement Building
Aguirre, Jessica N 53370 - Internal Medicine Elp ]
Aguirre, Markus 53370 - Internal Medicine Elp

Ahmad, Adeel 53370 - Internal Medicine Elp

Recently Completed

—— In Progress List

4
i Base Effort Period: 06/01/2018 to 08/31/2018 Status: Effort Statement Building

WARNING - You cannot certify this Effort Statement because you do not have the right to certify Statements.
INFO - This Effort Statement cannot be certified because it is in the Effort Statement Building status.

Bl On Hold $Valye Effort Calc
FOPs [-] Payroll Cost Share Computed Effort Certified Effort Certify?
Sponsored
EE103215 Psychiatry Resident Expansion Grant
103215-534301-10 THECB GME Expan IM/Psych FY16-18 100.00% 0.00% 100.00% O 100%
Award Total. 100.00% 0.00% 100.00% 100%
Sponsored Total: 100.00% 0.00% 100.00% 100%
Grand Total: 100.00% 0.00% 100.00% 100%

When the PI clicks on the Select All icon, all people in the Active list are highlighted and
the Selected Certifiers are loaded in the Covered Individuals list (top right pane) The
system compiles the list of Not Certified statements for those people that are in the Active
list and the compiled statements appear in the Effort Statement pane in the order in which
the individuals appear in the Active list. The PI can review and certify all available lines on
the Not Certified statements, which includes their own statement and those for related
individuals. The PI can scroll down the page to review the statements.

[+] Effort Statement Instructions

Work List

In Progress & \ | ¥ covered Individuals
Abdullah, Akeel 53430 - Psychiatry Elp Abdullah, Akeel
Abedin, Zainul 53370 - Internal Medicine Elp Abedin, Zainul
Acosta, Irma L 53370 - Internal Medicine Elp Acosta, Irma L G——
Acosta Mireles, Diana P 53370 - Internal Medicine Elp Acosta Mireles, Diana P
Aguirre, Jessica N 53370 - Internal Medicine Elp Aguirre, Jessica N
Aguirre, Markus 53370 - Internal Medicine Elp Aguirre, Markus

Ahmad, Adeel 53370 - Internal Medicine Elp ~ || Ahmad, Adeel
Al Bayati, Ihsan A

Recently Completed

Al Obaidi, Sarah N
Statements Requiring Certification
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If during this review, they need to change a percentage, click in the Certified Effort box
and type the percentage of effort that was actually spent on the FOP.

When Pl does make changes to the effort, it is helpful to leave a note describing the changes in the
Notes section. To leave a note, the Pl needs to click on the Add a Note icon. The

Pl enters a note in the Create New Note text box and then clicks Save Note.

FOPs [-] Payroll Cost Share Computed Effort Certified Effort Certify?

Sponsored
E213010 New Concepts for Advancing Knowledge in Basic Science, Clinical, and Therapeutic Aspects of Gastroparesis

]
213010-533701-20 Therap Aspect Gastroparesis Y6-10 7 CAP 9.84% 0.00% 9.84% S 10/% O
103127-533701-20 CS McCallum NIH Non Mandatoy ¥ €4 0.00% 6.45% 6.45% o 6[% O

Award Total. 9.84% 6.45% 16.29% 16%
Sponsored Total: 9.84% 6.45% 16.29% 16%
close
Non spensﬂr!d
Create New Note
133009-533701-10 Int Medicine | 79.56% 0.00% 79.56% 5} 80} O
133009-533701-40 Int Medicine D\ 4.14% 0.00% 4.14% S ) in O
= Note (max 4000 characters. o
Non Sponsored Total: Extra text will be 83.70% 0.00% 83.70¢ 84%
 d
Grand Total: 93.54% 6.45% 000 —
Click in "Certified

K
JD

s Effort" box
ave 1 ) ertification Required
» Notes [ save Note | | Click "Save Note”

P Attachments d

P Transactions #*

P Activity Log

» Email Log #

P Certifiers & Approvers 7

Similar to certifying their own statement, a Pl should review each of the lines that they are
certifying to ensure the percentage effort is correct. The Pl is only able to certify the FOPs
that he/ she is a Pl on — as well as any Non-Sponsored FOPs. It is important to note the
Message Box on this effort statement. It states that “This effort statement has multiple
certifiers. Only lines that require your certification can be accessed.” The line missing the
Certify Checkbox would need to be certified by another PI.

TEXAS TECH UNIVERSITY Welcome, Valeria Valencia | Sign
T HEALTH SCIENCES CENTER. #
EL PASO

Harme

Work List
Statements Requiring Certification

¥ Stalement Owner
w Eftort Statements
¥ Nesang cenncaton
w In progress
Base 2272018 o Effort Staternent Building
¥ Historical

ia, Valeria - (Quarterly]  Base Effort Period: 1210112018 to 022872018 Status: EMfort Statement Bulding
[INFO-THBE"URWUM cannot be certified because it is in the Effort status : Message Box
L™ OnHo [ | SValue AMIFOP Overine St Efart Calc
s [- rol o5t Share. Cor i €4
Non Sponsored YT |
103064-203201-60 Fiscal Afais Elp 100 00% 0.00% 10f M'scsh'”g f:""y Cm—
Non Spansared Tetal: 100.00% 0.00% 1 eckbox 100%
Grand Total: 100.00% 0.00% 100.00% 100%
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The Grand Total of the Certified Effort Column must be between 99% and 101% for each
effort statement the PI is reviewing. When they are comfortable with how the effort
percentages are documented, the PI clicks on the Certify Checkbox for each line or they
can check all the boxes for each statement by clicking on Certify Checkboxes in the
column header. The Certify Checkboxes must be checked in order to certify that line of the
effort statement. After the PI has reviewed all lines of all the statements and is ready to
certify, they must click the Certify Checked button.

