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To the Central Administrator:

The Higher Education Practice of MAXIMUS is delighted that your institution has
decided to utilize the MAXIMUS ERS (Effort Reporting System) to facilitate the effort
reporting process at your institution. ERS is a powerful, effective tool in assisting
your institution to be compliant to Federal standards and regulations by employing
a disciplined, structured progression to the certification of effort.

The Central Administrator is crucial to the successful implementation and
maintenance of the Effort Reporting System. With the support and expertise of
MAXIMUS staff, the individual(s) taking on the role of Central Administrator will be
responsible for the training of the Institution staff (on the utilization of the system),
configuring the system to adapt to the business and organizational structure of the
institution, and streamlining the progression of the Effort Form through Pre Review,
Certify, and Post Review. In addition, the general oversight of the system and
maintenance of the integrity of the effort process (keeping the Institution
compliant) falls to the responsibility of the Central Administrator. The Central
Administrator is the primary liaison between the Institution and MAXIMUS.

As previously stated, you will be working closely with MAXIMUS staff to implement,
deploy, and maintain the Effort Reporting System. MAXIMUS staff will provide
necessary training to the Central Administrator on how to operate and manage the
system. The purpose of the training will be to instill a comprehensive
understanding of system logic/functionalities, and to review general effort
reporting procedures and policies. The Central Administrator should feel secure in
fulfilling the responsibilities and expectations required by MAXIMUS, and should
know that MAXIMUS is committed to devoting necessary resources and expertise
for the purpose of the successful installation and operation of ERS.

This manual contains helpful documents that pertain to the maintenance and
operation of the system and data. This manual should not be used exclusively (in
lieu of MAXIMUS training), nor should it be used solely as a reference document to
answer questions/issues that might arise after the initial training of the Central
Administrator. This packet is provided as a supplement to the training and support
that the Central Administrator will receive - and please note, MAXIMUS staff will be
available to answer questions that you may have with ERS.

© MAXIMUS, Inc. 2018
All rights reserved. No part of this publication may be reproduced, stored in a retrieval system, or transmitted, in any form or by any means, electronic, mechanical,
photocopying, recording or otherwise without prior written permission of MAXIMUS, Inc.



ROLE LEGENDS

CA Central Administrator

AUDITCA Auditor Central Administrator

DH Division Head

DC Department Coordinator

SUBDC Sub Department Coordinator

PRE Pre Reviewer

POST Post Reviewer

PREPOST Pre and Post Reviewer

CERT Certifier

CTAP Cost Transfer Approver

PM Plan Manager

PI Principal Investigator
INFORMATION LEGENDS

Note or Important Note: This box refers to important information that
should be considered or followed.

‘ Configuration Note: This box refers to important configuration information.

This box provides information for additional checks that the
institution should consider.

‘ Tip: This box provides an additional tip.

‘ Recommendation! This box provides recommendations for procedures.

"Caution!! This box provides information about potential hazard, and gives
tips on how to avoid them.

© MAXIMUS, Inc. 2018
All rights reserved. No part of this publication may be reproduced, stored in a retrieval system, or transmitted, in any form or by any means, electronic, mechanical,
photocopying, recording or otherwise without prior written permission of MAXIMUS, Inc.
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Introduction to Central Administrator (CA) Functions

N

Compliant State

University

1

UserID  Ca Announcements

Password LLLLL L Welcome to Effort Reporting System by MAXIMUS!

SECURITY: You are about to view personal information. Your information will be protected by encryption. To
continue to protect the privacy of your information, you should completely exit your browser before you leave
your computer. If you do not exit completely, the browser's caching capabilities may enable the next person

using your computer to view your personal information.

After the Central Administrator uses an accepted login and password, the home

page with available options is presented.
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1.1 Menu links

Compliant State University Home CEM Profie Logout
Compliant State Eq, .H igher
University Management - Reports E] ~*  Admin E? - Help @ - Central Administrator

These links are located on the upper right-hand of the screen and allows access to
the following functions:

e Home - Allows the user to return to the home page.

e CEM - Allows switching to CEM module.
Note: The CEM link is available only if the institution is using the Committed
Effort Module. Clicking on this link provides access to the CEM module and
the link changes to CERT.

e Profile - Allows the user to view their profile and option to change the
password.
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User Profile

Ed, Higher

864322222

CA

ers.maximus(@amail.com
Title - Central Administrator

Home Sub Department JRT»2x]

P

Password

Note: If the institution is using single sign-on or LDAP the User ID and
Password option will not be displayed.

e Log Off - Allows a user to log off from the system.

1.2 Menu Toolbar

The ERS functions are available at the top menu and are always available for the
user while in the system.

Compliant State University loms Cov Brofke kouna
Compliant State EC_i, _H igher
University Management ~ Reports [T] v  Admin [__{? ~  Help @ - Central Administrator

The menus are organized by functions and are divided into four high-level
categories -
e Management
e Reports
e Admin
e Help

n Introduction to CA Functions
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1.2.1 Management

The following options are available under the Management menu.

m L
_

| (A=) Assignments
| J:l_., Notifications

@ Print Forms

1.2.1.1 Assignments

The Assignments menu option allows the CA to manage individual assignments, user
domains, cost transfer approvers (if configured), etc.

™ S E—

* To change assignments for individual(s), click on:

Change Assignments for Individuals
* To re-assign Department Administrator, click on:

Route a domain to another Administrator

* To re-assign Cost Transfer Approvers, click on:

Assign Dept Level CT Approver

* Assign School Level CT Approver

Assign Audit CA Approver

Refer chapter Assignments for details.
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1.2.1.2 Notification

The various links available under the Notification menu option allow for emailing
individuals based on roles or status of effort form completion.

Initial E-mail:
Send Initial Email to Pre Reviewers and Certifiers with no Pre Review
- Motify Pre Reviewers and Certifiers with Mo Pre Review to start effort reviews

Reminding E-mail:
Send Reminding E-mail to PreReviewers - Remind Pre Reviewers to complete pre reviewing effort forms for the following reporting period(s):
* Current * Prior * Current & Prior

Send Reminding E-mail to Certifiers - Remind Certifiers to complete effort forms which are ready to be certified for the following reporting
period(s):
* Current * Prior * Current & Prior

Send Reminding E-mail to Post Reviewers - Remind Post Reviewers to finish post reviewing effort forms which are ready and require to
be post reviewed for the following reporting periods(s):
® Current ® Prior = Current & Prior

Send Reminding E-mail to Division Heads - Remind division heads to follow up effort forms that have been pre reviewed but have not been
certified for the following reporting period(s):

* Current * Prior * Current & Prior

General E-mail:

* Send E-mail to All Department Coordinators

* Send E-mail to All Sub Department Coordinators
¢ Send E-mail to All Division Heads

¢ Send E-mail to All Pre Reviewers

s Send E-mail to All Certifiers

* Send E-mail to All Post Reviewers

Refer to the Notification chapter for details.

1.2.1.3 Print Forms

The Print Forms menu option allows the CA to generate paper effort forms for users
who cannot certify online.
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Print Blank Effort Forms (123116)

Please select employees from the list and create print file.

Create Print File

Check here to create a zip file that includes the entire selection instead of selecting the maximum of 50 employees each

time. You can save the zip file to your local directory.

Alternatively, select the employees below to print the forms on the screen. If the selection contains over 50 employees, a zip file will be
created for download instead.

Check All Clear All

Displaying 6 of 6 records

1 Burrows, Kim
2 Codae Doyle
3 Jungbluth_John
4 Munn, Kelly41
5 Reilley,Jill

6 Ruan,Student

Create Print File

Refer the Print Forms chapter for details.

1.2.2 Reports

The following options are available under the Reports menu.

Standard Report

Ad-Hoc Report

Report Configuration

Introduction to CA Functions _
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The options available under the Reports menu allow the Central Administrator to
generate standard reports, create ad hoc reports, and configure the standard
reports for availability to the end users.

1.2.2.1 Standard Reports

Reporting

» Comgloled Porconiage by Degarbmenbor » Bl by Accoun

= Comrebensre by Percenlagny By Depatinent ~ Elfert By lexdracdyal

* Lmploted Porenizon by Disarment Sk Departmant » Effst by Attributes

L Pugeaniags ini * LUnbecaity Summan By Account

Bt FS— 5 » Effes Form Compteled

* Compeehanate. Stabus Report For 1 Lne tem * Effor Corm Pro Revewed
Salwry Can

* Goal Shanng Dtads by Sekcted Queny

= Administrative Reports. * Co) Transler Pending

* Efion On Demand Praviesw

. # Effiont Foom Cestifed
*» Emploves Assionmant g
* Efioet Form hist Complsled
= Employsex wit Mo Prsfisvimy Cos Trans
S :cmrmwms{m
= Bt Carifted Siatamants 'M_Shmiu. 2
+ Employ g tipes bk cotiid b

= Empluyees whe have besn xeck 10 anstier s departmant for reimrng :ﬂnswmﬁ;m oy
= Empioyes Agsignmonts Aucs Tod Dalequers Dot Toims

» Usal Shun by Aot
O 7 —
* Initisl Pwyioll Reconciiition

- T

1.2.2.2 Ad hoc Reports

Ad Hoc Reporting

Ad Hoc Reporting allows the user to create/design a report and format to view and download data from ERS tables. The following three options are available:

* Design Report
You can create an Ad-Hoc report using this simple Report Designer.

* Design Report Using SQL
You can create an Ad-Hoc report using your own SQL SELECT statement.

* Manage Existing Reports
You can modify and organize Ad-Hoc reports as needed.

* Validation Reports
You can view Validation Reports here.
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1.2.2.3 Report Configuration

Report Configuration

Expand All Collapse All &

- COmPEeARERes e ﬂﬂnl“mﬂ PREPOST | SUBDC

Completed Percentage by Departmenboc

c ive Status P By D

Completed Percentage by Department/Sub Department

Ci ge by Divisi
Not Completed Employees by Department/Division/Sub Department
Comprehensive Status Reporbx

Comprehensive Status Report For P Line tem

Y D I I
= o oo e e o
D N I G T I T
= o o oo e
D N I G T I
D Y I I I T
T Y I I

Refer Reporting chapter for details.

1.2.3 Admin

The following options are available under the Admin menu.
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Admin @ %

System Settings

Data Management

User Management

Initiation

Exceptions

Archive Data

RCT

CT Approval

1.2.3.1 System Settings

The functions available under the System Settings menu option allows the CA to
configure the system; create standard emails, define the account and payroll drill
down view; post announcements, etc.
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System Settings

CONT I CE— T
CONTT S CE— T
R
CO—

e — T

Refer the System Settings chapter for details.

1.2.3.2 Data Management

The functions available under the Data Management menu option allows the CA to
import, export data; query, edit and manage data.
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Data Management

* Manage ERS Tables

Update, add, retrieve, or delete data with this easy-to-use table interface.
« Batch Update with SQL

Use SAL to view multiple records or make batch updates.
e Import Data

Load data from flat files or set schedules for auto importing data from flat files.
* Export Data

Export data from ERS tables into flat files.
« Users Table Refresh

Add new users and modify existing users using data from the ERSUSERSTEMP table.
¢ Organization Hierarchy Refresh

Set up the job scheduler to update Sub Department, Department, and Division information and apply the new organization hierarchy
to employee profile and effort forms.

* Data Validation Reports

Validation reports on all ERS tables.

Refer chapter Data Management for details on each available function.

1.2.3.3 User Management

The User Management menu option allows the CA to manage roles, view individual
profiles, manage assignments, etc.

Introduction to CA Functions



ERSv10.0 Central Administrator Manual

User Management

Search for an individual to manage the role and assignments

Search Employee .

(Complete or Partial) Employee ID:

(Complete or Partial) Employee Name:

(Complete or Partial) Sub Department Code:

CTAP -
SuBDC l
(Select one ar multiple) ERS Role(s): POST

Hote: Hold CtrlfZhift to select multiple roles CH
CA

DCOH e

m

@ First 100 that match
Display Results: ) First 500 that match
Al

_—

Refer chapter User Management for details.

1.2.3.4 Initiation

The Initiation menu option allows the CA to generate effort reports for a reporting
period.

Initiation

The current period 123116 was successfully initiated and effort forms are in process of being reviewed.
Click here to add a new reporting period.

[—

Refer chapter Initiation for details.
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1.2.3.5 Exceptions

The Exceptions menu option allows the CA to review and address effort reports with
exceptions, such as total negative payroll, total zero sponsored account, etc.

ERS Exceptions

Exception Handling for Reporting Period(s) 123116

The employees in the following categories should be exempt from Effort Reporting or No Prereviewing. Please select from the following exception
list, and click Start to proceed with ERS Exception Handling.

Employee whose total Effort is $0.00
Employees whose total effort amount is 0 should not do effort reporting.

Employees with Excluded Accounts Only
Employees with excluded accounts only should not do effort reporting.

Employees have Clearing Account on the effort form but do not have Pre Reviewer
Effort form with clearing Account is required to be pre reviewed.

Employees with Negative Payroll on the effort form.
Effort form with negative payroll account is required to be pre reviewed.

Employees whose total sponsored payroll transactions net to zero
Employees whose total sponsored effort amount is zero should not do effort reporting.

Employees above Over and Above threshold
Forms above the Universities Max Cver and Above threshold

Refer chapter Exceptions for details.

1.2.3.6 Archive Data

The Archive Data menu option allows the CA to archive completed effort forms to
prevent any subsequent changes to them.
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Archive

@0 m
[ owesobemrer |

Step 1:
Select Reporting Period(s)

No reporting period selected.

Step Z: MNumber of elapsed days since effort form completion to be considered for archiving:
Effort Form Archiving Criteria 0 Calendar day(s)

Step 3: Archive will run every Tue, Wed, Thu at 21:00.
Schedule Archiving MNote: The current server time is 5/30/2018 13:30:49
Step 4:

; L The Central Administrator will receive an email notification after each archive run is completed.
Email Notification

Archive last run on Tue May 29 21:00:38 EDT 2018

-

Refer chapter Archive Data for details.

1.2.3.7 RCT (Retroactive Cost Transfers)

The RCT menu option allows the CA to apply cost transfers made outside of the
Effort Reporting System to applicable effort forms that were initiated in system.

Introduction to CA Functions
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Retroactive Cost Transfers (RCT)

Retroactive Cost Transfer (RCT) is a cost transfer that has an effective begin date prior to 12/31/2016, the end date of the most recent effort reporting period. The salary reallocation
process is used to apply those cost transfers that were posted outside of Effort Reporting System but relate to the current or prior reporting periods that may potentially impact the forms
that have been certified. To see the RCT overview diagram, click here_

If the certified effort is less than the sum of the adjusted payroll (including cost transfers and retroactive cost transfers) and cost sharing, the CA needs to review the forms. The tolerance
used to identify a debit/credit form is 5%.

Any Retroactive Cost Transfer that ends on or before 12/31/2004 will NOT be considered as RCT based on current setting.

Auto Commit
» Previous Run Results - view the RCT results from the previous run (up fo 7 days)
* RCT Auto Commit Scheduling - schedule the time and frequency the RCT Auto Commit will run
* Auto Commit Settings - Select the default action for cases the RCT Auto Commit will execute

Manual Review
* Previous Run Results - view the RCT results from the previous run (up fo 7 days)
* Manual Review Processing - start the RCT manual review process for cases not included in Auto Commit.

Management
* RCT Status Report - view RCT status report
» RCT Results/Exceptions - view RCT results or Exception reports
= Undo RCT (Reverse Entry Only) - Roll back the form to its state before applying RCT.

Refer chapter RCT for details.

1.2.3.8 CT Approval

The CT Approval menu option allows the CA to review and approve (or reject) cost
transfers initiated in ERS.

CT Approval

Displaylng 7 of 2 records

Bogia

- - Account &  Amount & Date & | End Date &
52060 0055825 123115 x ¥ H N Bouchard Beth Ann | PRE-AS10171770582.00 55110-300-201001-022740-0000-0000 713957 | 20150701 2015-12-31
S5110-100-100001-0000-0010  -T139.57 20150701 201512-31

GIST0 | 167384444 120186 X ¥ N N Masinus. Demo61570 | PRE:1506535312865-00 55010-75230 1000 | 260701 20161231
61390-05160 1000.0 | 20160701 2016-12:31

Refer chapter CT Approval for details.
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1.2.4 Help
Allows the user to view the content or links configured by the Central
Administrator with the exception of About ERS that contains information

about the MAXIMUS Effort Reporting System and common terminology used
throughout the application.

woh O

About ERS

OMB A-21

MIH

NSF

Glossary

Configuration Note: The Help content is configurable using the interface
Admin—>System Settings 2 Help Settings - Help Menu.

1.3 Home Page Data Elements

The home page provides the Central Administrator a snapshot of effort form status,
ability to search effort forms by employee or account information, various functions
etc.
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o 10.0.9 RCZ - Buil On Jung 01, 2018
Cumently Logged in- J users

- 2 douiom o | T

- Public Access Enatied CERT CA Manua
I Complote Total 1 gat of 28 forms Complete
st "

18 panding Pra Risiew Single Slgnon . Disbies Repor an lssue

& pondng Cenication Emad MUS Hatp Des
Reporting Paricd 0 pending Pest Review
123116 21 from Prios Panods

Total4 amploysas haw panding RCT
= Search Employes Fomma by Employes Id or Account Id
4 b Certificate ks valld through February 1, 2021
Last Baqunst (hap-app-dov mavimas com, 10 180 64 2) was sant an Fabaory 27, 247
& Employes ld Account i o RequestUpload Centificate

At Import «
pr] Date: Juse G5 2018 - 120044 AN
Takle: ERSCHANTACCTS

Ermor Message: Fie ot Found

2010-06-05

ANNOUNCEMENTS

. 2010-06-06  Certification forms. are de by June 30, 2018

1.3.1 Version and User Information

The home page of the Central Administrator displays the ERS version number and a
build date on the header. Please refer this version number when reporting issues to
MAXIMUS.

10.0.10 12 - Built On August 09, 2018
Currently Logged in: 3 users

The Currently Logged In link allows the CA to view a list of individuals currently
logged into ERS. The number of logged in users is inclusive of the Central
Administrator.

10.0.10 12 - Built On August 09, 2018
Currently Logged in: 3 users

This link provides the following information about the logged in users:
e Employee Name
e Employee ID
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e Email address
e Department
e Role -lists both CERT and CEM roles if CEM is configured.
e Logged In Since - displays time when the user logged in.
e Last Access - displays time when user last access the system.
e Refresh button - allows the user to update the list of current users logged in.
Name Employee ID Email Address Department Role Logﬁ_z; in Last Access
CERT:
Codae,Doyle 167982222 ers. maximus@gmail.com Ms0 %EEEI,'T’ U?;jfg} 8 Uf;jfg} 8
PI
CERT:
Ed. Higher 864322222 ers. maximus@gmail.com SKICOORD13 CCE‘?ﬂ U?;jfg;a 03—5‘1:2&22;8
CA
CERT:
Miller,Cris 149432222 ers.maximus@gmail.com M50 C[I}Eiﬂ U?;E’Zg;s Uf;iazgls
DC

Important Note: The current users list will be automatically updated when a new
user signs in or a current user logs off the system. The list will not be updated
automatically when a user closes his/her browser as opposed to simply logging off.
If a user closes the browser without logging off, the system will wait for the user’s
session to expire before updating the list.

1.3.2 Effort Form Status

The Effort Form Status collapsible box displays information pertaining to the
current reporting period effort form completion status including breakdown of
number of effort forms pending Pre Review, Certification or Post Review. It also
gives information on total number of effort forms pending completion from all prior
reporting periods.

The progress bar serves as a visual aid to the overall completion of all effort forms
for the current reporting period.
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= Effort Form Status

3% Complete Total 1 out of 29 forms Complete
18 pending Pre Review
10 pending Certification
Reporting Period 0 pending Post Review
123116 23 from Prior Periods
Total 4 employees have pending RCT.

Clicking on any underlined numeric links directs the Central Administrator to the
Comprehensive Status Report with the appropriate review section and also provides
a graph chart of the completion status.

If ERS finds any unprocessed RCT transaction, it displays the number of employees
pending RCT transaction with count serving as a link to the RCT module.

The following screen gives the information that the CA can expect to see when
selecting the “Total X out of Y forms completed” link.

Form Pending Certification Top
Displaying 9 of 9 records

Copocene | swbo—+| b+ v+ nseves o —Coter | e+ _crose s smam |

0108863 Ballif, Bryan A_ 52060 555555 Miller Cris. 26-Sep-17 Ballif, Bryan A $21,210.36
0045571 Darby,Heather Marie 52060 555555 WMiller,Cris 24-Oct-A7 Darby.Heather Marie §37,973.53
0056132 McMaster, William 52060 LT Miller,Cris 12-Oct-17 McMaster, William $30,034.80
Joseph Joseph

0085512 Ross,Donald Savage 52060 555555 Miller, Cris 26-Sep17 Ross,Donald Savage $16,727.28
126032222 Burrows Kim 61390 M50 Miller Cris 08-Jun-18 Grey, John Saved $26.430.60
17222222 Friedman,Mary 61390 M&0 Miller, Cris 26-Sep-17 Friedman,Mary 514,314.29
182702222 Bamett, LN 61570 M50 Miller Cris 04-Jun-18 Codae Doyle 2018-05-15 $16,499 25
101032222 Ferguson Ter 61570 M50 Miller.Cris 30-Aug-17 Ferguson.Ter $19.396.11
8867770061 Grey.Donnal 841 M70 Grey, John $2.000.00
Sub Total: $184,586.22

Form Pending Post Review
Displaying 0 of 0 records

mmm“ SRR SRR “ S m

Form Completed
Displaying 1 of 1 records
- Date Post
SRR mmum SR SR e

711032222 Codae Kathy 61570 M50 Miller Cris 14-Jun-17 Power, Max 30-Aug-17 Mot Required

EXCEL ~ (aliizel
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1.3.3 CA Options

This section is only available for the role of Central Administrator and provides the
following information and functions:

L CA Options

Public Access - Enabled CERT CA Manual
Single Sign-on -  Disabled Report an Issue

Email MAXIMUS Help Desk

e Public Access - Enabled or Disabled

e Single Sign-on - Enabled or Disabled

e CERT CA Manual - This link allows downloading the CA manual in pdf
format.

e Report an Issue - This link directs the CA to the MAXIMUS ERS defect
tracking website JIRA to report any ERS related issues.

f("m Dashboards -

Welcome to MAXIMUS

Usermame ||

Password
[C] Remember my login on this computer

Not a member? To request an account, please contact
your JIRA administrators.

Log In | Can't access your account?

Atlassian JIRA Project Management Software (v7.5.0#75005-sha1:fd8c849) - AboutJIRA - Reporta problem

WAtlassian
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Please contact ERSHelpDesk if you need any help with the JIRA login
credentials.

e Email MAXIMUS Help Desk - This link generates a new email in the user’s
email client for ershelpdesk@maximus.com.

1.3.4 Search Employee Effort Forms

The Search Employee Effort Forms allows Central Administrator to search an effort
form using either Employee or Account information.

o Employee (default option)
To find the effort form of an individual across all the reporting periods in the
system, enter either the Employee ID or Employee Name as the search
criteria.

- Search Employee Effort Forms

@ Employee @ Account
167982222
Employee Id: 167982222 Name: Codae,Doyle
RpCode Sub Department Form Status Effort Form Link
123116 61390 Pending Pre Review View
123115 61390 Archived View

e Account
To search for a list of all effort forms that contain a specific account across all
reporting periods in the system, select the Account option, enter either the
Account ID or description as the search criteria.
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= Search Employee Effort Forms

© Employee ® Account

61390-63690]

Account Id: 61390-63690 Account Description: GENE PROJ

Sub Effort Form

RpCode Employee Department Form Status Link
123116 Codae,Doyle 61390 Pending Pre Review WView
123116  Liu,Herminine 54240 Pending Pre Review View

Munn, Pending i
123116 elyat 61390 Certification View
123115 Codae Doyle 61390 Archived View
123115 Liu,Herminine 54240 Pending Pre Review View

Munn, . .
123115 Kellyd1 61390 Certified View

The search results will provide the following information:
RpCode

o Employee - displays Employee Name (only applicable for Account Search
criteria results).

e Sub Department

e Form Status - Displays the status of the effort form. E.g. Pending Pre Review,
Post Review (CT Pending), Archived etc.

e View More - By default the list of effort forms displayed is limited to the last
10 reporting periods. If there are more than 10 effort forms then a link View
More is available at the bottom of the list.

o Effort Form Link - The View link allows the user to view the effort form for
the selected reporting period. The following section describes various data
elements presented on the screen to the Central Administrator after clicking
the “View” link.
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Name: Codae Doyle & Employes I0: 167362222 Titde: 1
Sub Dept: 61390 - Intemal Mediine Divisbon: SC - immunclogy Titte Code: 02
Y = xR I
Raview Process Ruviuw Flag LR — Ravinvwed
9 Fre Revew ¥ {Pre Rewewsd) Bengamen Deck 06-21-2000
Cartly H
Post Rveew L]
Foem Type (Flag) Busic: + Univiiity Serrry
Crtical States Satary Cap
Efiort Form as of 06-27-2018 at 020716 PM 9
e G G @ =D

Reporting Period: 123116 (07-01-2016 through 12-31-2016)

CommitmentPlasned  Payioll Accounts Dusciption "'m"‘ "'m“:“ Pre Review  Certified ENort mmc_ mm"‘ Toaal
. S A
wo S [ J— snol: w’t: m.n‘s:; m.mlsg w’t: mnn: mmlsas:

n w52 o S we| e oma| s wn| | s

mo SR celL Bass o T o e

e L D g CELL BASIS COST SHAR e el Brd “e s
n o e T I I
S A
S.’.ﬂ-‘éu MRz CELLILAR | ”02 Wﬂ(: 5’.6}!6;1 $?.$3-|6: Wﬂ(: ﬁn::ﬂ $f.53ls:

sz P B — ue mer  smawm  smmr or wi oamn
o N T T B

Auddd Attachment {'J!l

Catugory Effoat %

Inginuction %

Post Revicwsr Notos @ et Besan o
6 Administiaten %

Othat Inssttionsd Astity 0%

Upeeesity-funded NMHNMPE Aceity o%

Lnevesity Mischcal Faculty Foundation Actty %

Indystry-Sponsored Clinical Trigls 0%

St Tt %

1.3.4.1 Employee Information

This section displays the following profile information of the individual.
e Name

Employee ID

Title

Sub Dept

Division

Title Code
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Name: Codae,Doyle O] Employee ID: 167982222 Title: PI

Sub Dept: 61390 - Internal Medicine Division: SC - Immunology Title Code: 02

The next to the Name allows viewing the current assignment for the Individual.

Name: Codae Doyle|® mialauas L6 957227 Title: P
Effort Form Assignments

Sub Dept: 61390 - Int( Assignments unology Title Code: 02
Employee
_ BenjaminlDECk -_
ifier: Stan Lee .
w Process Reviewed By Rev
Post Reviewer: U6 .
Henjamin,Deck 06

1.3.4.2 Effort Form Status

This section includes information of the review status and reviewer with a date
stamp indicating when the review was completed.

T R
Review Process Review Flag Reviewed By Reviewed On
Pre Review Y (Pre Reviewed) Benjamin,Deck 06-21-2018
Certify N
Post Review N
Form Type (Flag) Basic + University Summary
Critical Status Salary Cap
Effort Form as of 06-27-2018 at 02:10:13 PM

Review Process column includes the following review information:
e Pre Review
o Certify
e Post Review
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e Form Type (Flag) - indicates the type of the effort form i.e. generic (BAS),
University Summary etc.

e (ritical Status - displays any critical criteria that an effort form meets based
on the critical list configured by the Central Administrator under Admin 2>
System Settings = Initiation Settings =2 Critical List.

Review Flag column illustrates the status of the Effort Form by Review Process.

Example - Review Flags of an effort form that has never been accessed or a form that
has been dropped:

Effort Form Status

Review Process Review Flag Reviewed By Reviewed On
Pre Review N
Certify N
Post Review N
Form Type (Flag) Basic
Critical Status

Example - Review flags of an effort form that has been Pre Reviewed and Certified
without any changes.

Effort Form Status

Review Process Review Flag Reviewed By Reviewed On
Pre Review Y (Pre Reviewed) Miller,Cris 06-14-2017
Certify Y (Effort Form Mot Updated) Power, Max 08-30-2017
Post Review M
Form Type (Flag) Basic
Critical Status

The following matrix represents all possible combinations of review flags:
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S.No. Pre Review Certified Post Review Effort Form Status
1 N N N Not accessed or effort form was dropped
2 N (Saved) N N Effort form saved by Pre Reviewer
3 Y (Pre Reviewed) N N Pre Review completed
4 N (CT Pending) N N Cost Transfer initiated by Pre Reviewer
5 Y (Pending CT Approval) N N Pending Cost Transfer Approval made by the Pre Reviewer
6 Y (Pending CT Approval) N (Saved) N Pending Cost Transfer Approval made by the Pre Reviewer
Effort Form Saved by the Certifier
7 Y (Pending CT Approval) | Y (Effort Form Not Updated) N Pending Cost Transfer Approval made by the Pre Reviewer
Effort Form Certified with no ch
8 Y (Pending CT Approval) Y (Effort Form Updated) N Pending Cost Transfer Approval made by the Pre Reviewer
Effort Form Certified with changes.
Pending Post Review
9 Y (Pre Reviewed) N (Paper Certification) N Pre Review Completed
Pending Paper Certification by the Certifier
10 N N (Saved) N Pre Review not required
Certifier saved the effort form
11 N Y (Paper Certification) N Complete
12 ¥ N (Saved) N Pending Certification
13 ¥ Y (Effort Form Not Updated) N Complete
14 ¥ Y (Effort Form Updated) N Pending Post Review
15 Y Y (Paper Certification] N Complete
16 V¥ Y (Effort Form Not Updated) N (Saved) Complete
17 V¥ Y (Effort Form Updated) N (Saved) Pending Post Review
18 ¥* Y (Effort Form Not Updated) Y Complete
19 ¥* Y (Effort Form Updated) Y Complete
20 ¥ Y (Effort Form Updated) N(CT Pending) Cost Transfer initiated by Post Reviewer
21 ¥* Y Y (Pending CT Approval)
Pending Cost Transfer Approval made by the Post Reviewer

* If No Pre Reviewer or if effort form was released globally, Pre Review will display status of N.

1.3.4.3 Effort Form

This section displays the effort form of the individual.

Reporting Perlod: 123116 (07-01-2016 through 12-31-2016)

Prw Roview Comt Pro Review Cost . Past Review Cost  Post Review Cont
Tranefor Sharing Pre Roview  Cortfisd Effort 0, otor Sharing Total

[ Commitment Planned Payroll

CENE PROY WDD..: Wﬂc: M 3‘?:-: szi.i!;.;i 500?: an prek S |IBSE:

Bowe R0 "o . T T To Y T

S el A5 T WO TN o W TN

CELL BASIS COST SHAR W“D: 1, m:'i 53'390‘5; sno": 5 ]q“f:

s o Sponsaeod Subiol s el o el
.. s e

1523 CELLULAR T wnl;g wuc:: 57.53‘,2 376!1;1 500?2 Wue: 5?.531;

G1390-05960 MED GENERA Wul';g wuc:: £39, 3‘:92 SJD.J‘;:: Sﬂo?;: Sﬂug: $39, ]‘:g:

® i s o o e MR T A

The following information is available:
e Reporting Period - Displays the reporting period code and date range as
defined by Central Administrator under Admin 2*Data Management *Manage
ERS Tables 2 Reporting Period/ Salary Cap.
e Commitment - Displays Commitment in percentage.
e Plan - Displays Plan in percentage (only if ERS -CEM is used).
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e Payroll - Displays the payroll dollar amount and percentage for each
account line. The payroll % is calculated by the system. The link for Grand
Total provides a link to payroll drill down screen.

Note: The Payroll amount represents the sum of EFFAMT by account from
the respective ERSPAYROLLxxxxxx table.

e Accounts - Displays the ID of the account.

e Description - Displays description of the account.

e Pre Review Cost Transfer- Displays Cost Transfer dollar amount and
percentage transacted by the Pre Reviewer.

e Pre Review Cost Sharing - Displays Cost Sharing dollar amount and
percentage transacted by the Pre reviewer.

e Pre Review - Displays the adjusted (Payroll + CT + CS) dollar amount and
percentage value for an account after Pre Review.

o Certified Effort - Displays the dollar amount and percentage value as
certified by the individual.

o Post Review Cost Transfer - Displays the Cost Transfer dollar amount and
percentage value for an account after Post Review.

e Post Review Cost Sharing - Displays the Cost Share dollar amount and
percentage value for an account after Post Review.

e Total - Displays the total dollar amount and percentage after any cost
transfer and cost share transacted either in Pre Review or Post Review or
both.

Configuration Note:

Commitment is displayed if ERS is configured to use CEM module or display
Commitment information.

Plan is displayed only if ERS is configured to use CEM module.

1.3.4.4 Add Attachment

The Add Attachment link allows the CA to add attachment(s) to an effort form. Click
on the link Add Attachment (+) to start the process of attaching a document to the
effort form.

Add Attachment [+)

Select a file to be attached by clicking the Browse button.
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Add Attachment

Mo file selected.

Once the file is selected, click on the Attach File to complete the process of attaching
a file.

Add Attachment
Test.tdt

Once the file upload is completed the following section will be displayed. It displays
the employee ID of the user who added the file, date when the file was attached and
name of the attachment.

Attachments
864322222 07-31-2018 Compliance Report txt @

The Central Administrator has the ability to remove the attachment by clicking the
© icon next to the File Name.

General Notes:

» There is no limit on the number of attachments.

» The size limit per attached file is 50 MB.

