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What is Effort Reporting ? 
 

Effort Reporting is a Federal compliance requirement. Federal Guidelines 2 CFR Part 200 §200.430 contains the 

Federal regulatory requirements for certifying time contributed to sponsored projects. New Mexico State University 

requires all individuals who receive Federal sponsored funding to comply with University policies and sponsoring 

agency regulations regarding the proposing, charging, reporting, and certifying of effort for those awards.   

 

University faculty and staff are required to certify effort in a timely manner for all sponsored awards commensurate 

with the actual effort contributed to all activities they perform. At New Mexico State University, our practice is to 

utilize an online Electronic Effort Certification (EEC) system to certify EEC reports. Certification occurs twice a 

year to verify that salaries charged, or cost shared, to sponsored awards are reasonable and consistent in relation to 

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

settlements, and damage to our institutionôs reputation.  

 

SPA strongly encourages departments to verify expenses frequently for both restricted and unrestricted funds to 

identify any potential errors requiring Electronic Labor Redistributions.  This will ensure that the labor percentages 

on the EEC reports are accurate and will result in timely certification.  SPA also discourages individuals with an 

active role in the EEC process to share logins or delegate the certification role on their behalf.  All effort reports are 

subject to audit examination and require that only individuals with direct knowledge certify effort.  

  

http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&ty=HTML&h=L&n=2y1.1.2.2.1&r=PART#se2.1.200_1430
http://www.nmsu.edu/
http://www.nmsu.edu/
http://spa.nmsu.edu/
http://spa.nmsu.edu/elr_training/
http://spa.nmsu.edu/
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Effort Reporting Roles & Responsibilities  
 

Reviewer: This required role is held by the fundôs Research Administrators, Principal/Primary Investigators (PIs) 

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

 

Action Required: All Reviewers listed on an EEC report are required to verify data on the employeeôs EEC report 

before completing the Review Action. Reviewers should work with appropriate personnel to verify all data is correct 

and make any necessary changes prior to the Certification Period.  

Review Periodï  

o (Spring: August 1st ïAugust 31st-deadline) 

o (Fall: February 1st ïFebruary 28th-deadline)  

¶ Email Notifications - Reviewers will be notified via email the 1st day of the Review Period and an email 

notification will be sent every Tuesday thereafter and every day during the last week of the Review Period until 

the Review process has been completed.  

NOTE: Delinquent notices will follow every business day after the Review Period deadline until the Review process 

has been completed. Notices will include the Reviewerôs supervisor, department head, and/or the dean of the college 

 

Certifier : This required role is held by any employee who charges a percentage of their time to sponsored grants 

and/or contracts and is required to complete an effort report according to the NMSU Business Rules (page 4). 

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

 

Action Required: Certifiers are required to verify the data on their own EEC report before completing the Certify 

Action for themselves.  

¶ Certification Period  ï  

o (Spring: September 1st ïSeptember 30th-deadline)  

o (Fall: March 1st ïMarch 31st-deadline) 

¶ Email Notifications - Certifiers will be notified via email the 1st day of the Certification Period and an email 

notification will be sent every Tuesday thereafter and every day during the last week of the Certification Period 

until the Certification process has been completed.  

NOTE: Delinquent notices will follow every business day after the Certification Period deadline until the 

Certification process has been completed. Notices will include the Certifierôs supervisor, department head, and/or 

the dean of the college 

¶ The assigned Financial Manager of a fund is listed as an Alternate Certifier  on the EEC Routing Queue. 

¶ The employee should certify their own EEC report unless SPA contacts the Alternate Certifier to take 

certification action. 
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NOTE: Refer to Appendix B for instructions on identifying Reviewers and Financial Managers using Banner forms. 

What it will look like in the  

Electronic Effort Certification (EEC) system 

What it will look like in Banner 

 

Reviewer: 

 
 

 

EEC Pre Review: FRAGRNT ïPersonnel Tab 

 
 

EEC Administrator: FRAGRNT ïPersonnel Tab 

 
 

 

Certifier : 

 
 

Individual whoôs effort is reflected on the EEC report 
Remember: The employee should certify their own EEC report unless 

SPA contacts the Alternate Certifier to take certification action. 

