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Effort Certification

What is Effort Reporting ?

Effort Reportingis a Federal compliance reqeiment Federal Guidelines 2 CFR Part 200 §200.486tains the

Federal regulatory requireants forcertifying timecontributed tasponsored projectblew Mexico State University
requires all individuals who receivesBeral sponsored funding to comply with University policies and sponsoring

agency regulations regang the proposing, charginggporting andcertifying of effort forthose awards.

University faculty and staff aneequiredto certify effort in a timely manner for abponsored awards commensurate
with theactualeffort contributed taall activities thg perform.At New Mexico State Universityour practice is to
utilize anonline Electronic Effort Certification (EEC) system ¢ertify EEC reports. Certification occurwice a
yearto verify that salaries charged, ovst sharedto sponsored awardse reasonable and consistentelaion to

the actual work performeéFailure to meet Federal requirements could result in loss of funding, audit findings,

settementsand damage to our institutiondés reputation.

SPAstrongly encourages departmentseoify expensesrequentlyfor both restricted and unrestricted funds to
identify any potential errors requiririglectronic Labor Redistoutions This will ensure thizthe labor percentages
on theEECrepors areaccurate and will result in timely certificatio®PAalso discourages individuals with an
active role in the EEC process to share logindatggate the adification role on heir behalf. All effortreports are

subject to audiexaminatiorand require that only individuals withirect knowledgecertify effort.
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Effort Certification

Effort Reporting Roles & Responsibilities

Reviewer Thisrequiredro | e i s hel d by t h eratdraPrintigatPrirRaeydneeatigatei(PIshd mi ni st

and/or Department HeadReviewers are assigned using the New Fund Number Request Form.

Action RequiredAll Reviewerslisted on an EEC repbare required to verifgdata on the mp | o EECespost
before completing thReviewAction. Reviewers should work with appropriate personnel to verify all datarrect
and make any necessary changegr to the CertificatiorPeriod.
Review Reriod i
0 (Spring: August 1stAugust 3*-deadling
o (Fall: February 1stFebruary 28-deadling
1 Email Notifications- Reviewers will be notified via email the 1st day of BeviewPeriod and an email
notification will be sent everyJuesday thereaftemd evey day during the last week of tireview Reriod until
the Review process has been completed
NOTE: Delinquent notices will follow every business day atterReview Period deadline until the Review process

has been completedotices will include the Réve wer 6 s supervisor, depart ment heac

Certifier : This required ole is feld by anyemployeewho charges a percentage of their timegonsore@rants

and/or contractand is required to complete an effort report accordingediMSU Business Rule@age 4).

Certifiers are automatically determined within the Banner system through their payroll funding source(s).

Action RequiredCertifiersare required terify thedataon thér own EEC report before completing tiertify
Action for themselves
1 Certification Period i
0 (Spring: September 166eptember 3Bdeadling
o (Fall: March 1st March 3F-deadling
1 Email Notifications- Certifierswill be notified via email the 1st day of ti@ertificationPeriod and an email
notification will be sent everJuesday thereaftemd every day during the last week of @ertificationPeriod
until the Certificationprocess has been completed
NOTE: Delinquent notices will follow every business d@dter the Certification Period deadline until the

Certification process has been completéah t i ces wi | | include the Certifierds

the dean of the college

1 The assigned Financial Manager of a fund is listed #dteamate Certifier on the EEC Routing Queue
1 The employee should certify their own EEC report unless SPA contacts the Alternate Certifier to take
certification action.
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Effort Certification

NMSU
SPA - Electronic Effort Certification - Role Matrix
Review Period Certification Period ¢ Stage
BB Certify ) .
(Required by anyone assigned as i ¢ Action
. (Reguired)
a Reviewer)
Research Administrator X
Department Head X
Principal/Primary Investigator X — Individual
Employee listed on EEC report X
Alternate: Only takes action under
Financial Manager Extenuating Circumstances

NOTE: Refer toAppendixB for instructions on identifyingReviewersandFinancialManagers using Banner forms.