FOPs [-] Payroll Cost Share CGomputed Effort Certified Effort
Sponsored
E243329 RTP Hogg Program Transforming Psych YT 1-4
243329-533322-20 RTP Hogg Transforming Psych Yr1-4 90.00% 0.00% 90.00% s} 90% %
Award Total- 90.00% 0.00%
Sponsored Total: $0.00% 0.00%
Non spo"sﬂr@d
183087-53332A-20 1DC COE Neurosciences EIp Pl Use 10.00% 0.00% &
Non Sponsored Total: 10.00% 0.00%
Grand Total: 100.00% 0.00%
b Notes B) a
} Attachments &
P Transactions n
Click
} Activity Log Certify’

} Email Log

) Certifiers & Approvers *

The Pl is then presented with an attestation statement — legally binding text that confirms
they are in the best position to certify the statement. The Pl must review the Legal Attestation
text and consider the effort that they are certifying. If they agree with the statement, they
must click the | Agree button.

Attestation

Certification Attestation Effort 03/01/2018 - 05/31/2018
Frequency: Quarterly

©

Covered Individual: Raquel Diaz-Jaquez Location: ElPaso

Title:

Department: Effort Coordinator: Jonathan |. Lopez
Email:

Status: :é' Not Certified, Not Processed Period of Performance: 03/01/2018 - 05/31/2018

I certify the salary charged, salary fransfers pmcessed and effort certified fhls period reasonably reflect the work performed in the designated period, and that | have
sufficient technical knowledge ar me with ble means of verification that the work was performed.

—

Click "I Agree"
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The PI will receive a confirmation message that the certification is complete. They must click the
OK button to complete the certification process.

After the PI has certified, the In Progress List will update the status of the statement to
Certified, Not Processed. The PI's effort statement has been routed to the Effort
Coordinator for processing. If the Pl has no other obligations to complete in the system,
they can logout by clicking on the Sign Out button in the upper right corner.

M Diaz-Jaquez, Raquel
Statement Owner In PrOg ress List
w Effort Statements U pdateS

P Needing certification
w |n progress
"Base 1/22/2019 H " Certified, Not Processed H

Base 4/22/2019 Lg Effort Statement Building

Welcome, Raquel Diaz-Jaguez| Sign Out
oF Searcn Chena ey

H n M "
E HEALTH SCIENCES CENTER _ | Click on "Sign Out
EL PASO
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Effort Tasks:

The Effort Coordinator will have a number of effort tasks that need to be performed based on
actions taken during the certification period. The tasks can be accessed from the Effort
Tasks tab on the Work List page. This tab will appear only if you have tasks and the Work
List page will default open to the Effort Tasks tab. The Effort Tasks tab contains the list of
effort processing tasks and Payroll Adjustment Reconciliation tasks that you are responsible
for resolving. Next to the tab name is the number of tasks you have to complete. The number
of tasks you have to complete updates after an item is resolved and removed from the list.

To review an effort statement waiting to be processed, click on the task from the Effort Task
list and be taken to the appropriate page for action.

l? TEXAS TECH UNIVERSITY

HEALTH SCIENCES CENTER
EL PASO

Helpful Links Work List for Valeria Valencia
»

e

Welcome to the ecrt effort reporting system. The tabs below st all of the effort certification tasks that require your attention - whether It is certifying statements, processing statements, or v
following up on outstanding statements. To view and resolve the specific task, select the link in the task description /

Statements Awaiting Certification (1) Effort Tasks (1) e | Effort Tasks Tab
Type Employee Id Name (Last, First) Date

Payroll Adjustment Zuckerman, Marc 07/27/12018 6:34 AM

1 Click on the Task

It is the Effort Coordinator’s responsibility to review the appropriateness of the effort that
has been certified. If you disagree with how the statement was certified click on Do Not
Process. This will return the statement to the individual and the status of the statement
will change back to Not Certified, Not Processed. It is important to leave a note in the
Effort Note section to explain why you took this action.

If you want to stop your review click the Cancel button — this cancels any action you
have taken and returns you to the Work List page.
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If you agree with how the statement was certified, click on the Process button to finalize
the statement and move it into Certified, Processed status.

Welcome, Valeria Valencia Sign Out

TEXAS TECH UNIVERS

HEALTH SCIENCES CI i
EL PASO

Home Cartity Manage Reports

Administration

5 Effon Statemant PDF &) PayrollRaport

Process Base Effort Statement (09/01/2017 to 11/30/2017)

Frequency: Quarterly
Due Date: 1/22/2018

Covared Individual Valeria Valencia Location: ElPaso

, Faculty Associate
Department 53338 - 53338 - Blomadical Sciences Elp Effort Coordinator Jonathan Lopez

mai valeria.valencia@ttuhsc.edu Period of Performance 0910172017 to 1173072017
Status, o Certfied, Not Processed

The Process Effort screen provides you, the administrator, the abilty to process or not process a cerification. If an activity is above o below the configurable threshold, currently set at 25, then the activity will be highlighted in yellow, This is an indication to you that it may be necessary to contact the sponsor
of that activity

[Last Centified by Guohua i - 06/14/2018 4:24 PM
=
FOPs [-] Payroll Cost Share Computed Effort
Sponsored
E213231 Role of PD-1H Mediated Monocyte Activation in HIV Pathogenesis Yr 1-4
213231533317-20 PD-H HIV Pathogenes Sharikar Yr 1-4 6250% 000% 6250% 0 e s 812 00%
Awrd Tots! 6250% 000% 6250% 62% 58125 0%
£213253 Improved Zinc Finger Nuclease Delivery for HIV Gene Therapy Yr 1-2
213253.533317-20 Improved Zinc Finger Nudlease Yr1-2 3133% 0.00% 313% 0 1% s 28113 Click 00%
Award Total 31.33% 000% 31.33% 16% 5249113 SENCKON;, 0%
Sponsored Total: 9383% 0.00% 9383% 8% 5257238 Process' 0.00%
Non Sponsored
183122.633048-20 1DC BMS Dopt Share 617% 0.00% 517% O 2% s %1% 1583%) 2 00%
Non Sponsored Total: 617% 0.00% 6% 2% $2512.38 0.00% 0.00%
Grand To 100.00% 0.00% 100.00% 100% $0.00 0.00% 0.00%
=
Y - e [ )

% Attach file
Attachments: N/A

Use the text field below to enter an Effort note. (4000 character max )

| Save Effort
Note

You will be presented with this processing message. Click on OK. You will be returned to the
Work List page.