» The attachments are visible to the CA and AUDITCA role only. There is no
indication of the existence of attachment to the Pre/ Post Reviewer or
Certifier.

» [f an effort form is dropped, the attachment is dropped as well. If the system
is configured to archive dropped effort forms then the attachment is archived
as well.

1.3.4.5 Institutional Summary

This lists all the defined institutionally funded categories and Effort % as recorded
by the Pre Reviewer or Certifier depending on the status of the effort form.
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Institutional Summary

Category Effort %
Instruction 15%
Departmental Research 21%
Administration 0%
Other Institutional Activity 0%
University-funded NMH/MMEE Activity 0%
University Medical Faculty Foundation Activity 0%
Industry-Sponsaored Clinical Trials 0%
Sub Total: 36%

Conditional: The Institutional Summary is only available if the effort form is
coded of type JHU i.e. value in ERSUSERS.FLAG for this user is set to JHU.

1.3.4.6 Notes

Displays any notes entered by the Pre Reviewer, Certifier or Post Reviewer.

Certifier Notes
Certifier updated the default Certified Effort 3.

Post Reviewer Notes
Post Reviewer transacting a Cost Share.
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Note: The Certifier Notes includes notes from Pre Reviewer if not removed by the
Certifier.

1.3.4.7 View Buttons

The Central Administrator has the ability to view the effort form with dollar amount
only or percentage only or both. The Central Administrator can also view the effort
form as available to the Pre Reviewer, Certifier or Post Reviewer.

General Note on View Screens:
Two individuals (i.e. CA & Pre Reviewer, CA & Certifier, etc.) will have the ability to
access the effort form at the same time. In other words, the DC can be viewing a
specific screen of a form, stay logged into that form and the CA can view the same
screen at the same time.

The screen will be static so the CA will not be able to view changes as they
are made. The CA will need to exit the form, allow the user to make changes, after
which the CA can access the form again and view the most current screen.

1.3.4.7.1 Display Effort Form in Dollar or/ and Percentage

By default, effort form displays both dollar and percentage value with an option
to show only dollar amounts on the effort form.

S Tl vy | U P R e | ey P s
Pro Review  PreReview o oo Cenified Post Review  Post Review
Cost Transfer  Cost Sharing Effort Cost Transfer  Cost Sharing

822593674 S293TH 50.00 5000 SZ2OET4
5% 0% 0% 0% 559%

Total

BONE MARRD

X $225367T4 52293674 $0.00 5000 $22.936.74
Sponsored Subtotal st 9% 0% 0% o

S0%
- o Spomsors e - -

$15.759.37 s0.00 S000  SIST9RIT  §1579937 5000 5000 $15.79937
41% SR THE Y 0% 0% a% 1% 0% 0% %

$15,199.37 $0.00 000 $15790.37 1579937 $0.00 000 $157997
o8 1% RN SPURSOSLSRbIOHS 0% 0% 41% 4% 0% 0% A%

Show Dollars Only

This button displays only the dollar values on an effort form with an option to
display only percentage by using the Show Percents Only button.
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D

Roporting Period: 123116 (07-01-2016 through 12-31-2016)

Pre Review Pre Review o o0 Cenlfled Post Review  Post Review
Cost Transfer ~ Cost Sharing Effort Cost Transfer ~ Cost Sharing

Description Todtal
Sponsored Accounts
5000 S22536T4 SX9ETA 50.00 S22 T4

$0.00 52293674 $22936T4 5000 52293674

Hon-Sponsored Accounts
15758 37 B1ST0-ETESD S000 51579937  $1579937 5000  §1579937
$15,799.37 ! $0.00  $15799.37  $15799.37 $0.00  $15,799.37

Show Percents Only

This button displays the percent value only with an option to display the effort
form value in both amount and percentage by using the Show Both Dollars and
Percents button.

w5 G i e e Sieen
Reporting Period: 123116 (07-01-2018 thraugh 12-31-2016)

Pre Review Cost Pre Review Cost  Pre Cenified  Post Review Cost Post Review Cost
CommitmentPlanned Payroll Description Tea haring Roviow Effan Transfor Sharing Total

= sponsored Accounts
0% % B15T0-635%0 0% 55%
Spansared Subtotal o%  sa%

Non-Sponsored Accounts

THE AUBREY
HNon-Sponsored Sublotal

Show Both Dollars and Percents

This button brings the Central Administrator to the default view of the effort form
i.e. displays both amount and percent value with an option to view the effort form
in dollar mode only.

) i

Roporting Poriod: 123116 (07-01-2018 thraugh 12-31-2018)

Pre Raview Pre Review Cenified Post Review Post Review
CommitmentPlanned  Payroll Cost Transfer  Cost Sharing Effart Cost Transter  Cost Sharing

Sponsored Accounts

o 2 anou - IR
% s $22.9%6.74 5 3 Subtotal W:: !Dat 52!.53::: msu:;r: SI:: W‘.z mssg:
| = Non-Spensored Accounts
515_19& pistpsee THE AUBREY sn:: Wnn!: mﬂ:ﬁ; s:s_f!:]:: suan: snoo‘c: m_refj:
R e T Tt M U
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1.3.4.7.2 View Pre Review Screen
This option allows viewing the Pre Review version of the effort form.

Example effort form that has not been pre reviewed.

Pre Review - Read Only

Name: Codas Kathy @ Employes 1D: 711032222 Tite: Research Associate

Sub Dopt: 61570 - Infectious Dissase Division: SC - immunclogy Tithe Code: 01

(@

B

Reporting Period: 123116 (07-01-2018 through 12-31-2018)

Commitment £ Payrall Accounts Description Cost Transher Cost Sharing Total § Total %
%% $22.935 14 598 B1570:-63630 BONE MARRD 000 0% 000 0% S27936 714 50%
o $22,936.74 0% Sponsared Subtatal S0.00 D% s000 0% $22.936.74 s9%
§15.799.37 4% G1570-57650 THE AUBREY 5000 0% 5000 0% $15,799 37 41%
$15,799.37 4% Hon-Spansored Subtotal S0.00 0% $0.00 0% $15,789.37 1%

=
g
g
iﬁ ‘

Example effort form that has been pre reviewed.

Introduction to CA Functions



ERS v10.0 Central Administrator Manual

Pre Review - Read Only

Hame: Codae Kathy (0] Employee ID: 711032222 Title: Research Associate

Sub Dept: 61570 - Infectious Disvase Division: SC - Immunology Title Code: 01

Pri: Resiew Comgilite
Miller. Cris on 07-30-2018

(@D

Reporting Period: 123118 (07-01-2018 through 12-31-2018)

Commitment 0 Payroll Accounts Description Cost Transher Cost Sharing Total § Total %

Spensored Accounts

% §22.936 74 59% B1570-63690 BOMNE MARRO $1,000.00 3% 000 0% $23,936.74 2%
% $22,936.74 Y, Sponsored Subiotal $1,000.00 3% $0.00 0% §23,936.74 62%
$15.799.37 1% B15T0-57550 THE AUBREY $1,000.00 3% 0,00 0% $14,799.37 8%
$15,799.37 % Non-Sponsored Subtotal $-1,000.00 -3% $0.00 0% $14,799.37 38%

Cost Transfar
Notes
R A e Transaction D Transaction Begin Date  Transaction End Date  Exported?
PRE-153236330037-00 07012016 12-31-2016 N

(=

The View Pre Review screen of a pre reviewed effort form provides the following
information:

e Pre Reviewer’s name and date when pre review was completed

e Any Cost Transfer or Cost Sharing transacted in pre review

e Notes entered by the Pre Reviewer

e Link to the Cost Transfer summary, if transacted.

Option to View Previously Certified Effort Statements using button

e Option to print to the Printer or generate a pdf '=J of the pre reviewed
effort form.

1.3.4.7.3 View Certify Screen

This option allows viewing the Certifier version of the effort form.

Note: This option is available only when the effort form has been pre reviewed or
the effort form does not require any Pre Review.

Example of an effort form pending certification.

Introduction to CA Functions



ERS v10.0 Central Administrator Manual

Certify

Name: Codae Kathy @ Employes ID: 711032222 Title: Hesearch Associste

Sub Dept: 61570 - infoctious Disease Division: SC - mmunology Title Code: 01

B

Roporting Period: 123116 (07-01-2016 through 12-31-2018)

Commitmant T Accounts Description Payroll % Cost Sharing % Total % Carntifiond Effor %

Sponsored Accounts

% B1570-63630 BONE MARRD " 6% % 2% 2%
Sponsored Subtotal 6% [0 6% 62%

6157067650 THE AUBREY 3% 0% % %
Naon-Sponsored Sublotal £ % 8% %

* This Account was irvohed in a Cost Tranafer in Pre Review
Notes

Pre REviewer tranaacting Cost Transfer,

Example of a certified effort form.

Certify

Moama: Codas Kathy @ Employes ID: 711032222 Title: Ressarch Associate

Sub Dept: 61570 - Infechous Drsease Division: SC - Immunalogy Title Code: 01

Cedihcation Complele
Pawer, Max en 07-30-2013

(@&

Roporting Poriod: 123116 (07-01-2016 through 12-01-2018)

Accounts Description Payroll % Cost Sharing % Total % Cenified Effon %
G15T0-63690 BONE MARRD 2% [ 62% 6%
Sponsored Subtotal 2% L] 6% 6%
G1670-57650 THE AUBREY * 3% 0% 8% %
Non-Spansared Subtatal 3% " 3% 8%
- .- |

Motes

Centiber certiftying with no changes

1 confirm that the of activity a astimate of all work parformad by ma during the statad period of in
the event that | am cerifying effort for someone other than mysell, that | have Suitable Means of Verification, as indicated in the notes
sectlon on the previous screan, 1o certify on bahalf of this employes.

1 that lion of effort may result in potential disallowed costs, penalties andlos actions under the lederal
False Claims Act.

The View Certify screen of a certified effort form provides following information:
e C(ertifier's name and date when certification was completed
¢ Any Cost Sharing transacted in Certification
e Certification statement

e Option to View Previously Certified Effort Statements using @button.
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e Option to print to the Printer Sor generate a pdf '2J of the certified effort
form.
1.3.4.7.4 View Post Review Screen

This option allows the Central Administrator to view the effort form as the Post
Reviewer will view it in its current stage.

Note: This option is available only when the effort form is certified with updates
by the Certifier.

Example of an effort form that has not been post reviewed.

Post Review
Mame: Codas Kathy @ Employee I0: 711032222 Tithe: Research Associate
Sub Dept: 61570 - infectious Disease Division: SC - immunolegy Title Code: 01

33 B=D

Reporting Period: 123116 (07.01:2016 through 12-31.2016)

Commitment © Differemce Accounts Descrpton Cosl Tramster Cost Sharing Tala$  Totsl%

Sponsoned Accounts

EIRLIEA kLY 81570-53800 BONE MARROD $0.00| 0% $0.00) 0% s %
% $1,161.81 kY Spansored Subtotal $0.00 0% $0.00 0% 51,161.81 0%
5118181 am 815T0-37830 THE AUBREY $0.00 0% 5000 0% 115181 -3%
§.1,161.81 = Noa-Spansored Sublotal s0.00 0% S0.00 0% s1.18181 %

Cortifier Notes Post Reviewer Botes

Cercifier updated the defeulc Cervified Effcrs 4.

- a
PRE-1532982830007-00 07-01-2018 12-31-2018 ]

Example of an effort form that has been post reviewed.
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Post Review

Mama: Codae Kathy @ Employes I0c 711032222 Tithe: Research Associate

S Dopt: 81570 - Infecticus Disease Deviskn: SC - Immunclogy Tite Code: 01

Fost Review Complete
Miller Cris 1 on 07-30-2018

&
@
&
D
=

Reporting Period: 123115 (07-01-2016 through 12-31:2016)

Commitment U Difference Accounts Description o5l Transter Cosl Sharing Total$  Totals

Sponsored Accounts
5116181 T S1ET0A2400 BONE MARRD .00 0% $1,16161 3% £0.00 0%

L] $1.461.81 kL Spansored Sublotal $0.00 0% §$L161.51 3% $0.00 0%
MNon-Sponsored Accounts

116181 3% E1ST0-STE50 THE AUBREY s0.00 0% 11618 3% S0.00 0%

$1,161.81 B Nen Sponsored Subtotal $0.00 0% 51,1618 -3% $0.00 (L]

Contifier Notes Post Riviewer Notes.
Cerzifier updated the default Certified Effare d. Pest Reviewer ETAnSACEing & Cost Snare.

[ nd Date Exported?
PRE-1532003030007-00 07-01-2018 12-31-2018 H

The View Post Review screen of a post reviewed effort form provides following
information:

= Post Reviewer’s name and date when post review was completed

* Any Cost Transfer or Cost Sharing transacted in post review

= Link to the Cost Transfer summary, if transacted.

= Option to View Previously Certified Effort Statements using [@button
= QOption to View Certification Details using = button
= QOption to View Pre Review Details using ““ button

= Option to print the Post Reviewed effort form to the Printer Sor generate
a pdf

1.3.4.7.5 Audit History

This option allows the Central Administrator to view the dropped effort form or
the effort form whose post review changes were dropped.

Note: This button is available only if the effort form was archived either when
dropping the effort results or dropping the post review status. The dropped
effort form and post review status are archived only if it is configured for
archival using the configuration available under - Admin = System Settings 2

Quick Settings = Archive Dropped Effort
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Effort Form Audit Trail
Effort Form Archived Date Action Dropped by Reason
2018-07-31 18:53:05 Effort Form Dropped Ed. Higher e
correction
0
Close Window

The Effort Form Archived Date link allows the Central Administrator to view the
dropped effort form.
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Compliant State

Home CEM Profile Logout

Ed, Higher
ERS Administrator

Undversity |

Management (53 v Reports (1] ~ Mm.n@v neip ) ~
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1.3.4.7.6 View Cost Transfer in Progress

If an effort form has saved/unfinished cost transfer, CA can view details via the
Cost Transfer in Progress link available under the Cost Transfer section:
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Cost Transfer

. Transaction  Transaction  Transaction o 2
Transaction 1D Begin Date End Date Defined On Approved? Exported:

Cost Transfer
In Progress

By clicking this link the CA is directed to the Cost Transfer details page.

Cost Transfer in Progress

Reporting Period: 123116 (07-01-2016 through 12-31-2016)

Name: Marin, Penelope Employee ID: 0099147 Title: MASTER TEACHER IN TEACHING & L EARNING

Sub Dept: 52060 - ENGINEERING Division: 01 - Test Title Code: 006020

Cost Transfer Created on: 08-15-2018

Cost Transfer ID: POS-1534357340901-00 -

Account Description Defined
52060-300-201001-010335-0000-0000 VERMONT2 $0.00
52060-100-100001-0000-0000 ODOT CONTR #20980(JO 50.00
52060-100-100001-0000-0000 ODOT CONTR #20980(JO 50.00
52060-300-201001-010335-0000-0000 VERMONT2 50.00

Earned/Accrual Basis

Account Number Natural Account Amount . )
Debit Credit

To(#) From ()

Pay Period End Date: 07/13/2016 _ -

Balance

1.3.4.8 Action Buttons

The Central Administrator has the ability to manage the effort form using various
buttons which is available depending on the status of the effort form.

1.3.4.8.1 Exit

This option takes the Central Administrator to the Home page.

1.3.4.8.2 Remove Effort Form
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This option allows the Central Administrator to remove an unaccessed effort form
of an employee for the specific reporting period. This option should only be used
in rare circumstances.

When selecting the Remove Effort From option the system requires the following
confirmation.

Remove Effort Form

Are you sure you want to remove this form?

Ve[S

Select Yes to remove the effort form and return to Home page.

The selection of No does not remove the effort form.

Note: To remove an effort form that has been accessed, drop the effort form first
and the option to remove effort form will be available.

1.3.4.8.3 Drop Post Review Status

The Drop Post Review Status option removes any modifications made to the
effort form by the Post Reviewer and resets the effort form back to the status
after certification.

Note: This option is available only when the effort form has been either saved by
the Post Reviewer or successfully Post Reviewed.

On clicking the Drop Post Review Status link the system presents the following
confirmation screen.
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Drop Post Review Results

Are you sure you want to drop the post review results for this form?

s s

The selection of button OK removes any changes completed in post review and
brings the user to the Home page.

The following modifications made on the effort form are undone using this
option:

e (ost Sharing done in post review stage.

e (ost Transfer transacted in post review stage.

Note: The system generates a reversal of the cost transfers behind the
scenes only if it was exported.

The selection of No does not drop the Post Review status of the effort form.

Note: The process flow differs if the system is configured to maintain an audit
trail on dropping the status of the effort form. This configuration is available
under -

Admin = System Settings =2 Quick Settings = Archive Dropped Effort

For details refer chapter Archive Data, see section Archiving Effort Forms
dropped by the Central Administrator.

1.3.4.8.4 Drop Effort Results

The Drop Effort Results option removes any updates performed on the effort
form and resets it to its original state.

Note: This option is available only when the effort form is accessed.

On clicking the Drop Effort Results link the system presents the following
confirmation screen.
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Drop Effort Results

Are you sure you want to drop the effort results for this form?

s s

Clicking Yes will remove any changes made to the effort form and will take the
user to the Home page.

The selection of No does not change the state of the effort form.

The following modifications made on the effort form are undone using this
option:

e (Cost Sharing done in pre review, certify or post review phase

e (ost Transfer transacted in pre review or post review phase
Note: The system generates a reversal of the cost transfers behind the scenes
only if it was exported.
e New Account added by Pre Reviewer or Certifier

This option does not remove any retroactive payroll transactions that were
applied to the effort form using the RCT process in ERS.

Note: The process flow will be different if the system is configured to maintain
an audit trail on dropping the status of the effort form. This configuration is
available under -

Admin 2 System Settings = Quick Settings = Archive Dropped Effort

For details refer chapter Archive Data, see section Archiving Effort Forms
dropped by the Central Administrator.

1.3.4.8.5 Unarchive Effort Results

This option allows the Central Administrator to unarchive the effort form that
was archived using the Archive process.
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Unarchive Effort Form

Are you sure you want to unarchive this form?

s s

The selection of Yes unarchives the effort form and brings the Central
Administrator to the Home page.

Once the effort form has been unarchived, it will be accessible for modification by
Reviewers.

The selection of No does not change the state of the effort form.

1.3.4.8.6 Release to Certification

The Release to Certification allows the Central Administrator to release the
effort form to the Certifier.

Note: This option is available only when the effort form has been classified as
having criteria meeting the critical list and is not pre reviewed and the non-
critical effort forms were released globally.

The selection of this option bypasses the pre review process and sends an email
to the Certifier that it is time to certify their form.

1.3.4.8.7 Print Buttons

The Print buttons are available next to the View buttons.

=
e Print =i
This option allows the Central Administrator to send an effort form to the
selected Printer for printing.

e Printto PDF
This option allows the Central Administrator to generate a pdf of the effort
form.
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1.3.5 Create Effort Form

The Search Employee Effort Forms interface also allows the CA to create an effort
form for an individual for a specific reporting period that was not generated at the
time the reporting period was initiated using the Initiation process.

If the user has no effort form in the system but has payroll in any of the initiated

reporting period(s), system will allow the CA to create an effort form by providing a
link Create Effort Form (+)

= Search Employee Effort Forms

@ Employee  © Account
167982223
Employee Id: 167982222 Name: Codae, Doyle
RpCode Sub Department Form Status Effort Form Link
123115 61390 Archived View

Create Effort Form (+)

Upon clicking the link Create Effort Form (+) it will list all the reporting periods for
which it found payroll records associated with the selected employee in the
respective payroll table.
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=

- Search Employee Effort Forms
@ Employee @ Account
167982222 w

Employee Id: 167982222 Name: Codae, Doyle

RpCode Sub Department Form Status Effort Form Link

123115 61390 Archived View
Create Effort Form (+)

123116

Select the applicable reporting period to generate the effort form, on clicking the
link the system:
e generates an effort report for the selected reporting period;
e sends an email notification to the Pre Reviewer or the Certifier that requires
no pre review;

Configuration Note: The email generated is configurable and is available
under Admin-> System Settings 2 Email Settings 2 ERS Auto Email - Type =
NEW_EFFORT

The payroll records must exist in the reporting period payroll table in order to
generate a new Effort Form; otherwise the following message is presented to the
Central Administrator:

L Search Employee Effort Forms

@ Employee  © Account

140432222 W

No Effort Forms Found For - 149432222
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1.3.6 ERS Certificate
The ERS Certificate verifies the authenticity of the application. The certificate must

be renewed every year corresponding to the institution’s annual maintenance
renewals.

L ERS Certificate

Certificate is valid through February 1, 2021

Last Request (hep-app-dev.maximus.com,10.160.64.28) was sent on February 27, 2017

th Request/Upload Certificate

Click on % to Request/ Upload Certificate. To renew, enter the server’s name if it is

not already populated for you. Click and MAXIMUS will reply
through email with a new certificate. Copy & Paste the certificate in the email into

the text box below and .

Introduction to CA Functions



ERS v10.0 Central Administrator Manual

= ERS Cerntificate

Certificate is valid through February 1, 2021
Last Request (hep-app-dev.maximus_com,10.160.64_28) was sent on February 27, 2017

= Request/Upload Certificate

Server Name 10.160.64.28, Request Certificate

Copy Paste the approved certificate here then click "Upload Certificate™

Upload Certificate

1.3.7 Messages

Warnings, Error messages and Announcements are displayed in Messages
collapsible box.

=

I Messages
WARNINGS
Auto Import -
2018-06-05 Import Date: June 05 2018 - 12:00:44 AM

Table: ERSCHARTACCTS
Error Message: File Mot Found

ANNOUNCEMENT S

. 2018-06-08 Certification forms are due by June 30, 2018
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Any errors encountered by auto scheduled functions in ERS like, Auto Import and
Archiving is brought to the Central Administrator’s attention as an announcement
on the CA home page.

ERRORS

. 3018.08.13 Error during Auto Import. To view details, Click Here

After completion of each successful auto scheduled task in ERS, an announcement is
posted on the home page for the Central Administrator.

ANNOUNCEMENTS

. 2018-08-15 Data Import task is completed.

. 2018-08-10 A total of 2 effort forms have been archived. To view details, click here

Configuration Note: The Announcements box is also presented to the end users for
any manually entered messages created by the Central Administrator using the
Admin = System Settings = Help Settings = Announcements interface.
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2 System Settings

The System Settings menu option allows the Central Administrator (CA) to access
or modify system wide parameters available in ERS-CERT.

| Compliant State University toma CEM Erotis Lgggul
Compliant State Ed, _H\ghe\
nnnnnn ‘ Mansgemert B - Reports (T) ~ admin [ - e ) - ERS Administrator

PR

Eleven different options with respective descriptions are available. The user can
access specific system functionalities by expanding the desired section.

«a{/\_ Compliant State University Home CEM Profle Logodt
Compliant State Ed, Higher
‘University Mansgement ~  Reports [T] v Admin [15? * e i@ ~ ERS Administrator

System Settings

Initiation Settings

Eflont Fom Setup

e
O —— T ——
T S — prore
™ S—
O —— T ——

|

Over and Abore.

£E3 eruvoed oy MAXIMUS I, ®
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These are settings that the Central Administrator might be using on regular basis
for various purposes like, enabling or disabling Single Sign On, Public Access,

updating Login Message etc.

e —

e

Enabled - Indicates the ERS system allows public access;
Disabled - Indicates only Central Administrator can access
the ERS system (usually during maintenance period)

This option activates the Institution’'s Single Sign-on feature
if this functionality has been implemented:
Enabled - Use the Institution’s single sign-on user id and
password.
Disabled - Use ERS user id and password.

2.1.1 Public Access

This parameter defines whether the users other than the Central Administrator can

access ERS.

Access

Enabled - Indicates the ERS system allows public access;

FLIE Disabled - Indicates only Central Administrator can access
the ERS system (usually during maintenance period)

The possible options for selection are:
Enable - All users can access the system.
Disable - Only Central Administrator can login. All other users on attempting
to logon will see the following default message:
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System is under maintenance.

User ID

Password

Need Help?

Announcements

Welcome to Effort Reporting System by
MAXIMUSI

2.1.2 Single Sign-On

This parameter defines if Single Sign-On is used for the Effort Reporting System.

Single

Sign-
On

Disable v

This option activates the Institution’s Single Sign-on feature
if this functionality has been implemented:
Enabled - Use the Institution's single sign-on user id and
password.
Disabled - Use ERS user id and password.

The possible options for selection are:
Enable - The system uses the Institution’s Single Sign-On UserID and Password.
Disable - The system uses the UserID and Password from ERSUSERS table.
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2.2 Email Settings

This option allows the Central Administrator to manage email related parameters.

This parameter indicates the name or IP address of the
mail server used to route e-mail generated by ERS. A
valid mail server address is required to enable E-mail

Notification.

|5mtpext.maxcorp_maxi||

This parameter indicates the reply email address to be

ershelpdesk csu.c0m| .
| P @ used on system emails.

This parameter defines if an email notification will be

Notification sent out to inform the certifier or post reviewer after the
effort form is pre reviewed or certified.

This parameter defines if CA email is used as From
Email Address when sending the auto email from Pre

Review/Certify/Alt Dept Assignment.

ERS Auto Configure the Email message templates for all types of

Manage auto emails that the system sends out.
Delinquent Allows the system to generate automated emails to be
Forms Manage sent based on the number of days the forms are

delinquent and establish an appropriate hierarchy.

Manage Manage settings for sending bulk emails to certifiers.
The URL defined in this parameter will be used in the

|htlp:ﬂhep—app—dev.max| ERS Auto Email context where it is represented by

URL tag
Whether to allow the first login after server starts to
update the value for the Host URL parameter

Initially the email screen shows the default settings. The Central Administrator can
input/select values or Manage link for updates. Click the Save button to save the
changes.
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Value Not Saved

Mail Server

e |5mlpext.maxn: orp. ma.xi||

|ershelpdeskcsu.com|

| Disable v |

Manage

Manage
Manage

|htla:.#hep-app-de';. e

..E_n_atl_le v -.

This parameter indicates the name or IP address of the
mail server used to route e-mail generated by ERS. A
valid mail server address is required to enable E-mail

Notification.

This parameter indicates the reply email address to be
used on system emails.

This parameter defines if an email notification will be
sent out to inform the certifier or post reviewer after the
effort form is pre reviewed or certified

This parameter defines if CA email is used as From
Email Address when sending the auto email from Pre
Review/Certify/Alt Dept Assignment.

Configure the Email message templates for all types of
auto emails that the system sends out.

Allows the system to generate automated emails to be
sent based on the number of days the forms are
delinguent and establish an appropriate hierarchy.

Manage settings for sending bulk emails to certifiers.

The URL defined in this parameter will be used in the
ERS Auto Email context where it is represented by
URL tag

Whether to allew the first login after server stants to
update the value for the Host URL parameter

2.2.1 Mail Server Address

This parameter indicates the name or IP address of the email server that will route

the emails generated in ERS.

This parameter indicates the name or |P address of the

Mail Server

Address

|5mtpext.maxcnrp_maxi||

Maotification.

Example:
12.156.214.231
corp.company.inc

System Settings u
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!ICaution!! Since the system does not validate the entries, ensure a valid IP address
or domain name is entered in order for ERS to generate email messages. Otherwise
email notifications will not be sent.

2.2.2 Reply Email Address

Enter a valid email address that will be used as the reply email address wherever
applicable.

e This parameter indicates the reply email address to be
ershelpdesk@csu.com used on system emails.

Address

2.2.3 Auto Email Notification

This parameter allows enabling or disabling the email notification in ERS.

This parameter defines if an email notification will be
Enable ¥ sent out to inform the certifier or post reviewer after the
effart form is pre reviewed or certified.

The possible options for selection are:
Disable - Email notification will not be sent.
Enable - Email notification will be sent under the following conditions (default
value).
¢ Email to Certifier
An email is sent to the Certifier as soon as the Pre Reviewer completes
reviewing the effort report.

Important Note:

- This is not applicable if Bulk Email feature is used.

- If the effort form is pre reviewed again after it has been Pre Reviewed
previously, an email notification will be sent to the Certifier again.

e Email to Post Reviewer
An email is sent to the Post Reviewer instantly when the Certifier completes
an effort form by updating the effort percentages as reviewed by the Pre
Reviewer causing a difference in effort percentages that the Post Reviewer
should review and reconcile either by Cost Sharing, Cost Transfer or RCTs.

‘ Note: Only applicable if Post Review is used.

¢ Email to Departmental Coordinator
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An email is sent to the department coordinator when an individual is
assigned to his or her department using the Assignment module, alternate
department.

¢ Email to Cost Transfer Approver

An email is sent to the Cost Transfer Approver if a cost transfer is transacted
either in Pre Review or Post Review phase.

Note: This email notification is only applicable if the system is configured to
require cost transfer approval before releasing it to the Certifier.

e User Management
An email notification is generated upon change of Pre Reviewer, Certifier or
Post Reviewer of the effort form via the User Management module.

2.2.4 Use CA Email

This parameter specifies whether CA Email Address should be used in the reply
email address in lieu of the actual email address of the sender.

Use CA This parameter defines if CA email is used as From
Email Disable ¥ Email Address when sending the auto email from Pre
Review/Certify/Alt Dept Assignment.

The possible options for selection are:
Enable - The CA Email Address will be used as the reply email address.
Disable - The CA Email Address will not be used as the reply email address.

If this configuration is enabled, the CA Email Address is used in the following
modules:
e Auto Email to Pre Reviewer when Alt Subdept is assigned.
e Auto Email to Certifier when Pre Review is completed.
e Auto Email to Post Reviewer when Certification with update is
completed.

Recommendation: This functionality should be used if institution maintains
dedicated email address for ERS-related purposes.

2.2.5 ERS Auto Email

This option provides the configuration of the various email notification messages

generated by the system.
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Clicking on the Manage link presents the list of the following available email types:

Central Administrator Manual

Configure the Email message templates for all types of
auto emails that the system sends out.

Manage Auto Email
Displaying 46 of 45 records
TEEETN orvin T
|:= ALTDEPT This e-mail is used in the Assignments module after an employee has been assigned to an alternate sub-department. An auto e-mail is sent | Employees have been assigned to Niew
* to the default Pre Reviewer from the subdept of an employee who is being reassigned, informing him/her that he/she has now been assigned | your Department
that indwidual and ks responsible for Pre/ Post Review his/her effort forms, If CC option is checked, the Depantiment Coordnator of the newly
assigned subdept will be copied on the e-mail if the DG is not detault Pre Reviewer
I::i ARCHIVE Archivie has been performed i
=1 AUTOIMPORT  This email is sent 1o all CA's when a data import process is executed Auto Impart has run View
= BULKPRE This email is used if the Bulk Email option is enabled. When Pre Rreview has been completed an auto-email is sent 1o centifier informang These forms have been pre reviewed | View
# hir/her of cerfication. Email is sent based on the scheduler defined in the Bulk Email process.
F BULKPRECC  This e-mail is used if the Bulk Email opticn and GG for BULKPRE e-mail type are enabled. When Pre Review has been completed an auto e- | These forms have been pre reviewsd  View
= mail i sent to the Pre Reviewer for hisher record. This e-mail serves as “carbon copy” Emai is sent based on the scheduler defined inthe by you
Bulk Email process
|:= CEMASSIGN  This email notification is sent Plan Adminstrators after a plan is assigned to them ERS-CEM: Plans have been View
# assigned 1o you
|.-= CEMREDAFF s email natfication 1 sent 1o the Flan Administrator when 3 reduction request s approved ERS-CEM View
= Resduchion/ Disengagerment Request -
Approved
1=1 CEMREDREJ This email notification is sent to the Plan Administrators when a reduction request is rejected ERS-CEM Miew
#* Reduction/Disengagement Request
Regctad
I:: CEMREDREM  This email notification is senl 1o the Plan Administrators when a reduction request is remeved (deleted) from the system ERS-CEM Vg
# Reduction/Disengagement Request -
Remaved
|:= CEMREDRES  This email natification is sent 1o the Plan Administrators when a reduction request is brought back after having been removed (undelsted) ERS-CEM View
= Reduchion/ Disengagerment Request -
Restored
E CEMREDUCT  This email notification is sent 1o the Pre Award Administrators when a reduction request is made on a CEM plan ERS-CEM: New Wiew
#* Reduction/Disengagement Request
=) CERTIFY This il is used in the Cenify module after cenification has been completed and changes have been made 1o the effort form. An aute e- | Effort Form is ready 1o PostReview it
= mail is sent to Post Reviewer inferming himher that a Post Review is required. If CC option is checked, the certfier will be copied on the e-
rmail
|.-= CERTNOTES  This e-mail is used in the Cenify module after centification has been completed and changes have not been made but notes were left. An auto | Effort Form has been Centified with View
= e-mad 15 sent to Post Reviewer informing him'her that notes exist. if CC ophion i checked, the certifier will be copeed on the e-mail MNoles
|,= CTAPA This e-mail is used in the Assign Cost Transfer Approver madule where an e-mail notification i sent to the newly assigned individual You have been assigned as Cost Vigw
#* infarming them of their new role assignment of Cost Transfer Approver. If CC option is checked, the user who is making the assgnment Transfer Approver
change will be copsed on the e-mail

Each type of notification has a description, detailing the conditions that will cause it
to be generated.

By clicking the E’l‘ button, the user can modify e-mail’s parameters, including the
Subject line, Body text and Tags.

Tags are XML variables that will populate the appropriate Names, RP Codes, Links
(URL) etc. based on the conditions of the notification, as well as the role of the
individual generating the email. For example, the tag <TONAME> populates the
name of the recipient of the email. Only the tags displayed on the menu are
applicable for that notification.