What it will look like in the What it will look like in Banner
Electronic Effort Certification (EEC) system

EEC Pre Review: FRAGRNT i Personnel Tab

ID: oooooooofiRd
Reviewer: Indicator: no3 ElEEC Pre Review

Name Review, Pre-Reviewer

EEC Administrator: FRAGRNT 71 Personnel Tab

ID: EEEE (- |

Indicator: 004 [ ¥|EEC Administrator
Certifier - Il ndi vi dual wh o 6 enthe EECoeport i
’ Remember: The employee should certify their own EEC report unless
Name , Certify SPA contacts the Alternate Certifier to take certification action.
Alternate Certifier : Financial Manager (Redricted): FTMFUND
Name , Alternate Certifier Financial Manager: |m El

July2018 v4.5 Page3



Effort Certification

NMSUBusiness Rules

The following business rulemefollowed in the Eectronic Effort Certification pcess.

Effort is only certified for:

1 Employeeghat arepaid on grants and/or contracts.

1 Regular payroll based on thdlfiwing earn codes:

0 REGT Regular Staff Earnings
RGAT Regular Academic Earnings
RGG1 Graduate Student Earnings
RGO1 Temporary Staff Other
RGT1 Temporary Staff Earnings
RSFi Regular Student Flat Rate
ASRT Adjustmenti Special Rate
DFAT Defered Amount

SAB Sabbatical ¥2 Year Full Pay
SAPT Sabbatical Full YR 60% Pay

O OO O o o o o o

1 Salaried Employees based on the following employee classes:

o Al Faculty FT Redg Academic
A2 1 Faculty PT Red Academic
A371 Faculty FT Tempg Academic
A4 71 Faculty PT Temp Academic
AD i Faculty FT Reg Deferred Pay
B11 Faculty Reg FT Annual

B21 Faculty Reg PT Annual

B31 Faculty FT Temg Annual
B4 1 Faculty PT Temp Annual
B51 Faculty FT Federal Annual
C17 Faculty FTi Other

C27 Faculty PTi Other

E1l7 Staff FT Reg Exempt

E271 Staff PT Reg Exempt

E571 Staff FT Federal Exempt
SGi Graduate Assistant (RA/TA)

O OO OO O0OO0OO0OO0OOoOOoOOoOOoOOoOOo

PSL Employees will not certify effort but will enter time sheets in the Web System.

Percentage offfart charged to each fund fan employeenustbe verified.

o Variances of 5% or monmustbe corrected.

o0 Once effort has been certified, the payroll records will be locked and Electronic Labor Redistributions
cannotbe processed unless approved by SPA.

Individualsthat meet the Efirt Certification criteria wi need to certify their effort

fiOn the Fly queue members cannm¢ added to thEECRoutingqueue.

Paged
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Effort Certification

Certification Timeline

The Effort Certificationprocess occurs twice a yemrdcovers 6 months of effartt is compried of two major
periods the Review Periodnd theCertification Periogdthat last about a month long each.

Jan | Feb ‘ Mar ‘ Apr ‘ May ‘ June July ‘ Aug ‘ Sept | Oct | Nov Dec

Spring Effort Performed
Spring
Review

Spring
Certification

Fall Effort Performed

Fall
Review
Fall
Certification

Effort Reporting Periods (naming convention):
1 Spring:SPR20XX= certification for effort performedanary 1%throughJune 3¢
1 Fall: FALL20XX = certification for effort performeduy 15t throughDecember 3

o0 EEC Review Periods:
A Springeffort review August 1si August 3% deadline
A Fall effort review February 1st February 28 deadline

o0 EEC Certification Periods:
A Springeffort certification: September 1§tSeptember 30deadline
A Fall effort certification March 1sti March 3 deadline
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Effort Certification

Process Flow

Certification
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Effort Certification

Logging on to Banner Self-Service

Banner SeHService provides access to tkectronicEffort Certification system If you have access to the
Researchtab, skip to thePl Portal Accesssection on page.