 

Alternate Certifier : 

 

 

Financial Manager (Restricted): FTMFUND  
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NMSU Business Rules  
The following business rules are followed in the Electronic Effort Certification process. 

 

 Effort is only certified for:  

 

¶ Employees that are paid on grants and/or contracts.  

 

¶ Regular payroll based on the following earn codes:  

o REG ï Regular Staff Earnings  

o RGA ï Regular Academic Earnings  

o RGG ï Graduate Student Earnings  

o RGO ï Temporary Staff ï Other  

o RGT ï Temporary Staff Earnings  

o RSF ï Regular Student Flat Rate  

o ASR ï Adjustment ï Special Rate  

o DFA ï Deferred Amount 

o SAB ï Sabbatical ½ Year Full Pay 

o SAP ï Sabbatical Full YR 60% Pay 

 

¶ Salaried Employees based on the following employee classes:  

o A1 ï Faculty FT Reg ï Academic  

o A2 ï Faculty PT Reg ï Academic  

o A3 ï Faculty FT Temp ï Academic 

o A4 ï Faculty PT Temp ï Academic 

o AD ï Faculty FT Reg ï Deferred Pay  

o B1 ï Faculty Reg FT ï Annual  

o B2 ï Faculty Reg PT ï Annual  

o B3 ï Faculty FT Temp ï Annual  

o B4 ï Faculty PT Temp ï Annual  

o B5 ï Faculty FT Federal ï Annual  

o C1 ï Faculty FT ï Other  

o C2 ï Faculty PT ï Other  

o E1 ï Staff FT Reg ï Exempt  

o E2 ï Staff PT Reg ï Exempt  

o E5 ï Staff FT Federal ï Exempt 

o SG ï Graduate Assistant (RA/TA)  

 

¶ PSL Employees will not certify effort but will enter time sheets in the Web Time system.  

 

¶ Percentage of effort charged to each fund for an employee must be verified.  

o Variances of 5% or more must be corrected.  

o Once effort has been certified, the payroll records will be locked and Electronic Labor Redistributions    

cannot be processed unless approved by SPA. 

 

¶ Individuals that meet the Effort Certification criteria will need to certify their effort.  

 

¶  ñOn the Flyò queue members cannot be added to the EEC Routing queue. 
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Certification Timeline  
The Effort Certification process occurs twice a year and covers 6 months of effort. It is comprised of two major 

periods, the Review Period and the Certification Period, that last about a month long each. 

 

 
 

Effort Reporting Periods (naming convention): 

¶ Spring: SPR20XX = certification for effort performed January 1st through June 30th  

¶ Fall: FALL20XX = certification for effort performed July 1st through December 31st 
 

o EEC Review Periods: 

Á Spring effort review: August 1st ïAugust 31st deadline 

Á Fall effort review: February 1st ïFebruary 28th deadline 

 

o EEC Certification Periods: 

Á Spring effort certification: September 1st ïSeptember 30th deadline 

Á Fall effort certification: March 1st ïMarch 31st deadline 
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Process Flow 

NMSU ï Electronic Effort Certification Process:
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Logging on to Banner Self-Service 
 

Banner Self-Service provides access to the Electronic Effort Certification system. If you have access to the 

Research tab, skip to the PI Portal Access section on page 9.  

 

1. Type https://my.nmsu.edu in the address bar of your Internet Explorer web browser and press Enter. 

a. Using a browser other than Internet Explorer may lead to errors or display issues.  

 

2. Enter User Name and Password then click the LOGIN  button. 

 
 

3. On the my.nmsu.edu home webpage, click on the Employee Tab. 

 

4. Click on the Employee hyperlink.    

 

 
  

3 

4 

https://my.nmsu.edu/
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5. Click on the Effort Certification  and Labor Redistribution  hyperlink.   