TEXAS TECH UNIVERSITY Welcome Valeria Valencia | Sign Out
HEALTH SCIENCES CENTER ecrttest.tosm.ttu.edu says Enter Seerch Crileria A

<+ Effont Statement PDF £ Payroll Report 9

Process Base Effort Statement (09/01/2017 to 11/30/2017)

ER | Click "OK"

Frequency: Quarter
Due Date: 1/22/2018

Covered Individual Valeria Valencia Location ElPaso
e Faculty Associate

Department 53338 - 53338 - Blomedical Sciences Elp Effort Coordinator Jonathan Lopez

Email valeria.valencia@ttuhsc.edu Period of Performance 0910112017 to 11/3072017

Status 4}, Certified. Not Processed

The Process Effort screen provides you, the administrator, the ability to process or not process a certfication. If an activity is above or below the configurable threshold, currently set at 25, then the activity will be highlighted in yellow. This is an indication to you that it may be necessary to contact the sponsor
of that actvity

[Last Certified by Guohua Yi on 06/14/12018 4:24 PM

G
Payrol i Labor Redistribution
y! Percentage Redistribution

Dollars

Sponsored
E213231 Role of
213231-533317-20 PD-1H HIV Pathos

D-1H Mediated Monocyte Activation in HIV Pathogenesis Yr 1-4
es Shankar Yr 1-4 6250% 0.00% 6250% O 62% s 8125 0.50% 0.0%

Award Totsl. 62.50% 000% 6250% 62% 58125 0.50% 0%

E213253 Improved Zinc Finger Nuclease Delivery for HIV Gene Therapy Yr 1-2
213263-533317-20 Improved Zinc Finger Nuclease Yr1-2 3133% 0.00% o 16% s 249113 -1533% 00%
Award Total 31.33% 0.00% 16% $-2.491 13 -15.33% 0%
Sponsored Total: 93.83% 0.00% 8% $.2,572.38 0.00% 0.00%

Non Sponsored

183122-633048-20 1DC BMS Dept Share 6.17% 000% 617% O 2% s 257238 1583% 2 00%
Non Sponsored Total: 6.17% 0.00% 6.17% 2% $2,5712.38 0.00% 0.00%
100.00% 0.00% 100.00% 100% $0.00 0.00% 0.00%

Grand Total:

D O e oo
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If the individual correctly certifies to a percentage that is different than the computed
percentages, ecrt calculates the dollars related to the changes and shows them in the
Labor Redistribution column. Click on the Labor Redistribution button because a
Labor Redistribution needs to be processed. This will move the status of the statement to
Certified, Labor Redistribution Required or Pending. A Labor Redistribution Notice is
created in the Manage Effort Notifications tab. This serves as a reminder to process a
Labor Redistribution in Banner based on the review that you just performed. This is simply
a list of tasks that can be manually deleted (using the Red X) at any time.

Administration

Welcome, ‘Valeria Valencia Sign Out

. . - 9
Process Base Effort Statement (09/01/2017 to 11/30/2017) Effon Statoment POF () Payroll Report
Frequency: Quarterly
Due Date: 112212018
Covered Individual Valeria Valencia Location ElPaso
e Faculty Associate
Department 53333 - 53338 - Blomedical Sclences Elp Effort Coordinator Jonathan Lopez
Email valeria.valencia@ttuhsc.edu Period of Performance 09/01/2017 to 1173072017
Status 4 Certified, Not Processed
The Process Effort screen provides you. the administrator, the ability to process or not process a certificaion If an activity is above or below the configurable threshold, currently set at 25, then the activity will be highlighted in yellow. This is an indication to you that it may be necessary to contact the sponsor
of that acthvity
[Last Certified by Guohua i - 06/14/2018 4:24 PM
Pl $Value
Cortified S Labor Redistribution Cost Share is Labor
FOPs [-] Payroll Cost Share Computed Effort Effort | | Labor Redistribution Dollars plesss i Mo
Sponsored
E213231 Role of PD-1H Mediated Mo iivation in HIV Pathogenesis Yr 1-4
53331 D-1H HIV Path, ankar Y1 1-4 6250% 0.00% 6250% O 62% s 3125 0.0%
6250% 000% 6250% 62% 58125 0%
Improved Zinc Finger Nucle r HIV Gene Therapy Yr 1:2
33317-20 Improved Zinc F o Yr1-2 3133% Labor 3133% O 16% s 249113 00%
Award Total 31.33% Redistribution siaditomly  16% $-2,491.13 0%
Sponsored Total: 93.83% Dollars 9383% 786 $2572.38 0.00%
Non Sponsored
183122.633048-20 1DC BMS Dept Share 617% 0.00% 817% O 2% s 2571238 00%
Non Sponsored Total: 6.17% 0.00% 6.17% 246 $25712.38 0.00%
Grand Total: 100.00% 0.00% 100.00% 1007 $0.00 0.00% 0.00%

Cancel ]| Labor Redistribution ] Process 0o Not process]

You will be presented with a processing screen. Click OK.