1. Typehttps://my.nmsu.eduin the address baf yourInternet Explorer web browser ad pres€nter.
a. Using a browser other than Internet Explorer may lead to errors or display issues.

2. EnterUser NameandPasswordthenclick the LOGIN button

Welcome | Help

maore.
Login

Login:

Password:

*NMSU...

myNMSU

[Through myNMSL, students, faculty, and staff can access registration, grades, Banner
Self Service email, time and leave reporting, online learning, phonebook, and much

3. On themy.nmsu.eduhome webpagelick on theEmployee Tah

4. Click on theEmployeehypetink.

sNMSU...
= m B |

wEmployee Quick Links

B Time Sheet
B Leaw Report
P LeawBaiances
® Faynformation
. Training Central

. myPayroll Gift

Employee | Workflow

wBanner Self Service

Banner Self Service

Personal Information
Update Addresses and Phones
Update Emergency Contacts
Update Preferred First Name
more...

Employee:
Time Sheet
Leave Report
Leave Balances
Pay Information
more...

Research

July2018
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Effort Certification

5. Click on theEffort Certification and Labor Redistribution hypetink.

New Mexico State University
STATE

Personal Information Student Financial Aid JEN0 o} Finance Proxy Access

search [ |[co RETURM TO MENU SITE MAP HELP EXIT

Employee

Time Sheet

Leave Report

Request Time Off

Benefits and Deductions

Retirement, health, miscellanecus and benefit statement.

Pay Information

Direct depasit allocation, earings and deductions history. or pay stubs.

Tax Forms
W4 and W2 information.

Jobs Summary
Leave Balances

Direct Deposit
Effort Certification and Labor Redistribution
Salary Letter

Tuition Waiver - Dependents

Tuition Waiver - Employee/Spouse
Update Preferred First Name
Compensation and Benefits Statement

6. To take action on EEC reports, click tBffort Certification tab.

PHelp - 1=
Effort Certification | | Labor Redistribution Sign Out

Effort Report Actions z Refresh

™ | More Actions = #&

Certify My Effort )
Review or Certify Reports Cem{y My EﬁOI’f

Proy or Superusar |

COoa Period Code | Report Period Start Date End Date Status Unlodked/Lodked Comments

Open Items @

NOTE: If you need to Review or Certify an EEC report &rother individualyou will need to clickhe Review or

Certify Reportshyperlink in the EEC system:

| Review or Certify Reports >|

The above link will appear between tBertify My Effort and theProxy or Superusehyperlinkson the Effort
Certification tab. If it is missingsend a request to SHAo WebfTailor A ¢ ¢ e she link willBppear when access
is granted.
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Effort Certification

Pl Portal Access
Directions for individuals that have access toR@search Tab

1. Typehttps://my.nmsu.eduin the address bar of yolurternet Explorer web browser and pssEnter.
a. Using a browser other than Internet Explorer may lead to errors or display issues.

2. EnterUser NameandPasswordthenclick the LOGIN button.

et gNM SU.edu
‘Welcome | Help
myNMSU
[rhrough mynmsy, students, faculty, and staff can access registration, grades, Banner
[Self Service email, time and leave reporting, online learning, phonebook, and much
more.
Login
Login: Q
Password: }

3. On themy.nmsu.eduhome webpage, click on t&esearch Tab

sNMSUeau

Student Employee Workflow Research Password Management

4. Under theFinancesection click theeffort Certification and Labor Redistribution hyperlink

™

Effort Certification
& Labor Redistribution

5. Click the Effort Certification tab.

Effort Certification | | Labor Redistribution Sign Out

Effart Report Actions ‘& Refresh 5] More Actions = %

Certify My Effort

Review or Certify Reports Cerhfy My EffOI’T

Proxy or Superuser |
COA Period Code | Report Period Start Date End Date Status Unlocked/Locked Comments