 
 

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

 
 

NOTE: If you need to Review or Certify an EEC report for another individual, you will need to click the Review or 

Certify  Reports hyperlink in the EEC system: 

 
 

The above link will appear between the Certify My Effort and the Proxy or Superuser hyperlinks on the Effort 

Certification tab. If it is missing, send a request to SPA for ñWeb Tailor  Accessò. The link will appear when access 

is granted. 

 

 

  

5 
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PI Portal Access 
Directions for individuals that have access to the Research Tab 

 

1.  Type https://my.nmsu.edu in the address bar of your Internet Explorer web browser and press Enter. 

a. Using a browser other than Internet Explorer may lead to errors or display issues.  

 

2. Enter User Name and Password then click the LOGIN  button. 

 
 

3. On the my.nmsu.edu home webpage, click on the Research Tab. 

 
 

4. Under the Finance section click the Effort Certification and Labor Redistribution hyperlink. 

 
 

5. Click the Effort Certification tab. 

 
 

NOTE: If you need to Review or Certify an EEC report for another individual, you will need to click the Review or 

Certify  Reports hyperlink in the EEC system: 

 
 

The above link will appear between the Certify My Effort and the Proxy or Superuser hyperlinks on the Effort 

Certification tab. If it is missing, send a request to SPA for ñWeb Tailor  Accessò. The link will appear when access 

is granted.  

https://my.nmsu.edu/
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How to Locate Your Own EEC Report  
Remember: The employee should certify their own EEC report unless SPA contacts the Alternate Certifier to 

take certification action. 

 

1. Launch the Electronic Effort Certification  system.  

a. Click Here for more information on Logging on to the EEC system 

 

2. Select Certify My Effort . If you have an EEC report, it will appear here automatically. 

NOTE: EEC reports for other employees will not be found here. 

 
 

3. If you do not see your EEC report, contact SPA. 

NOTE: Depending on your role and payroll allocations, you may/may not see data displayed. 

 

4. Select the correct EEC report based on the information within the Period Code and/or Report Period columns.   
 

Period Code Report Period 

SPR20XX January 1st through June 30th 

FALL20XX  July 1st through December 31st 

 

EXAMPLE :  
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How to Locate Other Individuals ȭ EEC Reports  
Locate individuals who have EEC reports that need to be reviewed or certified. The employee should certify their 

own EEC report unless SPA contacts the Alternate Certifier to take certification action. 

 

Launch the Electronic Effort Certification  system.  

a. Click Here for more information on Logging on to the EEC system 

Search by ID   
1. Click Review or Certify Reports from the left menu. 

 

2. Enter the individualôs Aggie ID into the Search by ID field and click the arrow to the right  or hit the Enter 

Key on the keyboard to start the search. 

 
 

3. Select the correct EEC report based on the information within the Period Code and/or Report Period columns.   

 
 
 

Period Code Report Period 

SPR20XX January 1st through June 30th 

FALL20XX  July 1st through December 31st 

 

EXAMPLE :  

  

1 

2 
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Advanced Search  
1. Click Review or Certify Reports from the left menu. 

 

2. Click the Advanced Search drop down arrow. 

 
 

Advanced Search Option A:  

¶ Click the Select Attribute drop down menu. 

  

¶ Select Last Name and First Name from the list of drop down options then enter this information into the fields.  

o Search criteria must include both names or at least the first three characters of each followed by an asterisk.  

 

¶ Click the Go button or hit the Enter Key on the keyboard to perform the search. 

 
 

¶ Select the correct EEC report based on the information within the Period Code and/or Report Period columns.   

 
 
 

Period Code Report Period 

SPR20XX January 1st through June 30th 

FALL20XX  July 1st through December 31st 

 

EXAMPLE :  

  

1 

2 
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Advanced Search Option B:  

 

¶ Click Advanced Search drop down arrow. 