} ecrttest.tosm.ttu.edu sa

%) Eflot Statement POF £ Payroll Report

Process Base Effort Statement (09/01/2017 to 11/30/2017) R
Fi : Quarter
Ry KB | o [ oo

Covered Individual Valeria Valencia Location ElPaso

Tite Faculty Associate

Department 53338 - 53338 - Blomedical Sciences Elp Effort Coardinator Jonathan Lopez

Email valeria.valencia@ttuhsc.edu Period of Performance 0910172017 to 1113072017
Statws 4} Certfied, Not Processed

The Process Effort screen provides you. the administrator, the ability to process or not process a certification. If an activity is above or below the configurable threshold, currently set at 25. then the activity will be highlighted in yellow: This is an indication to you that it may be necessary to contact the sponsor
of that activity.

Welcome Valeria Valencia | Sign Out

[Last Centified by Guohua Yi on 06/1412018 4:24 PM

$Value

Centified Labor Redistribution Dollars Labor Redistribution Cost Share is Labor
Effort Percentage

=

Payroll Computed Effort

Sponsored

E213231 Role of PD-1H Mediated Mo Activation in HIV Pathogenesis Yr 14

2132315331720 Shankar Yr 1-4 6250% 0.00% 6250% O 62% s 8125 0.50% 00%
Award Total: 62.50% 0.00% 62.50% 62% §-81.25 -0.50% 0%

E213253 Improved Zinc Finger Nuclease Delivery for HIV Gene Therapy Yr 1-2
213263-533317-20 Improved Zinc Finger Nuclease Yr1-2 3133% 0.00% 3133% O 16% s 249113 -1533% 00%
Award Total 31.33% 0.00% 31.33% 16% $2,491 13 -1533% 0%
Sponsored Total: 93.83% 0.00% 9383% 8% $2,572.38 0.00% 0.00%

Non Sponsored

183122-533048-20 IDC BMS Dept Share 6.17% 000% 617% O 2% S 2572.38 1583% 0.0 %
Non Sponsored Total: 6AT% 0.00% 6A7% 2% $25712.38 0.00% 0.00%
Grand Total: 100.00% 0.00% 100.00% 100% $0.00 0.00% 0.00%

e o e e Qs |
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Once the Labor Redistribution is processed in Banner, it will be picked up by ecrt the next
day. If it brings computed and certified effort within our 2% threshold — it will automatically
apply to the statement and update the statement status to Certified, Processed. If the labor
redistribution does not bring the computed and certified effort within 2%, a Payroll
Adjustment Reconciliation task will be created in the Effort Tasks tab of the Work List
page.

Click on the Payroll Adjustment Reconciliation link to review and resolve the task.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER
EL PASO

Welcome, |

Manage

Helpful Links Work List for Valeria Valencia
» OMB Circulars

e ————" % ~
S : o The tabs below list al of the effort certification tasks that require your attention - whether it s certilying statements, processing statements, or 5
> 1 atodal hsthtee 4 Click on "Payroll View and resolve the Specific task, select the link in the task description /i
Health: Grants Policy Aditictment
and Guidance 1

Reconciliation"

Statementd§ Awaiting Certification (1) H .

Payroll Adjustment

Zuckerman, Marc 07/2712018 6:34 AM

The Payroll Adjustment Reconciliation screen displays the details of the Labor Redistribution and
also the effects it has on the effort statement. The Effort Coordinator can review how much the

individual originally was paid and certified on each FOP — and then review how the current Labor
Redistribution will change those numbers.

The only option an Effort Coordinator has in this screen is to click on Post and Re-
open. (Because computed and certified effort are not appropriately aligned). The
statement status is updated to Not Certified, Not Processed, and Reopened by Labor
Redistribution, and the individual will need to re-certify this statement.

Payroll Adjustment Reconciliation 9

The Payroll Asjustment Reconciliation page presents 10 administraoes payro and cost share Fansactions that impact historical ENort statements and allows them to detemine how to treal thase iransacticns, The actions a user can take, fepresented by the presence of bufions splayed below the
transaction summary, are determined by he institition's configured threshokds and the responsibilities assigned 10 1he users ole,

Covered Indivicdual aleria Valencia Location:
Titwe: Professar Appaintment
Depantment 53370 - Intemnal Medicing Eig Effort Cocrdmatar Jonathan Lopez
Email valeria.valenciagittuhsc.edu
[ Period o Pertormance | FOP | oniginal Payroil ${original Cost Share $ original Computed Effort ${Original Computed Effort 5 Cartified % New Payroll $ New Cost Share $ Total Adjustment $|New Computed Effort $ New Computed Effort 3}
03012018 10 05312018 103147-6337014¢ 511203 o sus.e8 50.96 o $0.00 $0.00 $0.00 $485.28 0.9
183346-633704-2¢ $0.00 $1,102.89 51,0289 $1.51 20 5000 $0.00 3000 [s1.102.89 | [ss |
133009-533701-1¢  $69,418.88 $0.00 $63,501.53 $73.19 74.0 $ (69,418.88) $0.00 $ (68,418.88) :SU o0 :U
Cick onPost | 103037-5333714¢ ¥ #0.00 000 oo 0o $69,418.88 SO0 $6941888  [$69,418.88 $73.19
&ReOpen’ | oo cisorac  $2.305.10 50.00 $5,158.50 5913 100 50.00 5000 5000 [s6.15850 [s0.3 ]
s028.533601.20  S6-231.00 $0.00 $2,032.50 - - 20 [ e f000 $0.00 i$2.032.50 :51_3,
T Original Payroll Change from Labor $0.00 €000
$78,067.01 $1,102.59 $72,915.1 and Certification Redistribution
Total $78,067.01 $1,102.89 $72,915.1 v 30,00 $0.00
Post & e apen ~
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You will be returned to the Work List page and the Payroll Adjustment Reconciliation
task is removed from the list.