Open Items H ‘

NOTE: If you need to Review or Certify an EEC report émother individualyou will need to click thd&Review or
Certify Reportshyperlink in the EEC system:
| Review or Certify Reports >|

Theabove link will appear between tertify My Effort and theProxy or Superusehyperlinkson the Effort
Certification tab. If it is missingsend a request to SHAo Webffaillor Accesso. The I ink will ap
is granted.
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Effort Certification

How to Locate Your Own EECReport
Remember: The employee should certify their own EEC report unless SPA contacts the Alternate Certifier to
take certification action.

1. Launch theElectronic Effort Certification system.
a. Click Here for morenformation on_ogging on to the EEC system

2. SelectCertify My Effort . If you have an EEC report, it will appear here automatically.
NOTE: EEC reports footheremployeewill notbe found here.

Effort Certification | | Labor Redistribution

ffort Report Actions % Refresh ] 3 Mare Actions = %

Certify My Effort >

Review or Certify Reports

Proxy or Superuser

Coa Period Code | Report Period Start Date End Date

Ll COoDa0d JOBILIAD: JLIRIC 209 e il 2011 Octob.

3. If you do not see yourBEC report, contact SPA.
NOTE: Depending on your role and payroll allocations, you may/may not see data displayed.

4. Select the correct EEf@portbased on thexformation within thePeriod Codeand/orReport Period columns.

Period Code Report Period |

SPR20XX Jaruary 1%tthroughJune 3¢
FALL20XX Juy 1%t throughDecember 3%

Period Code | Report Period
FALLZO1E JULY - DECEMEBER. 2016

EXAMPLE :

Pagel0 v4.5 July 208



Effort Certification

How to Locate Other Individuals 6EECReports
Locateindividualswho haveEECreports that need to be reviewed or certifiede employee should certify their
own EEC report unless SPA contacts the A¢rnate Certifier to take certification action.

Launch theElectronic Effort Certification system.
a. Click Here for more information obogging on to the EEC system

Search by ID
1. Click Review or Certify Reportsfrom the left nenu.

2. Ent er t he Adgiel® inte thaSeasch by tDfield and click the arrow to the rig or hit the Enter
Key on the keyboard to start the search.

Effort Certification | | Labor Redistribution Sign Out

1 ort Actions - i
Certify My Effort L & Refresh o o | 3 More Actions * &

D ovip 0 a Do NO
Review or Certify Reports )

search by 1D =-»
Proxy or Superuser 2
] Q@ Advanced Search ~

3. Select the correct EE@portbased on thanformation within thePeriod Codeand/orReport Period columns.

COA | Period Code | Risport Period Last Hame First Name: i Seart Cabe End Diate Shatus Unadked Locked
N SPRIONL  DANUARY - JLINE 2011 Last Name First Name BMhoooon September 16, 2011 October 15, 2011 Under Review Uniocked =
SPR2011 JANLUIAREY - JUNE 2011 Lest Marne First Marme Bl Septomber 16, 2011 Dictober 15, 2050 Wrder Review Unikacked pPo— !
SPRI01L JANUARY « JUNE 2011 Last Hame First Name BMhooooo: Septomber 16, 2011 October 15, 2011 Unider Raniw Unikacked
Period Code Report Period
SPR20XX Jaruary 1%tthroughJune 3¢

FALL20XX Juy 1%t throughDecember 3%

Period Code | Report Period
FALL2016 JULY - DECEMEER. 2016

EXAMPLE :
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Effort Certification

Advanced Search
1. Click Review or Certify Reportsfrom the left menu.