Example - The tag <URL> is not applicable in the following screenshot as it is not
listed on the available list of tags.
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View Email Message for Type:
ALTDEPT

Employees have been assigned to your Department

<TONAME»: -

The following employee(s):
<ASSIGNEDEMP>

have been assigned to your department from their

Copy Sender:

<ALTSUBDEPT~ Assigned Department of the Employeg(s)

<ASSIGNEDEMP> Assigned Employes(s)

<FROMNAME> Originating Employee Name

Recieving Employee Name

0se VWinaow

A carbon-copy option is also provided, but this varies by the email type. For
example, if a Pre Reviewer completes a review, then the notification that will be sent
to the Certifier will also be sent to the Pre Reviewer if Copy Sender box is checked.

Note: ERS maintains a list of generated emails for bulk and delinquent form
reminder emails only. If bulk email is not used there will be no log of these emails.

2.2.6 Delinquent Forms Alert

Use this interface to generate automated email regarding delinquent effort forms.

Delinquent Allows the system to generate automated emails to be
Forms Manage sent based on the number of days the forms are
Alert delinquent and establish an appropriate hierarchy.
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On clicking the Manage link the system provides the following three options - @

Configuration (default screen), 6 Setup, and 0 Logs.

Delinquent Reminder

%0
— I

Disadie

Enable

Note: Tha Curent server ime 15 5/30/2018 14:09:06

2.2.6.1 Configuration (Default Screen)
Through the Configuration screen, the Central Administrator can disable/ enable
the Reminder feature. If the feature is disabled, no delinquent email will be sent

regardless of the status of any reminder task listed under Configuration screen.

Once the Reminder is enabled, the system provides the user with two choices:

I —— e ——
Dsatio
'W’] :=] . REMIE Pty Efart Farm Fre Revswad st ot compisted Girmstar fran 1 dws PRE. POST. SUBDC. CRRT i AN Decanmanss M Th Fri
= [oFF E" [} REMIE ot Efforl $orm Avatatibty Do Giniatir than € days BHE, CA DO View ARDegarmenss | Mon Tue Wed, Tha
(oFF ) @. REMGOT1 FIT, 123108 Cartcaton Cus Cate Faualin 17 day FRE CA View A8 Decanmanes Sin Mon T Thil
8 on | E‘,l REMAZ2 123007 Eiort Form Biie Bl it At compiensa reatn Than O gk CERT, DG vies 565558 w0 Mos, Tuk Wee Th
Hote: Af Flominders wil be sent out at 1730 (E|

Mste The cament sen tme 5 S30/2018 14:93:12

» Click the Edit link to configure the time at which delinquent email will be
sent.

Note: All Reminders will be sent out at [17:30 - -I L

Mate: The current server time is 5/30/2018 14:15:01

» Click the Add button to open Delinquent Scheduler screen.
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There are seven steps on the Delinquent Scheduler screen to complete.

Delinquent Scheduler

Step 1:

Select Reporting O Al O selected RP Code
Period(s)

Step 2:
Select Trigger Date | End of Reporting Period v

e [Greater than v |
SR D @D Greaterthan v | | Calendar Days

5 Pre Reviewer O certifier [ Post Reviewer

step 4: [J Department Coordinator | () Sub Department Coordinator | Division Head
Specify Recipient(s)

[ central Agministrator

Step 5:
Define the body of View Edit
the email

Step 6:
Specify
Department(s)

Sun Maon Tue Wed Thu Fri Sat
Step 7:
Specify reminder
Trequency 3] = o o o o D

[

Step 1 allows the user to select the desired reporting period. Selecting the Selected
RP Code radio button expands all the reporting periods grouped by calendar year.
Selecting All radio button collapses all the choices. The current reporting period is
presented in green.

Delinquent Scheduler

E I
]

Step 1:

Select Reporting {2} Al ) Selected RP Code
Period(s)

Delinquent Scheduler

) Al ® Selected RP Code

¥ 2016
O 123118
Step 1:
Select Reporting
Period(s)

O 123115

Step 2 allows the user to select a trigger date from one of the five choices:

1. Effort Form Availability Date
System Settings
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2. Effort Form Pre Reviewed but not completed
3. Effort Form Certified but not completed

4. Certification Due Date

5. End of Reporting Period.

Effort Form Availability Date and Certification Due Date must be defined under

ey

the option - Setup

Effort Form Pre Reviewed but not completed, Effort Form Certified but not
completed, and End of Reporting Period are used by obtaining values of pretime,
certtime, and enddate, respectively, in the ERSEFFHEADER table.

Delinquent Scheduler

Step 1:

Select Reporting ® Al Selected RP Code
Period(s)
Step 2:
End of Reporting Period v
Select Tr Date
EEIIZEALE End of Reporting Period

Effort Form Availability Date
Step 3: Effort Form Pre Reviewed but not completed
SEEEIEA) ETHT Effort Form Cerfified but not completed
Certification Due Date

J Pre Reviewer L Certifier L Post Reviewer

Step 4: ') Department Coordinater '~/ Sub Department Coordinator | Division Head
Specify Recipient(s)

|- Central Administrator

Step 5:
Define the body of View Edit
the email

Step 6:

Specify All Edit
Department(s)

Sun Mon Tue Wed Thu Fri Sat
Step 7:
Specify reminder
frequency

[N -

If the Effort Form Certified But Not Completed trigger is selected, recipients options
for Pre Reviewer and Certifier will not be available for selection.
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Step 2: = P
Select Trigger Date Effort Form Cerified but not completed r
Step 3: . .
Select Day Counter Greater than v Calendar Days
Pre Reviewer Certifier | Post Reviewer

Step 4:
Specify Recipient(s)

¥| Department Coordinator

¥| Central Adminisirator

¥| Sub Department Coordinator ¥| Division Head

If Effort Form Pre Reviewed but not completed trigger is selected, recipients option
Pre Reviewer will not be available for selection.

Step 2:
Select Trigger Date

Step 3:
Select Day Counter

Step 4;
Specify Recipient(s)

Effort Form Pre Reviewed but not completed

Greater than v Calendar Days

Pre Reviewer

¥ Depariment Coordinator

#| Central Administrator

¥| Certifier ¥ Post Reviewer

¥ Sub Department Coordinator #| Division Head

Step 3 allows the user to specify the calendar days and the comparison logic
(Greater than or Equal to). When combined with the trigger date selected in Step
2, these two choices can be used as Day Counter.
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Delinquent Scheduler

Step 1:

SE\_SCtReDUmﬂD ® Al ) Selected RP Code
Period(s)

Step 2:
Select Trigger Date

| End of Reporting Period v

P [ Greater than v | Y
& o @ Greaterfhan v | | Calendar Days

Greater than

Equal to
U Pre Reviewer U certifier L Post Reviewer
Ub & L sub Dx C | Division Head

ep 4:
Specify Recipient(s)

L Central Administrator

Step 5:
Define the body of View Edit
the email

Step 6:
Specify All Edit
Department(s)

Sun Maon Tue ‘Wed Thu Fri Sat
Step 7:

Specify reminder
Trequency = = o o = = o

)

Step 4 allows the user to specify up to seven ERS roles as recipient(s). No email will
be sent to a role regardless of the status of the effort form unless that role is checked
as the recipient.

Step 5 allows the user to view or edit the delinquent email format.
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View Email Message:

View Email Message for Type:
DELINQ

Delinquent Effort Form

UL DD (Dear <RECIPIENTNAMES, -

The following effort forms are delinquent. Please go to
<URL>» to complete the effort forms.

EMPNAME EMPID RPCCDE ROLE

<FORMLIST><EMPMNAME:> <EMPID> <RPCODE> <ROLE>

</FORMLIST>

Copy Sender:

Copy CA:

*Note: The following tags: <EMPNAME> <EMPID> <RPCODE= <ROLE:> should only be used within the <FORMLIST=</FORMLIST> element.

<FORMLIST> List of Delinquent Effort Forms

<RECIPIENTNAME> Recipient Name

<URL> WebSite URL

‘Close Window
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Manage Email Message:

Manage Email Message for Type: |
DELINQ

|Delmquent Effort Form

Message Body:

Dear <RECIPIENTNAME>,

The following effort forms are delinquent. Please go to
<URL> to complete the effort forms.

EMPNAME EMPID RPCODE ROLE

<FORMLIST»><EMPNAME > <EMPID> <RPCODE> <ROLE>

</FORMLIST>

Copy Sender:

*Note: The following tags: <EMPNAME= <EMPID> <RPCODE=> <ROLE= should only be used within the <FORMLIST=</FORMLIST= element.
<FORMLIST> List of Delinquent Effort Forms

<RECIPIENTNAME=> Recipient Name

<URL>

WebSite URL

Cancel | Save|

Step 6 allows the user to customize the department list. By clicking the Edit link, the
user can open a new screen. By default, all the departments are checked on this

screen and the user can deselect the department(s) which he/she does not want to
be included in the list.
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Select Departments for Delinquent Reminder

Check All Clear All

7] Only Department with Effort Form

Displaying 3 of 3 records

e T vt 0 opromaname e

¥ . 555555 | ENGINEERING

@ M50 MEDICINE
@ M70 CHEMISTRY

Step 7 defines how often the user wants the delinquent email to be sent to the
selected recipient(s). At least one day must be selected before the user can save the
change.

After the user completes all seven steps (step 5 and step 6 are optional) and click the
Add button, a Reminder Task is added to the reminder list. The user can turn on/off
the reminder task individually by clicking the (JEI® or [©FF J buttons. Also, the

user can edit or delete the reminder task by clicking the E:! or . icons,
respectively.

(oFF ) @ ] REMD162 123104 Efiort Form Pre Reviewsd but not completed  Greaterthan | days  PRE. POST, SUBDC. CERT View Al Departmants  Mon, Thu, Fri

(oFF ] E} B REMD181 123107 Eflont Form Availabilty Date Greater than 0 days PRE. CA. DC Vi All Departments  Mon, Tue, Wed, Thu

(oFF E‘,, [} REMOZ01 123107, 123105 Contfication Dus Dato Equalta 12 days PRE.CA Vit All Departments  Sun, Mon, Tus, Thu

8 on ] El'»‘ [} REMO221 12107 Effort Form Pre Revewsd but nct completed  Graater than 0 days CERT, DC Vigw SS5555,M50  Mon, Tue, Wed, Thu
Note: All Remindsrs wil ba sont out at 17:30. (Edil)
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2.2.6.2 Setup

The Setup screen is used to view/edit the Effort Form Available Date and
Certification Due Date for a specific reporting period, as shown below respectively.

| ||| | |

063017 07/01/2017 0773172017

1231186

123115

In the edit mode, the user can either enter the date directly in mm/dd/yyyy format
or though the date picker by clicking the calendar icon.

s e vaons e
| || | |

|0w0112017 |- |0w313201 7 -

. 2017 v
123116 | -

Su Mo Tu We Th Fr

063017

Jomnvy 1
2 3 4 5 6 7 8

9 10 11 12| 13| 14| 15
W w 16| 17| 18| 19| 20| 21| 22
23| 24| 25| 26| 27| 28| 29
30 —

123115 | |

ERS provided by MAXIMUS, Inc. @

Today Done
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2.2.6.3 Logs

The delinquent email reminder logs can be accessed using the Logs screen.

Delinquent Reminder

f
9 C

C N )

B  May 16,2018 3:11:20 PM PDT 53
May 14, 2018 5:30:46 PM PDT 0
May 11, 2018 5:30:14 PM PDT 0

March 20, 2018 1:40:33 PM PDT 0

Delete logs older than or equal to days_@

There are three columns in the Logs entry table:

1. Delete - Clicking the ' in Delete column allows the user to delete the entry.

2. File - The logs entry under File column will be highlighted (font changed to
Bold) if the user moves the cursor over the entry.

Clicking the highlighted log entry will open a box at the bottom of the screen
(you may need to scroll down to see this box if there are a lot of log entries in
the table). In the box is the corresponding reminder ID, which is also a link.
Clicking the reminder ID link will expand it to show the reminder summary,
and clicking the link one more time will collapse the details.
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oase e oam

. May 16, 2018 3:11:29 PM PDT 23

. May 14, 2018 5:30:46 PM PDT 0
. May 11, 2018 5:30:14 PM PDT 0

. March 20, 2018 1:40:33 PM PDT 0

Delete logs older than or equal to I:l days.@

Reminder ID: REM0061

Reminder ID: REM0061

Reminder ID: REM0061

RpCode: All Reporting Period
Criteria Greater than 1 days
Trigger: Effort Form Pre Reviewed but not completed

Recipients: POST, SUBDC, CERT, DC
Departments:  All Departments
Schedule Days: Mon, Tue, Wed, Thu, Fri

Expand All Collapse All

Recipients (53)

At the bottom of the summary, there are three links: Expand All, Collapse
All, and Recipients. Clicking Expand All link will expand it to show all the
recipients sorted alphabetically in ascending order, with each recipient
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followed by the email body. If more than one reporting period is selected, the
list will be grouped by RP code. Clicking Collapse All will collapse the details.

Clicking the Recipients link will expand it to show all the recipients, and
clicking the link one more time will collapse the recipient list. For each
recipient on the list, clicking the recipient name link will let the user
optionally send an additional email to the recipient. Clicking the body link
will expand it to show the email body, and clicking the body link one more
time will collapse the email body.

3. Count - The Count column represents the number of emails sent to the
recipient(s). A popup window will summarize the reminder details if the user
puts the cursor over the number link in the Count column if the number is
not zero. Clicking the number link one more time or clicking the Close link in
the popup window will close the popup window.

o C—

[ ] May 14, 2018 5:30:46 PM PDT 0 Reminder ID: REM0061
L RpCode: All Reporting Period
' CEEL SRR B 0 Criteria Greater than 1 days

- ) i Effort Form Pre Reviewed
[ ] March 20, 2018 1:40:33 PM PDT 0 Trigger: but not completed

_ Recipients: POST, SUBDC, CERT, DC
Delete logs older than or equal to days_E‘*-‘s “ Departments: All Departments
' Schedule

e Mon, Tue, Wed, Thu, Fri
Reminder ID: REM0061 GrEE

Expand All Collapse All

Recipients (53)

ERS provided by MAXH-.-IUS.&E

2.2.7 Bulk Email

This configuration allows bulking the email notification to the Certifier for effort
forms that completed Pre Review until the defined scheduled day and time. If
enabled, the Certifier will receive one email with a list of all pending forms.
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Manage settings for sending bulk emails to

Bulk Email Manage certifiers.

Clicking on Manage link presents the following page to the user.

el [Disabiod + | This parameter enables or disables bulk emails to Certifiers. If enabled cenifiers of multiple forms will only receive 1 email per day (or less
Email [ isttaiteaid | frequantly biased on your selection) informing them of all the effort forms pra reviewed that day,

The possible options for selection are:
Enabled - Enable Bulk Email for Certifier
Disabled- Disable Bulk Email for Certifier

On enabling the Bulk Email feature the “Bulk Email Tasks Schedule” becomes
available. This interface is used to select the day(s) of the week and time when the
bulk email notification to the Certifier should be generated.

Bulk [Enabled v | This parameter enables or disables bulk emails to Cerifiers. If enablad cerifiers of multipls forms will only receiva 1 email per day (o less
Email frequently based on your selection) informing them of all the effort forms pre reviewed that day.
I
Bulk Email Tasks Schedule
]

No Bulk Ermas Task has been scheduled.

Sunday Monday Tuesday ‘Wednesday Thursday Friday Saturday

Input the time, HHMK, in 24 Hour Formeat. For example: enter 11 PM as 23:00
Input Time: 00000 EDT

Mote: The cumrent server time is 5/31/2018 16:01:40

(Goca S5

Recommendation: Bulking of email is recommended to limit the number of emails
Certifiers will receive from ERS. Contact MAXIMUS for best practices.

Example of Bulk Email:
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fram  ERS Pre Reviewer <ERS@maximus.com=
10 @ "Burrows Kim" =ers.maximus@omail.com=
date Tue, Mar9, 2010 at 11:05 AW
subject  These forms have been pre reviewed

Burrows, Kim,

The following effart formis) have been pre reviewsd,

Please goto hitpwebspace maximus.corm: 8 250GenericERS to cerify the effort farmis),

Employee: Burrows Kim. Pre Reviewed by Miller, Cris =ers prereviewerimaximus.com= Reporting Period: 123108.

Employee: Codae Doyle. Pre Reviewed by: Miller Cris <grs.prerevieweri@maximus.com= Reporting Period: 123108.

Employee: Codae Kathy. Pre Reviewed by: Miller Cris <ers.prereviewer@maximus.cam= Reporting Period: 123108

Example of individual email

fram  Miller,Cris =ers.prereviewer@maximus.coms=
10 @ "Codae,Doyle" =ers.maximus @omail.com=
date Tue, Mar9, 2010 at 11:14 A
subject  Effort Form is ready to Certify

Dear Codae, Doyle:

The Effort Farm far Barnett, Lk has heen Pre
Reviewed and it is ready to be cerified.

Please go to hitpihwehspace maximus.com:82800GenaricERS ta certify effart farm for

Barnett,LN for the reporting period 123108,

For more infarmation please contact your department

adrinistrator. Thankyou.,

2.2.8 Host URL

This configuration defines the URL that will be used in the ERS Auto email context
where it is represented by the <URL> tag. The value of the URL will be set by the
first login user after the ERS server is started up by default.

Host URL http:/fhep-app-dev.max

The URL defined in this parameter will be used in the ERS Auto
Email context where it is represented by URL tag

2.2.9 Update Host URL By Login

L Whether to allow the first login after server starts to update the value
nane for the Host URL parameter

Host URL

By Login

Enable
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The possible options for selection are:

Enabled - The Host URL will be set as the URL used to access the system by the first
user to login;

Disabled- CA can change the HostURL without being overwritten by first login.

2.3 Help Settings

These settings allow the Central Administrators to configure the helpdesk contact
information, make ERS related announcements etc.

Manage system-wide
announcements.

Announcements Manage
Set the email address

Helpdesk Email ‘ershelpdesk@maxim| to be displayed to
users.

Set the helpdesk

Help::;kbl;hone 1-800-ERS4YOU | phone number to be
displayed to users.
. Welcome to Effort Reporting Set the announcement
Login Page System by MAXIMUS! to all users seen on the

login page

Configures the help
menu options

2.3.1 Announcements

This feature allows the Central Administrator to post announcements on the home
page of any/ all available roles within ERS.

Manage system-wide

Announcements Manage
announcements.
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On clicking the link Manage, the Central Administrator is presented with the
following two sections:

Announcements

Current System-wide Anmduncements

CheckAll Cloac il
Displaying 2 of 2 records
o+ o e : T
OTOS20T oTnzRmT CA A total of 2 efon forms have been archived. To view detads, chick herg
08022017 DADS201T cA A total of T afint forms have been archived To view detads, chck here

-,
Create New System-wide Announcements.

Asin ALLRoles v
-
San bate 0602018
. -
Ena s 060112018

Ermer Nw Messsge.

A total of 2 fiort Sormme: hanvee Dien SPChived, To vabw OeLas, chok i
Or Select Existing Message:

2.3.1.1 Create New System-wide Announcements

Use this interface to create new announcements.
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Create New System-wide Announcements

Role: ALL Raoles v

_ .
Start Date: 06/01/2018

. iy
End Date: 06/01/2018

Enter New lessage:

A total of 2 effort forms have been archived. To view details, click here
Qr Select Existing Message:
A total of 1 effort forms have been archived. To view details, click here

Select a role from the Role drop down menu option. ALL is the default selection.
This will post an announcement on the home page for all the available roles in the
system.

Enter the Start Date and End Date to determine the duration of the announcement
on the user home page. Announcement will automatically be removed after it
reaches the End Date.

Type the new message in the Enter New Message input box OR select any
announcement from the section “Or Select Existing Message” previously defined by
the Central Administrator.

Click on the Add New button to post the announcement for the selected role(s).

Any new announcement is automatically stored in the Current table for future
selection.

2.3.1.2 Current System-wide Announcements

With the Current table, the Central Administrator can view the previous
announcements created and remove any by selecting one or multiple
announcements and clicking button Delete.
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Current Syslem.wide Announcements

Chack A Cloar A

e om0 - T

eS0T omaazmr CA A tctal of 2 affort forms have been archeved. To view detads. chck hare

Uisplaying 2 of 2 records

0R022017 08092017 CA Atotal of 1 pffort forms have boen archived To view detads. cick hor

Announcements will be presented to users based on the start and end dates
assigned during the setup. Once the announcement reaches the end date, it will no
longer be presented on the home page.

2.3.2 Helpdesk Email

This option allows the Central Administrator to configure the Institution ERS
Helpdesk email address.

Set the email address
Helpdesk Email ‘ershelpdesk@maxim‘ to be displayed to
users.

2.3.3 Helpdesk Phone Numb:

This option allows the Central Administrator to configure the Institution ERS
Helpdesk Phone Number.

Set the helpdesk
|1—8(]DLERS4YOU phone number to be
displayed to users.

Helpdesk Phone

Number

2.3.4 Login Page Message

This option allows the Central Administrator to set the announcement to all users
seen on the login page.

Welcome to Effort Reporting Set the announcement

System by MAXIMUS! to all users seen on the

login page
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This message appears on the login page as follows.

Compliant State
University
UserID Announcements
Password Welcome to Effort Reporting System by
MAXIMUS!

=
[11]
[11]
I
T
~

SECURITY: You are about to view personal information. Your information will be protected by encryption.
To continue to protect the privacy of your information, you should completely exit your browser before you
leave your computer. If you do not exit completely, the browser's caching capabilities may enable the next
person using your computer to view your personal information.

Note: This interface may not be available if the institution is using a portal for logon.

2.3.5 Help Menu

This option allows the Central Administrator to configure information provided in
the Help Toolbar by creating links to a specific URL.

Manage Configures the help
menu options

Clicking on Manage link presents the following page to the user.

System Settings
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[oMB A-21 | | |nttp:/fwww.whitehouse goviembicirculars|
INIH | ' |ttp:tiwww.nih.gov/ |
INSF | ' |ttp:iiwww.nsf.govi |
Glossary | ' iGenericERS/help/Glossary.html |

)

Enter the title and URL of the help link in the Menu Item and URL column
respectively.

To add more items, click on the Add button that will create a new blank menu item.
To submit the updates click on the Submit button.

To delete menu items, delete content under Menu Item and URL information and
click the Submit button.

Compliant State University

Management Reports (L]  Admin [E?

About ERS

- eeewen |

NIH

| ¥ : i 4
|OMB A-21 | |hnp {iwww . whitehouse. gov/on NSF
INIH | |http:.'fwww nih.gov/

| Glossary
INSF | |http:|'fwww nsf gov/ I
|Glossary | |.fGenericERSIheIpFG[ossary.hlml |

e

Note: To add a pdf or another document, the file needs to be loaded onto the
institution’s website and then linked using this interface. There is no option to
attach a file.

After submitting all the changes and updates, validate that all links are working
correctly.
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2.4 Initiation Settings

These settings must be configured before beginning of the new Initiation process.
They govern how the data flow through ERS will be handled. Example: Exclusion
Rules, 9 Over 12 etc.

— sionsetigs

Exclusion Rules Setup e Setup Exclusion Rules Per Reporting Period.

Settings related to 9 Over 12 conversion.

Effort On D d Update the EQD refresh schedule or manually run the
refresh now.
Define Certifier's Check The Certifier's Check List will be displayed on the
List Certification Form.
Critical Lists and Global Manage Critical List and define Global Release by
Release - reporting period.
Faculty Code Setup Configure which title codes are considered faculty

2.4.1 Exclusion Rules Setup

This option allows the Central Administrator to set rules in order to exclude certain
transactions from certifiable effort payroll. These rules are established by reporting
period. The exclusion rules are used to define Institutional Base Salary per the
Institution’s policy. Any transactions marked as excluded, while viewable in the
payroll drilldown as non-effort payroll, will not be part of the 100% certifiable effort
salary.

Click on link Manage followed by clicking on button Add Rule:

Exclusion Rules Setup Manage Setup Exclusion Rules Per Reporting Period.

System Settings



ERS v10.0 Central Administrator Manual

Exclusion Rules

Mo Exclusion Rule Defined.

Select ID DEF001 - Provide value for Short Description, example, Academic Rule
- Select button Add Level 1 Rule

Exclusion Rule Configuration

=} Shor Description Reference Default Rule

DEFDOY * Academ: Rule

Exclusion Rules:
0

= == = A== =< =

Motes: Lewel 1 Rule is a single condibon used o the rule; Level 2 Rule are condmions combined by AND. When "Add a Level 2 Rule”, the system will automatically provide up to 3 condibors and you can remove any unwsed AND condiion

Select the Attribute and Operator from the respective available drop down = Enter
the codes separated by commas without single quotes under Criteria.

The attributes available are the fields from the payroll table (ERSPAYROLLxxxxxx).

The following is a list of possible attributes:
acct_attrl

acct_attr2

acct_attr3

acct_attr4

acct_attr5

acct_attré

acct_attr7

appt

isn

status code

tranid
acct_attrl||acct_attr2
acct_attrl||acct_attr3
acct_attrl||acct_attr4
acct_attrl||acct_attr5
acct_attrl||acct_attré6
acct_attrl||acct_attr?7
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acct_attr2||acct_attr3
acct_attr2||acct_attr4
acct_attr2||acct_attr5
acct_attr2||acct_attr6
acct_attr2||acct_attr7
acct_attr3||acct_attr4
acct_attr3||acct_attr5
acct_attr3||acct_attré
acct_attr3||acct_attr7
acct_attr4||acct_attr5
acct_attr4||acct_attré6
acct_attr4||acct_attr7
acct_attr5||acct_attré
acct_attr5||acct_attr7
acct_attr6||acct_attr7

The following is a list of available operators:
in
notin

I=

like

not like

is null

is not null

Click on the Update button to display the SQL condition clause as shown in the
screenshot below:

Exclusion Rule Configuration

o Short Description Reference Default Rule

Nates: Level 1 Rule is a single condition used in the rule; Level 2 Rule are conditions combined by AND. When ™ Lew nditicns and you can remove any unused AND condition

Use Add Level 1 Rule to add new criteria with OR condition
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Exclusion Rule Configuration

o Short Description Reference Default Rule
DEFDOT * Academs Rule
Exclusion Rules:

where (acct_atir! in (AWC' ‘BON CAR' DPC, EMG' 'EXF 'HSE' 'PPC’ RNC' 'RTC 'SET. 'SEV' 'SLO’ 'SON' INC’ TTC' TXA' TXD' VPO’ 'WPR'

[<] Taccl_attrl v n v

DPO,EMG EXPHSE PPO,RNC RTC,SET SEV,SLO, SON INC,TTC, TXA

[~ oR |3t _anr 13 n *|

acel_amed
Lacel_atd
|acet_amd
| Bcet_amrs
Notes: Level 1 Rule i & single conditicn used in the rule, Level 2 Rule are ‘“:.i:"’; CAND When "Add 8 Level 7 Rule”. the system will sutomaticaly provide up 1o 3 cond®ions and you can remove any unused AND corition
e1_ar,
pt

Use Add Level 2 Rule to add new criteria with AND condition

Exclusion Rule Caonfiguration

[+] Short Description Reference Default Rule
DEFOOT * Academic Rule
Exclusion Rules:
where (acct_atr in CAWC' ‘BON.CAR. DPO' 'EMG. EXF". H5E' 'FPO. 'RNC_RTC' 'SET" ‘SEV' 'SLO'. 'SON_INC TTC' 'TXA" TXD'. VPO WPR
Level 2
B3 accl_atrt i n v AWC BON CAR DPO EMG EXF HSE PO RNC. RTC SET SEV.SLO.SON INC TTC. TXA
oR
e accl_altrt ] n .
= AND acct_atrt - n (3
AND act_atrt - n v

Ak m Ul 1 R | Add

Mates: Level 1 Rulo is a single condfion used in the rule; Level 2 Rule are condfians cambined by AND When "Add a Level 2 Rule®, the syssem will automaically pravide up fo 3 condiians and yau can remave any unused AND candiicn

Use delete icon to remove any condition.

Exclusion Rule Configuration

o Shomn Description Reference Default Rule
DEFDN ¥ Academic Ruba
Exclusion Rules:
whare {acct_atir! in [AWC! 'BON . CAR' 'DPO EMG, 'EXF" HSE' 'PPOL, RNC' 'RTC ‘SET" SEV' 'SLOY, "SON''INC' 'TTC TXA TXD', VPO "WPR'

= acer_amrl v n v | |AWCBON CAR,DPO EMG EXPHSE FRPO RNC RTC,SET.SEVSLO SON.INC, TTC.TXA
23
acct_anr? ¥ ke id AR
=} AND acct_atird ¥ nothke v [ZAa%

D 0

Moties: Lisved 1 Rule 15 @ singhe conditicn usest m B e, Level 7 Ruli are condilions combined by AND When “Add a Leved 2 Rule”, the system will autornatically provide up 1o 3 conditicns and you can remeve any unused AND condian

Click on the Save button to save the defined Exclusion Rule.
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Exclusion Rules

Displaying 1 of 1 records

Shant Reterence
Eait L] .4 ™ *| oetatrue ' saL &
DEFOO1 Academic Rule where (accl_allr] in [AWC, 'BON', 'CAR, 'OPOF, EME', 'EXP" HSE', PPO, 'RNC', 'RTC 'SET', 'SEV, 'SLO, 'SON 'INC', 'TTC!,

THA, TXO, VPO, WPR') or (acet_attr? e 'AKSE' and acct_attrd nat like ‘ZAA%'))

Click on the Add Rule button to associate an exclusion rule with a reporting
period(s). In the example below, 123116 was selected as the ID. Select DEF001-

Academic Rule as the Reference Default Rule

Exclusion Rule Configuration

[+ Short Deseription Reference Default Rule

12318 * | Acadermic Rule for 123118 | DEFDN - Acaderm: Rule * |

Exelusion Rules:
whee (accl_anrt m (AWS, BON, ‘CAR', TP, 'EMG, 'EXF, 'HSE' 'FPDY, RNC' 'RTC SET, "SEV_'SLO' 'SON INC', TTC, TXA, TXD', VPO, WFR') or (acct_anir2 fice "AK%%" and
acct atird not be 'ZAAS))

el Lavei 1 Level 2 Anribute Operator Griteria
= acet_atrt v in * | AWCBONCAR DPO EMG,EXPHSE PPO,RNC,RTC,SET.SEV,5LD,SON INC TTC, TXA,
OR
<} acct_atte? v e . A%
< ] AND acet_ate3 v natike v ZAA%

uie Wil o fonger reference the seiected defaul wie

Note: By Channg and saving. &

Add Rule

HNotes. Leved 1 Rule 15 8 single condibon used m the rule, Leved 2 Rule are condibons combmmed by AND. When “Add & Level 2 Rule®, the system will aulomabcally pronde up to 3 condibons: and you can remave any unused AND condiion

Click on the Save button to finish defining exclusion rule for the reporting period
123116.

Exclusion Rules

Displaying 2 of 2 records.

123116 Academic Rule for DEFDD1
123116
DEFOO1 Academic Rule where (acct_air! in (AWC, 'BON, 'CAR' 'DFCY, EMG', 'EXP', 'HSE', FPO, RNC 'RTC. 'SET, 'SEV' "SLO", 'SON., INC', TTC"

TRAA, TRAD, VPO, "WPR') or (acct_attr? ke 'AK%' and acct_aitrd not ke ‘ZAAN))

o e st b

Similarly, define exclusion rules for other reporting periods. When initiating a new
reporting period, the system requirement is to associate an exclusion rule with a
reporting period.

NOTE: If no exclusion rule is applicable for an institution, define an empty rule -
Add Rule - select available ID, say DEF001 - click on Save.

Add Rule 2 Select a reporting period and associate rule DEF001 - click on Save
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Exclusion Rules
Dizplaying 2 of 2 records
e © I T R S
123115 Acadenic Ruse for 123118 DEFOM
DEF001 Academic Rule 0
i i e ki

The excluded payroll transactions are highlighted in gray on the payroll drill down
page and recorded as Non-Effort Payroll. These transactions are not counted toward
individual’s 100% effort.

Change to| BO0-400(E xcluded ) b
S S
Account  DeptlD Fund Fund Source Function Project Expense Account  Begin Date EndDate  Pre Amount  Payroll Non-Effort Payroll  Effort Payroll  Effort Payroll %

600-400 E 600 400 1100 100 06302016 071132016 Tooo 5700.00 $700.00 5000

600-400 E 600 400 1100 1100 0710212018 071132018 -2000.0 £0.00 $0.00 $0.00

600-400 E 8O0 400 100 100 097302016 10132046 13000 51,300.00 51,300.00 50.00

SubTL £2.000.00 £2.000.00 £0.00

Nots
Transactions in Excluded are highiighted with £

Note: Validate Exclusion Rules prior to releasing effort forms to institution’s
constituents. The following SQL can be used to get a list of all the excluded
transactions.

SELECT * ERSPAYROLLXXXXXX WHERE ACCTTYPE ="E'

2.4.2 90ver12

This option allows the Central Administrator to determine whether to enable the
9over12 conversion and, if so, select the appropriate account types to be converted
from the cash to an earned basis.

g Manage Settings related to 9 Over 12 conversion.

Manage Parameters

FeEmEEValE _

90ver12 ®Y - 90ver12 calculation enabled
(Whether to enable 90ver12 conversion) (N - 90ver12 calculation disabled

Sponsored Account Type:
¥ Regular Sponsored Account ¥ Cost Share Companion Account ¥ Salary Gap Account ¥ K-Award Account
90ver12AcctType
(account types that can be applied for 80ver12 Conversion. Non-Sponsored Account Type:

¥ Regular Non Sponsored Account ¥ Departmental Cost Sharing Account # Payroll Clearing Account
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The Appointment value is used to calculate Payroll for any accounts selected for the
90ver12 Conversion. The effort payroll will be calculated as Pre Amount /
Appointment * 12. If Cost Transfers are enabled in ERS, transactions will be made
based on the earned pay and converted to cash basis for the export. Same will apply
to Retroactive Cost Transfers (RCTs).