Welcome, Raquel Diaz-Jaquez | Sign Out

Enter Search Criteria %

TEXAS TECH UNIVERSITY
HEALTH SCI{NCES CENTER.
EL PASO

Home i Manage Administration
Home Page
(EZITS st for Raquel Diaz-Jaquez .
» EfontReporing 0P G507 A0U oGt q q > @
» OMB Circulars Site Map the ecrt effort reporting system. The tabs below list all of the effort cerfification tasks that require your attention - whether it is certifying statements, processing statements, or following up on outstanding 4 A
» Effort Certifcation Timelines
» National Insttutes of Health
Grants Policy and lance
» Salary Cap Calculator

statements. To view and resoive the specific task, select the link in the task description.

Statements Awaiting Certification Effort Tasks
Type Employee Id Name (Last, First) Date
Salinas, Jennifer 06/22/2018 6:35 AM

Fayroll Adjustment
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Manage:

There are five links available in the menu drop down list for the Manage label on the
navigation menu bar: Manage Home, Look-up, Department Dashboard, Manage Effort
Notifications and Effort Statements on Hold.

| TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER

EL PASO

= | Manage menu |
drop down list |
o

Employee Id Name (Last, First)

Payroll Adjustment Zuckerman, Marc 07/27/2018 6:34 AM

Look-up page - The Look-up page allows you to search for select data elements in the
system, specifically people, departments, active and inactive Grants/FOPs. Users can enter
employee name, employee R number, department name, department number, grant/FOP
name, or grant/FOP number to see results.

When the text entered produces a single result, regardless of whether that result is a person,
department, or grant/FOP, the application will automatically direct the user to the appropriate
page for that entry. If the single result is a person, the user is directed to the effort statement
page for that person. If the single result is a department, the user is directed to the
Department Dashboard page for that department. If the single result is for a grant/FOP,
whether active or inactive, a new browser window opens with the Grant/FOP Summary
page for that account displayed. If a search term yields two or more results, you can select
the correct result to be taken to the appropriate page or enter more text to get to a single
result.

cters of the name or number are entered the system displays the possible matches in three separate lists - one for Employee, one for Departments, and one
priate page - the Effort statement page, the Department Dashboard, or the GrantFOP Summary page The Grant/FOP Summary page opens in new browser

Inted [Search for select|
| data elements

53370 - Intemal Medicine Elp 183018.533711-20 - Research Division Internal Medicine
183086-533701-20 - IDC Internal Medicine
183018-533701-20 - Research Division Intemal Medicine
183086-533711-20 - IDC Intemal Medicine
183086-533712-20 - IDC Ingernal Medicine
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Department Dashboard - The Department Dashboard page is broken into three tabs —
People, Grants and FOPs, and Department Information. At the top of the Department
Dashboard page the department name and number are displayed above the search field.
On the right side of the page is a link to the Monthly Funding and Effort Information Report.
The link opens the PDF version of the prior month’s report for the department.

The first tab on the Department Dashboard page is the People tab, which contains
information about all of the institution’s employees that have a relationship to the
department. The Certification Summary Chart allows you to define the statistics to review.
You can select the Statement Type - either Base or Non-IBS - using the checkboxes, the
Employee Type in a drop-down, and the Period in a drop-down. To the right of the Period
drop-down is the Related Reports link. When you click on the link the list of available reports
appears. When first accessing the page and no parameters are established, the chart shows
the statistics for all statement types and all employee types for the most recent Period of
Performance. For each status, it shows the number of individuals in the status, and the
percentage of the total in each status.

Administration

«

Department Dash ~£~-F2279 _ Internal Medicine Elp - 53370 — ==
People Tab Certification ~ |
Search for Department ) Summary Chart
53374~ Internal Medicine Elp v | ((Choose
People Grants and FOPs Department Information 1

Certification Summary Chart: Type ¥ Base Non-IBS Employee Type | [Select] v Period | [Select] v ,.u]
The default search is for base Effort statements for all certifiers in this Department, for the current period of performance

o Effort Statement Building [/ 160 100.0%

This chart shows the most common statuses used and gives a brief description of the status.

Most Common Statuses

Status Description of the Status
Effort Statement Building This status indicates that an Effort Statement is not yet ready for certification. This occurs during the period
of performance when payroll and profile data are being loaded and the Effort Statements are being built.
Not Certified, Not Processed This is the status that the Effort Statement is ready to be certified. Effort Statements move to this status
when the Certification Period begins and the quires an indivi to certify.
Certified, Not Processed This status indicates that an individual certified his/her Effort Statement, and has been routed for

review/approval to the Effort Coordinator. The Effort Statement will remain in this status until that review
has been performed.

Certified, Processed When the Department Administrator reviews and processes an Effort Statement, the status changes to this.
All certified Effort Statements should change into this status by the end of the Certification period.

Auto Approved This status is for Effort Statements that are auto-processed by the system. This occurs only when the
university utilizes the auto-process functionality in eCRT which automatically moves effort statements that
have no sponsored payroll associated to them into status. This will occur on the Certification Period Start
Date

Certified, Processed, Labor Redistribution Required This status is when an Effort Statement has been certified by the individual at different percentages than
the computed effort. When reviewing the certified effort statement, the Effort Coordinator moves the
statement into this status to mark it as a statement where the Certification is correct, but a cost transfer
needs to be processed in order to properly align computed and certified effort.

Labor Redistribution Pending This is the status of a Certified, Processed Effort Statement when a cost transfer has been loaded into
€CRT which will effect the comp effort perc: in that it. Department Administrators will
review this Payroll Adjustment Items and post the items to the Effort Statement

Not Certified, Not Processed, Re-Opened by Labor This is the status of an Effort Statement where a cost transfer was applied and now the statement needs to

Redistribution be re-certified by the individual due to changes in the payroll perc: on the Effort

Not Certified, Not Processed, Re-Opened This is the status of an Effort Statement that has been re-opened by an Effort Coordinator or Central
Administrator. Effort Coordinators will only be able to re-open an Effort Statement during the Certification
period
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This chart shows the most common statuses used and gives a brief description of the status.