2. Click theAdvanced Searchdrop down arrow.

Effort Certification Ndjstﬁbuﬁon Sign Out

1
Effort Report Actions - ions ~
Certify My Effort W P ® Refresh o 8 | x More Actions = &

Review or Certify Reports )

Proxy or Superuser

) Advanced Search v,|§/ 5 3

N—

Advanced Search Option A:
1 Click theSelect Attribute drop down menu.

1 SelectLast NameandFirst Namefrom the list of drop down optiorthen enter this information into the fields
0 Search criteria must include both names or at least the first¢heracters afach followed by an asterisk

9 Click theGo button or hit the Enter Key ohe keyboardo perform the search

Review or Certify Reports

| Last Name | v | [pete | [

| First Name | v | [pisto | )
Select Attribute |

Close Clear Go

| &, Advanced Search < | Displaying 0 rows.

1 Select the correct EE@portbased on thanformation within thePeriod Codeand/orReport Period columns.

COA | Period Code | Risport Period Last Hame First Name: o Seart Cabe End Diabe Shatus UnlodoedLodosd
N SPRIONL  DANUARY - JLINE 2011 Last Name First Name BMhoooon September 16, 2011 October 15, 2011 Under Review Unincked 2
SPRI01Y JANLIAREY - JUNE 241 Lmst Namea First Marme Bl Otsesest Septomber 16, 2011 October 15, 2081 Urder Resview Unigdesd e
N SPR2011 JANUARY - JUNE 2011 Last Name First Name BMoooo Septomber 16, 2011 October 15, 2041 Wnder Raview L]
Lacisl Eucisl

Period Code Report Period

SPR20XX Jaruary 1%throughJune 36
FALL20XX Juy 1%t throughDecember 3%

Period Code | Report Period
FALL2016 JULY - DECEMEER. 2016

EXAMPLE :
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Effort Certification

Advanced Search Option B:

1 Click Advanced Searchdrop down arrow

1 Click Select Attribute and ®lectChart of Account Codethen enteN into the searchfield.

1 Click Select Attribute and selecEffort Period Code theselector ButtorE can be used to view a list of
values available for selection.

1 Foreffort performedlanuaryi June, t he ef fDRRXXPHOXKXF geardeing evaluated)

1 For effort performedulyi December , t he e FALIOXXXXo0e r(iXXX X=0dyeears biei ng

Review or Certify Reporis

Search by ID

| chart of Account cod | v | [N Jove] (3]

| Effort Period Code | v | [SPR2016 [oee] [

Select Attribute | v

Close Clear Go

] @ Advanced Search  « [ Displaying 0 rows.

1 Click Goto perform the searcind display results.

CO | Period Code | Report Period Last Hame First Name: o Start Date End Date Status Unipcked fLodked
] SPR2011 JANUARY - JUNE 2011 Last Nama First Nama Boooo: September 16, 2011 October 15, 2011 Wnder Revesn Unided A
RY = JUNE 2011 Lest Narne First Name Bl0ooooo 5, 20 0

¥ - JUNE 21 Last Name First Name BMhocnco:

Uniagoed el
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Effort Certification