Example:
Reporting Period: 123118 (07012016 theough 127312016}
Nams: feiliey 3 Employes I0: 13 Title: Research Asst
Sub Dept: 61360 - Intarnal Medicine Divislon: 5 Title Code: 04
Change to| All v ‘el iy WGt |
e e I
Expense Pre o et
Account Cept 0 Fund Fund Source Function Project , - SeginDawe  EndDawe Payrall le Effer Payrell Fn.!,"rell
e

21044WA05212000401 21044 W40GE12000 72700 0972018 127282018 (&i $1854 51 $000 1654 51

21044W408312000401 21044 W408812000 732700 ORZ82016 12282016 124083 51,654 51 S0.00 1,654 51

21044W406812000401 21044 W40GE12000 TA2700 07202016 12782018 124083 §1854 51 $0.00 1 654 51

21044\WA08312000401 1044 WE0SR12000 razToo ORZ82016 12282016 124083 51654 51 5000 81,654 51
SubTL. 36616804 5000 3661804 50%

A304WA0200002 TBOIST 105 23304 W402000027 ST1050101800000 732800 WEE206  NM2ATXNG 1240 88 51,654 51 8000 1,654 51

23304\W40200002TBO3ST 23304 7T S7T1050101900000 732900 WG 12787016 124063 $1654 51 $0.00 31654 51
SubTL. 53,306.02 5000 5330802 25%

23304WEIIS000S0B03STE0S0087TH00000 23304  WAEIAS000S0  ST60S0067900000 757206 107920186 1272016 1240 83 5185451 $0.00 31654 51

23304WB335000508035T605009TR00000 23304  W333500050 STE0S006TH00000 TST206 N6 12282016 1240 85 51,654 51 5000 51,654 51
SubTL 5330902 000 S33080Z  25%
Total  $1323808 5000 $1323608 100%

excee ~ | (BRI e

2.4.3 Effort on Demand

Use this option to refresh the Effort On Demand (EOD) effort forms as new payroll
transactions are added to the future effort cycle. This process should be run after
adding new payroll transactions to a future reporting period. New Effort Forms
needed as a result of the added transactions will not appear in the EOD report until
this process is run.

Effort On D d Manage Update the EOD refresh schedule or manually run the
B— refresh now.

The Effort on Demand feature allows the institution to automatically refresh the
payroll and update the effort forms for a period that has not been initiated yet. Click
on the Manage link to enable the Auto Refresh Scheduler setting.
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» Auto Refresh. Schedule the time and frequency the EQD farms will be refreshed

Sunday Manday Tuesday Wednesday Thursday Friday Saturday

Input the me, HH MM, in 24 Hour Formal. For example. enter 11 FM as 23.00
Input Tirre: 00:00 EDT

Maote: The current server timea is 6/4/2018 23:31:22
el

+ Manual Refresh
= Run the manual refresh process right now

This interface also provides an option of doing a manual refresh of the effort forms.

2.4.4 Define Certifier’'s Check List

This feature allows the Central Administrator to configure links and reminders on
the certification screen in order to assist Certifiers with the effort reporting process.

Define Certifier's Check The Certifier's Check List will be displayed on the

s Certification Form.

List

On clicking the Manage link the following page is displayed that allows inputting the
desired checklist for the Certifiers.

Define Certifier's Check List

= Chck Return to return to previous page
s Chok Edit to edit the ksl
s Chck Preview o Preview the kst that will be placed on the cerbfication form

Displaying 2 of 2 records

g e e N

#1 Certifier Checklist #1

w2 Certifier Checklist 52

Click on the Edit button to add or remove items from the Certifiers checklist.

Define Certifier's Check List

« Chek Cancel 1o discard any unsaved changes to the st

= Click Add to add mare items to the kst

+ Click Save to save changes 1o the st

« Toremove an sem from the list, clear the contents in the message and link baxes

Displaying 2 of 2 recards

e oo e : S

e Certifier Ghecklist 51

w2 Certifier Checklist 83
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To add items, click on the Add button to create a new check list item.

Define Certifier's Check List

Displaying 3 of 3 records
Sequance No. | Chack List Nem .| Link ]

L4 Cenifier Checidist #1

L Certifier Checklist 82

e Enter the item and URL in the Check List Item and Link column respectively. The
value under Link is optional. If left blank, it will just display as plain text with no
link on the checklist.

e To submit the updates click on the Save button.

e To delete menu items, delete content under Check List Item and Link columns
respectively and click the Save button.

The following is an example of the configuration and display on the certification
screen:

Define Certifier's Check List

Displaying 5 of 5 records
Ssquence No. Check List hem L Link .

# Certifier Checklist #1

Cerlifier Checkhist 42
" Spansored Programs it /e nib.gov
Remeamber Cost Shaning

[Did you repon a change in ef

D@D

Configure the following checklist items to include links and questions and click on
the Save button. It will display the following page.
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Define Certifier's Check List

+ Click REturn o returm 1o previous page
« Chck Edit 1o 2dit the kst
« Chck Preview to Freview the Bst that will be placed on the cerdication farm

Displaying 5 of & records

Sequence No. Check List fsm ® Link Ll
& Certifier Checklist #1
w2 Certher Checklist #2
53 Sponsored Progrars Hitlgs erww rht gov
24 Rermember Cost Shanng
w5 Did you report a change in effort?
O o o

Click on the View button to see a preview of the checklist that will display on the
Certification screen.

Certifier Checklist

Have you reviewed these items?

Certifier Checklist #1

Certifier Checklist #2
Sponsored Programs
Remember Cost Sharing

Did you report a change in effort?

Close Window

The following screen displays the configured check list items on the Certifier view of
the effort form.
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Certifier Checklist

Have you reviewed these items? -

Certifier Checklist #1

Certifier Checklist #2
Sponsored Programs
Remember Cost Sharing

Did you report a change in effort?

Note: To add a PDF or another document, the file needs to be loaded onto the
institution’s website and linked to from this interface. There is no option to attach a
file to the Certifiers Checklist.

2.4.5 Critical Lists and Global Release

This feature allows the Central Administrator to define the critical criteria in the
system in order to categorize the effort forms in a separate Critical List for Pre
Reviewers to review.

Critical Lists and Global Manage Cntical List and define Global Release by
Manage - .
Release reporting period.

On clicking the Manage link the Central Administrator is directed to select a
reporting period for which critical categories need to be defined.
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Critical List

Please select a Reporting Period v

Please select a Reporting Period

Reporting Pericd 063017: Ends at 06/30/2017
Reporting Period 123118: Ends at 12/31/2016
Reporting Period 123115: Ends at 12/31/2015

ERS provided by MAXIMUS, Inc. ®

Upon selection of the reporting period, the system provides a list of criteria’s to
select from.

Critical List

Reporting Period 123116: Ends at 12/31/2016 -

The following criteria are available; if selected, the system will identify the effort form for Pre
Reviewer under Critical List:

K-Award

The effort form has a K-Award account (account type = K).
Salary Cap

The effort form is subject to or is over the Salary Cap.
Clearing Accounts

The effort form has non-zero payroll for suspensefclearing/control salary account.
Commitment

The effort form has payroll below commitment on sponsored accounts (Only applicable if
Commitment information provided in CEMAWARD table).

Date the Forms were released for Certification: 037222017

-
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1. K-Award - The effort form will be marked as critical if it has a K-Award
account (account type = K) or the K-award account is less than 75% upon
completion of pre review.

Important Note: Upon completion of pre review the system performs a
check if the adjusted payroll for the K-award account is less than 75% and
displays the following warning message on “Proceed”.

Pre Review Effort Form Errors and/or Warnings

Your input on the Pre Review Form caused the following error({s) and/or warning(s) displayed below.
Error(s) require the user to return back to the form and correct by clicking Correct Errors and/or
Warnings below. Warnings may be corrected or you may click Continue for warnings that need not be
corrected.

Warning Should be Actual
Total payroll of K-Award and sub-k should be no less than 75% no less than 75% 70%
Account ID: 55110-300-201001-022740-0000-1000 Mo less than 0%
The adjusted payroll for the Account should not below the commitment by more 56.25%
than 25%

2. Salary Cap - The effort form will be marked as critical if it is subject to or is
over the Salary Cap.

3. Clearing Accounts - The effort form will be marked as critical if it has non-
zero payroll for suspense/ clearing/ control salary account (account type =
Q).

4. Commitment - The effort form will be marked as critical if it has adjusted
payroll below commitment on sponsored accounts by 25% (Only applicable if
Commitment information provided in CEMAWARD table).

Configuration Note: Besides the standard critical criteria mentioned above, ERS
allows institutions to define up to four types of customized critical criteria via SQL
statement from backend configuration. Once defined, any effort forms that meet the
criteria will be marked as critical. Please contact MAXIMUS for details.

The Pre Reviewer will have the forms that fall under the predefined Critical
categories separated from non-critical forms for easy access. Any effort form
meeting the selected criteria will be distinguished in a separate column on the Pre
Reviewer’s Status/MY TO DO box.
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— My Status / To Do

Current | Prior(s)

Pending Critical 5 10
Pre Review

Pending Non-Critical 5 4]

Pending 0 0
Post Review

Pending Certification I 0
CT Approve Pending 1 0

A standard report Critical Review Status is available under Reporting = Critical
Review section.

Critical Review

+ (Crtical Review Status Report

Similar to Comprehensive Status Report this report is divided into 4 sections based
on the effort form status and only lists the effort forms that meet the pre-defined
critical criteria.
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Critical Review Status (123118)
W arm Buescing Fre v B

An added feature related to the Critical List is the ability to schedule the release of
non-critical effort forms to the Certifier if Pre Review has not been completed. This
feature can be turned on/off by a configuration. The Central Administrator enters
the date in the input box when all non Pre Reviewed effort forms should be released
to Certifiers.

Scheduled Date to Release Form for Certification
MMgdyyyy). L]

Note: Any effort form that meets the defined critical condition will not be released
to the Certifier and will remain listed under Pending Pre Review/Critical column in
the Status / MY TO DO box for the Pre Reviewer.

2.4.6 Faculty Code Setup

This interface establishes title codes for faculty positions who are required to certify
their own effort forms, per the Institution’s policy. Previously the faculty title codes
could only be updated through a backend change done by MAXIMUS.

Faculty Code Setup Manage Configure which tl}ﬁ;ﬁﬁs% are considered

Clicking on the Manage link presents the interface to configure the title codes for
faculty restriction.
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- Faculty Code Setup - Faculty Code Assignment Changes
Thes conbguralion establebes itk codes for tstully posdions. Facully posibons
are requined to carify thesr own affort forms. Uip to 1,000 tithe codes can ba Thee afe curtently no people wilh assignment viokations relating Lo the facully lillecode Salfings:
soloctod
Title Codes Selected Title Codes
001001 - PROF ORAL & MAX - 23 - Professor

001002 - PROFESSOR
003261 - Extension Assoc Pro) | o #dd=> ]

003888 - Professor

004481 - Professor -
004606 - Extonsion Assistant | | (- g )
005106

006020 - MASTER TEACHER << Remove ALL
006621 - Professor

01 - Assistant Membar -

When adding or removing title codes from the list the system will alert the user if
any assignment changes need to be done as a result of this change.

This configuration establishes lile codes for faculty posibions. Facully posdions
are requined to cerlify their own effort forms. Up to 1,000 tle codes can be The peopla balow afa in violation of the currant faculty ttlecods settings They are assigned as faculty
sobctod mwsmbers but are nol assigned as thay own ceriier. No changes wall be made Lo the assignments of
he forms by applying changes here. Ploase updato the assighmonts for these people through the
assignments module. Contact MAXIMUS for further assestance

Current Sattngs Mot Saved
Employee |d | Employee Name = Tile Code = Current Assignment
9990705 Humma, J 100021 Codas,

Title Codes Selected Title Codes s Dayie

10000% - Research Spec - 100021 - Asst Professor

100018 - Assoc Professor T 23 - Professor

100022 - Professor L—J

100066 - Resaarch Assistant | rr——

1001 - ADMINISTRATOR

77 - Admin rr—— )

BEE999 - Administrator )

ADMIN - D Coords | | == Remove ALL |

CA - Central Administrator

Fmolowae - Fronlmne.

-

Note also that if a title code has already been selected as eligible for line item
certification ERS will not allow that code to be selected as faculty title code.

10.160.64.28:8202 says

This code is currently selected as eligible for PI Line Item and is not

Assignment changes may be required if faculty are required to certify their own
effort form, per the institutional policy. Assigning a new title code to the list of
faculty codes means that Certifiers might need to be updated.

eligible to be a faculty code.
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2.5 Cost Transfers

ERS allows institutions to transact Cost Transfers and provides various related
configurations.

cont o ]

This parameter defines the time period starting from the
begin date of the reporting period until the date a cost
transfer is defined in terms of days. If a cost transfer is
defined beyond that period, then the ERS user should

pravide an explanation along with the cost transfer

Cost
Transfer |3 5 |

Disallow cost transfer on inactive account.
IManage Cost Transfer Configuration

Additional
Input Cost Transfer may optionally require an additional input
Field For IManage
field
Cost
Transfer
Initiate CT Enable or disable the Initiate CT feature in Pre/Post

Review process.

This parameter only affect the system when Initiate CT

URL to - : feature is enabled. It can be full URL to link to the
Stdyta |nitiateCTMsgjsp | system to initate CT, or the ERS JSP page with
instructions to the user, or empty.

This parameter only affect the system when Initiate CT
Initiate CT feature is enabled and the URL is the JSP page within
Message To make a Cost Transf _ERS system. What defined here will be the message

displayed on the ERS JSP page after user click button to
initiate CT.

2.5.1 Cost Transfer Grace Period

This configuration allows the CA to define the number of days starting from
reporting period begin date to define a cost transfer without the need to provide a
late reason.
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This parameter defines the time period starting from the
begin date of the reporting period until the date a cost
35 transfer is defined in terms of days. If a cost transfer is
defined beyond that period, then the ERS user should
provide an explanation along with the cost transfer

Note: This configuration is only applicable if cost transfers can be processed in ERS
and uses default Cost Transfer Mode.

The number of days specified in this configuration should align with institution’s
Cost Transfer policy.

2.5.2 Account Filter

This parameter specifies whether cost transfer can be transacted on inactive
accounts that have been added to the effort form.

Note: This configuration is only applicable if cost transfers are allowed to be
identified in ERS.

Enable v Disallow cost transfer on inactive account.

The possible options for selection are:
Disable - Can make cost transfers to the inactive account.
Enable - Cannot make cost transfers to the inactive account.

Example screenshot when Account Filter is enabled.
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Pre Review Effort Form Errors and/or Warnings

Your input on the Pre Review Form caused the following error(s) and/or warning(s) displayed below.
Error(s) require the user to return back to the form and correct by clicking Correct Errors and/or
Warnings below. Warnings may be corrected or you may click Continue for warnings that need not be

corrected.
Error Shauld Actual
be
The cost transfer transaction is not allowed for 16010-20010 since it is either Inactive or $0.00 $2000
Terminated

Note:
The system identifies the account status by referencing the value in the field
STATUS in table ERSCHARTACCTS where I means Inactive and A means Active.

The system only checks for cost transfer transacted on an inactive account that was
added using the Add Account process in Pre Review. This validation does not apply
to inactive account that is already part of the effort form.

2.5.3 Cost Transfer Mode

This option allows the Central Administrator to establish the Cost Transfer
configurations.

Cost
Transfer Manage Cost Transfer Configuration
Mode

Clicking Manage link presents the following screen depending on the Cost Transfer
Mode selected:

Manage Cost Transfer Configurations
'
p— T
Cost Transfer Mode NIA
Grace Period Length, 35 Days
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OR

Manage Cost Transfer Configurations

Cost Transfer Mode GanericCT
Lookup Tabie ERSCTLOOKUP
Header Text for Notes Justhicabon For Transler
Aftachmant Enabisd
Grace Penod o0 Days
Grace Penod Compare Date Pay Date

Require Justicabon Per Pay Penod that i3 over Grace Penod? No
Require to Answer guesbons?
[ - " | s
Cout Translar Approual Level 2 by Audi GA Approver
Cost Transler Pending Status Threshold 0Days

Pencing CT Notficaton Schedule

o e
Account Number accountd accountd
Natural Atcount atct_atted acct_ated ki

Acct At acet_amteS acct_atteS

Acct Attrés acct_amtrt acct_attets

1) Why was this expense onginally charged 1o he account from which it & now being transferred?
2) Why should this charge be transfemmed 1o the proposed recenang account?
3) Why is the cost transfer being requested more than 90 caléndar days from when ihe onginal transacton was posted in the Unnersty's general ledger?

4) What acbon wil be taken to ehminate the future need for cost transders of this type? |3 this achon being taken?

JE—]

Cost Transfer Mode - displays the mode of cost transfer used by the system.

0 Default mode N/A: The cost transfer is defined on the form level only and
will not provide an option to distribute the amount across pay periods;

O GenericCT mode: The cost transfer is defined on the form level and to pay
period level as well. Only this CT Mode allows for more configurations
below.

Lookup Table - the table used for attributes lookup when adding an account to
the cost transfer.

Header text for Notes - the label for the text area that is used for explanations.
Attachment - specifies whether the user will be able to attach files to the cost
transfer.

Grace Period - the number of days that is used to determine whether the cost
transfer is delinquent.

Grace Period Compare Date - option to use the Pay Date, or the last Day of the
Month, to determine whether the cost transfer is over the grace period
Require Justification per Pay Period that is over Grace Period? - If required,
justification needs to be entered per pay period that exceeds the Grace Period as
well as the general justification for the cost transfer.
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e Require Answer Questions? - If required, the user must provide a response to
specific questions as cost transfer justification. Note, if enabled, the responses
provided by the user are not validated.

e Cost Transfer Approval - specifies cost transfer approval process.

e (Cost Transfer Pending Status Threshold - if the cost transfer remains Pending
in the system longer than the threshold defined, then the cost transfer is
considered delinquent. Depending upon the Cost Transfer Approval mode, the
Central Administrator may have an option to schedule the reminder notifications
to the corresponding approver(s) for delinquent cost transfers.

e Pending CT Notification Schedule - If scheduled, the reminder notification
schedule will be listed here.

e Columns - This section displays various payroll fields used on the Cost Transfer
Define and summary screens.

¢ Questions - If configured to answer questions as justification, this section
displays the pre-defined questions for user to answer when transacting cost
transfer.

e There are more configurations and controls defined in the Cost Transfer
configuration file, such as the rule used to define approval process and the
assignment availability. Only some of the selected attributes are displayed for
informational purpose. Clicking on “GenericCT” link will allow the CA to
download the actual configuration file and email it to MAXIMUS if change of
configuration is needed.

Configuration Note: The cost transfer mode and cost transfer approval
configuration are available via back-end. Contact ERSHelpDesk@maximus.com for
details or any updates.

2.5.4 Additional Input Field for Cost Transfer

This option permits the inclusion of an optional field when defining cost transfers,
which may be required to process cost transfers. It only works with the default
CTMode.

. Cost Transfer may optionally require an additional input
IManage field

Clicking on the Manage link allows configuring additional attribute.
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Manage ERS Parameters

CTAttr1Required O Yes
® No
CTAr1DispeyName

If CTAttr1Required is set to Yes, the field CTAttr1DisplayName will be displayed on
the Cost Transfer screen, and the Pre/Post Reviewer will need to provide it after
transacting Cost Transfers.

Define Cost Transfer
Raparting Pariod 123116

Cost Transfer I
Cost Transfer ID to be assigned: PRE-1628852490401-00
Accounl Amount
AGES0-25650 University Funds §-860.00
E2060-63850 CERAMIDE SIGNALING S660.00
Total 50.00

Please enter valid Begin Date and End Date for the above Cost Transfer(s). Please note (hat the End Date has to be pnos 1o the end of Reporting Penod. Click Submit to
subsmil this cosl transler, or Cancel (o retum to Pre Review Effort Form. To create manual ransachons, click Manual Trans.

(CostlmnslerPeied | |
Begin Date

(mmiddlyy)

End Date

(mmiddiyy)

Prowvide

Beason

Pasitian
Code

Note: This configuration is only available if cost transfer process is enabled in ERS.
The entry will not be validated in ERS; however, the user will not be able to proceed
until a value is entered.

2.6 Effort Form Setup

These configurations allow the Central Administrator to determine the layout of the
effort form.
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E For Fom e E—

Setup tables/columns used for account drilldown display on

Account Drilldown Setup Manage ffort form
Payroll Drilidown Setup Manage Setup columns used for pafg;g]ll drilldewn display on effort
View Payroll Allow payroll to be viewed in certify mode.
Payroll Drilldown Ignore the transactions that are out of the reporting period on
Transactions Options the Payroll Drilldown page.
Payroll Drilldown Sorting Sets the account sorting options for the Payroll Drilldown
Options page.
Payroll Dl[?lls[;g:n Default Sets the default display osgzlmes for the Payroll Drilldown
Effort E Layout Manage This parameter defines certfzill;-:ayom features on the effort
This option determines how the read-only feature is
Enable Cost Sharing Allow Cost Sharing on effort forms.
Enable Cost Transfer Allow Cost Transfers on effort forms.
Salary Cap Management Manage This option will manage Salary Cap related parameter.
Select special conditions in which accounts can be hidden
Managg AR

2.6.1 Account Drilldown Setup

This option allows the Central Administrator to configure what account details
should be made available on the effort form. Click on the Manage link to select
which table should be considered as the primary source of display when presenting
account information on the account drilldown.

A nt Drilld Setup Manage Setup tables/columns usgf?;orfoa;;oum drilldown display on

The Account Drilldown Configuration page will look for an account in each table
Enabled on this screen in the order specified under Display Priority.
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Account Drilldown Configuration

When 2 user selects an account on an effort form the account drilldown page will look for the selected account in the tables that are enabled below in the ascending order of the priority. If it finds
the account it will display the columns as configured under the ‘Cenfigure Columns' options. To configure the columns, click on Edit button for each table. Click Apply button to apply the
changes

T S
-

@ CEMAWARD ® Yes A
No L
@ ERSCHARTACCTS ® Yes =5
No L
-

If the above configuration is used, the system will first search for an account in table
CEMAWARD, and if not found, it will search in table ERSCHARTACCTS, if not found
in ERSCHARTACCTS table it will display “Record Not Found” when any user drills
down on the account hyperlink on the effort form.

Clicking @ displays the following screen to allow the CA to select and specify the
order in which the columns will be listed for the end user. CA can also change the
column name displayed.

Account Drilldown Configuration for ERSCHARTACCTS Table

ay haader of Return ta return 10 the prevous Fage
Displaying 16 of 16 records
i Colume Hams + Dispiay As + “

” ACCOUNT Account X U

2 EFFDT EMective Date = UQ
2 ACCT_ATTR1 ACCT_ATTR1 3 GQ
i ACCT_ATTRZ ACCT_ATTR2 4 UQ
= ACCT_ATTR3 ACCT ATTRI 5 GQ
- A ATTRA ACCT_ATTRA 6 QQ
e Stais f ]9
- Descrptian s 00
o DESCRSHORT Shon Descriptian 9 (#]7]
- DIRECT_CHARGE Drect Charge w UQ
= - Company n GQ
2 Division 2 ¥]%)
" Account Type " wa
- Arinbute 5 (free) L] QQ
= ACCT_ATTRG 15 W] 7]
- ACCT_ATTRT ACCT_ATTR? 5 U

RS | O

Any column can be included/excluded by selecting or unselecting the checkbox
available next to each column.

The position of each column can be defined by using the Up G or Down a button.

The column names may be edited to display titles more in line with institution’s
conventions. The Display As text has a 20 character limit.

Click the Apply button to apply the changes, or the Return button to cancel changes

and return to the previous screen.
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Once the changes have been made, review an effort form to ensure that the drill down is
presenting the information correctly in the desired order.

2.6.2 Payroll Drilldown Setup

This option allows the CA to configure the columns to be displayed on the drill down
when a payroll amount or total payroll link on the effort form is selected.

Payroll Drilld: Set Setup col d fo Il drilld displ ffort
p Manage etup columns use rpa?gr:;:] rilldown display on &

The Manage link will make columns available for the configuration from the table
ERSPAYROLLxxxxxx.

Payroil Drilidown By Transaction View Configuration

st . poien || wem ]
Accats E

- Dept iD “

. fons Wy
5 Fung Sours 3 [#]7]
. Functon [7]¥]
. Proect co
2 g Expénse Account & ¥]%)
@ BEGDATE Begn Dale 7 7%}
@ ENODATE End Date o QQ
2 PREAMOUNT Pres Ampunt 9 ¥]%)

ACCT_ATTRT
APPT Aopt
ACCT_ATTRB Fund B
ACCT_ATTR11 EARN CODE
FARNING DESCR

Pusung Date

TYPE

Any column can be included/excluded by selecting or unselecting the checkbox
available next to each column.

The position of each column can be defined by using the Up Q or Down Q button.

The column names may be edited to display titles more in line with institution’s
conventions. The Display As text has a 20 character limit.

Click Apply to apply the changes, or Return to cancel any changes and return to the
previous screen.

This configuration is applicable only for the Payroll Drilldown View by Transaction.
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Note: The position of PRE AMOUNT field is fixed and, if selected to be displayed, will
always be listed before AMOUNT, NON-EFF, EFFAMT and PERCENT fields

Configuration Note: If the institution already has the PRE AMOUNT column

configured to display, the CA should take the following steps for reconfiguration.

e UNCHECK the checkbox next to the PRE AMOUNT column and click the APPLY
button to delete this column.

e Scroll down to the Unselected Columns and CHECK the checkbox next to the PRE
AMOUNT column and click the APPLY button to re-add it. The column will
automatically be re-added with a FIXED, non-configurable position and the
subtotals and totals will now be displayed on the payroll drilldowns.

Click on the link to configure the Payroll Drilldown by Month View.

Switch to Payroll Drilldown By Month VWiew Configuration

This configuration provides a selection of dates from the payroll table that will be
used to summarize payroll by month. The default system selection is ENDDATE:

Payroll Drilldown By Month View Configuration

Switch to Payroll Drilldown By Transaction View Configuration
Please select which date from ERSPAYROLLX XX XXX is to be used to summarize the payroll by month.
7 BEGDATE
O] ENDDATE
DTCHARGEHITS
DTCHARGEAFFECTS

The following is an example of the payroll drilldown by month view configured using
ENDDATE vs. DTCHARGEAFFECTS:
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e .

Aeeount Dent D Fund Fued Source Fusstion  Traject Expense Account PBagin Date End Date Pre Amcmsnl Paprell Hon-Effort Fayrcil Effurt Payres Effcet Parall %
HOE Lo 215 E-H] 1100 I anaTs amznie (L] w0000 sares 8571
MR 25 an 100 L] TR aTIINE 2000 5o el 50
PUL S 24180 2 o o oTNADIE I0NHE 000 550000 mm 50000
211502932 Mm% M2 100 "oy T8 DAN2018 107657 $1.07647 000 5107657
02002 80 a2 noo 1oa QUG oa0atE L] WO 00 #0000
e e sz 00 noo caman w0 w000 40000 108 3400 00
LHEELLH mm ] oo 1o BaN4RIE a0 &00n 380000 0 20000
merm m e "noo ey CH0TE 1NIE ekl R W 0000
sz 2150 2 100 0] A0N4TE 10B0001E e 50000 sam 50000
211502332 me mae 100 oo 102018 132018 2000 6000 s000 $60000
e e a2 "o oo et ZH208 w00 260010 sa00 560000
S e E ] noo w100 o 12nwane w000 0000 1000 380000
STy s 32 e nog Tenazane E0Ens 8000 3600100 5200 260000

SebTL TR “I e %

Group By Enddate
e I
sceount Juty August September Oember Hovember December Ageoum Total
3 - 1 - 1 - 1 - 1 - 1 - £ -
2802392 18704 [ Ty By 120000 aTen $1.20000 I0a% 5120000 1a80% 120000 0 amn "~
Group By DtChargeaffects
e N
Accoust duty August Seplember ctober November Dacember Ascount Total
¥ b 5 hd 5 b 5 b ¥ b ¥ % % %
1502092 FrErR 2% sa00 o% .20000 0% s130000 1080% 120000 8o sa00 [ sTeMn [

2.6.3 View Payroll

This parameter allows enabling and disabling of viewing the payroll transactions in
the Certify mode as well as accessing Pre Preview Details button.

View Payroll Allow payroll to be viewed in certify mode.

The possible options for selection are:
Enable - Payroll drill down link and Pre Review Details are available on the effort
form in Certify mode. Example:

Certify

Mame: Bamett LN @ Employee ID: 182702227 Title: Research fAsst

Sub Dept: 61570 - Infectious Dissase Division: SG - iImmunology Title Code: 04

Reporting Period: 123116 (07-01-2016 through 12-31-2016)

Commitment Accounts Description Payroll % Cost Sharing % Total % Certified Effort %
- Sponsored Accounts

G8% G1570-636580 BONE MARRO
0% G2050-10080 CELL BASIS
Sponsored Subtotal % 96% 96%

Non-Sponsored Accounts

B1570-57650 THE AUBREY

Non-Sponsored Subtotal

£2 Add Account
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Disable - Payroll drill down link and Pre Review Details button are not available on
the effort form in Certify mode. Example:

Certify

Hame: Bamatt LN @ Employee ID: 182702222 Title: Research Asst

Sub Dept: 61570 - Infectious Disease Division: SC - Immunology Title Code: 04

(@)

Commitment & Accounts Description Payroll % Cost Sharing % Total % Gertified Effort %
E1570-63690 BONE MARRO 0% 96% B s
62050-10280 GELL BASIS : 0% 0% B o

o% 96% 96%
% % B 4=
0% 4% %

£ Add Account

2.6.4 Payroll Drilldown Transactions Options

This parameter defines the range of the payroll transactions displayed on the
payroll drill down page.

Payroll Drilldown Ignore the transactions that are out of the reporting period on

the Payroll Drilldown page.

Transactions Options

The possible options for selection are:
Enable - Ignores the transactions that are out of the reporting period on the payroll
drill down page.

Disable - Displays all the payroll transactions as included in the payroll table
regardless if outside of the respective reporting period.

A sample payroll for reporting period ending on 01/28/2017.

ACCOUNTID ENDDATE
137452222 23304WA33500050B035T6050087900000 5 2016-10-29 00:00:00.0 2016-11-27 00:00:00.0
137452222 23304AWA02000027BOAST 1050101900000 -1 2016-10-29 00:00.00.0 2016-11-27 00:00:00.0
137452222 21044W409812000A01 M 2016-09-29 00:00:00.0 2016-12-28 00:00:00.0
13rA53IE 21044W409812000401 N 2016-08-29 00:00:00.0 2016-12-28 00:00:00.0
137452222 21044W40931 2000401 N 2016-09-29 00:00.00.0 2016-12-28 00:00:00.0
137452222 21044W408812000A01 M 2016-09-29 00:00-00.0 2016-12-28 00:00:00.0
137452222 23304W40200002 7 BO3ST 1050101800000 ] 2017-01-01 00:00:00.0 2017-01-28 00:00:00.0
137452222 23304WE33500050B03576050067900000 S 2017-01-01 00:00:00.0 2017-01-268 00:00:00.0
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The following is an example screenshot if this configuration is disabled.

SRRy e ﬁ

Biibisi Pre Hon- Effart

Account DeptID Fund Fund Source Function Project Begin Date  End Date Payroll Effort Effort Payroll Payroll

Account Amount
Payroll %

21044W40921 2000401 21044 WADBB12000 732700 09292018 122872016 124088  S165451 S000  S165451
21044W409512000401 21044 W40RB12000 732700 09/292016 12202016 124060  $1,65451 $000  $1654.3
21044W409812000A01 21044 WADOB12000 732700 00202016 12282016 124088  $165451 S000  §1654.51
21044WA05E 12000401 21044 Wa09812000 73zT00 092W2016 1X282016 1240 88 £1,654 51 2000 51,654 51

SubTL:  S661804 SO00  SBEIB04  50%
23304W402000027B03571050101900000 23304  W402000027  S71050101900000 732000 102902016 1127/2016 124088 $165451 $000  $165451

| 23304W402000027BOISTI0S0101900000 23304 W402000027  ST1050101200000 732000 012017 0282017 124088 5165451 S000 5165451

f SubTL:  $330002 S000  $330002  2%%

23304WE33500050803576050087900000 23304 Wa3A3500050  STEOS0087200000 757206 10292016 1272016 124088 $165451 3000  S165451

’23304W8335D00503035?305m0?900000 23304 WB33AS00050  STGOS006TS00000 757206 010172007 01202017 124088 $165451 $000  $1654.51
SubTL: $330602 S000 5330602 2 25%

Total: $1323608 3000 S1323608 100%

The following is an example if this configuration is enabled.

ey I

Account Dept 1D Fund Fund Source  Function Frmg:ti';::::: BeginDate  End Date Mp::ml Payroll Ejit“ i:f:” PEﬂy:E:II
21044WW40981 2000401 21044 WADSB12000 732100 00202016 12262015 124088 $165451 000  $165451
21044W409812000A01 21044 W409812000 732700 DU792016 121282013 124088 S165451 S000 5165451
21044WA08812000401 21044 WADSH12000 732700 OUZOR016 12202013 124088  $165451 S000  $165451
21044W4098 12000401 21044 V402812000 Tazroo O92H2016 1212872015 124088 §1.654.51 S0.00 $1,654.51
SubTL'  SG61804 5000 S$661804  66%

23304W402000027B03571050101900000 23304 WAD2000027  S71050101900000 732900 0202016 12T 124088 S165451 8000 $185451
SubTL:  $165451 $000 3165451 17%

23304WE33500050803576050087900000 23304 WE3IS00050  STE0S0087900000 757208 10202018 192772019 124088 S$185451 S000 §1.854.51
SubTL:  $165451 35000 S1654.51 1%
Tolal: $9.927.06 5000 S092708 100%

2.6.5 Payroll Drilldown Sorting Options

This parameter is applicable for the configuration of “Payroll Drilldown View by
Transaction” and defines if the accounts displayed should be sorted by Account Type
or Account ID.

e Account D - Sets the account sorting options for the Payroll Drilldown page.