The Covered Individuals List is below the Certification Summary Chart. Covered
individuals are assigned to a department based on the individual’s primary department
assignment. The list is divided into four sections:

e Sponsored - individuals in this Department who work on sponsored projects

e Non-Sponsored - individuals in this Department who do not work on
sponsored projects — these statements will be automatically approved

e Non-Department - individuals who are in a different home department but work on
a grant in this department

e Terminated.

The Covered Individuals list can be filtered in four ways — name, employee ID, role, and
employee type. To apply a filter, select the funnel icon to see the list of filters. Then select
the appropriate radio button corresponding to the desired filter and select the magnifying
glass. If you select the Role or Employee Type filter, the search box is transformed into a
drop down list populated with the options for each. Make your selection from the drop down
list, and click on the magnifying glass to apply the filter. The list refreshes to show the results
from your selection. To return, click on the funnel icon, select Name and click on the
magnifying glass icon.

The Covered Individuals list contains seven columns for additional information. The first
column is the employee’s Name followed by the Alternate Effort Coordinator, Employee
ID (or R Number), Role, Employee Type (which is always Quarterly), Statements and
Action column. For the employee’s Role column, if a user has more than one role then
hovering over the listed role will display a list of all roles assigned to the person. The
Statements column will show up to five icons representing the individuals most recent effort
statements. If you hover the mouse over the icon of effort statement the period and status of
that statement will display. To review the certification statement simply click on the icon.

The Action column contains the commitments stoplight - Hovering the mouse on the
commitments stoplight icon displays a popup message that contains commitment monitoring
information at a quick glance. The system’s “stoplight” (red) icons informs you whether
there are any concerns about individuals satisfying their commitments, such as total
committed effort is greater than 100%. The magnifying glass icon provides a link to the
Manage Users page for that individual and the pen and envelope icon will send an email to
the individual.
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List of
Covered
Individuals

The Grants and FOPs tab contains all of the Grants and FOPs that are assigned to the
department, whether active or inactive. The Grant Number and FOP Number for each are
shown, as is the Grant or FOP Name, the Sponsor R number, the PI of the grant, and the
Start Date and End Date. The last column allows you to run the SPES report — Sponsored
Project Employee Summary. This report lists all of the employees that had salary or cost
sharing charged to a specific Grant or FOP. All of the columns are sortable by clicking on the
header of the column.
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The Grant/FOP Name is a link to the Grant/FOP Summary page. When you hover over The
yellow icon to the left of the Name, it indicates that this is inactive.

The two circular arrows icon next to magnifying glass allows you to refresh the list to
show only the active Grants and FOPs. You can reset the page by clicking on the
magnifying glass.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER
EL PASO

Department Dashboard for 20324 - Finance Systems Mgmt Elp - 20324

Semen b Gepanmene ]Grants and FOP's
/ Tab

The Department Information tab contains the information about the department’s effort
coordinators and the department relationship tree.

The names, phone numbers, and email addresses of the department’s effort coordinators
are shown. The Primary Effort Coordinator is highlighted in yellow. This individual will receive
all of the effort processing tasks that are created when individuals certify effort statements.
The secondary effort coordinators are listed without highlighting. Any additions or changes to
this list will be made by the Central Administrator.
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The Action column in the Effort Coordinators list allows you to go to the Manage Users
page for the coordinator by clicking on the magnifying glass icon and email the effort
coordinator by clicking on the pen and envelope icon.

The Department Relationships tree shows the department’s position in the
organization structure.

H

Certify

Depétment Dashboard for 5331A - Dept of Medical Education Elp - 5331A - e

Search for Depariment

| Choose |

People Grants and FOPs Department Information

Department Basic Information:
Name: 5331A - Dept of Medical Education Eip Type
Description Code 5331A

Active: Yes

D: Effort Coordinator(s)

Department Information Tab

Rodriguez, P

| Add | Add Restricted |

Department Relationships _ K
) 5331 - SOM Academic Administrative Elp (N/4) ¢ Department RB|EtIOﬂ5hIp Tree

) 53310 - Graduate Medical Ed Elp (\VA)

Manage Effort Notifications — The Manage Effort Notifications page contains two tabs:
Sponsor tab and Labor Redistribution tab. Each tab contains a list of notifications that
require your attention. To resolve an item on the list, select the link in the Notification
Detail column to be directed to the review page.
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The Sponsor tab list is populated with tasks when an Effort Coordinator processes a
statement where the individual certified at 25 percent less than their commitment for that
period. This task is simply a helpful reminder and can be deleted at any time by clicking on
the red X under the Action tab. It is important to note that just because an individual does
not meet their commitment for a certification period; it does not mean they will not meet
their commitment over the life of the grant. It is up to the Effort Coordinator to determine if
the sponsor needs to be notified because the individual is not going to meet their
commitment.

Manage Administration

[+] Manage Effort Notifications Instructions

Sponsor (0) Labor Redistribution (18)

FOSpuUNEUl Nulinivativin Audil Hislory

Sponsor Tab

The Labor Redistribution tab list is populated with tasks when an Effort Coordinator
selects the Cost Transfer Needed button when reviewing an effort statement. This task
serves as a reminder to process a Labor Redistribution in Banner based on the review that
you just performed. This is simply a list of tasks that can be deleted at any time by clicking
on the red X under the Action tab.

Manage Effort Notifications Instructions o

S (0) [ LakorAeSatibution (18) | e

Labor Redistribution
tab

T ey i Jaeg 1 8 1
FepPae i § e

Notification | ==
Detalil - S

i

EREEKXKEKRX]

e p——
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Effort Statements on Hold - The Effort Statements on Hold page allows you to select
multiple certifiers and then place them all On Hold at one time rather than having to
navigate to each statement individually.