 

¶ Click Select Attribute and select Chart of Account Code then enter N into the search field. 

 

¶ Click Select Attribute and select Effort  Period Code; the selector Button  can be used to view a list of 

values available for selection. 

 

¶ For effort performed January ï June, the effort period code is ñSPRXXXXò (XXXX= year being evaluated) 

 

¶ For effort performed July ï December, the effort period code is ñFALLXXXXò (XXXX= year being evaluated) 

 

¶ Click Go to perform the search and display results. 
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Overview of the EEC Report  

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

 

*The search results will display a list of individuals with EEC reports.  

¶ The COA (Chart of Account Code) column displays an ñNò. 

¶ The Period Code column displays either Spring (SPR) or Fall (FALL ) and the year of the period the EEC 

report belongs to. 

¶ The Report Period column displays the month range and the year of the period the EEC report belongs to. 

¶ The Last Name and First Name columns display the last name and first name of the individual the EEC report 

belongs to. 

¶ The ID  column displays the Aggie ID of the individual the EEC report belongs to. 

¶ Start Date and End Date columns display Certification Period dates.   

¶ The Status column displays the status of the record.   

o Awaiting Refresh/Unlocked ï This state is active after an Electronic Labor Redistribution (ELR) has been 

completed but the EEC report has not been refreshed (nor has it been reviewed or certified). 

o Under Review/Unlocked ï This state is active when a report is awaiting review.  

o Awaiting Certification ï This state is active when a report is awaiting certification from the employee. 

o Completed/Locked ï This state is active after the individual has certified the EEC report.  No changes to 

payroll allocation for the effort period can be made without SPA approval. 

¶ The Unlocked/Locked columns display the state the EEC report is in.  
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Double-click on the name of the individual to view the EEC report. 

 
 

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

   # Item Description 

1 Tabs (also 

known as 

Modules) 

The main tab at the top of the Effort Reporting workspace allows you to access different 

types of information. The Effort Certification tab allows you to access information about 

EEC reports.  

2 Links The left navigation pane contains a series of navigational links.   

3 Main 

Workspace 

This is the main workspace window.  A summary of the report period allocations between 

Sponsored and Non-Sponsored funding and the various funds charged can be viewed.   

4 Right Sidebar Contains an overview showing the EEC report status, dates for review and certification, a 

funding chart and role of the user if logged in as a Proxy or Superuser.  

5 Help Contains system help for the current open view.  

6 Buttons Context-specific buttons can appear below the main workspace window if applicable.  

7 Scroll Bars If more information is available than can be displayed in the workspace window; 

horizontal and/or vertical scroll bars are available.  

8 Expansion 

Bar 

The arrow on the expansion bar feature allows you to open or close the sidebar to view the 

main workspace window in a larger view.  

9 Close Button The close button closes the current EEC report and returns the user to the previous page.  

10 Sign Out The sign out button is used to log out of the system.  Failure to sign out properly may 

result in all EEC reports being locked from other users. 

  

1 

2 

3 

4 

5 

6 

7 

8 

9 
10 
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How to Review/Certify an EEC Report  
The employee should certify their own EEC report unless SPA contacts the Alternate Certifier to take 

certification action. 

Effort percentages are determined by taking the six months of payroll for a particular Effort Reporting period 

(Spring or Fall) and averaging this payroll by fund. The system will take into account Electronic Labor 

Redistributions prior to and during the Electronic Effort Certification process.  The Reviewer will need to work with 

their Principal/Primary Investigators (PIs) and/or Financial Managers (FMs) to determine if the reported percentages 

are correct. 

 

1. Examine all EEC report information for accuracy. Percentage variances of 5% or greater must be corrected. 

 

2. Click on the Pay Period Summary link in the left navigation pane to view the allocations by pay period. 

 
 

The Pay Period Summary shows the allocations made during each pay period of the reporting period. 

 

3. Use the Scroll Bar to view all pay periods included in the Effort Reporting period. 

 
 

  

1 

2 

3 














