Options

The possible options for selection are:

Account ID - Sort accounts by Account ID in ascending order.
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61350-63600 61390 63890 1100 100 117302016 121132018 2T $2271.10 50.00 £2271.10
61390-63600 61390 63690 1100 1100 12/14/2016  12/30/2016 274 $2.271.10 $0.00 $2271.10
SubTL $24,962 10 $16222  $2481908 18%
61300-63690E | 61300 63620 1100 1100 103172016 111132016 22714 $2,2711.10 $2271.10 $0.00
SubTL $2.271.10 $2.271.10 50,00
6157063690 61570 63690 100 1100 06/302016  OTMI2016 24000 $2,400.00 $171.43 $2,220.57
61570-63690 61570 63600 1100 1100 07142016 073002016 24000 $2,400.00 50.00 $2,400.00
B1570-63690 61570 63600 1100 1100 0X302016 10132016 3385072 $3365072 000  $3365072
SubTL:  $38,458.72 $171.43  $3828820 28%

Account Type - Sort accounts by account type in order of Sponsored, Non-
Sponsored, Clearing and Excluded account type. Within each account type section,
accounts are ordered by Account ID in ascending order.

61300-05160 61300 5180 1100 100 M/3E02016 1213206 779.08 $770.08 $0.00 $770.08
61390-05160 61300 5160 100 1100 121472016 123002016 779.08 $779.08 $0.00 $779.08
SubTL: $39,491.18 $171.43 §39.319.75 29%
B00-400 E GO0 400 1100 1100 06/30/2016 0713206 700.0 $700.00 $700.00 $0,00
600-400 E 600 400 1100 1100 07/02/2016  O7/132016  -2000.0 50.00 £0.00 £0.00
600-400 E 600 400 1100 1100 093002016 10132016 13000 $1,300 00 $1,300.00 $0.00
SubTL: $2,000,00 $2,000.00 $0.00
61300-63600E 61300 63620 1100 1100 10312016 117132016 22711 £22711.10 £2271.10 £0.00
SubTl §2271.10 §2.271.10 $0.00
830-350E 830 350 1100 1100 ERN GSW 1073172016 11132016 500.0 $500.00 $500.00 $0.00
SubTL £520.00 $500.00 $0.00
Total  $141,01662 §545163 5135504 99 100%

2.6.6 Payroll Drill Down Default Display

This parameter defines the payroll drill down default display from the payroll link
on the effort form.

Payroll Drill Down Sets the default display options for

By Transaction v the Payroll Drilldown page.

Default Display

There are two options to select from:
e By Transaction
e By Month

The following is a screenshot of the payroll drill down view if the By Transaction
option is selected, which is the default system setting:
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Payroll Details By Transaction
Reporting Period: 123116 (07/01/2016 theough 1273172016)
Nama: Codas Kathy Empiloyss I0: 111032732 Titla: Riasaareh Assceists
Sub Dept: 61570 - Infec ous Disease Divisdon: SC - Immunclogy Title Code: 01
Change 1o Al v
Account Dept 1D Fund Fund Source  Function Project  Expense Account Begin Date End Date Pre Amount Payroll Non-Effort Payroll Effont Peyroll  Effort Payroll %

'snsmusw 61510 &reLn "o 10 D06 aTnazme e80T LT S17363 S1E07 13 [
61570-57650 61570 57650 100 100 OTH&2016 07302016 259615 $3.46153 $000 5346153

B15T0-47650 GIST0 &7E4D N e onIR0E 08N 320N 125807 51130 16 3000 FARE-E]

6157057650 1570 STE50 1 100 Lal s 087302016 125608 173077 wow FARE

BISTOLT650 GIST0 &M ne neo oaTENE DIV 1038 46 3138261 $000 5138461

G1570-57650 61570 ST650 Rl 1w TR0 08292016 25961 §M615 Moo SHE1S

B1STO-5T650 1570 &Tesn o 1o [ orit ARG [ ] ssaaor soo0 pcraliy

€1570-57650 1570 TEE0 1w 1e 10142016 1302016 €323 §82307 s s

BIETO-57650 51570 e nes e 0206 MINEDS 6523 FE207 o Fnar

E1570-57650 61570 stes0 e 100 M6 12a016 6923 582307 000 Sax307

BISTO-ETE50 Lt ATeE0 o] e MENE 12206 6523 92307 000 sor

E1570-57650 61570 sTes0 104 100 122016 12302016 6523 saa307 000 st

SupTl s1Es00 e LLEER L 1%

E15T0-63650 61570 63850 108 100 0630016 OTH32016 1T 15 5156153 st40 11 s1Ena

8157053650 1570 83850 1100 100 aTazE 00206 9288 SETE.52 000 #Tea2

E1570-63660 61570 £3850 100 100 TG 08132016 453263 $6576.51 000 855765

The following is an example of the payroll drill down view if the By Month option is
selected:

Payroll Details By Month

Reporting Period: 123115 (37/01/2006 through 1231,

Name: Codae Kathy Employee ID: 711002222 Tithe: Fesoarch Assocate
Sub Dept: 61570 - infections Disease Divisdon: 3C - Immunciogy Titte Code: 01

Change 1 (Al

Account Suly August December Account Total
3 * 5 * 3 * 5 * 3 * 5 * 3 *
6157057650 §5,065 65 67.88% 53,061 53 08% $1.73076 60.00% 184804 a21% $1846.14 ans $185 14 B154% §15,798 37 “H%
6157063630 5238 M 1% §$13.15382 T3T% $1.153.84 40.00% 525345 5T8% 5253345 57.89% $1.15384 38.45% $2293674 59%
Totaks By Month STAGT.00 100% $16,615.35 100% 52834 60 100% 543859 100% 33459 100% 52,9958 100% 6N 100%
Account July August Seplember Ocicber Hovembar December Account Totsl
5 % 5 L] 5 % $ % 5 % 5 % 5 »
G1570-5T650 $12363 4588% 5000 0% 000 0% 000 % S0 0% 5000 0% $IEY  aTw
GIETOE3680 $10n £312% 5000 0% $000 % s000 O% s000 0% 5000 0% S0 BN
Totals By Month 526114 00% 5000 0% 5000 % s000 0% oo 0% 5000 % 374 100%
Gaand Total S1I30.04 $16.615.25 52.004.60 5430459 $4.384.55 5299998 35585

e+ (DR

Regardless of the default view selected the user will have an option to toggle
between the two views by clicking either Detail By Month or Detail By Transaction.
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2.6.7 Effort Form Layout

This parameter enables or disables the ability to flag or assign Sub -K accounts that
are associated with the K-award.

This parameter defines certain layout

R e Manage features on the effort form

The Manage link presents the following option for effort form layout.

Manage Parameters

P.L:::' i _

* Enable flagging of "sub-k".
Frowvide the user with the option of ientfying “sub-k™ accounts retated to the K-Award, Effort form will be flagged as having a “K-Award™ Any sponsored account (other than the K-Award)

dentified on the affor form can be agged as the “sub-k. If commitment mformation is available, ERS will valdate whether total effon atsociated with the K-Award and any seleclad "sub-k”
Sub-K match the specfiod commitment. “Sub-k” can be identified sither in Pre Review or Cenlify modes.

selecton
Disable flagging of “sub-k".
Effort form will be flagged as having a K-Award”, however, the user will not be abile to identify any accounts related to the K-Award

) iad

Any sponsored account (other than the K-award) identified on the effort form can
be flagged as the “Sub-K”. Enable flagging of “sub-k” will flag the effort form as
having K-award and will allow identifying any sponsored account as Sub-K.

This Effort Form has a K-Award. The K-Award is identified by =" . To identify Accounts related with K-Award, please check the checkbox next to
the Account description.

Reporting Period: 123116 (07-01-2016 through 12-31-2016)

Commitment © Payroll Cost Sharing
Sponsored Accounts
§148822 5% T PHS KOZHLDS111111-6 s000 0% $000 0%  §148822 5%
s2163000 70% (9 posllobn201001-022740 PHS KOZHLOS111/1-5 STOD166 23% S000 0% S$2873055  03%
55110-200-201001-022740- . !
75% soo0 ow (3 Saies0 PHS KDZHLOS111/1-5 S000 0% 5000 0% s0o0 0%
T6% §23,126.11 T6% Sponsored Subtotal $7,00166 23% 5000 0%  S30.216.77 98%
Pre Review
Pre Review Certified  Post Review Post Review

Commitment Planned Payroll Accounts Description Cost Transfer shc::;u Pre Review Effort Cost Transfer Cost Sharing Total
A1.4 v 5 1 0,00 $0.00 $1,466.22 $1,486.22 50.00 $0.00 $1.486.:22
— : PHS KOZHLOS1111/1-5 o 0% 5% 5% 0% % 59
£21.6328% 0 $5110-300-201001-022740- S7,001 85 $000  S287I055  SIBTINSS §0.00 2000 £28.73055
e oo PHS KOZHLO91111/1-5 e s o e o s v
8000 42 5 - 0,00 0,00 50,00 0,00 S0.00 0,00 S0000
Lo B 0% 0000-1000 PHS KOZHLOOTI-S [ 0% 0% [ % 0% %
! $23,126.11 $7,091.66 $0.00  $3021677  $30216.77 $0.00 $0.00  $30,21677
R 5% Sponsored Subtotal 0% 0% 98% 98% 0% 0% 8%

System Settings



ERSv10.0 Central Administrator Manual

2.6.8 Read-only Forms

This option makes “read only” versions of effort forms available so that DC or SubDC
can review effort forms associated with individuals that are assigned to another
department or sub department, but whose charges occur to accounts in the user’s
department.

This option determines how the read-
Read-only Forms |AII Accounts v | only feature is configured in Pre
Review

Note: If this option is to be used, the COMPANY field on ERSCHARTACCTS table
must be updated with the department/sub department owning the account.

The possible options for selection are:

e Sponsored Only - the user will only be able to see payroll details associated with
the sponsored account(s) that belong to the user’s domain.

= cretrom s

20% Complete Total 1 out of 5 forms Complete

1 pending Pre Review
3 pending Certification
Reporting Period 0 pending Post Review
123116 3 from Prior Periods

Total 3 forms outside home
= department(s).

s
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Reporting Period: 123116 (07-01-2016 through 12-31-2016)

Sponsored Accounts

0% 524,819.88 8% @ 6139063600 GENE PROJ D00 0% $0.00 0% £24,810,88 18%
0% 5§30 208,29 2% B1570-63890 BONE MARRO D00 0% S0.00 0% $38,78820 28%
D £22.142 41 16% G20650-10280 CELL BASIS S0.00 0% 5000 0% §22,142 41 18%
$3,090.55 m D 50350-10280 CELL BASIS COST SHAR S0.00 0% $3,300 55 3%

0% $88,641.13 Sponsored Subtotal 5000 0% 50.00 0% $88,641.13
5763411 8% 211502332 CELLULAR | S0.00 0% $0.00 0% §7.634.11 6%
5391875 2%% 61390-05160 MED GENERA 5000 0% 5000 0% $39,310.75 20%

Non-Sponsored Subtotal 5000 0% $0.00 0%

e All Accounts - The user will be able to see payroll details associated with all
accounts on the effort form.

Reporting Period: 123116 (07-01-2016 through 12-31-2016)

Commitment & Accounts Description Cost Transfer Cost Sharing
- Sponsored Accounts
[} 524 819 68 18% o 61380-63650 GENE PROJ S0.00 0% S0.00 0% 524 51988 18%
[V} $36.286.29 5% E1570-63650 BONE MARRO S0.00 0% S0.00 0% §38 20829 20%
% 522 14241 16% B2050-10280 CELL BASIS S0.00 0% s000 0% §22142.41 16%
£3,300.55 3% @ S0350-10280 CELL BASIS COST SHAR 000 0% §3,390.55 3%
[ $88,641.13 Sponsored Subtotal $0.00 0% $0.00 0% 588,641.13 BE%
&7 6311 [ CELLULAR | 5000 0% 5000 0% 763411 &%
536,316 75 Tat - 61380-05160 MED GENERA 5000 0% s000 0% §39.319.75 20%
Mon-Sponsored Subtotal $0.00 0% $0.00 0% $46,953.86 6%

e Disabled- If Read Only Forms is disabled the user will not see any Read-only
Effort Forms.

If the institution practices multi-disciplinary activities, enabling this option will
allow departments to review comments made to their accounts even if the
individuals are assigned to other departments.
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20% Complete Total 1 out of 5 forms Complete

1 pending Pre Review
3 pending Certification
Reporting Period 0 pending Post Review
123116 3 from Prior Periods

|

2.6.9 Enable Cost Sharing

This parameter defines whether cost sharing entries are allowed on the effort form,
on the memorandum basis.

Enable Cost Sharing Allow Cost Sharing on effort forms.

The possible options for selection are:
Enable - User can document cost sharing on Effort Form - Pre/Post Review
Disable - Cost sharing column is disabled

Institutions that establish Companion Cost Sharing account for each sponsored
account that incurs cost sharing should not be using the Cost Sharing column.

Example of an effort form with configuration of disabled cost sharing column

Reporting Perlod: 123116 {07-01-2016 through 12-31-2016)

Commitment ©
Sponsored Accounts
D010-145-3621 NIH GRANT
0751-370-T413 DANE COUNTY
Sponsored Subtotal
Non-Sponsored Accounts

5118867 ; 010-300-2571 University Funds . ’ $1.186 67

$1,166.67 Non-Sponsored Subtotal A $1,166.67

m System Settings



ERSv10.0 Central Administrator Manual

2.6.10 Enable Cost Transfer

This parameter defines whether cost transfer can be transacted in ERS.

En_:_::lnes;:et:st Allow Cost Transfers on effort forms.

The possible values for selection are:

Enable - User can transact Cost Transfers

Disable - Cost Transfers cannot be transacted in ERS on Effort Forms - Pre/Post
Review

Institutions should contact MAXIMUS if they wish to remove the Cost Transfer
column completely.

Example of an effort form with configuration of Cost Transfer disabled.
Reporting Period: 123116 {07-01-2016 through 12-31-2016)

Cost Sharing

110-145-3621 MIH GRANT $1,333.33
OF01-370-T413 DANE COUNTY .| o, S500 00

‘Sponsored Subtotal X $1,833.33

51.186.67 300-2571 University Funds

5$1,166.67 Non-Sponsored Subtotal

2.6.11 Salary Cap Management

2.6.11.1 Salary Cap Management

This option allows the Central Administrator to specify how alerts are presented
when ERS encounters an effort form with an account/project that is subject to the
Salary CAP.

Salary Cap Manage This option will manage Salary Cap
Management Aanage related parameter.
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Manage Salary Cap Maode

Parameter
M Usage Options
Salary Cap  1-Compare the annualized payroll with the salary cap defined in ERSSALARYCAP table and place an alet 25 long 35 thest is 3 sponsored account on the fam (mespective of the agency)
Mode

2. Compare the annualized payroll with the salary cap defined in ERSSALARYCAP table anly if an agency code is found on the form and the agency is specified in the CEMAWARD table

P

@ - Compare the total payroll charged with the salary cap defined in ERSSALARYCAF table only # an agency code 5 found on the form and the agency is specified in the CEMAWARD table. The
user 15 prasentad with the dataied indormaton perainng 1o 8 sponsared secount identdad as potenbally over the cap

4 - Flag any effort farms dor which there are accounts subject 1o fhe Salary CAP. mespective of the pay amount The agency and the CAP amount needs to be specified in the ERSSALARYCAP
table and must match an entry in the CEMAWARD table The user is presented with the annual and monihly CAP mformation

Title Code Definc specific ik cade or comma delimited kst of ke codes that arc subject ta the CAP alerts. M nothing is defincd, the Salary Gap warning wil be applicd ta any qualificd form

Mote: This opton only sppbes for Salary Cap mode 4

Cost Share Dusplay Cost Share column on the Salary Cap Cakculaton Detaits. _Y

Note: This option caly applies for Salary Cap mades 2 and 3

Salary Cap  The Salary Cap Worksheet Template can be downdoaded by the ERS user Unlcad New
Workshest

o] o)

Salary Cap Modes are only applicable to Pre Review.

Option 1 will alert the Pre Reviewer when the individual’s annualized payroll
amount exceeds the Salary CAP defined, if there is a sponsored account listed on the
effort form. This option is recommended if the institution does not maintain specific
agencies that require a cap and need a way to flag those effort forms that are over
specific dollar amount. ERSSALARYCAP table needs to be updated to reflect the
Salary CAP amount for the reporting period.

The following alert is placed at the top of the Pre Review Form:

( This Effort Form is potentially over Salary Cap. Please review. )

The following details are presented to the Pre Reviewer:

Salary Cap
Reporting Period: 123116 (07/01/2016 through 1/312018)
Name: Codas Doyle Employes ID: 167982222 Titde: i
Sub Dept: 61380 - Internal Medicine Divislon: 5C - Immunology Title Code: 07
Displaying 1 of 1 records
Account . Agency & Agency Name s "I Y. ® | Annuatized Salary .
61380-63680
6130063600 NIH MIH £185,100.00 £271,160.98

Option 2 will alert the Pre Reviewer when the individual’s annualized payroll for
accounts whose agency is subject to the CAP exceeds the CAP amount specified.
ERSSALARYCAP and CEMAWARD tables need to be updated to ensure the Salary
CAP amount for all desired agencies are updated. The Pre Reviewer will be able to
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view the Salary CAP details associated with the sponsored account; a CAP icon will
be placed next to the account imposed by the CAP.

The following alert is placed at the top of the Pre Review Form:

This form contains an award(s) with a sponsor imposed salary cap that have been indicated by e below. To see the details related to all cap-
imposed Accounts, click here.

The following details are presented to the Pre Reviewer:

Salary Cap

Reporting Period: 123118 (07/01/2016 through 12/31/2016)

Name: Codae Doyle Employee ID: 167082222 Tide: F1
Sub Dept: 61380 . Internal Medicine Division: SC - iImmunoiogy Tide Code: 02
Displaying 1 of 1 records
Account & Agency & Agency Name L] ¥ Cap * Annualized Salary *
Amount
61390-63650 NIH NIH $185,100,00 $271.188 98

Option 3 is similar to Option 2, with the exception that more detailed information is
presented to the Pre Reviewer to assist with reviewing and correctly processing
effort forms that are over the CAP.

The following alert is placed at the top of the Pre Review Form:

This form contains an award(s) with a sponsor imposed salary cap that have been indicated by 0 below. To see the details related to all cap-
imposed Accounts, click here.

The following details are presented to the Pre Reviewer:

Salary Cap

Reporting Period; 123116 (07/01/2016 through 12/31/2016)

Mame: Codae Doyle Employes ID: 167982227 Titke: PI
Sub Dapt: 61300 - Internal Medicine Divisien: 5C - Immunclagy Tithe Code: 02

Disglaying 1 of 1 records

61380-63660 NIH NIH £185,100.00 5271,186.93 £16.656.00 52431088 18% 55,160.88 8%

* Maximum allowed to charge b5 calculated with assumption that the payroll has not been adjusted for the CAP. If payroll has already been adjusted for the CAP, this amount may not be applicable
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Option 4 will flag any effort form with effort associated with an account with agency
codes listed in the ERSSALARYCAP table irrespective of the individual’s salary
amount. The Pre Reviewer is presented with the annualized Salary CAP amount as
well as the Monthly Rate of the Salary CAP. Both CEMAWARD and ERSSALARYCAP
tables need to be updated with the Salary CAP information and Agency subject to
the CAP information. The CA can further define which forms are flagged with the
Salary CAP alert by using specific title codes when selecting Option 4.

The following alert is placed at the top of the Pre Review Form:

' ™

L This form contains an award(s) subject to a sponsor imposed salary cap. To view salary cap rates, click here. )

The following details are presented to the Pre Reviewer:

Salary Cap

Reporting Period; 123116 (07/01/2016 through 12312016)

Name: Codae Doyle Employee ID: 187982222 Title: FI

Sub Dept: 61350 - Internal Medicine Division: SC - Immunology Title Code: 02

Displaying 1 of 1 records

613080.63650 NIH NIH 5185,100.00 51542500

Details for Options 2 and 3 also allow for display of Cost Sharing information, such
that ERS can suggest how much Cost Sharing the Pre Reviewer should identify to
ensure the effort form complies with the Salary CAP requirements.

If enabled, the user will be presented with the following:

Reporting Peried: 123116 (07/01/2016 through 12/312016)

MName: Codae Dovle Employwe ID: 1 Title: Pl

Sub Dept: 61380 - Internal Medicine Division: SC - Immunclogy Title Code: 02

Displaying 1 of 1 records

.
61390-83600 NIH NIH %185 100 00 $2311,18958 $52 550 00 $24 81984 18% (] 336810 65 2%

* The casl shanng needs 1o be kentiied 1o ensure comphance with he Salary CAP regulations and to keep charges the same

An option is provided for institutions to load their institution-specific Salary Cap
Worksheet to allow administrators to download the file, update the necessary
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information and determine how to correctly review the effort form that is subject to
the CAP. This process is only available to Pre Reviewers.

Critical List will be used to identify effort forms that are subject to the CAP. User can
access critical list via Status / My To Do box.

Manage Salary Cap Mode

Paramuter u ot
| |

Salary Cap 1 - Compare the annualized payroll with the salary cap defined in ERSSALARYCAP table and place an alert as long 3s there is a sponsored account on the form (imespeciive of the agency) 1

Mode .
2 - Compare the annualized payroll with the salary cap defined in ERSSALARYCAP tabile only i an agency code i found on the form and the agency is spésified in the CEMAWARD table - j
3 - Comnpare the total payroll chared waith the salary cap defined in ERSSALARYCAP table only i an agency code i found on the form and the agency is specified in the CEMAWARD table. The 4
user is presented with the detailed information pertaining 1o a spansored account identiSied as potentialy over the cap
4 - Flag any effort forms for which there are accounts subjgect 10 the Salary CAF, irespective of the pay amount. The agency and the CAF amount needs to be specfied in the ERSSALARYCAP
table and must malch an entry n the CEMAWARD table. The user s presanted with the anrual and monthly CAP sformation:

Titie Code Define specific tile code or comma delemeted bst of tile codes that are subiect to the GAF alerts. If nothing s defined. the Salary Cap waming will be appbed 10 any qualified form.
Nole: This option anly apglies for Salary Cap mode 4

Cost Share  Display Cost Share column on the Salary Cap Caleulation Details oy

N

Mate: This opfion only applies for Salary Cap modes 2 and 3

Salary Cap  The Salary Cap Workshee! Template can be dowriloaded by the ERS user
Worksheat  » C_SalaryCap_\Worksheet xiex

(T | Y

ERS allows the institution to supply a customized Salary Cap Worksheet, usually an
Excel spreadsheet, to help the pre reviewer define adjustments on the Effort Form.
The CA can upload the worksheet via Salary Cap management option.

The Pre Reviewer can download the Salary Cap Worksheet from the Effort Form:

This form contains an award(s) with a sponsor imposed salary cap that have been indicated by 6 below. To see the details related to all cap-
imposed Accounts, click here.
To download Salary Cap worksheet, click here.

Note: Worksheet will not include any information pertaining to an effort report that the
user is viewing. It will just be a template for the Pre Reviewer to review and update with the
information pertaining to the effort form.

Instead of using the Salary Cap Template, ERS can be configured to use the “Inline
Salary Cap worksheet” that is embedded with particular effort form.
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Manage Salary Cap Made

Parameter I Ot
Salary Cap 1 - Compare the annualited payroll with the salary cap defined in ERSSALARYCAF table and place an alert as long as there is & sponsored account on the form (irespective of the agency). 1
Mads

2 - Compare the annualzed payrall with the satary cap defined in ERSSALARYCAP table only f an agency code & lound on the form and the agency (s specified in the CEMAWARD table z §
4

3 - Compare the tatal payroll charged with the salary cap defined in ERSSALARYCAP table only f an agency code is found on the form and the agency is specified in the CEMAWARD table
The wier is presenied with the detailed information pertaining 1o a sponsoned account idertified as potentally over the cap

4 Flag any effort forms for which there are accounts subject 1o the Salary AP, imespectve of the pay amount Tmmvmu\e GAP amount needs 1o be specified in the
RESALARYCAP table and must mateh an entry in the CEMAWARD table The ussr s pressntad weh the annual and monthiy CAP ifarmation

Title Code Define specific titk code of comma deimited list of e codes that are subject 10 the CAP alents. If nothing is defined, the Salary Cap warning will be apphied 1o any qualified form
Nate: Thes option only appbes for Salary Cap mode 4

Cost Share Dhaplay Cost Share calumn on the Salary Cap Calculation Details =y
Nate: This option anly apples for Salary Cap modes 2and 3

Inline Salary ERS will calculate the Salary Cap. .y
Cap Worksheet

i el

The Pre Reviewer will see the link to the Inline Salary Cap Worksheet on the Effort
Form that is subject to the Salary Cap:

This form contains an award(s) with a sponsor imposed salary cap that have been indicated by e below. To access and complete Salary Cap w
Worksheet, Go To Worksheet.

Following the “Go To Worksheet” link, ERS will bring up the worksheet with the
information pertaining to the Effort Form:

University
porting Period: 123116 (07/0172016 - 1231/2018)
Narme: Codae Duyle Employes D 167080222 T P
SubDept §1350 Division: SC Title Code: 02

SALARY CAP WORKSHEET PRE REVIEW

| AnnuslSalaryCap | RS Caetsind hamit
Updated el iy Lo Payroll Charged et Calculsied Coci Talary Cap Riscorded
Auardod Plarraiata i il uma..nc Pr.RnImIFum a5 Cost Share

Spenscred Accounts
§1300. ,",;.ﬁqo NI NIH $185.10000 |5 /185100.0 1% 18 % 17078 12% 524 51088 16% I £.7.048.10 a% £7.748 10 &% I
B1570-8360 %

L NiH % B % $38,288 20 % $33.788 20 %% $000 0% S000

NSF NIH 16% 116 » s214241 16% snaa 1% $000 s $000 [
¥ 3 * $3,390 55 L $3,39055 % $000 0% $0.00 %
Total Sponsored Accounts 5% 86% $80,893.03 % $88,841.13 8% §7.74810 &% §7.748.10 8%
Hon-Sponsored Accounts.

010012332 O % §7.748.10 6% $0.00 0% §7.74810 % §-7,748.10
21150.2350 B% 8 % 783N 6% 78N % o %
§1320-05160 &% B * $30,31875 % $W10T75 2% $0.00 % $0.00 %
Total Non-Sponsored Accounts % % §84.701.96 4% $45,583.86 8% §7.748.10 8% 774810 8%
Grand Total 100% £125,50458  100% §13589499  100% $0.00 0% £0.00 0%

[ e s v o i

The Pre Reviewer can change the “Awarded Amount” and enter “Effort Expended”
for each account. The worksheet will then calculate any Cost Sharing and Cost
Transfer needed for the accounts based on the information entered. The Pre
Reviewer can click on “Apply” to apply the changes to the effort form.
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Contact MAXIMUS to discuss Best Practices related to Salary Cap Management.

2.6.12 Viewable Accounts

This option allows the Central Administrator to define special conditions in which
accounts with a total effort of $0.00 or a Commitment of 0% can be hidden on the
effort form.

Select special conditions in which
Manage accounts can be hidden from an effort
form.

Manage Parameters

m T

Hide Areount if the Effort Amount is $0

¥ Hide Account if Commitment on the Account i 0%

Note: Accounts will always be displayed if any one of the following criteria are met:
- There is non $0 effort amount on the account.

- The account is a companion cost sharing account.

- The account was added by a pre reviewer or certifier.

- There is a cost transfer or cost sharing on the account.

- There is certified effort on the account.

2.7 RCT Settings

This option sets parameters for incoming retroactive cost transfers and their impact
on existing effort forms.
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RCT
Tolerance

Max
Forms
Log

Mot Prorated v

RCT Settings

Percentage threshold within which the RCT process
determines the RCT Impact. Example, 1% Tolerance
value indicates that the RCT impact will be determined
within a 1% range.

The prefix of the payroll transaction ID that indicates that
the cost transfer originated in ERS via Cost Transfer
Process during Pre or Post Review.

The number of years of prior effort forms for which RCT
can be applied. For example, if 2 years is selected, and
the RCT is dated more than 2 years old, it will not be
applied.

The number of effort forms for which the RCT can be
applied at one time. If -1 is entered, all RCT-impacted
forms will be processed at one time.

The number of days the RCT summary is saved on the
hard disk of the server. Enter positive integers only. The
default value is 7.

Select if RCT transactions are prorated based on overlap
with reporting period or Not prorated and only based on
end date of transactions.

Use reporting period defined in ERSPAYROLLRCT to
place RCT transactions. If disabled, ERS places RCT in
the correct reporting period based on transaction dates.

Refer Chapter Retroactive Cost Transfer (RCT) for details.
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2.8 Quick Settings
- aseng

Allow CA to edit payroll for effort forms not
certified.

Allow Department Coordinator (DC) to change

DC Rights Sub Department Coordinator (SubDC)
assignments.
Archive Dropped Effort Archive Effort Forms when dropped.

Enable Post Review. This enables the
Enable Post Review Module Certifier to change effort and adds the option
to assign Post Reviewers in assignments.

Pre Review Control Perform checking on clearing suspend

Salary/Suspense/Payroll account when the employee is assigned with
Clearing Accounts Account No Pre Reviewer.

2.8.1 Edit Payroll

This parameter defines if the Central Administrator can edit the effort payroll
amount.

Allow CA to edit payroll for effort forms not
certified.

The possible options for selection are:

Enable - Allows editing effort payroll amount (default value).
Disable - Does not allow editing effort payroll amount.

If Edit Payroll is enabled, the interface to edit the payroll will be available under the
Data Management - Manage ERS Tables.

Note: The system only allows editing the payroll transactions for an uncertified
effort form.
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2.8.2 DCRights
This parameter controls the Department Coordinator (DC) ability to change a Sub

Department Coordinator (SubDC) and modify the SubDC's rights through the
Assignments module.

Allow Department Coordinator (DC) to change
DC Rights Enable ¥ Sub Department Coordinator (SubDC)
assignments.

The possible options for selection are:

Enable - DC can change/modify Sub DC rights and assignments

You have following options to adjust current Sub Department Assignments. Please select an appropriate option to continue:
Change SubDC / Update SubDC Rights For 52060.
Change Sub Department Pre Reviewer For 52060
Change Sub Department Post Reviewer For 52080

Disable - DC cannot alter Sub DC parameters

You have following options to adjust current Sub Department Assignments. Please select an appropriate option to continue:

Change Sub Department Pre Reviewer For 52060.
Change Sub Department Post Reviewer For 52060.

2.8.3 Archive Dropped Effort

This option allows the Central Administrator to maintain an audit trail of all the
effort forms that were dropped by the CA.

Archive Dropped Effort Disable v Archive Effort Forms when dropped.

For details refer Chapter on Archiving, section Archiving Effort Forms dropped by
the Central Administrator.

2.8.4 Enable Post Review Module

This parameter enables Post Review in the system. If Post Review is disabled:

o The Certifier is not allowed to make changes to the effort form or add an
account to the form. Any changes to the Effort percentages would need to be
done in Pre Review.

e There won'’t be options for DC to change sub dept Post Reviewer, or to
change individual’s post reviewer, through assignment module.
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Enable Post Review. This enables the
Enable Post Review Module Certifier to change effort and adds the option
fo assign Post Reviewers in assignments.

Example of an effort form where Post Review is enabled:

Certify
Name: Bamatt LN @ Employee ID: 182702227 Title: Research Asst
Sub Dapt: B1570 - Infectious Disease Division: SC - immunalogy Title Code: 04
Commitment O Ascounts Description Payroll % Cost Sharing % Total % Certified Effors %
- Sponsored Accounts
% B1570-63680 BONE MARRO .6%
Sponsored Subtotal %
B15T0-STRED THE AUBREY % %
Non-Sponsored Subtotal %
£ Add Account

Example of an effort form where Post Review is disabled:

Certify
Name: Barnei LN @ Employee ID: 182702222 Title: Ressarch Asst
Sub Dept: 61570 - Infectious Disease Divislon: 5C - Immunclogy Title Code: 04
=
e
Commitmaent O Aounts Description Payrall % Cost Sharing % Tatal % Carmified Effert %
- Sponsored Accounts
63% G15T0-53690 BONE MARRD 6%
Spensored Subtatal 6% o
E18T0.8T680 THE AUBREY A% 0% %
Mon-$ponsored Subtotal 4% 0% 4%

Any changes that need to be reflected on an effort form will need to be done by the
Pre Reviewer.

2.8.5 Pre Review Control Salary/ Suspense/ Payroll Clearing Accounts
Account

This parameter defines whether ERS should perform a check of effort forms with
clearing or suspense accounts when the user assigns a ‘No Pre Review’ option in the

Assignments module.
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Pre Review Control Perform checking on clearing suspend

Salary/Suspense/Payroll account when the employee is assigned with
Clearing Accounts Account No Pre Reviewer.