HEALTH SCIENCES CENTER. Enter Search

? TEXAS TECH UNIVERSITY Wel
. EL PASO

Manage Administration

; ) ) Manage Home
Helpful Links Work List for Valeria Valencia

Look-up
» OMB Circulars

» National Insitutes of Welcome to the ecrt effort reporting system. The talfiek iU RERIBELIE] rtification tasks that require your attention - whether it is certifying statements, processing
Health: Grants Policy statements, or following up on outstanding statemer Manage Effort Notifications becific task, select the link in the task description.

and Guidance Click "Effc
ick "Effort
Effort Statements on Hold [l el INUNCC NG T

Statements Awaiting Certification

Type Employee Id Name (Last, First) Date

Payroll Adjustment Zuckerman, Marc 07/27/2018 6:34 AM

When you click on Save, each of the certifiers will be listed at the bottom screen in the
Certifiers with Effort Statements on Hold section. In order to take an effort statement off
Hold, you will have to go to the individual’s effort statement and uncheck the On Hold
checkbox. You are able to navigate to the individual’s effort statement from the Effort
Statements on Hold page, by selecting the magnifying glass icon in the Statements
column.

Home Certify Manage Reports Administration Links

[+] Effort Statements On Hold

School/Department: 53370 - Internal Medicine Elp

Employee Type: Quarterly v
Period: 6/1/2018 to 8/31/2018 v
Certifiers Available Certifiers Selected to Hold
(Base) - E Abedin , Zainul - (Base)
(Base) LA Acosta , Imal L - (Base)

(29 =

Certifiers (Base) P Select from Certifiers
(Base) Available
2 (Base) (i &3
(Base) -

—W CIICk on
I —— m
. Effort Statements
on Hold

Centifiers with Effort Statements on Hold: <
Name Department Employee Type Period Statements
Zainul Abedin - 53370 - 53370 - Internal Medicine Elp Quarterly 060172018 - 08/31/2018
Irma L Acosta - 53370 - 53370 - Internal Medicine Elp Quarterty 06/01/2018 - 0873172018
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To reference the total number of effort statements On Hold, review the Certification
Summary on the Department Dashboard page.

HEALTH SCIENCES CENTER.

If TEXAS TECH UNIVERSITY
EL PASO

Manage Administration

L

Manage Home

Helpful Links Work List for Valeria Valencia et
» OMB Circulars 00K-uUp

» National Institutes of Welcome to the ecrt effort reporting system. The “alfiasclUEUERERILE] | icolremmmat

Health: Grants Policy followi: = = i I
G statements, or following up on outstanding stateme! Manage Effort Notifications cific task, select th
Effort Statements on Hold

Statements Awaiting Certification

Click on "Department
Dashboard"

} is certifying statements, processing

Type Employee Id Name (Last, First)

Payroll Adjustment Zuckerman, Marc

HEALTH SCIENCES CENTER Enter Search
EL PASO

Criteria

[T TEXAS TECH UNIVERSITY Weicome, | Sign Out

Manage Administration

Department Dashboard for 53370 - Internal Medicine Elp - 53370 - 9

Search for Department
53370 - Internal Medicine Elp ¥ |(‘Choose |

m Grants and FOPs Department Information

Certification Summary_Chart: Type ¥ Base Non-IBS Employee Type | [Select] v Period  [Select] v u
The default search is for base Effort statements for all certifiers in this Department, for the current period of performance

s | _________________________________owey __________________________|

o Effort Building 2 160 100.0%

Il On Hold e | Statements On Hold 2
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The statement icon of an effort statement that has been placed On Hold is highlighted in RED
as a visual indicator to the Effort Coordinator. This can be seen in the Statements column of the
Covered Individuals list on the Department Dashboard page.

s Ouarterty
& 1% Saerent Bsideg 7/ "W o 000n
W O s 2
Carered avduss A (7 you word Mhe 12 se@rch by an apostopie (ease erder heo apOSSTRATS £ rehu reauly
I L S S S S "N
- Spomacred 0 7
Asees  Mayder A uarterty ¥ PAZ
» o o Quanter SSB888 eaz
i R 2
S 6544498 *2z
Prmary £ Ao Coorarasce Duantarty $38388 ed2
Censen s6644 @
— 66464669 4z
D R PNz
-l 6354 ez
o ey 648864 ° 2
. =~ ey 333383 ou 2
e Nt Qe 854446 * 2
reman Mar Quarter 835449 *dz
- Nan-3ponsored © 7 \
Abedin . Zanut Quartorly Bséé8s *dz
A Quanterly Bsesis 2
- Miretes | Diana P Duarterty 3 oA
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Reports:

The ecrt Reporting page is accessed by clicking on the Reports menu label on the
navigation menu bar. To access the report, click on the report name in the Reports pane.

Welcome, Sign Out

T TEXAS TECH UNIVERSITY

HEALTH SCIENCES CENTER.
EL PASO
—
» OMB Circulars / S ‘)

» National Institutes of Welcome to the ecrt effort reporting system. The tabs below list all of the effort certification tasks that require your attention - whether it is certifying statements, processing
HE:'L') S'd"b’ Policy statements, or following up on outstanding statements. To view and resolve the specific task, seieU link in the task description Toe Een Lomerete \
and Guidance

Helpful Links Work List for Valeria Valencia

Statements Awaiting Certification
Name (Last, First)

Employee Id

Zuckerman, Marc 07/27/2018 6:34 AM

Payroll Adjustment

The page contains three window panes across the top that show the report Category, the list
of Reports associated to the selected category, and a Description of the selected report.

IXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER
EL PASO

Erpand Search

| Account Aoy >
Pl Dy a——— Prepesed * Amarded/ Proposed
Oote By e L
Ostes St Dot d Date
rendsyynl [reridsyyyy)
Run Report
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Administration:

The Manage Users link is the only link available to the effort coordinator in the menu drop
down list for the Administration label. The page presents a data entry search box. You
must search by last name only, first name only, ID number only, or by last name then first
name. Type in a minimum of three characters from the intended result, and then pause for a
few seconds. The program will query the database, and download a list of matches to the
search text, which appears in a blue box under the search box. Put the cursor on the
intended result, click the mouse or hit the enter key and then click on Choose.

HEALTH SCIENCES CENTER
EL PASO

? TEXAS TECH UNIVERSITY j Welcome Sign Out
Enter Search Criteria 4

Certify Manage Administration Links

Reports

Administration Home
Helpful Links Work List for Valeria Valencia Manage Users s | Click "Manage Users” 2
» OMB Circulars PN
» National Insfitutes of Welcome to the ecrt effort reporting system. The tabs below list all of the effort certification tasks that require your attention - whether it is certifying statéments, processing / ¥
Health: Grants Policy statements, or following up on outstanding statements. To view and resolve the specific task, select the link in the task description - \
and Guidance
—
Statements Awaiting Certification
Type Employee Id Name (Last, First) Date
Payroll Adjustment Zuckerman, Marc 07/27/2018 6:34 AM

Administration

[+]Manage Users Q

As an administrator, you have complete control in managing the roles associated to any
system user. By selecting a user from the box, you'll be able to activate or deactivate a
i — user, manage the system roles they have access to and manage their associated

|Franco |£"°°‘:| departments. Each of these operations allows further management of all system users.

Erance Carlos F
Eranco Susana - T

Choose a user to administer.

The search can be conducted using first name, last name, or R number.

When you view this page, if there is a "loading data" indicator, then please wait as the
screen populates your data. If there is no "loading data" indicator, then please type the
name of the person you are searching for and wait for the results to load. It may take a

Click on couple of seconds to load your results.
"Choose”
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In the top section you can see the basic user demographic information and their email

address. If any of this data is not correct, a change needs to be made in Banner. All
ecrt data is fed directly from Banner.

TEXAS TECH UNIVERSITY Welcome, Valeria Valencia | Sign Out
% HEALTH SCIENCES CENTER.. 2
. EL PASO

Home Certity Manage

[Enter Search Criterra

Reports Administration Links.

[+] Manage Users

Choose a user to administer.

[Valeria valencia - x| [Choose |

Web Site Access Audit Access Email Access

Key Personnel TPE Designation Auto Process

Effort Statement
O

. 0 O ® ® rt:
Active Inaclive  Aciive  Inactive Active  Inactive Active  Inactive Active  Inactive Active  Inactive ecrt..

First Name: Vvaleria Middle Initial: Last Name:

valencia Prefix: = suffix:
Title: Senior Analyst Appointment:

Location: El Paso Phone: 9152156470

Address:

Username: Code: Type: [Ccarter, <]
Alternate Identifier:

FTE Value: 0.0

Job Code: E87878

Job Position:

Job Description:

Commitment Level Code: ]

Email Address

Email(s) for Vderia Valencia -

Email Addres

Action
ecrelp@ttunsc.edu 7R
valeria valencia@ttuhsc.edu

A list of the departments that the user is associated to is displayed in the next section. If

the user is an Effort Coordinator for a department it will be listed in the Effort Coordinator
Department Relationship section.

Email(s) for Valeria Valencia

Email Address

Action
ecrtelp@ttuhsc.edu g X
valeria valencia@ttunsc edu

e Add Email Address

S 3 - List of
D for Valeria Valencia
- Departments
Name Code Action
20324 - Finance Systems Mgmt Elp 20324
20325 - Payment Services Elp 20325 .
|:J:| Add Department
Effort D ips for Valeria Valencia
Name Code Action
No Department found
ED:I Add Department  £4 Add Restricted
FOP(s) for Valeria Valencia -
Name Number Action
Fiscal Affairs EIp 103061-203201-60 ES
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The next section lists the FOPs that the individual has been paid from or has a commitment

to and associated grant numbers.

Email(s) for Valeria Valencia

Email Address

ecrtelp@ttunsc.edu
valeria valencia@ttuhsc edu

for Valeria Valencia

Name
20324 - Finance Systems Mgmt Elp
20325 - Payment Services Elp

Effort i D ips for Valeria Valencia

Name

FOP(s) for Valeria Valencia -

List of FOPs

Name
Fiscal Affairs Elp

Action

a3
) Add Email Address
Code Action
20324
20325 g R
L;‘J AAdd Department
Code Action

No Department found

EB:I Add Department  (( Add Restricted

Number Action
103061-203201-60 '3

The last section lists the user’s role. Users can be assigned to as many roles as determined
appropriate. Roles govern access security and will be assigned by the Central Administrator.

FOP(s) for Valeria Valencia

Name
Fiscal Affairs Elp

Roles for Valeria Valencia

Role

Auditor

‘Central Administrator
Certifier

‘Compliance Management
Designee

Pl

Primary ENor Coorainator
Reporting

Secondary Effort Coordinator
Temporary Certifier Rights
Temporary Pl

Terminated

Proxy for Valeria Valencia -

Number Action
103061-203201-60 X
Description Active
Auditor
Central Administrator
Certifier 0
Compliance Management 1
Designee
IT Access
Pl i
Primary ENor Coorainator
Reporting

Secondary Effort Coordinator
Temporary Certifier Rights
Temporary Pl Rights
Terminated

Please input the name or employee D of the person whom you wish to designate as a proxy for this user. You will need to select a reason for the proxy assignment prior to saving it

Proxy: ‘ |

Reason: [Select Reason] v|[Save Certifier Proxy|( Cancel |

For help with ecrt system navigation or questions regarding this training document, please
contact the Central Administrator at ECRTEIp@ttuhsc.edu.
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