Overview of the EECReport

Help v
Effort Certification | | Labor Redistribution Sign Out —
Certify My Efort Efort Report Actions, @ Refresh 5 Open el More Actions ~ %
VPSS Review or Certify Reports
Proxy or Superuser
Search Descriptions: Chart of Account Code = N, Effort Period Code = SPR2011 x
CREEIESR o Displaying 567 roves.
COA | Period Code | Report Period Last Name First Name D Start Date End Date Status Unlacked Locked Comments
N SPR2011 JANUARY - JUNE 2011 LastName First Name et September 16, 2011 October 15, 2011 Under Review Unlacked -
N SPR2011 JANUARY - JUNE 2011 LastName First Name 800000000 September 16, 2011 October 15, 2011 Under Review Unlocked EJ
il JANUARY -JUNE2011  LastName First Name B00e0x September 16, 2011 Qctaber 15, 2011 Under Review Unlacked
N JANUARY-JUNE2011  LestName FirstName 8000000 September 16, Qctaber 15, 2011 Under Review Unlocked
N JANUARY -JUNE 2011 LastName First Name §0000000x Septemb October 15, 2011 i (s Unlocked
n JANUARY -JUNE2011  LastName First Name 80000000 September 16, 2011 October 15, 2011 Under Rev Unlacked
N JANUARY JUNE2011 LagtName First Name 80000 September 16, 2011 October 15, 2011 Under Rev Unlacked
N JANUARY - JUNE 2011 Lasthame First Name B0Mboooco: September 16, 2011 October 15, 2011 Under Revi Unlocked
N JANUARY - JUNE 2011 Lasthame First Name B0Mboooco: September 16, 2011 October 15, 2011 Under Revi Unlocked
n JANUARY - JUNE 2011 LastName First Name: 8000000 September 16, 2011 October 15, 2011 Under Rev Unlocked
N JANUARY - JUNE 2011 LastName FirstName 80000000 September 16, 2011 October 15, 2011 Under Rev Unlocked
N JANUARY -JUNE 2011 LastName First Narme: 800x0000¢ September 16, 2011 October 15, 2011 Under Review Unlocked
N JANUARY - JUNE 2011 Last Narme First Name 8000000 September 16, 2011 Octaber 15, 2011 Under Review Unlacked
[ JANUARY - JUNE 2011 LastName FirstName 800000000 September 16, 2011 October 15, 2011 Under Revi Unlocked
N JANUARY -JUNE2011  LastMName First Name 8000000 September 16, 2011 October 15, 2011 Under Review Unlacked
[ JANUARY - JUNE 2011 LastName FirstName 800000000 September 16, 2011 Qctaber 15, 2011 Under Review Unlacked
N JANUARY - JUNE 2011 LastName FirstName B0000000¢ September 16, 2011 Qctaber 15, 2011 Under Review Unlacked
N JANUARY-IUNE2011  LastName First Name 80000000 September 16, 2011 October 15, 2011 Under Review Unlocked
N JANUARY - JUNE 2011 Last Name Firsthlame B0 (hooooot September 16, 2011 Octaber 15, 2011 Under Ren Unlocked
N JANUARY - JUNE 2011 Last Name FirstName 800000000 September 16, 2011 October 15, 2011 Under Rev Unlocked
Open Items al |~ JANUARY-JUNEZ011  LastName First Name 80000000 September 16, 2011 Qctober 15, 2011 Under Revi Unlocked
N JANUARY - JUNE 2011 LastName FirsthName 800000000 September 16, 2011 October 15, 2011 Under Revi Unlocked
N JANUARY - JUNE 2011 LastName First Name B0000000¢ September 16, 2011 October 15, 2011 Under Rev Unlocked
n JANUARY - JUNE 2011 LastName First Name B0000000¢ September 16, 2011 October 15, 2011 Under Rev Unlocked
n SPR2011  JANUARY-JUNE2011  LastNams FirstName 80000000 September 16, 2011 Qctober 15, 2011 Under Review Unlocked L
SUNGARD'HIGHER EDUCATION Banner Effort Certification (Release 8.5)

*Names & ID numbers have been removed to protect the privacy of thindividuals used in the creation ofthis user manual.

*The search results will displafist of individuals withEECreports.

1 TheCOA (Chart of Account Code) colundisplaysa nNofi

1 ThePeriod Codecolumndisplays either SpringSPR) or Fall FALL ) ard the year of the period tHeEC
report belongs to.
The Report Period columndisplays the month range and the year of the perioBB@report belongs to.
The Last NameandFirst Name columnsdisplaythelast name and first name of the individual EfEeCreport
belongs to.
ThelID column displays the Aggie ID of the individual tB&Creport belongs to.
Start Date andEnd Date columns displayCertificationPerioddates
The Statuscolumndisplaysthe status of the record.
o Awaiting Refresh/Unlocked This state is active after an Electronic LabedRtribution(ELR) has been

completed but thEECreport has not been refreshed (nor has it beeiewedor certified).