The possible options for selection are:
Enable - Perform Check (default system setting)
Disable - Do not perform Check

If enabled ERS will perform a check in the Assignment module where ERS will not
allow the user to change the Pre Review assignment of an individual with an effort
form containing Payroll Cleaning/Suspense/Control Salary account to No Pre
Review.

Change Individual Assignments

You have selected No Pre Reviewer to be the Pre Reviewer for following employees:

I S

Jungbluth,John4 61390

1 Employee(s) can not be assigned with No Pre Reviewer because of the Control Salary/Suspense/Payroll Clearing Accounts in the uncompleted Effort Form(s).

To select another employee, click Back

2.9 PILine Item

These settings allow the Central Administrator to enable and configure the PI line
item certification feature. For details refer to appendix - Line Item Certification.

E P i e B

Pl Line ltem
Setup

Configure which effort forms are eligible for Pl Line
Item Certification

Account
Threshold

DC Assignment Allow a DC the nght to change assignment on Pl
Line Item forms.
DC Enable Allow a DC the right to enable/ disable Pl Line

IManage
2

| Sets the minimum number of accounts on the form
to be eligible for PI Line ltem.
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2.9.1 PILine Item Setup

This option configures the eligibility criteria for the line item effort forms.

Pl Line Item
Setup

Configure which effort forms are eligible for Pl Line

Manage ltem Certification

All title codes except the title codes specified as faculty codes, are displayed as
eligible. CA can use the add button to select which title codes are eligible for line
item certification. If any effort forms are assigned as line item but are not using an
eligible title code, they will be displayed on the right.

Individual employees may also be added by listing their empid.

T T

Thera are cumently no paopile in violaban of the cument P Ling (lem ebgibility settings

Title Codes Selected Title Codes
001001 - PROF ORAL & MAX . 01 - Assistant Member

001002 - PROFESSOR ; 24 - Commissioner

003261 - Extension Assoc. P | e B892 156 Butler

003583 - Prafessar add A > | [28-Sice Kick
Title 004481 - Professo L Ahe 157 Super Hero

0
ension ASsant | |z jamoee 28 - Lab Assistant

005106 - Research Assaciate 9 - ASSOCIATE PROFESSOF
008020 - MASTER TEACHER << Ramnwe AL

0065621 - Professor

010038 - JUNIOR RESEARCH =

Codes 004206 -

Emﬁ;:TH 167954444 182702222, 101032222 192702222

a Updale

Note: Through this interface CA needs to select eligible title codes. To make all title
codes eligible EXCEPT a certain list, contact MAXIMUS for a backend update.

2.9.2 Account Threshold

This option allows the CA to define the minimum number of sponsored accounts
required in order to make the effort form eligible for line item certification.

Account Sets the minimum number of accounts on the form
Threshold to be eligible for Pl Line ltem.
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2.9.3 DC Assignment Rights

This configuration allows DC to change assignments on PI line Item forms.

DC Assignment Allow a DC the right to change assignment on Pl
Rights Line Item forms.

The possible options for selection are:
Enable - Allows DC to change the Account Certifiers.
Disable - Does not allow DC to change the Account Certifiers.

2.9.4 DCEnable Rights

This configuration defines if the Department Coordinator or Sub Department
Coordinator is allowed to enable or disable line item effort form.

DC Enable Allow a DC the right to enable/ disable Pl Line
Item on a form.

Rights

The possible options for selection are:
Enable - Allow DC/SubDC to enable the line item on the effort form
Disable - Does not allow DC/SubDC to enable line item on the effort form

2.10 Over and Above

These settings allow the Central Administrator to enable and configure over and
above feature on the effort form.

T

Over and Above Enable the Over and Above feature

Over and Above |20 | Maximum percent of over and above
Threshold allowed
Over and Above Rules Manage N

System Settings



ERSv10.0 Central Administrator Manual

2.10.1 Over and Above

This configuration specifies if Over and Above accounts are used on the Effort Form.

Over and Above Enable the Over and Above feature

The possible options for selection are:

Enable - The over and above account(s) display feature on the effort form is
available.

Disable - The over and above account(s) display feature on the effort form is not
available.

Note: Contact MAXIMUS for more details on this feature.

2.10.2 Over and Above Threshold

Institutions can use this configuration to set maximum percentage allowed as Over
and Above.

Over and Above |20 | Maximum percent of over and above
Threshold allowed

(133 e =N

e I

Commitment Payrall Accounts Description Cost Transfer Cost Sharing Total$  Total%

= Spomsora ccons I

i3 524 81088 we @ a8 GEME PROJ s000 0% s000 0% 52481683 18%

% 438 208 29 2% S157059660 BONE MARRO $000 0% $000 0% $38.28820 20

[ s2214241 7% 6205010280 CELL BASIS 000 0% s000 0% $22.142 41 1%

53,3055 % @ 5035010080 CELL BASIS COST SHAR 3000 0% $3,30055 %

0% £88,841.13 8% Sponsored Subtotal $0.00 0% s000 0% $88,841.13 a8%

. R

sLeaan &% 211502332 CELLULAR | s000 0% s000 0% §7.834.11 %

§7.63411 % Mon-Sponsored Subtotal s0.00  o% s0.00 0% §7.834.01 21

I R o R == 0 = R s s M
£ Add Azcount

- ol

Payroll Accounts Description
SIR4BLIE 2% 61300-05160 MED GENERA
$30491.18  29% Total Over and Above
N . B
5| | Sava | Proceed
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During the Pre Review of an effort form if the sum of all Over and Above percentages
exceeds the specified threshold ERS will generate the following error message:

Pre Review Effort Form Errors and/or Warnings

Your input on the Pre Review Form caused the following error(s) and/or warning(s) displayed below.
Error(s) require the user to return back to the form and correct by clicking Carrect Errors and/or
Warnings below. Warnings may be corrected or you may click Continue for warnings that need not be

corrected.
Error Should be Actual
Over and Above percentage is above the specified university limit. Less than 20% 29.12%

—

2.10.3 Over and Above Rules

This option allows the Central Administrator to set rules to identify over and above
accounts on the effort form. These rules are established by reporting period
(xxxxxx) in the respective payroll table (ERSPAYROLLxxxxxx).

Over and Above Rules Manage Setup Over and Above Rules Per
Reporting Period

Click on the Manage link to setup the Over and Above rule. The interface to setup the
rules is same as setting up the exclusion rules. Refer section Initiation Settings =2
Exclusion Rules Setup for details on using the interface to setup the rules.
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2.11 Maintenance

aerce I

Download M Download server logs for system maintenance and/or
NManage .
Logs troubleshooting

Refresh the Certifier Assignments if changes to the CEMAWARD
Refresh table are not currently reflected in the assignments for Pl Line Item
Certifiers.

This parameter contains information about the ERS reporting

Manage periods, and it is refreshed every time when the ErsPeriods table
updated.
e Refresh Refresh the customizable Effort Form Header.
Header
Refresh JNDI RGN Refresh JNDI settings in the database.

2.11.1 Download Logs

Use this option to download server logs for system maintenance and/or
troubleshooting.

Download M Download server logs for system maintenance and/or
anage h
Logs troubleshooting

On clicking Manage the following screen is presented.
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Collapse All | Expand All
H-ArchiveLogger

? CemDataRefreshLog
CTAttachmentRelocate
ErslmportLog

T ErsRefreshOrglog

& Init

T_ maximus_wf10_8202-stderr
T_ maximus_wf10_8202-stdout
T maximus_wf10_8252-stderr
? maximus_wf10_8252-stdout
FRCT

T_ ReminderLogger

il server

+
T
+
T

+

Under each category/subcategory, the log entries are sorted alphabetically, with the
latest entry shown last.

The only exceptions are the first entry in server log (server.log) and user log
(user.log). They are displayed at the top under their respective category.
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Collapse All | Expand All
B-ArchiveLogger

E"CemDataRefreshLog
: :""com.mms_cem.CemDataRefreshLog 1507236474072 log

"CTAtlachmentRelocate
"ErslmponLog
"ErsRefreshDrgLog
E--lnit

~ initlog.0
init.log.0.1

IgUIk

"mammus_wﬁ 0 _8202-stderr

"maximus_wﬁ 0 _8202-stdout

"maximus_wﬁ 0 _8252-stderr

"maximus_wﬁ 0 _8252-stdout

BRCT

. BAutoProcess

! :"“AU'LOPI"DCBSSUH’IITIEIW 1528252664013 . xml

"ManuaIF'rocess
et
"ReminderLogger

Hrserver
"ser\.fice
Euser
5--sewer Euser
- -serverlog ~userlog
“serverlog.2017-02-10 ~userlog 2017-02-28
~serverlog 2017-02-12 ~userlog.2017-03-16
-serverlog.2017-02-16 ~userlog.2017-03-21
-serverlog.2017-02-18 userlog.2017-04-21
~serverlog.2017-02-21 ~userlog,2017-05-02
~serverlog.2017-02-22 userlog.2017-05-05
--server log.2017-02-23 -userlog,2017-05-10
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2.11.2 Certifier Assignments

This option should be used to refresh the Certifier Assignments, if changes to the
CEMAWARD table are not currently reflected in the assignments for PI Line Item
Certifiers.

Refresh the Certifier Assignments if changes to the CEMAWARD
Refresh table are not currently reflected in the assignments for Pl Line ltem
Certifiers.

Certifier

Assignments

Note: This parameter is only applicable when the PI Line Item functionality is
enabled.

2.11.3 ERS Reporting Periods

This configuration defines various reporting periods initiated in ERS. The list of
reporting periods is refreshed every time the table ERSPERIODS is updated. This
information is used primarily for troubleshooting.

ERS This parameter contains information about the ERS reporting
Reporting Manage periods, and it is refreshed every time when the ErsPeriods table
Periods updated.

2.11.4 Effort Form Header

Use this option to refresh the header information displayed on the effort form after
any configuration update is performed.

Effort Form

Head Refresh Refresh the customizable Effort Form Header.

2.11.5 Refresh JNDI

Use this option to reload the current configurations from the database if a setting
was changed through a SQL. Any setting that was updated through “System
Settings” does not require this step.

i IV Refresh Refresh JNDI settings in the database.
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3 Data Management

The Data Management menu option allows the Central Administrator to access or
modify data through specific tables, run queries, import or export data, perform
user’s data and organizational hierarchy data refresh and view Data validation
reports. This feature is available to the Central Administrator under Admin menu
option.

Admin @

System Settings
Data Management
User{;zanagement
Initiation
Exceptions
Archive Data

RCT

CT Approval

Seven different options with respective descriptions are available. The user can
access specific system functionalities by selecting a descriptive link.

Data Management
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— Data Management

® [lanage ERS Tables

Update, add, retrieve, or delete data with this easy-to-use table interface.
® Batch Update with SQL

Use SOL to view multiple records or make batch updates.
® |mport Data

Load data from flat files or set schedules for auto importing data from flat files.
® Export Data

Export data from ERS tables into flat files.
® |sers Table Refresh

Add new users and modify existing users using data from the ERSUSERSTEMP table.
® Organization Hierarchy Refresh

Set up the job scheduler to update Sub Department, Department, and Division information and apply the
new arganization hierarchy to employee profile and effort forms.

® [ata Validation Reports

Walidation reports on all ERS tables.

3.1 Manage ERS Tables

This interface allows the CA to access, add and modify source or configuration data,
one record at a time. On selecting Manage ERS Tables menu option, links to various
source tables are presented. Each table name provides a link to that table; to access
a table, select the specific link.

Recommendation: This functionality is recommended for making specific, minor,
modifications to data within the system without having to import or refresh data.

Data Management
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Manage ERS Tables

Click on a Table name to view, update, enter, or delete the data:
- Employees

« Department Temp

» Department

« Sub Department Temp
+ Sub Department

« Division Temp

» Division

» Chart of Accounts

« Awards

» To edit Payroll Amount, go to Edit Payroll

The following lists the common functionality for each available link:

¢ On accessing any table the system will display the primary key field(s) of the
selected table as the search criteria for retrieving a record.

Note: The primary key of a relational table uniquely identifies each record in
the table. It can be a normal attribute that is guaranteed to be unique such as
Employee ID in a table with no more than one record per person.

Primary keys may consist of a single attribute or multiple attributes in
combination.

Example:
Employees is a link to records in ERSUSERS table and the primary key of this
table is the Employee ID.

Search Table: Employees

Please enter input in the following field(s) and click on Retrieve. If your input is not in the Employees table, you can simply click on the Retrieve button and add the data to the table on the

next screen
Employee Id

e This search interface for each table link has an auto complete feature built-in
where the system will give suggestions for possible matches as the
information is keyed in, for example, employee ID, employee name etc.

m Data Management
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Example:

In order to search for an employee the Central Administrator can enter the
first few numbers of the employee id or the first few characters of an
employee name and the system will provide a lookup list. The list is further
refined as more characters are entered.

Search Table: Employees

m i

167981111 - Codae, Doylel

Please anter input in the following field{s) and click on Retrieve. If your input is not in the Employees table, you can simply click on the Retrieve button and add the data to the table on the
next screen

e To add a new record, click Submit without keying any value. This will
display a blank form. If a value is entered that does not already exist, a form
to enter a new record with the search criteria already populated in the
appropriate field(s) will be displayed.

e Only source input fields can be updated through this interface. The system
fields are grayed out and can only be updated by the system.

3.1.1 Employees

The following is a screenshot on retrieving an employee record.
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Update Record

Table: ERSUSERS

Employee Id
Employee Name
Sub Dept Code
Dept Code
Division

College

Email

User Id

Password

Title Code

Title

Status Code

Role

Get Par

Temp Password
Employee Status
PreReviewer ID
PreReviewer Name
Certifier ID
Certifier Name
PostReviewer ID
PostReviewer Name
Alternate SubDept

Form Type

* Required Values

Please update or enter the value(s) in the following fields. Your input is Case Sensitive
Click on Update Record will update the record. Click on Delete Record will delete the record from the table. Click on Cancel to cancel your action

[r11032222

:Codaa.Ka‘lhjg

'\615?0 |* Infectious Disease
Ms0 * Medicine

|sc * Immunology

sKi | sKI

ers maximus@gmai com

KATHY

b1

:Rasearcr_r Associate

A

INONE * Employee
N

a

149432222

Miller.Cris

[167982222

[Codae Doyle

149432222

[Miller.Cris

BAS

) i) )
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e Validation is done on all user input fields. Maximum character lengths are
checked so that long values cannot be entered. Additionally, many fields
have special validations and auto complete features.

e The fields Employee Name, College, Email, User ID, Password, Title Code, Title,
Status, Get Par, and Temp Password only have validation on field length.

e Sub Dept Code validates if the entered sub department exists. An auto
complete drop down is provided. Once a sub department code is entered the
sub department name is updated next to it and the Department and Division
information is automatically updated.

e Role validates if the role is a valid system role. An auto complete drop down
is provided.

e Employee Status is validated if the value is either A (Active) or T
(Terminated).

e When updating the Sub Dept Code the system will update the related Dept
Code and Division as well as update the assignments to the default values for
the Sub Department.
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Update Record
Please updale or enter the value(s) in the following fields. Your input is Case Sensitive.
Click on Update Record will update the record. Click on Delete Record will delete the record from the table. Click on Cancel to cancel your action.
Table: ERSUSERS
I T S
Employee Id [711032222 .
Employee Name Codae Kathy :'
Sub Dept Code 61390] | Internal Medicine
Dept Code Fé'u'— * Medicine<— System Modified
Division bB * Cell Biology<-- System Modified
College SKI | SKI
Email ers makimus@gmé:l.:em
User Id KATHY
Password Lieves
Title Code 01
Title :ﬁesearc'ﬁ'Associale
Status Code A "
Role NONE |* Employee
Get Par IY—
Temp Password N
Employee Status A
PreReviewer ID 114132222 <-- System Modified
PreReviewer Name p-enjarnin.l')ack <-- System Modified
Centifier ID 167982222
Certifier Name [Codae Doyle
PostReviewer 1D 149432222 _' <-- System Modified
PostReviewer Name Miller Cris <-- System Modified
Alternate SubDept |
Form Type BAS .
* Required Values
W — Zord | DeRteRecord
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3.1.2 Department

The following screenshots show the Department interface. This table contains the
department information for the system.

Search Table: Department

Please enter input in the following field(s) and click on Retrieve. If your input is not in the Department table, you can simply click on the Retrieve button and add the data to the table on
the next screen.

Update Record

Please update or enter the value(s) in the following fields. Your input is Case Sensitive.
Click on Update Record will update the record. Click on Delete Record will delete the record from the table. Click on Cancel to cancel your action.

Table: ERSDEPT

e

Dept Code |M50 -

Dept Name Medicine =

DC Employee Id 149432222 * Miller,Cris
Division SB * Cell Biology
College SKI SKI

* Required Values

e Validation is done on all user input fields. Maximum character length is
checked so that long values cannot be entered. Additionally, many fields
have special validations and auto complete features.

e The fields Dept Name and College only have validation on field length.

e DC Employee ID validates if the employee entered exists in the system. An
auto complete drop down is provided. If the selected employee is not
currently listed as a DC, the role will be updated.

e Division validates if the division entered exists in ERS.

3.1.3 Department Temp

The following screenshots show the Department Temp interface. This table is used
as a staging area for the Org Refresh process.
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Search Table: Department Temp

Please enter input in the following field(s) and click on Retrieve_ If your input is not in the Department Temp table, you can simply click on the Retrieve button and add the data to the table
on the next screen

Below is an example of adding a new record. In this case the primary key fields are
left blank and editable.

Note: The updates to this table have no effect on the system until the Organizational
Hierarchy Data Refresh process is run. Refer section Organizational Hierarchy
Refresh for more information on this process.

Add New Record

Please enter the value(s) in the following fields. Your input is Case Sensitive
Click on Add New Record to save the record. Click on Cancel to cancel your action.

Table: ERSDEPTTEMP

Dept Code
Dept Name

DC Employee Id

Division

College

Date Imported o Enter as mm/ddiyyyy only.
Error Code

Date Error Entered 3 Enter as mmidd/yyyy only.

* Required Values

e Validation is done on all user input fields. Maximum character length is
checked so that long values cannot be entered. Additionally, some fields have
special validations and auto complete features.

e The fields Dept Code, Dept Name, College, and Error Code only have validation
on field length.

DC Employee ID validates that the employee exists in the system.

e Date Imported validates if the date is in the correct format.

Date Error Entered validates if the date is in the correct format.
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3.1.4 CS Limitations
The following screenshots show the CS Limitations interface. This feature allows

the CA to update the cost sharing percentage limit that is permitted on specific
accounts.

Search Table: CS Limitations

Please enter input in the following field(s) and click on Retrieve. If your input is not in the CS Limitations table, you can simply click on the Retrieve button and add the data to the table on the next screen

Account ID

Limitations can be assigned as an error and will prevent the user from proceeding
until the CS percentage is below the set limit. Or, it can be classified as a warning
which warns the user that they have used a percentage over the limit but will allow
them to proceed without corrections. A percentage amount can only be entered as
either a Warning or an Error and cannot be entered in both places.

Add New Record

Please enter the value(s) in the following fields. Your input is Case Sensitive
Click on Add New Record to save the record. Click on Cancel to cancel your action

Table: ERSCSLIMITATIONS
Account ID 257938 o
Waming Percentage 20

Error Percentage 10

* Required Values

e Validation is done on all user input fields. Maximum character length is
checked so that long values cannot be entered. Additionally, some fields have
special validations and auto complete features.

e The field Account ID is only validated on field length.

e Warning Percentage is validated to be an integer.

Error Percentage is validated to be an integer.

3.1.5 Sub Department Temp

The following screenshots show the Sub Department Temp table interface. This
table is used as a staging table for the ORG refresh process.
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Search Table: Sub Department Temp

Please enter input in the following field(s) and click on Retrieve. [fyour inputis ot in the Sub Department Temp table, you can simply click on the Retrieve bution and add the data to the table on the next screen

Sub Dept Code [

Note: The updates to this table have no effect on the system until the Organizational
Hierarchy Data Refresh process is run. See section Refresh Data Organizational
Hierarchy Refresh for more information on this process.

Add New Record

Please enter the value(s) in the following fields. Your input is Case Sensitive
Click on Add New Record to save the record. Click on Cancel to cancel your action

Table: ERSSUBDEPTTEMP
Sub Dept Code |
Sub Dept Name
Sub DC Employee Id
Sub Dept Pre Reviewer Id
Sub Dept Certifier Id
Sub Dept Post Reviewer Id
Allow No Pre Reviewer
Edit Pre Right
Edit Cert Right
Edit Post Right
Department
Division

College

Date Imperted Enter as mmiddiyyyy only.

Error Code

Date Error Entered Enter as mm/ddiyyyy only.

* Required Yalues

e Validation is done on all user input fields. Maximum character length is
checked so that long values cannot be entered. Additionally, some fields have
special validations and auto complete features.

e The fields Sub Dept Code, Dept Name, Allow No Previewer, Edit Pre Right, Edit
Cert Right, Edit Post Right, College, and Error Code only have validation on
field length.

e Sub DC Employee ID validates if the employee entered exists in the system.
An auto complete drop down is provided.

e Sub Dept Pre Reviewer ID validates if the employee entered exists in the
system. An auto complete drop down is provided.
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e Sub Dept Certifier ID validates if the employee entered exists in the system.
An auto complete drop down is provided. It is recommended to leave this
field blank so that certifiers can be assigned based on individual effort forms.

e Sub Dept Post Reviewer ID validates if the employee entered exists in the
system. An auto complete drop down is provided.

e Department validates if the department entered exists in the system. An auto
complete drop down is provided.

e Division validates if the division entered exists in the system. An auto
complete drop down is provided.

e Date Imported validates if the date is in the correct format.

Error Code. System generated Error code value.
e Date Error Entered validates if the date is in the correct format.

3.1.6 Sub Department

The following screenshots show the Sub Department table interface. This table
contains the system sub department information.

Search Table: Sub Department

Please enter input in the following field(s) and click on Retrieve. If your input is not in the Sub Department table, you can simply click on the Retrieve button and add the data to the table on the next screen.

Sub Dept Code

O —

Add New Record

Please enter the value(s) in the following fields. Your inputis Case Sensitive
Click on Add New Record to save the record. Click on Cancel tc cancel your action

Table: ERSSUBDEPT
Sub Dept Code | =
Sub Dept Name
Sub DC Employee Id
Sub Dept Pre Reviewer Id
Sub Dept Certifier Id
Sub Dept Post Reviewer Id
Allow No Pre Reviewer
Edit Pre Right
Edit Cert Right
Edit Past Right
Department
Division

College

* Required Values

(NN A—
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e Validation is done on all user input fields. Maximum character lengths are
checked so that long values cannot be entered. Additionally some fields have
special validations and auto complete features.

e The fields Sub Dept Code, Dept Name, Allow No Previewer, Edit Pre Right, Edit
Cert Right, Edit Post Right, College, and Error Code only have validation on
field length.

e Sub DC Employee ID validates if the employee entered exists in the system.
An auto complete drop down is provided. Additionally if the newly assigned
Sub DC was not already a Sub DC, the role will be updated. The former Sub
DC will also have their role updated if applicable.

e Sub Dept Pre Reviewer ID validates if the employee entered exists in the
system. An auto complete drop down is provided. If effort forms are
currently assigned to the previous default pre reviewer you will be given the
option of updating these assignments to the new default pre reviewer. See
screenshot below.

e Sub Dept Certifier ID validates if the employee entered exists in the system.
An auto complete drop down is provided. If effort forms are currently
assigned to the previous default certifier the user will be given the option of
updating these assignments to the new default certifier. It is recommended to
leave this field blank so that certifiers can be assigned for individual forms.

e Sub Dept Post Reviewer ID validates if the employee entered exists in the
system. An auto complete drop down is provided. If effort forms are
currently assigned to the previous default post reviewer you will be given the
option of updating these assignments to the new default post reviewer.

e Department validates if the department entered exists in the system. An auto
complete drop down is provided.

e Division validates if the division entered exists in the system. An auto
complete drop down is provided.

When updating the default Pre Reviewer the following confirmation is presented, if
and only if, there are effort forms assigned to the previous default pre reviewer of
the selected sub department.
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Default Assignment Update Summary

You have updated the default assignments for this subdept. The following people are assigned to the previous default Pre/CertiPost reviewers for this subdept. Press
Apply to update these assignments. Press Continue to continue with the update without modifying these assignments. Press Cancel to abort all changes.

Displaying 5 of 5 records

“ Employee Name * Current Pre Reviewer * New Pre Reviewer %

182702222 Barnett,LN 149432222 124552222
101032222 Ferguson,Ter 149432222 124552222
711032222 Codae Kathy 149432222 124562222
711033232 Mary George 149432222 124552222
167984444 Maximus, Demo61570 149432222 124562222

3.1.7 Division

The following screenshots show the Division table interface. This table contains the
information about the divisions.

Search Table: Division

Please enter input in the following field(s) and click on Retrieve. If your input is not in the Division table, you can simply click on the Retrieve button and add the data to the table on the
next screen

owison [ —

Update Record

Please update or enter the value(s) in the following fields. Your input is Case Sensitive
Click on Update Record will update the record. Click on Delete Record will delete the record from the table. Click on Cancel to cancel your action.

Table: ERSDIVISION

Division |sD -

Division Name |MOIecular Pharmacology ang ™

Division Head Employee 1D [108112222 |* Diaz,Dazzy
College SKI |

* Required Values

e Validation is done on all user input fields. Maximum character lengths are
checked so that long values cannot be entered. Additionally, some fields have

special validations and auto complete features.
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e The fields Division, Division Name, and College only have validation on field
length.

e Div Employee ID validates if the employee entered exists in the system. An
auto complete drop down is provided.

Important Note: Changing the Div Employee Id via this interface will not
automatically update their role to DH.

3.1.8 Division Temp

The following screenshots show the Division Temp table interface. This table is
used as a staging table for the Organizational Hierarchy Refresh process.

Search Table: Division Temp

Please enter input in the following field(s) and click on Retrieve. If your input is not in the Division Temp table, you can simply click on the Retrieve button and add the data to the table on
the next screen

Note: The updates to this table have no effect on the system until the Organizational
Hierarchy Refresh process is run. Refer section Organizational Hierarchy Refresh for
more information on this process.

Add New Record

Please enter the value(s) in the following fields. Your input is Case Sensitive.
Click on Add New Record to save the record. Click on Cancel to cancel your action.

Table: ERSDIVISIONTEMP

I T

Division | |’

Division Name | |’

Division Head Employee Id | |

College | |
-
Date Imported l:l Enter as mm/ddfyyyy only.
Error Code | |
-
Date Error Enterad I:l Enter as mm/ddfyyyy only.

" Required Values
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e Validation is done on all user input fields. Maximum character lengths are
checked so that long values cannot be entered. Additionally, some fields have
special validations and auto complete features.

e The fields Division, Division Name, College, and Error Code only have
validation on field length.

e Div Employee ID validates if the employee entered exists in the system. An
auto complete drop down is provided.

e Date Imported validates if the date is in the correct format.

e FError Code. System generated Error code value.

e Date Error Entered validates if the date is in the correct format.

3.1.9 Chart of Accounts

The following screenshots show the Chart of Accounts table interface.

Search Table: Chart of Accounts

Please enter input in the following field(s) and click on Retrieve. If your input is not in the Chart of Accounts table, you can simply click on the Retrieve button and add the data to the table

on the next screen.
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Update Record

Please update or enter the value(s) in the following fields. Your input is Case Sensitive
Click on Update Record will update the record. Click on Delete Record will delete the record from the table. Click on Cancel to cancel your action.

Table: ERSCHARTACCTS

Account [01001-2332 -
Account Status A
. )
Effective Date 01/31/2002 Enter as mm/ddfyyyy only.
Description NCCN ADMININSTRATION |~
Short Description NCCN ADMIN =

Account Sub Dept

Division

Account Type z

Acct_Attr1 1001 -
Acct_Attr2 2332 =
Acct Attr3 100

Acct_Attrd 91000

Acct_Attrd 5535

Acct_AttrE 900

Acct_Attr7 MIH

Parent Acct

* Required Values

‘Cancel | Update Record | Delete Record

e Validation is done on all user input fields. Maximum character lengths are
checked so that long values cannot be entered. Additionally some fields have
special validations and auto complete features.

e The fields Account Status, Description, Short Description, College, Account
Type, Acct_Attrl, Acct_Attr2, Acct_Attr3, Acct_Attr4, Acct_Attr5, Acct_Attr6, and
Acct_Attr7 only have validation on field length.

Effective Date validates if the date is in the correct format.

e Division validates if the division entered exists in the system. An auto
complete drop down is provided.

e Parent Acct validates if the account entered as a Parent Account exists in the
system. An auto complete drop down is provided.
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3.1.10 Reporting Periods/ Salary Cap

Search Table: Reporting Period/ Salary Cap

Please enter input in the following field(s) and click on Retrieve. If your input is not in the Reporting Period/ Salary Cap table, you can simply click on the Retrieve button and add the data
to the table on the next screen

Status Code l:l
[

Reporting Periods and Salary Cap are functions used primarily during the
initiation process and are covered in detail in the Initiation chapter.

3.1.11 Awards

The following screenshots show the Awards table interface.

Search Table: Awards

Please enter input in the following field(s) and click on Retrieve. If your input is not in the Awards table, you can simply click on the Retrieve button and add the data to the table on the
next screen

== .

Under certain configurations it is possible to have multiple records for a single
award. Typically this happens when displaying commitment information on the
effort forms. In this case the user may see the following screen after entering an
Account ID. This screen allows the user to select specific award record that needs to
be updated.

MEMORIAL
A

HIH BenjaminDeckf0T |12 ORUA2006 | 1272014

L7 S (. R o CANGER

cancen |2
= =
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Update Record

Table: CEMAWARD

Account

Employes 1D

Award 1D

Proposal ID
Proposal Subdept
Account Subdept
Proposal Title:
Account Description
Account Descripbion (Short)
Grantor Code
Grantor Nama
Prime Granlee
Employee Name
Job Role
Appointment

Proposal Date Submitted

Proposal Begin Date

Proposal End Date

Award Begin Date

Award End Date

Award Date

Proposed Effont
Proposed CCS
Summer Proposed Effort
Awarded Effort

ccs

Summer Awarded Effort
Summes CCS

Award Status

CFDA

Effort Changed

Attrl

A2

Attrd

Attr]

* Requered Values

Please update or enter the value(s) n the following fields. Your nput is Case Sensitive
Chek on Update Record will updaty the record. Chck on Delete Record will delete the record fiom the table. Click en Cancel to cancel your action

Column Mama Input Value

E1570-67330
101032222 Ferguson,Ter
4536PX
4536PX
61570 Infectious Disease
CANCER GENE
MEMORIAL SLOAN-KETTE!
CANCER GENE
NiH
FergueonTer —
KP
4
-
Enter as mm/dd/yyyy only
rm
Entar as mmidd/yyyy only
= Enter as mmiddlyyyy only
-
011012005 Enter as mmidd/yyyy only
=
121302014 Enter as mmiddlyyyy only
=
Enter as mmiddlyyyy only
A
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e Validation is done on all user input fields. Maximum character lengths are
checked so that long values cannot be entered. Additionally, some fields have
special validations and auto complete features.

e The fields Account, Award ID, Proposal ID, Proposal Title, Account Description,
Account Description (Short), Grantor Code, Grantor Name, Prime Grantee,
Employee Name, Proposed Effort, Proposed CCS, Summer Proposed Effort,
Awarded Effort, CCS, Summer Awarded Effort, Summer CCS, CFDA, Attr1, Attr2,
Attr3, Attr4, Attr5, Attr6, and Attr7 only have validations on field length.

e Employee ID validates if the employee entered exists in the system. An auto
complete drop down is provided.

e Proposal Subdept validates if the sub department entered exists in the
system. An auto complete drop down is provided.

e Account Subdept validates if the sub department entered exists in the system.
An auto complete drop down is provided.

e Job Role validates if the job role is one of the valid roles; PI, CP, KP, OKP, OTH.

e Appointment validates if the appointment is one of the valid values; 8.5, 9,
10,11, 12

e Proposal Submitted Date validates if the date is in the correct format.

e Proposal Begin Date validates if the date is in the correct format.

e Proposal End Date validates if the date is in the correct format.

e Award Begin Date validates if the date is in the correct format.

e Award End Date validates if the date is in the correct format.

e Award Status validates if the status is valid; A, W, R, C

e Effort Changed validates if the value is Y, or N.

3.1.12 Edit Payroll

This feature allows the Central Administrator to edit the effort payroll amount of a
specific employee’s effort form.

= To edit Payroll Amount, go to Edit Payroll

Clicking on link Edit Payroll provides the following screen that requires inputting
Employee ID and Reporting Period Code.
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Search Table: Edit Payroll

Please enter input in the follewing fizld(s) and click on Retrieve. If your input is not in the Edit Payroll table, you can simply click on the Retrieve button and add the data to the table on
the next screen

S— ]
l:|

SO —

This interface provides an auto complete capability.

Search Table: Edit Payroll

Please enter input in the following field(s) and click on Retrieve. If your input is notin the Edit Payroll table, you can simply click on the Retrieve button and add the data to the table on
the next screen

- Max: D
82222 - Power, Max
909098EE88 - MAXIMUS

Clicking on Submit will display the Edit Payroll screen
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Edit Payroll
Ruporting Period: 0720172015 seough 12012016
Namae: Wilkams Carar Employes I0); 124557222 Tithe Code: 04
Sub Dept: S1570 - Infecsous Dsaase Divislon: S
Effort Form Stats ||
Review Procass Awview Flag Raviewsd By Raviewsd Dn

Pro Raoaw N
Cersly N
Post Feview N
Form Type (Fiag)

If you are changng e amount io be ceribed. pisate enter tha cor Ta cick Update Form. Whan satsfied with changes, chok Submit 1o commi
=~ |
Account Type Area o Fund ot Begin Date End Date Amount Effort Amount

248802332 N 4280 1 e - pr— r— 20000 20000
28802012 H 24880 nu o0 10 9302015 122002015 s508 21 55823
285802332 N 24830 nn noo "o 090302015 122902015 $200 00 200 00
28802332 N 24880 1w oo 110 09302015 12292015 e 23 55623
S151648 $161646
157030010 s e1em w0 oo 1100 pannams 1amaas 1474 48
§1570:35910 s 1570 3410 1100 "0 09302015 147445 1472 4%
81570-35810 s a1s70 185410 100 1100 19302015 9147449 147248
] B1£70 B0 noo no 09302015 $147448 1474 45
5 1570 38810 100 no 09302015 $20000 -200 00
H15T0-35810 s 61870 38410 100 1100 0930015 $500 51 50051
s1eT0-3800 s 1870 110 o0 o 09302015 520000 20000
81570.38810 s e1m 38810 100 1100 ta3n2mE $147448 1474 45
G157T0-35810 5 B15T0 380 1" 1o 09302015 50051 500 51
sTanar $7.87347
&18T0.87520 s #1510 7320 100 1100 019302015 12002015 s 23924
6151061920 s B15TD &T9R0 "o no 09302015 12292015 L Fi Rl 2324
157067520 s 6157 7920 100 100 0902015 12292015 52394 2524
E15TOETI0 s 1m0 7520 100 1100 09302015 120292015 2 20924
S1ETOETR0 -3 BI5TD 67920 "o no 09302015 12232015 NN 733_ 4
6157067520 5 #1570 67320 oo "o 09202015 12282015 $27 24 238 24
G15T06T820 s BT 7520 100 1100 18302015 12202015 52124 23024
SuTL 57458 167468
Total LIRS $11.06461
i

Configuration Note: A back-end configuration is available to add additional payroll
attributes, if needed. Please contact ERSHelpDesk@maximus.com for details.

Important Note:

This interface allows the CA to edit the effort payroll amount only. No other payroll
attribute can be edited via this interface.

The excluded payroll transactions are not available for editing.

Only uncertified effort form’s effort amount is available for editing.

The system does not log the changes made by the Central Administrator to the effort
amount. This feature should only be used in rare circumstances.
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The Total on the effort form will be refreshed while CA edits the Effort Amount. The
system will reset the effort amount to O if it is entered as anything other than
number.

Note: The system will treat the Effort Amount as 0 if it is left blank. It is
recommended to populate the Effort Amount field with number 0 if no value is
required.

The system allows inputting a number with decimals more than two digits but only
saves the value up to two decimal places by rounding the digits. Example:

Account Type Area Org Fund b Begin Date End Date Amount Effort Amauat

Accoun! t Type Area Org Fund obj Begin Date End Date Amuvan! i Effort Amoun t

24880-2332 N 24830 32 1100 "o 0302015 12292015 £200 00 {20013

To submit the updates click button Submit. The system will provide the following
confirmation message.

Edit Payroll Confirmation

Payroll Update Succeeded

)

If the effort form was accessed where the Pre Reviewer saved the effort form or
completed pre review; or Certifier saved the effort form a message will appear
above the available buttons.

|' This employee's Effort has been saved or Pre Reviewed by the Pre Reviewer. Upon Submit, the effort results for this employee will be dropped and an email |
message will be sent to the Pre Reviewer or the Certifier with No Pre Review.

The system will drop the effort results of the employee, update the effort payroll
amount and send an email notification to the Pre Reviewer or the Certifier with No
Pre Review to pre review or certify the effort form again.

The following confirmation message is displayed for the effort forms where an
update was performed for an effort form that was either Pre Reviewed or saved by
the Pre Reviewer.
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Edit Payroll Confirmation

Payroll Update Succeeded
Form Dropping Succeeded

Bt

The following confirmation message is displayed for the effort forms where an effort
amount update was performed on an effort form saved by the Certifier. In this case
an email notification is sent to both the Pre Reviewer and Certifier.

Edit Payroll Confirmation

Payroll Update Succeeded
Form Dropping Succeeded

Bt

Configuration Note: The email notification sent to the Pre Reviewer and Certifier (if
no Pre Review is required) is configurable and is available for edit under System
Settings 2 Email Settings 2ERS Auto Email and uses the following email type.

This email is used in the Central Administrator's Edit Payroll module. An auto-email is sent to the appropriate
[=]] PAYROLL  individual(s) responsible for completing an effort form informing them that the effort form has been "dropped” due to Effort Form has been dropped e
payroll adjustments/corrections, requiring them to complete the Pre Review again.

=3

Note: The un-accessed effort forms will accept an update with no notifications.

Once the effort form has been certified, the effort amount is not available for editing
as noted in the screenshot below:
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Edit Payroll
Reporting Period: 071012015 ihrough 12312015
Masme: Wikams Canar Employes Ik 124552202 Titke Coe: D4
Suh Dape: 61570 - Infectous Disaase Diviskon: 5 « mm
Effort Form Status.
Haviaw Prezsss Review Flag Faciwnd Hy Raviewsd On
Fre Reaes 2 (Pre Fwvwed)
Corsty ¥ (Eft Form bot Updated)
Post Review N
Form Type (Flag) aHuy
TooriTom ma o Tr S BT 1T R0 EOT foT
Account Type Area g Fund oty Begin Date End Date Amount Eftort Amount
s N 2e880 Fat] mee 60 oRsan0s 120N $200.00 $200 00
423N N Pl an 100 0o 55623 §55620
24580.2332 N 24850 nn 1100 1100 520000 $20000
2am02302 N 4580 332 N 100 356023 56033
3151646 5151646
157035810 g 1510 35810 1w 100 s1ataas 180445
B15TO-36810 s 51570 3810 "o 1100 5147448 5147449
61570-35810 8 61570 35510 f1 1100 1474 e 5147445
S1570.35810 s E15TD u80 100 1100 $14Ta80 $1AT4 48
157036810 5 1570 M0 new 100 $-200.00 20000
£1570-36810 3 61570 180 nw 1100 5400 51 8600 51
15036810 5 &1570 35810 e 1100 520000 $-20000
61570-35810 s B1570 =810 1100 100 5147445 5147445
61570-35810 8 B1570 35810 ] 1100 $500.54 $500 51
sraTIar $7.97347
S15T061520 5 61570 T nw 1100 520924 $29 25
E1ST0E1020 0 61510 70 N 100 52928 23
S15T0£7620 s #1570 e 10 1100 $23624 823024
157067820 5 61570 750 e 1100 23924 823924
6157067820 8 81570 67800 1100 1100 523524 23
S15TOET520 s E15TD £7520 o0 1100 23524 23824
157067020 5 1570 s noe 100 523924 $230 2t
5167468 $167463
Total §11,36461 N teaE2
E

Recommendation! 1f changes must be made to a payroll entry for the certified
effort form, drop the form, make the changes to the payroll and start the
certification process over.

3.2 Batch Update with SQL

This interface allows the CA to query or modify any table in ERS, including source
and system tables. This query functionality is recommended for a mass
modification to data.

After selecting Batch Update with SQL, various tables are listed in alphabetical
order with the option to access each using the Query link.
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Query ERS Tables

All ERS related tables are listed in the table below. Please click on the link Query tc get more information on each table.

Tables Under Schema ERSV10DEMO_2
Displaying 151 of 151 records

Table Name %

ERSACCOUNTASSIGNMENTS
ERSACCTFOAP
ERSADHOCACCESSINFO
ERSADHOCREPORTS
ERSATTACHMENTS
ERSATTACHMENTSAUDIT
ERSAUTOEMAIL
ERSBULKEMAIL
ERSCEMANNOUNCEMENTS
ERSCEMMESSAGES
ERSCHARTACCTS
ERSCHARTACCTS SW
ERSCONFIGURABLEPROPERTIES
ERSCRITICALLIST
ERSCSLIMITATIONS

ERSCT
ERSCTAPPROVALDOMAIN
ERSCTAPPROVALSIGNATURES
ERSCTATTACHMENTS
ERSCTDETAIL
ERSCTDETAILREJECTED
ERSCTDETAILTEMP

ERSCTL OOKUP

Click on the Query link provides the following interface:
e SELECT - (default system setting)
e UPDATE
e DELETE
e Free Form
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Query ERS Tables

Total Rows Selected: 4
The query executed is: SELECT * FROM ERSPERIODS WHERE 1=1 and rownum <= 10

To customize query, please select options from the following list, and complete the SQL based on your need. Leave the input boxes blank if they do not
apply. For example, you can leave the input box after 'ORDER BY blank if you do not want to order the result set. Please click on submit button to
continue

[@® |sELECT | !

FROM ERSPERIODS

WHERE | |

GROUP BY | | ORDER BY |

UPDATE ERSPERIODS SET |
> {WHERE |

. |PELETE FROM ERSPERIODS WHERE |

Free Form:

i |
Displaying 4 of 4 records

ConE + ISUME | OCONDNE o] GODNE o | PemoosTiG + _sarusco0e_+ |_enoemre o

063017 N |2017-01-01 |2017-08-30 063017 A ' DisplayDateRange
00:00:00.0 00:00:00.0

123115 N 2015-07-01 2015-12-31 123115 A DisplayDateRange
00:00:00.0 00:00:00.0

123116 % 2016-07-01 20161231 123116 A DisplayDateRange
00:00:00.0 00:00:00.0

123116 Y 2016-10-01 2016-12-31 123116 B DisplayDateRange
00-00:00.0 00:00:00.0

3.2.1 SELECT

Complete the SQL in the box below based on specific need. Leave the input boxes
blank if they do not apply. For example, the user can leave the input box after
'ORDER BY' blank if the order of the result set does not need to be established.

® SELECT]| |
FROM ERSPERIODS
WHERE | |
GROUP BY | ORDER BY |

USING *
The use of an asterisk * will return ALL columns.

USING Count(*)
Use Count(*) to find the number of records in the table.

Example:
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SELECT count(*) FROM ERSUSERS

This will return the number of records in the ERSUSERS table.

USING WHERE
WHERE allows the user to conditionally select data from a table.
» Use single quotes around the conditional values.
» Numeric values should not be enclosed in quotes.
» With the WHERE clause, the following operators can be used:

Operator Description

= Equal

<> Not equal

> Greater than

< Less than

>= Greater than or equal
<= Less than or equal

Recommendation! Always use WHERE condition except for count(*) that narrows
down the retrieval of the number of records and is good for system performance.

Example:

For text values:

This is correct:

SELECT * FROM ERSUSERS WHERE DEPT = ‘4245A’
This is wrong:

SELECT * FROM ERSUSERS WHERE DEPT = 4245A

For numeric values:

This is correct:

SELECT * FROM ERSPAYROLL123116 WHERE AMOUNT > 1000
This is wrong:

SELECT * FROM ERSPAYROLL123116 WHERE AMOUNT > ‘1000’

USING COLUMN NAMES

Use column names of the table to view values of specific column(s).
Example:

SELECT EMPID, EMPNAME, EMAIL FROM ERSUSERS WHERE

DEPT="4245A
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This will return the EMPID, EMPNAME and the EMAIL only from the ERSUSERS
table just for those individuals listed in DEPT 4245A.

USING AND or OR

The use of AND after the WHERE statement will return information that meets all
subsequent conditions.

Example:

SELECT * FROM ERSUSERS WHERE DEPT="4245A’ AND ROLE = ‘CERT’

This will return all columns from the ERSUSERS table just for those individuals
listed in DEPT 4245A that also have the role of ‘CERT".

The use of OR after the WHERE statement will return information that meets either
of the subsequent conditions.
Example:

SELECT * FROM ERSUSERS WHERE DEPT="4245A’ OR ROLE = ‘CERT’

This will return all columns from the ERSUSERS table just for those individuals
listed in DEPT 4245A (regardless of role) or those that have the role of ‘CERT
(regardless of department).

Other Examples:

SELECT * FROM ERSUSERS WHERE EMPSTATUS <> 'A’
This will select all individuals from ERSUSERS table that do not have an ‘A’ for
Active employment status.

SELECT * FROM ERSUSERS WHERE ROLE = ‘DC’
This will select all individuals from ERSUSERS table that have a role of DC -
Department Coordinators.

SELECT * FROM ERSUSERS WHERE STATUSCODE = ‘C’ AND GETPAR =Y’
This will select all individuals from ERSUSERS table that are classified to report
monthly and have an effort form in the current report period.

SELECT * FROM ERSCHARTACCTS WHERE ACCTTYPE =S’
This will select all accounts from ERSCHARTACCTS table that are classified as
Sponsored Accounts.
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SELECT * FROM ERSCHARTACCTS WHERE STATUS <> ‘A’
This will select all accounts from ERSCHARTACCTS table that are not Active.

SELECT * FROM ERSCT WHERE APPROVED IS NULL
This will select all cost transfers from ERSCT table that have not been approved.

SELECT * FROM ERSPAYROLL093007 WHERE ACCTTYPE =S’
This will select all payroll entries from ERSCPAYROLL093007 table that are

classified as Sponsored Accounts.

SELECT * FROM ERSEFFHEADER WHERE EMPID = ‘12345678’
This will select all entries from ERSEFFHEADER for a specific individual.

3.2.2 UPDATE
This option is used when any record(s) need to be updated.

The system will prompt for confirmation only if UPDATE is performed without any
criteria and all the records in the table will be impacted.

hep-app-dev.maximus.com:8202 says

You are about to update the entire table. Are you sure?

!"Caution!! The system does not provide a confirmation when using the UPDATE
option unless the UPDATE is performed on the entire table. Extreme caution should
be taken when utilizing this interface.

3.2.3 DELETE
This option is used when any record(s) needs to be removed from the table.

The system will prompt for confirmation only if the DELETE is performed without
any criteria and all the data in the table will be removed.
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hep-app-dev.maximus.com:8202 says

You are about to delete the entire table. Are you sure?

!"Caution!! The system does not prompt a confirmation when using the DELETE
option unless the DELETE is performed on entire table. Extreme caution should be
taken when utilizing this interface.

3.2.4 Free Form

This option allows the user to use any SQL (SELECT, UPDATE, DELETE, INSERT etc.)
statement.

Important Note: Do not put any semicolon at the end of the SQL statement. ‘

To execute a SQL statement, click the Submit button.

The system will display a message if the query executed was successful or failed and
provide number of records affected where applicable.

Example of successful query execution:

Cuery Executed Successfully!
10 rowis) affected.

Example of unsuccessful query execution:
ORA00904: "COUNT™ invalid identifier

ORAD0923: FROM keyword not found where expected

3.3 Import Data

The Institution will need to import source data to the Effort Reporting System (ERS)
database in order to make it operational. There are two approaches the Central
Administrator can utilize to import source data in ERS:

Data Management



ERS v10.0 Central Administrator Manual

Option 1: Direct Data Import

The data may be imported to the ERS database directly from the Institution’s source
database. Database specific tools such as SQL Loader (Oracle) are utilized to transfer
the data.

Option 2: Flat File Import

The Central Administrator may import data from CSV, Text, XML, XLS and XLSX files.
The Institution’s source data can be imported to ERS tables by using the Import Data
option under Admin -> Data Management.

The import interface is divided into two sections: Source Tables and Staging
Tables.

Import Data

Source tables section consists of following tables:

Chart of Accounts - ERSCHARTACCTS
Award Table - CEMAWARD

Payroll - ERSPAYROLLxxxxxx

Payroll RCT - ERSPAYROLLRCT

BN

Staging table (temp tables) section comprises of following tables:

Division - ERSDIVISIONTEMP
Department - ERSDEPTTEMP

Sub Department - ERSSUBDEPTTEMP
Users - ERSUSERSTEMP

B W=

Data Management



ERS v10.0 Central Administrator Manual

Note: When utilizing option 1 the response time is relatively faster than option 2
since the import is performed at the database level. Generally the Database
Administrator (DBA) or Database Programmer is involved to assist the Central
Administrator in performing the database-related work.

The system provides following options for each source and system tables:
1. Source file Import settings
2. Update Auto Import Setting or Import Now
3. Manual Upload
4. Import Logs

— Staging Tables

Division Staging Table - ERSDIVISIONTEMP
Source File Import Settings - Not Complete - Update Settings &

Not Scheduled to Import
Manual Upload - Upload Now @&

Import Logs - View Now

The @ icon displays a help message. This gives a quick reference to users of what
each option can do.

3.3.1 Source File Import settings

The first step in the data import process is updating the source file settings (files
that will be brought into ERS) or making sure that the prior settings saved in the
system are correct.

Users Staging Table - ERSUSERSTEMP
Source File Import Settings - Complete - Update Settings @

By default the system will display “Not Complete” when settings are not saved in the
system.

To update the settings click on link “Update Settings” that will present the following
screen allowing the CA to configure the File Settings and Data Mapping.

3.3.2 File Settings

The File Settings section provides following configuration settings:
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Import Data

Current Settings Saved

File Format ®csv Ot OxM Oxis Oxsx

Date Format mm-dd-yyyy ¥
Action On Errors. Revert v
SKip First Row

Append ¥

- <
I 3
«

Max Number of Backups

Run Refresh After Import IR

=D

= File Settings

No file chosen
Cad
Source File ERS Table (ERSUSERSTEMP)

Column 1 EMPID VARCHAR2 10
Column 2 EMPNAME VARCHAR2 a0
Column 3 SUBDEPT VARCHAR2 20
Column 4 DEPT VARCHAR2 20
Column 5 DIVISION VARCHAR2 10
Column 6 SCHOOL VARCHAR2 10
Column 7 EMAIL VARCHAR2 50
Column 8 TITLECODE VARCHAR2 8
Column 9 TITLE VARCHAR2 50

= Data Mapping
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Current Settings Saved

File Format

Date Format

mm-dd-yyyy ¥

Action On Ermrors Revert ¥

Skip First Row

Append ¥

Max Number of Backups 1

Run Refresh Afier import No ¥

®cgy O7aB OxmL O xs O xusx

Central Administrator Manual
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3.3.2.1 File Format

The following file types are supported by ERS:
CSvV

Tab (Text tab delimited)

XML

XLS

XLSX

3.3.2.2 Date Format

The Date Format dropdown provides following four date format options:

mm-dd-yyyy
mm/dd/yyyy
yyyy-mm-dd
dd-mm-yy
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3.3.2.3 Action on Errors

Select from one of the following options for the system to take in the event the
import process encounters errors.

e Stop: Upon encountering the first error in the source file, the import process
will cease.

e Revert: The system will not add or replace any data when it encounters data.

e (Continue: The system will continue the import process when errors are
encountered and will display errors in the logs when import is complete.
Records with errors will not be brought into ERS.

3.3.2.4 Skip first row

To skip the first row of the source file during import select “Yes” from the Skip first row
dropdown. This can be used by institutions that reserve first row for field names.
3.3.2.5 Append/ Replace

To append data or replace existing data in the selected ERS source table select the
appropriate option from Append/Replace dropdown.

The data in ERSPAYROLLRCT should never be removed hence “Append” is the only
option available for this table.

3.3.2.6 Max Number of Backups

ERS allows up to 3 backup tables per each table imported. The backup tables will
use the following convention - Table_name_ MMXXXXXXX where XXXXXXX represents

random alpha numeric characters. When the backup table limit is reached, the
system will replace the first backup table with the new one.

3.3.2.7 Runrefresh after import

In order to run the Data Refresh process after completion of Data Import select “Yes”
from the Run refresh after import dropdown.

Note: This option is only available for staging tables i.e. Division, Department, Sub
Department and Users table.
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3.3.2.8 RPCode
This option is only available for ERSPAYROLL table.

Click “Save Settings” button to save the updates.
Click “Reset” button to revert back.
Click the “Back” button to navigate back to the Import Data main page.

3.3.3 Data Mapping

Data mapping allows the CA to upload source file and map the column position in
the source file to the column position in the respective ERS table. To upload a file
click the “Browse” button, select a file stored locally or on the network and click
Upload File button. Click on “Import File” button to start the import process.

- omaMappng |
Choose File | New_Employees xls

ERS Table (ERSUSERSTEM I

Column 1
EMPID EMPID VARCHARZ2 10
000012342

Column 2
EMPNAME EMPMAME VARCHARZ2 40
lohn Doe

Column 3
SUBDEPT SUBDEPT VARCHAR2 20
455

The Columns in Source File section can be repositioned up or down by dragging and
dropping to align them with the ERS table column.
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Choose File | ersusers.csy

e e

Column 1
EMPID EMPID VARCHAR2 10
101512222

Column 2
EMPNAME EMPNAME VARCHARZ 40
Codae, Doyle

The Columns displays the value from the first two records of the source file.

Note: If the number of columns in the source file is greater than the number of
columns in ERS table, ERS will not display them in Data mapping section and will
ignore them during the import process.

3.3.4 Auto Import /Import now

3.3.4.1 Update Auto Import Settings

In order to schedule Data Import to run at a later time click the “Update Auto Import
Settings” link. The auto import functionality is available for each of the staging or
source table. As shown in the screenshot below Auto Import has been set for
ERSUSERSTEMP table to run on Friday at 12:05. Tables for which auto import has
not been scheduled will have a message: “Not scheduled”.
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Users Staging Table - ERSUSERSTEMP
Source File Import Settings - Complete - Update Settings @

Tuesday, Friday at 12:05
Import Now & / Update Auto Import Setrings

Manual Upload - Upload Now &

Import Logs - View Now

The Import can be scheduled to run daily or for any day of the week. The input time
should be in 24-hour format.

The following options are provided in the Auto Import Settings:
e Transfer Method
¢ File Location
e File name

Import Data

= Auto Import Settings for ERSUSERSTEMP

Current Settings Not Saved

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
o [m] 2} [m] [m] o [m]
Input the time, HH:MM, in 24 Hour Format. For example: enter 11 PM as 23:00.

Input Time: 20:30 EDT

Note: The current server time is 6/1/2018 18:19:34

Transfer Method Server ¥

File Location [d-\ERS_Datal|

data csv

I —

3.3.4.1.1 Transfer Method

The following three file transfer methods are available.
e Server - Source file can be imported from the server (where the ERS

application is running).
e SFTP - Import from a secure FTP site.
e SCP - Secure Copy

For imports from SFTP or SCP, ERS will prompt the user to provide Host and User
Name as shown in the screenshot below.
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Import Data

= Auto Import Settings for ERSUSERSTEMP

Current Settings Not Saved

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
o o 72} [m] o o [m]

Input the time, HH:MM, in 24 Hour Format. For example: enter 11 PM as 23:00.
Input Time: [20:30 EDT

Note: The current server time is 6/1/2018 18:20:37

Transfer Method SFTP ~

[10.1.31201

‘ersusen

File Location ‘[ERSﬁDaIaI

‘data.csv

S o—

3.3.4.1.2 File location

In the File location input box provide the path of source file.

3.3.4.1.3 File name
This is the name of the source file.

Click the “Save” button to save settings.
Click the “Reset” button to revert back to previously stored settings.
Click the “Back” button to navigate back to the Data import main page.

Logs
Every auto import process results in generation of the logs available under the
“Import Logs” tab.

Once the auto import process is completed at the scheduled time, an automatic
email notification is sent to the Central Administrator with details and errors
(should they occur). If an error occurs, an announcement with a link to the log is
placed on the message board to be seen at the next login.
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- ==

WARNINGS
Auto Import -
_ne ng  Import Date: May 20 2018 - 12:00:37 AM
20180528 Tupje: ERSCHARTACCTS
Error Message: File Mot Found
Auto Impeort -
Import Date: May 28 2015 - 12:00:37 AM

2MBO5-28  Topie: ERSCHARTACCTS

Error Message: File Mot Found

Auto Import -

Import Date: May 27 2015 - 12:00:33 AM
Table: ERSCHARTACCTS

Error Message: File Mot Found

2018-05-27

I'Caution!! After the auto import process is completed at the scheduled time, the
system does not remove the data file from the defined location or rename the data
file.

If this feature is used, it is recommended to develop internal processes to remove
the data files after the auto process schedule is completed in order to avoid
duplicate data uploads.

3.3.4.2 Import Now

Whereas auto import can be used to schedule imports to run at latter time, Import
Now allows the user to run scheduled tasks instantly. On clicking the Import Now
link, the system will retrieve the file from the location specified in Auto Import
Settings and run the import process.

Users Staging Table - ERSUSERSTEMP
Source File Import Settings - Complete - Update Settings @

Tuesday. Friday at 12:05
Import Now (7] pdate Auto Import Settings

Manual Upload - Upload Now &

Import Logs - View Now
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3.3.5 Manual Upload

A quicker and easier way of importing a file into the system is through Manual
Upload. By clicking the link Upload Now the CA can select the file stored locally and
run the import.

Import Data

ERSUSERSTEMP

csv

MM-dd-yyyy
Choose File | No file chosen

Revert
Skip First Row Yes

Append | Replace Append

Number of Backups [}

=

On clicking the Import File button, ERS will start the import process and will display
the import results in Import Progress section of the page.

Importing ERSUSERSTEMP .... 8 Inserted Successfully
Row: 2 - Double Format Error - SPONTHRESHOLD

Row: 3 - Double Format Error - SPONTHRESHOLD

Row: 4 - Double Format Error - SPONTHRESHOLD

Row: 5 - Field Too Large - TITLE

Import Finished with Errors
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The system performs robust and accurate error handling. As shown above ERS
imported 11 rows successfully from source file into ERSUSERSTEMP table and
displayed rest of the rows with errors in ascending order.

Note: ERS will only display the first 200 errors found in the source file. If a record in
the source file has multiple errors ERS will only display the first one.

3.3.6 ImportLogs

The logs are available after the import process is complete. Click link “View Now” to
access the import log.

Users Staging Table - ERSUSERSTEMP
Source File Import Settings - Complete - Update Settings @

Tuesday, Friday at 12:05
Import Now ¥ / Update Auto Import Settings

Manual Upload - Upload Now @

Import Logs - View Mow

Import Data

ERSUSERSTEMP Logs

June 01, 2018 - 06:44:51 PM = Downlead Error File

June 01, 2018 - 06:41:25PM = Download Error File

June 01, 2018-06:39:05PM = Downigad Error File

June 01, 2018 - 06:38:06 PM = Download Error File

June 01, 2018 - 06:37:30 PM

Delete the logs that are older than 1 |days

ErrorTable ColumnFile Row

The logs are displayed in descending order. Click on the date and time of log to view
the result of import in View Log section. ERS will provide the count of imported and
failed records as well as display the details of errors found in source file.
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Import Data
June 01,2018 - 06:44:51 PM | Download Error File ERSUSERSTEMP True
June 01,2018 - 06:41:256 PM | Download Error File Import Method manual 1
June 01,2018 - 06:39:05 PM | Download Error File csv ERSUSERSTEMP_MI122633
June 01,2018 - 06:38:08 PM | Download Eror File MM-dd-yyyy Imported 0
June 01,2018 - 06:37:30 PM Continue Failed 4
Delete the logs that are clder than days CAEES True
@ ErrorTable ColumnFile Row

The CA will also have an option to download the error file that lists only those
records that have errors.

ERSUSERSTEMP Logs

June 01, 2018 - 06:44:51 PM Download Error File

June 01, 2018 - 06:41:25 PM | Download Error File
June 01, 2013 - 06:39:05 PM Download Error File
June 01, 2018 - 06:38:06 PM Download Error File

June 01, 2018 - 06:37:30 PM

Delete the logs that are older than |1 days.

IO —

The logs can be deleted by providing the number of days in the input box shown

below:

June 04, 2018 - 06:39:05 PM Download Error File
June 04, 2018 - 06:38:06 PM Download Error File

June 04, 2018 - 06:37:30 PM

Delete the logs that are older than days.
) (e
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Click the Delete button to delete logs.

3.3.7 General Import Errors

The main errors encountered during the import process occur when the underlying
constraints of the database are violated. For example, if a field has a constraint that
it cannot have null or no values and if an attempt is made to insert a record with a
blank value for that field the database will generate an error and not insert the
record. The following lists commonly encountered errors and their resolutions:

3.3.7.1 Primary Key Violation

The Primary Key Violation error is encountered when an attempt is made to load a
data file that contains a record with same primary key that already exists in the
table.

Importing ERSUSERSTEMP .... @ Inserted Successfully

Row: 2 - Duplicate Primary Key
Import Finished with Errors

How to resolve?
Remove the record with the same primary key from the data file OR the table.

3.3.7.2 Invalid Number

The Invalid Number error generally occurs when an attempt is made to load a data
file containing an invalid numeric value to the numeric field in the table.

Importing ERSUSERSTEMP .... @ Inserted Successfully

Row: 2 - Double Format Error - SPONTHRESHOLD
Import Finished with Errors

How to resolve?
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Ensure the data file does not contain an invalid numeric value where the
numeric value is expected. Valid numbers contain the digits '0' thru '9', with
possibly one decimal point, a sign (+ or -) at the beginning or end of the
string, or an 'E' or 'e’ (if it is a floating point number in scientific notation).

Tip: A typical numeric error is including a comma or other characters in the
amount value. Check for this character in the numeric field and remove it
from the source data file.
Example of valid value: 12000
Example of invalid values:
$12000
$12,000
12,000
12,000.00

If no numeric error is found, ensure that the order of the columns in the data
files matches the table structure defined in the data dictionary or is properly
assigned using the data mapping process described above.

3.3.7.3 Wrong Date Format

The Wrong Date Format error generally occurs when an attempt is made to load a
data file with date fields whose format is different from that selected on the Import
Source Data screen prior to submitting the data file for import.

— Import Progress

Importing ERSUSERSTEMP .... @ Inserted Successfully

Row: 2 - Date Format Error - DATEIMPORTED
Import Finished with Errors

How to resolve?
Ensure that the date format in the data file and the selected date format is the same.
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3.4 ExportData

The data export process in ERS provides the Central Administrator (CA) the ability
to export eligible Cost Transfer records in the ERSCT table for later update in the
institution’s authoritative systems. The CA will have the control in defining what
records are eligible for exporting and what columns and format the cost transfer
will be exported in.

Note: This feature is only applicable to the institutions that process cost transfers in
ERS.

After selecting the Export Data option from the menu, the CA will see the screen
below.

Export Data

— Export Cost Transfer

Export Cost Transfers
Cost Transfer Export Settings - Not Complet= - Update Settings &

Sunday at 19:39
Update Auto Export Settings

Manual Export - Export Now @

Export Logs - View Now

The “Export Cost Transfer” interface is divided into the following four options:
Update Settings

Update Auto Export Settings

Manual Export

Export Logs

BN

3.4.1 Update Settings

Upon clicking the link “Update Settings” the system presents the following screen
with a list of export criteria, list of data columns to export and the option to begin
the export process on click of a button.

Data Management



ERS v10.0 Central Administrator Manual

Only Approved Cost
Transfer:
Only Certified Effort:
Number Format: ® =00
Date Format: ® 2018-06-08 DE/D3/2018 060518
Check Inactive
Account:
Check Total CT net
to zero:
Available Selected
Column(s) Columni{s) Column Heading(s)
ERSCT.CTNUM =
ERSCTEMPID ( Add 22 J
ERSCT.EMPNAME
ERSCT.RPCODE Add ALL >>
. ERSCT.SUBDEFT
Menl Ontons: ERSCT.ACCOUNT ST
ERSCTAMOUNT
ERSCT BEGDATE
ERSCTENDDATE (L=< Remove ALL ) o
|ERSGT.EXPORTED - ! |

(&) Reoraer (W)

The following cost transfer export criteria are available for selection:

(0]

Only Approved Cost Transfers - If checked, only approved cost transfers
transacted either by the pre reviewer or post reviewer will be considered for
export.

Only Certified Effort - If checked, only the certified effort forms with a cost
transfer will be considered for export.

Note: If there is a cost transfer in pre review, it will qualify for data export
once the form is certified. Similarly, if there is a cost transfer in post review, it
will be marked as eligible for export.

Number Format - Used to select the format in which the value of the amount
should be presented in the export file. Currently system only supports the .00
format.

Date Format - Used to select the date format. The following date formats are
available for selection:

e yyyy-mm-dd
e mm/dd/yyyy
e mm/dd/yy

Check Inactive Account - If checked, the system will not export a cost
transfer that involves an inactive account.
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Note: The status of the account is determined by the value in the field
STATUS in table ERSCHARTACCTS. If STATUS is set to ], it denotes an inactive
account.

O Check Total CT net to zero - The system checks to ensure that the total cost
transfer nets to zero.

The interface lists the eligible columns for selection that can be included in the cost
transfer export file.

Available Selected

Column{s} Columnis) Column Heading(s)
ERSCT.CTHUM - — =]
ERSCT EMPID aid s
ERSCT EMPRARME ’ \
ERSCT RPCODE Add ALL ==

Menu Options: ER=CT SUBDEFT ) )
ERSCT ACCOUNT << Remove
ERSCT. AMOUNT
ERSCT BEGDATE [ <= Remove ALL |
ERSCT EMDDATE
ERSCT EXPORTED x| =l
[ij Re-order LLJ | Define

Important Note: Institutions using 9 over 12 conversion and transacting cost
transfers in ERS should specify “Cash Basis” fields (debit_cash, credit_cash) to export
cost transfer amount for 9 over 12.

3.4.2 Update Auto Export Settings

The Auto Export interface allows the CA to schedule export of the eligible cost
transfers at a specified time during the week.

If no auto cost transfer export scheduler is configured the following screen is
displayed.
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— Setup Export Cost Transfer Auto Process

No Auto Cost Transfer Export is scheduled

Cost Transfer Export - Auto Scheduling Confirmation

Selected Directory

in the server or the

network whera the  dtempl
exported file will

reside.