0 Under Review/Unlocked This state is active when a reportigaiting review.

0 Awaiting Certificationi This state is active when a reporgigaiting certification from themployee

o Completed/Locked This state is active after tliedividual has certified th&EC report No changes to

payroll allocation for the effort period can be madthout SPA approval

1 TheUnlocked/Lockedcolumnsdisplaythe state th&ECreport is in.
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Effort Certification

Doubleclick on the name of thieadividual to view theEECreport.

Effort Report

[

Routing Queue

Open Items

Effort Certification

Pay Period Summary

Review or Certify Repor

650276 T KB-05-24 NTEP COST SHARE

Non Sponsored
Fund
110045 CES

111441 AES STATION CONTROL 2

o

~ Effort Certification
First Name Last Name

OPS SMITH LEVER 3BAC FY11
IDGET CONTROL.

Wore Actions + % Clog = Effort Report Overview

Report status || Dates

1
Y - JUNE 2011
-0t 15, 2011

Under Review - Unlocked

Organization

Effort Category

Crarge Type
311253 TURFGRASS S

Direct
311238 TURFGH

H Direct

311200 EXTENSN PLANT SCIENCES Cost Share

Toj

Organization Effort Category Crarge Type)

311221 CROP MARKETING Direct

301400 PLANT AND ENVIRONMENTAL SCIENCES Direct  Funding Chark

Total  Non Sponsared Activity 72.75%

sz

-0

w Proxy or Superuser
Total  100.00%
Request Changes

Raview Agd New Funding

SUNGARD HIGHER EDUCATION

Banner Effort Certification (Release 8.5)

The numbers on the window above correspond to the descriptions in the following table.

# ltem Description
1 Tabs (also The main takat the top of th&ffort Reportingworkspace allowyou to access different
known as types of information. Th&ffort Certification tab allows you t@ccessnformation about
Modules) EECreports
Links The left navigation paneontains a series of navigational links.
Main This is the main workspace window. A summary of the report period allocations bef
Workspace Sponsored and Ne8ponsoredundingand the various funds charged can be viewed.
4 Right Sidebar| Contains aroverview showing th&ECrepat status, dates for review and certificatian,
funding chartand roleof the user if logged in as adXy or Superuser.
5 Help Contains system help for the current open view.
6 Buttons Context-specificbuttons can appear below the main workspace window if applicable
7 Scroll Bars If more information is available than can bsplayed in the workspace window;
horizontal and/or vertical scroll bars are available.
8 Expansion The arrow @ the expasion bar feature allows you to open or close the sidebar to vie
Bar main workspace window in a larger view.
9 Close Button | The close button closes the currBiCreport and returns the user to ghreviouspage.
10 Sign Out The sign out btion is used to log out of the system. Failure to sign out properly may|
result in allEECreports being locked from other users.
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Effort Certification

How to Review/Certify an EECReport

The employee should certify their own EEC report unless SPA contacts the Alternate Cédrér to take
certification action.

Effort percentages adetermined by taking th&ix montts of payroll for a particulaEffort Reporting period

(Spring or Fallland averaging this payroll by fdnThe system will take into account Electronic Labor
Redigributions prior to and during the Electronic Effort Certification proc&3s Reviewe will need to work with
their PrincipalPrimarylnvestigatorgPIs) and/orFinancialManagerg§FMs) to determine if the reported percentages
are correct.

1. Examine allEEC report information for accuradyercentage variances©# or greater must be corrected.

2. Click on thePay Period Summarylink in the left navigation pan® view the allocations by pay period.

=)

O

ThePay Period Summaryshows the allocations maderthg each pay period of the reporting period.

3. Use theScroll Bar to view all pay periodscluded in the Effort Bporting period

Of
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