Export File Format  Tab Delimited Text File

Auto CT Export

Schedule Day Time

S -

Click on “Edit” button to configure the auto scheduler. The scheduling of cost
transfer export under auto export process is a three step sequential setup:

= Setup Export Cost Transfer Auto Process
No Auto Cost Transfer Export is scheduled

. Cost Transfer Export - Auto Scheduling Confirmation

Selected Directory in the server or the network whers: -
the exported file will reside. [d:tempt |

Export File Format ® TabDelimited Text File ) Gomma Delimited TextFile ) Bxcel Spreadshest

Sunday Monday Tuesday Wednesday  Thursday Friday Saturday

Auto CT Export Schedule 7] s [l [l = ™) ™)

Time: |00 ¥ |-| 00 ¥ |EDT

Step 1: Provide the absolute path or the location to place the exported file on the
server.

Step 2: Specify the format in which the file should be generated. The system
supports three formats:

0 Tab Delimited Text File

0 Comma Delimited Text File

0 Excel Spreadsheet

Step 3: Set-up the schedule by selecting the days of the week and time.
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Note: The system will execute the auto export process when the scheduled time
matches the time on the server where Effort Reporting System is installed.

Clicking button “Submit” provides the following confirmation of the auto-scheduling
configuration.

= Setup Export Cost Transfer Auto Process
| Cost Transfer Export - Auto Scheduling Confirmation |

Selected Directory

in the server or the

neiwork where the  dtemp\
exported file will

reside.

Export File Format ~ Tab Defimited Text File

Auto CT Export By me
Schedule Sunday 21-:00 EDT
Return .

If the specified directory path does not exist, the system will display a warning in
red that needs to be corrected.

L Setup Export Cost Transfer Auto Process

Wamning: The selected direciory does not exist

Cost Transfer Export - Auto Scheduling Confirmation

Selecied Directory

in the server or the
network where the el
expaorted file will

reside.

Export File Format ~ Tab Delimited Text File

Auto CT Export — e

Schedule Saturday 21:00 EDT

) )

Caution!! Ensure that this warning is corrected, otherwise the Auto Export function
will not execute.
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The system runs the auto export function as per the schedule and generates a zip
file that contains the configured export format file in the specified location.

The zip file uses the following naming convention - ExportCT_auto_YYYY-MM-DD-
HH-MM-SS.zip.

Note: If the auto export process does not find any cost transfers for export it
generates a zip file with an empty text file.

Important Note:

The cost transfers exported as a result of the auto export process will be marked as
“Exported” i.e. ERSCT.Exported =Y. Unlike Manual Export process there is no option
to review the details of the transfer prior to marking is the records as “exported”.

Every auto export process results in generation of the logs that are available under
the “Export Logs” tab.

3.4.3 Manual Export - Export Now

Once the settings have been updated and saved, the “Export Now” link will be active.
On clicking the “Export Now” link, the system identifies qualified cost transfers for
exporting based on the criteria defined through the Export Cost Transfer
Configuration.

— Cost Transfer Export in Progress

Identify qualified Cost Transfer Records ...

100%

Post Process

Once the cost transfers to be exported are identified, the following screen is
presented to the Central Administrator.
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) Confirm the Cost Transfer Export

Step1
Select a format and click on Download to review the exported cost transfers. Review the downloaded file befere proceeding to the next step

Tab Delimited Text File M| D

Step2:

Effort forms pertaining 1o the cost transfer records are currently locked. To unlock the effort forms, select one of the following options:

1. Select the Accept button to update the exported status in ERSCT table and unlock the effort forms.

2. If the downloaded file cannot be used, select the Reject button to release the effort forms Without updating the export status in ERSCT.

- D

Step 1 - Review:

In this step the CA can download the cost transfers in any of the following formats
and review the results.

e Tab Delimited Text File

e Comma Delimited Text File

e MS Excel File

Step 2 - Accept or Reject:

This step allows the CA to mark the cost transfers found eligible in Step 1 as
exported or leave the cost transfers unchanged.

e Accept: This will mark the eligible cost transfers as exported. These cost
transfers will not be listed when the Export Cost Transfer function is
executed again.

e Reject: This will not mark the eligible cost transfers as exported. These cost
transfers will be listed when the Export Cost Transfer function is executed
again.

Important Note: The effort forms that contain cost transfers identified by the
system in Step 1 for export will be locked to prevent any user update. In order to
unlock the effort forms, Step 2 should be completed by selecting the option of Accept
or Reject.

The cost transfers transacted in ERS are saved in the following system tables:

e ERSCT - The cost transfers defined on the effort form are saved in this table
and the following fields are assigned the respective default values:
Exported = N
Reversal = N

If Accept action is selected, the system will mark the cost transfer as exported
by updating the Exported field to Y.
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o ERSCTDETAIL - The cost transfer details (i.e. debit and credit entries by pay
period) are saved in this table. The following fields are assigned the
respective default values:

Original = Y
Reversal = N

These values remain unchanged for the cost transfers marked as exported.

Note: The tables ERSCT and ERSCTDETAILS are related by the CTNUM field.

3.4.3.1 ExportLogs

The “Export Logs” interface displays the logs generated by the “Auto Export” process
only.

Recommendation! No email notification is sent or announcement is posted on the
Central Administrator’s home page after each data export run. If auto export is
scheduled, the CA should check the logs after the auto export process is complete.

m— Export Cost Transfer Logs

Displaying 16 of 16 records
Timestamp 4 Export Resuits 4 Download +
Mar 04, 20158 - 01:00:41 Succeeded ExportCT_auto_2018-03-04-01-00-41 zip_log.zip
Mar 04, 2018 - 01:01:06 Succesded ExportCT_auto_2018-03-04-01-01-06.zip_log.zip
Mar 11, 2016 - 01:01:08 Succeeded ExportCT_auto_2018-03-11-01-01-08 zip_log.zip
Mar 18, 2015 - 01:00:20 Succeeaded ExportCT_auto_2018-03-18-01-00-20 zip_log.zip
May 27, 2018 - 01:00:21 Succeaded ExportCT_auto_2018-05-27-01-00-21 zip_log.zip
Jun 03, 2018 - 01:00:17 Succeeaded ExportCT_auto 2018-06-03-01-00-17 zip_log.zip
Jun 10, 2018 - 01:00:20 Succeeded ExportCT_auto_2018-06-10-01-00-20 zip_log.zip
Jun 10, 2018 - 21:00:44 Succeaded ExportCT_auto_2018-06-10-21-00-44 zip_log.zip
Jun 17, 2018 - 01:00:20 Succeeded ExportCT_auto_2018-06-17-01-00-20 zip_log.zip
Jun 17, 2018 - 21:00:47 Succeaded ExportCT_auto_2018-06-17-21-00-47 zip_log.zip
Jun 24, 2018 - 01:01:01 Succeeded ExportCT_auto_2018-06-24-01-01-01 zip_log.zip
Jun 24, 2018 - 21:00:50 Succeaded ExportCT_auto_2018-06-24-21-00-50.zip_log.zip
Jul 01, 2018 - 01:01:03 Succeeded ExportCT_auto_2018-07-01-01-01-03 zip_log.zip
Jul 01, 2018 - 21:00:11 Succeaded ExportCT_auto_2018-07-01-21-00-11.zip_log.zip
Jul 08, 2018 - 01:01:03 Succeeded ExportCT_auto_2018-07-08-01-01-03 zip_log.zip
Jul 08, 2018 - 21:00:10 Succeaded ExportCT_auto_2018-07-08-21-00-10.zip_log.zip
r equal to I—|days.
i.;-.r’..,‘:i
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Each time an auto export function is executed, a log is generated and is available as a
link to download and view.

Configuration Note: The system places the log files under the specified directory/log
directory. The responsible individual other than the Central Administrator can grab
the cost transfer export file without accessing ERS.

The default screen displays the logs for successful auto export process only. The
successful logs are named in the following format -
ExportCT_auto_YYYY-MM-DD-HH-MM-SS.zip_log.zip

To view the logs for the failed auto export process click on the link here that displays
the following screen:

Failed logs are listed below, click here to list All Logs

Cost Transfer Export Logs

ExportCT_auto_2010-06-28-17-13-40.zip_log_failed.zip

ExpotCT_auto_2010-06-28-17-31-03 zip_log_failed.zip

The failed logs are named in the following format -
ExportCT_auto_YYYY-MM-DD-HH-MM-SS.zip_log_failed.zip

The zipped file contains a text file that provides the following information:

INFC: Start auto CT export.
INFO: found 8 pre gualified records
INFO: Auto CT Export completes

The Central Administrator has the ability to delete the logs by specifying the number
of retention days.

Delete logs older than or equal to _- days.

Note: If 0 is input then the system removes all the logs.
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3.4.4 Cost Transfer Reversal

ERS creates a cost transfer reversal when the user processes another cost transfer
after the original cost transfers transacted either in Pre Review or Post Review have
been exported.

If a cost transfer for an effort form has been exported, executing any of the functions
below will result in creating a reversal of the original cost transfer:

e Effort Results Dropped

e Post Review Results Dropped

e Effort Form Pre Reviewed or Post Reviewed again

The following summarizes the value of the fields in the table at different stages
where the highlighted text represents the fields that are updated in the process.

» Original Cost Transfer:
Table: ERSCT
Fields: Exported = N
Reversal =N
Table: ERSCTDETAIL
Fields: Original =Y
Reversal = N

» Exported Cost Transfers:
Table: ERSCT
Fields: Exported = Y
Reversal = N

Table: ERSCTDETAIL
Fields: Original = Y
Reversal = N

» Cost Transfer with reversals:
New cost transfer transactions created.

Table: ERSCT
Fields: Exported = N
Reversal =Y

No new cost transfer transactions created.
Table: ERSCTDETAIL
Fields: Original =Y

Reversal = Y
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Note: The value of ERSCTDETAIL.ORIGINAL is never N for original or reversal
records. If it's a reversal then check for the condition Original = Y, Reversal = Y for
the same Cost Transfer Identifier i.e. CTNUM.

The reverse cost transfers (EXPORTED=N and REVERSAL=Y) will be eligible for
export whenever the next export process is executed.

3.5 Users Table Refresh

This feature allows refreshing employees (source table ERSUSERSS) data in ERS.

When data is available in the USERS temp table the required changes can be
configured in Configure Settings page. These changes can then be previewed in
Preview page before running the refresh. Refresh process, which can be run
manually or via Auto scheduler will update or insert only those records that have
passed validation and ignore the ones that have failed.

The Employee Refresh feature is designed to address the following activities
occurring on a frequent basis in the source system of the institution.

» Addition of new employees.
» Changes to the existing employee record, like the following:
e Employees moving to a new unit (Division, Department, Sub
Department)
¢ Employees that no longer work for the institution i.e. terminated.
e Employees changing job title, position etc.
¢ Employees changing names.
e Update Effort Form Certifier.

3.5.1 Source Data Requirement

The Employee Refresh uses the staging table - ERSUSERSTEMP

Note: Refer to the ERS data dictionary for the table structure.
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3.5.2

>

What does this feature do?

The Employee Refresh runs data validation checks on the data provided in
the staging table - ERSUSERSTEMP. Any data errors found will need to be
addressed before running the refresh.

Prior to executing the data validation process the user has an option to select
the specific source fields that should be refreshed for the existing or new
employees.

After the data validation is completed, ERS compares ERSUSERSTEMP and
ERSUSERS, and identifies the following:

» New Employees
» Existing Employees
e Existing Employees with change in department/ sub department and
other updates.
e Existing Employees with update other than change in department/
sub department
e Employees with terminated status

Note: Employee Refresh Process provides a list of existing individuals where
ERS identified a change. If the existing user record is identical to the record
in ERSUSERSTEMP, the user record will not be refreshed.

The Central Administrator can review the updates before committing the
changes.

New Employees

e The Pre Reviewer and Post Reviewer for new employees are based on the
current default sub department Pre Reviewer and sub department Post
Reviewer in the ERSSUBDEPT table.

e The Certifier is the individual himself or herself unless a default certifier
for a sub department is set up in the table ERSSUBDEPT.

e Email column can be included or excluded for new employees.

e The default role is set to NONE.

Existing Employees with change a in department/ sub department and other

updates

e If a new sub department is detected for the existing individual, the Pre
Reviewer and Post Reviewer assignment is updated based on the new sub
department default Pre Reviewer or Post Reviewer.
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e The Certifier is updated only if the system is configured to default the
certifier assignment to the employee, otherwise the certifier assignment
is not updated.

Note: Under ERSUSERS Refresh Configuration page Certifier Update
setting can be set to Yes or No:

Yes- Certifier assignment will be refreshed to default to the individual.
No- Certifier assignment will not be refreshed.

Update Certifier was previously a back-end configuration change. In version 8.0 and
higher the Effort form Certifier can be updated to the named individual when
changing departments by selecting “Yes” from the dropdown in Configure Settings
page as shown below.

ERSUSERS Refresh Configuration

Column ? Update From 7 Insert 7

Employee Name v = New Employees

Setting 7 Apply Changes 7

Yes ¥
Sub Department 2 F Update in Subdept
Department 2 IStagmg Table 'I
2 IW F Terminated Employees
e [Staging Table =] ] Update Effort Forms

¥ ¥ Update Certifiers 7

Yes ¥

|

No Change in Subdept Yes ¥
Yes ¥

Yes |¥

Yes ¥

MMMI

The role of the individual is not updated.

» Terminated Employees
e The role of the terminated individual is not updated.
e The Employee Refresh process provides a warning for different roles
assigned to Terminated Employees (Refer the report for terminated
employee for details).

» For existing individuals with updates, only the source column selected prior
to data validation is updated.

As an example, if the Central Administrator does not select an option to
validate email address of the users in the staging table, then the Update step
does not refresh the email address of the existing user in the ERSUSERS table.
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>

For the existing individuals with changes found during the Employee Refresh
process, a setting “Update Effort Form” can be set to Yes to update the profile
on the effort form for current reporting period only.

Important Note: The system updates the profile only if the effort form for
the current reporting period was not accessed.

Prior to applying any updates to the existing individuals identified, the
original record is copied to the table ERSUSERSARCHIVE.

Note: The table ERSUSERSARCHIVE maintains the audit trail for all the
updates to any user record.

The data in the staging table is removed after the Employee Refresh Process
is complete; if the Central Administrator made this selection prior to
committing the changes, otherwise the records are not removed from staging
table.

Important Note:

This feature does not

- change the assignment for existing individuals with no change in sub department.
- handle any Employee ID changes.

- override the alternate sub department assignment.

3.5.3

Employee Refresh Interface

CA can access Employee Refresh interface via Admin—>Data Management = Users
Table Refresh
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cususERs s I

» Auto Commit: Schedule the time and frequency the data refresh process will run

Sunday Monday Tuesday  Wednesday Thursday  Friday  Saturday
(] (] (] (] (] (] (]
Input the time, HH:MM, in 24 Hour Format. For example: enter 11 PM as 23:00
Input Time: [00:00 EDT

Note: The current server time is 7/13/2018 17:19:08

« Settings:
o Configure settings.

« Preview Changes:
o Preview the changes that will be committed.

» Manual Commit:
o Run the manual commit precess right now.

» Logs:
o View the refresh logs.

3.5.3.1 Configure Settings

The initial step is to configure setting when running the refresh for the first time.
Click "Setting" link to specify columns in ERSUSERSTEMP table to update columns
for Existing or New Users.

cRsuses o ]

= Auto Commit: Schedule the time and frequency the data refresh process will run

Sunday Monday Tuesday  Wednesday Thursday Friday  Saturday
)] )] ()] ()] o ()] (]
Input the time, HH:MM, in 24 Hour Format. For example: enter 11 PM as 23:00.
Input Time: [00:00 EDT

Note: The current server time is 7/13/2018 17:19:08

-

» Settings:
o Configure settings.

* Preview Changes:
o Preview the changes that will be committed.

* Manual Commit:
o Run the manual commit process right now.

= logs:
o View the refresh logs.

Prior to running the refresh process, options are given to specify which columns of
the ERSUSERSTEMP table should be validated. After clicking the settings link, a

Data Management



ERS v10.0 Central Administrator Manual

checklist of each of the source columns is displayed. Users can select or de-select
columns to update Existing Users, Update Department, Division and School columns
from Staging table or SubDept table, update userid field from ERSUSERSTEMP table,
include or exclude fields when inserting New Employees.

ERSUSERS Refresh Configuration

Employee Name = w
Sub Department | v
a_fiag1 o "
a_flag2 || o
Employee Status o] . v

There are two methods available to update the DEPT, DIVISION and SCHOOL
columns. One method is to select SUBDEPT table under “Update From” column then
select the three columns Department, Division and School to Update Based on
SubDept. The second method is to update the fields DEPT, DIVISION and SCHOOL
directly from the ERSUSERTEMP table by selecting staging table from dropdowns in
“Update From” column.

In the settings page CAs can choose to apply or ignore following. These changes will
be applied to ERSUSERS and ERSEFFHEADER table after the refresh process has
run.

e New Employee
e Update in SubDept
e No Change in SubDept
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e Terminated Employees
e Update Effort Form
e Update Certifiers

ERSUSERS Rt Conprtin E—
Column 7 Update From 7 Insert 7

€] T Yes ']

vl v Update in Subdept ]

t 7] |Staging Table ¥ | . v No Change in Subdept Yes v |
v [Staging Table v | v Update Effort Forms [Yes 7|

| ves v

7 gl g
NUNKRRNUGIE

IB
g
=
Y

)

g
Y
[y

'

Empid Field ¥ 4

p—
Y-

After making the appropriate selections click the Save button.

3.5.3.2 Preview Changes

Click the Preview link to view the data changes before running the refresh process.
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ERSUSERS Refresh

= Auto Commit: Schedule the time and frequency the data refresh process will run

Sunday
(]

Meonday

Tuesday
] =)

Wednesday

Input the ime, HH:MM, in 24 Hour Format. For example: enter 11 PM as 23:00.

Thursday
[m] @

Friday

Saturday

Input Time: |DD:UD

| EDT

= Settings:
o Configure settings.

* Preview Changes:
o Preview the changes that will be committed.

= Manual Commit:
o Run the manual commit process right now.

= logs:
o View the refresh logs.

Note: The current server time is 7/13/2018 17:24:31

Preview changes in the Preview page before running the refresh process (if no errors) or
fix data in temp table before applying the changes.

Summary

Mew Employees

Updated Employees with No Change in Sub Department

Updated Employees with Changes in Sub Department

Terminated Employees

\Updated Effort Forms

0

1]

0
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Validation - Errors Found

Null Value(s) in EMPNAME - Existing Employee Pass
Null Value(s) in EMPNAME - New Employee Pass
Null Value(s) in SUBDEPT - Existing Employee Pass
Null Value(s) in SUBDEPT - New Employee Pass
Null Value(s) in DEPT - Existing Employee Pass
Null Value(s) in DEPT - New Employee Pass
Null Value(s) in DIVISION - Existing Emplayes Pass
Null Value(s) in DIVISION - New Employee Pass
Null Value(s) in EMAIL - Existing Employee Pass
Null Value(s) in STATUSCODE - Existing Emplayee Pass
Null Value(s) in STATUSCODE - New Employee Pass
Null Value(s) in FLAG - Existing Employee Pass
NUIl Valug(s) in FLAG - New Employee Pass
Invalid Value(s) in EMPSTATUS - Existing Employee Pass
Invalid Value(s) in EMPSTATUS - New Employee Pass
Invalid Foreign Key(s) for SUBDEPT - Existing Employee Failed
select disfinct{subdept) from (select * from ersuserstemp where empid in (select empid from ersusers)) where subdept not in(select subdept from erssubdept) xn
Invalid Foreign Key(s) for SUBDEPT - New Employee Failed

select distinct{subdept) from (select * from ersuserstemp where empid in (select empid from ERSUSERSTEMP minus select empid from ersusers)) where subdept not in{select subdept from erssubdept) 455

Invalid Foreign Key(s) in DEPT - Existing Employee Pass
Invalid Foreign Key(s) in DEPT - New Employee Failed
select distinct{dept) from (select * from ersuserstemp where empid in (select empid from ERSUSERSTEMP minus select empid from ersusers)) where dept not in{select dept from ersdept) 455
Invalid Foreign Key(s) in DIVISION - Existing Employee Pass
Invalid Foreign Key(s) in DIVISION - New Employee Failed
select distinct{division) from (select * from ersuserstemp where empid in (select empid from ERSUSERSTEMP minus select empid from ersusers)) where division not in(select division from ersDivision) 44
Invalid Foreign Key(s) in STATUSCODE - Existing Employee Pass
Invalid Foreign Key(s) in STATUSCODE - New Employee Pass
Invalid Foreign Key(s) in ALTSUBDEPT - New Employee Pass
Invalid Email Address(es) - Existing Employee Pass
Null Value(s) in EMPSTATUS - Existing Employee Pass
Null Value(s) in EMPSTATUS - New Employze Pass
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New Employees - 0

e e e e e e

Update Employees in Same Department - 0

e e e e e e e e

Updated Employees in New Departments - 0

e e e e e e e

Updated Terminated Employees - 0

e e e e e e e e

Updated Effort Forms -0

¢ Denctes changed value

Following information is presented in the various sections of preview page:

e Summary - This section summarizes the changes that will take place after
the completion of Refresh process such as number of New Employees that
will be updated in ERSUSERS table

e Validation - This section generates a validation report. Any invalid data is
highlighted along with the invalid records with the associated error.

e New Employee - New Employees that will be inserted in ERSUSERS table
are listed in this section.

e Update Employees in Same Department - Lists employees when there is
no change in the Department.

e Update Employees in New Department - Lists employees when there is a
change in the Department.

e Update Terminated Employees - Lists employees that will be updated to
Terminated Status.

e Update Effort Forms - Lists employees whose profile change will be
reflected on the Effort Form after update. Only those Effort Forms whose
status has not changed or are not complete will be updated.
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3.5.4 Manual Commit

Click on the manual commit link to run the Refresh process right away.

ERSUSERS Refresh

» Auto Commit: Schedule the time and frequency the data refresh process will run

Sunday Monday Tuesday  Wednesday Thursday Friday Saturday
= (] 7] = B 7] 7]
Input the time, HH:MM, in 24 Hour Format. For example: enter 11 PM as 23:00.
Input Time: [00:00 | EDT

Note: The current server time is 7/13/2018 17:37:26

= Settings:
o Configure setfings.

« Preview Changes:
o Preview the changes that will be committed.

+ Manual Commit:
o Run the manual commit precess right now.

+ logs:
o View the refresh logs.

On clicking this link system will display a progress bar and when the process is
complete will take the user back to the main Employee Refresh page.

Processing

Users refresh in progress. Please wait

|| e [ | )

3.5.5 Logs

Click the “logs” link to view Refresh logs. The logs are generated after the refresh
process is complete.
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ERSUSERS Refresh

» Auto Commit: Schedule the time and frequency the data refresh process will run.

Sunday Monday

Tuesday  Wednesday  Thursday
o O =

Input Time: [00:00

Input the time, HH:MM, in 24 Hour Format. For example: enter 11 PM as 23:00.
| EDT

Friday  Saturday
7] [m]

Note: The current server time is 7/13/2018 17:37:26

» Settings:

o Configure setfings.

* Preview Changes:

o Preview the changes that will be committed.

* Manual Commit:

o Run the manual commit process right now.

* lLogs:

o View the refresh logs.

On clicking this link the system will display all previously saved logs.

Refresh Logs

~ LogCreatedon
Friday July 13, 2018 at 173825 EDT

Delete the logs that are older than |1 days.

bad

View L og

The logs page captures both before and after values and the values that are updated
are denoted with ** in red.
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Updated Terminated Employees - 3

Division
102540856 | Doe120 John | 61390 M50 | SC
102540856 . Doe120 John . 999070-- . M50 . 5B+
102542622 | Doel12i.John = 61390 M50 | SC
102542622 = Doe121.John | 989070-- M50 SB--
102559468 . Doe122 John . 61390 . M50 . sc
102559468 . Doe122 John . 999070-- . 50 . SBe

School

Test_Sch
Test_Sy==

Test_Sch

Test_Sy==

Test_Sch

Test_Sy==

Jdoe120@syr edu

jdoe120@syr edu
jdoe121@syredu

jdoe121@syr.edu

jdoe122@syr edu

jdoe122@syr edu

UserlD Password | TitleCode Title StatusCode | Role | GetPar PreEmplD

102540856

102540856

102542622

102542622

102559468

102559468

ey

[

Faculty
. Faculty
Faculty
Faculty
. Faculty

Faculty

Instructor-Adjunct
Instructor-Adjunct
Instructor-Adjunct
Instructor-Adjunct
Instructor-Adjunct

Instructor-Adjunct

A

A

A

Dc

Dc

DC

DC

Dc

Dc

N

N

N

114132222

596722222+~

114132222

596722222+

114132222

596722222+

Updated Effort Forms - 0

RpCode School TitleCode

| Title |

Empid Empname Division StatusCode

=+ Denotes changed value

Warnings

Warning 3 terminated employes(s) are assigned as a Department Coordinator Please see the terminated employee report

Logs also display “Warnings” such as “terminated Employee(s) are assigned as a
Department Coordinator. A link is also provided to access “Terminated Employee
Report”.

3.5.6 Auto Commit Scheduler

An auto commit scheduler is also available to schedule an ERSUSERS refresh run at
a later time.

ERSUSERS Refresh

= Auto Commit: Schedule the time and frequency the data refresh process will run.

Sunday Monday Tuesday  Wednesday Thursday Friday  Saturday
(] < 7] 5] ] [« (]
Input the time, HH:MM, in 24 Hour Format. For example: enter 11 PM as 23:00.
Input Time: D2:00 | EDT

Note: The current server time is 7/13/2018 17:40:55

= Settings:
o Configure setfings.

= Preview Changes:
o Preview the changes that will be committed.

« Manual Commit
o Run the manual commit process right now.

= lLogs:
o View the refresh logs.
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To schedule a refresh run select a day(s) by clicking the checkbox for the specified
day. The input time should be in 24 Hour format. Click the Save button.

Note: The date and time that displays on the Auto Scheduler is current server date
and time.

3.6 Organizational Hierarchy Refresh

In ERS terminology, an organization hierarchy consists of the following three units:
» Division
» Department
» Sub Department

The following illustrates the Organization Hierarchy in ERS where the Division is at
the top level followed by Department followed by Sub Department.

Divigian
(School of Enginesring)

Department
(Electrical Engineering)

Drapartment
(Mechanical Enginesring)

s UBDB.F‘MWE”[ SubDepartment SubDepartment
(Enginaaring : ) SubDepariment
- [Engineering (Control .
Mechanics) ) . [Eleciromagnetics)
Research) Engineering)

Note: For some institutions the department and sub department are treated at the
same level i.e. there are as many departments as there are sub departments.

The Organization Hierarchy Refresh feature was designed to address the following
activities occurring on frequent basis in the institution’s source system.
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» New units are added (Division, Department, Sub Department)
» Low level units are re-organized (Department, Sub Department)
» Existing units are renamed (Division, Department, Sub Department)

3.6.1 Source Data Requirements
The Organizational Hierarchy Refresh uses the following staging tables.

» ERSDIVISIONTEMP
» ERSDEPTTEMP
» ERSSUBDEPTEMP

Note: Refer to the ERS data dictionary for the table structure.

3.6.2 High Level Process Details

The Organization Hierarchy Refresh compares the data between the following
staging and source tables.

Staging Table Source Table
ERSDIVISIONTEMP ERSDIVISION
ERSDEPTTEMP ERSDEPT

ERSSUBDEPTTEMP ERSSUBDEPT

On comparing the tables the system identifies and processes the following:

» Add anew unit (DIVISION, DEPT, SUBDEPT)

» Update any name change of the unit (DIVNAME, DEPTNAME,

SUBDEPTNAME)

Update regrouping of low level unit

Update the current users profile (ERSUSERS)

Update un-archived effort form profile (ERSEFFHEADER) with the new

organization structure.

» The system performs data validation checks and only processes records that
pass these checks.

YV V

As an example, the following validation check is performed for ERSDEPT

» New Department
If a new department (DEPT) code is found then the following is also required
or the refresh will not add the new department.
e DEPTNAME
e DCEMPID

Data Management
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e DIVISION

» Update Existing Department
If an existing department is found the following columns will be updated
with the values provided in the ERSDEPTTEMP

e DEPTNAME
e DIVISION
e SCHOOL

Note: For the existing department the columns DCEMPID and CEMDCEMPID
are not updated by the refresh process regardless if the value is provided or
not.

» If the record cannot be refreshed due to data integrity, an error code will be
populated by the system in the following fields.
e ERRORCODE - Indicates type of error
e DATEERRENTERED - Timestamp when the error was recorded.

» Audit Trail - The system maintains a copy of the original record in the
respective archive tables - ERSDIVISIONARCHIVE, ERSDEPTARCHIVE,
ERSSUBDEPTARCHIVE.

The records in the archive table are never removed on the subsequent
refresh. The records are always appended to the archive tables.

Important Note: This feature does not refresh routing assignment for

- existing units - sub department, department, and division (example, a new
SubDC is identified for a sub department - the refresh process will not address
this reassignment).

- existing users.

3.6.3 Organization Hierarchy Refresh Interface

This feature allows the Central Administrator to schedule the day and time to run
and refresh the sub department, department and division information per employee
and effort report. In addition to the automated scheduler, the system provides the
option to run the process on demand. The refresh process makes the following
updates based on the new values stored in the temp tables.

This feature can be found under Admin—->Data Management->Organization

Hierarchy Refresh
Data Management
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Data Management

Options

» Manage ERS Tables

Update, add, retrieve, or delete data with this easy-to-use table interface

» Batch Update with SQL

Use SQL to view multiple records or make batch updates

» |mport Data

Load data from flat files or set schedules for auto importing data from flat files.

» Export Data

Export data from ERS tables into flat files.

» Users Table Refresh

Add

» Organization Hierarchy Refresh

Set up the job scheduler to update Sub Department, Department, and Division
hierarchy to employee profile and effort forms.

information and apply the new organization

« Data Validation Reports

Validation reports on all ERS tables.

The Organizational Hierarchy Refresh page is organized into the following three

sections:

» Auto Commit
» Manual Commit

> Logs

Organizational Hierarchy Refresh

» Auto Commit: Schedule the time and frequency the data refresh process will run

Sunday

Monday
(=]

Tuesday
B

Wednesday

Thursday
[

Input Time: |1G'EB

Input the time, HH:MM, in 24 Hour Format. For example: enter 11 PM as 23:00
| EDT

Friday
=]

Saturday

Note: The current server time is 7/13/2018 17:59:08

= Manual Commit:
o Run the manual commit process right now.

= Logs:
o View the refresh logs.

The following describes the two different options that can be used to execute the

Organizatio

nal Hierarchy Refresh process:
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3.6.3.1 Manual Commit

The Central Administrator executes the Organization Refresh process by clicking on
the link Manual Commit

* Manual Commit:
¢ Run the manual commit process right now.

The following page is presented when the Organization Refresh is under progress.

Processing

Users refresh in progress. Please wait

|| e [ | )

Once the Organization Refresh Process is complete, the user is brought back to the
main Organization Refresh page.

Organizational Hierarchy Refresh

= Auto Commit: Schedule the time and frequency the data refresh process will run

Sunday Monday Tuesday  Wednesday Thursday Friday Saturday
(] B | [ 7] 2

_ o L [} £ = 2
Input the time, HH:MM, in 24 Hour Format. For example: enter 11 PM as 23:00
Input Time: [16:28 | EDT

Note: The current server time is 7/13/2018 17:59:08
i

= Manual Commit:
o Run the manual commit process right now.

» Logs:
o View the refresh logs.

3.6.3.2 Auto Commit

The Central Administrator schedules a day and time when the Organizational
Refresh process should execute. The auto commit configuration involves selecting
day(s) and providing a time when the process should run.
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¢ Auto Commit: Schedule the time and frequency the data refresh process will run.

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
- - T3 r r - r
Input the time, HH:MM_ in 24 Hour Format. For example: enter 11 PM as 23:00.

Input Time: |12353 EST

MNote: The current server time is 11/28/2011 10:31:16

[ save ( Help

3.6.3.3  Logs
The results of the Organization Refresh can be viewed under the section - Logs

To view the results of the refresh, click on the link logs, which presents the list of all
the available logs by date when the Organization Refresh process was executed.

* Logs:
o View the refresh logs.

Refresh Logs

Log Created on Update Logs
Friday July 13, 2018 at 18:01:03 EDT View Log
Delete the logs that are clder than ;1 idays
e

Click on link View Log presents the Update Summary and Errors.
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Organizational Hierarchy Refresh

Update Summary

ERSDIVISION 0 1
ERSDEFT 0 0
ERSSUBDEPT 0 a
ERSUSERS -— 0
ERSEFFHEADER -— 0

Errors

IS N S N

ERSDIVISIONTEMP DMVISION 1234 DHEMPID is not a valid user

If any data validation errors are found, they will be listed below the Update
Summary. The errors are grouped by staging table by error.

Note: The Errors Section is displayed only if any data validation identified as an
error.

3.6.3.4  Update Summary

This section summarizes the new and updated records per table involved in
Organization Refresh.

Update Summary

ERSDIVISION
ERSDEPT
ERSSUBDEPT
ERSUSERS

ERSEFFHEADER
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Click on each table link to view the details of data refresh.

Note: No new records are added in the table ERSUSERS and ERSEFFHEADER as a
result of the Organization Hierarchy Refresh and hence no count is displayed.

3.6.3.4.1 ERSDIVISION
The ERSDIVISION link displays a page that is divided into two sections:

» New Records: This section lists new divisions added.

» Updated Records: This section lists updated records. The first line lists the
original record. The second line lists the updated fields of the original record
and is denoted by ** in red.

Organizational Hierarchy Refresh - ERSDIVISION Detailed Log

New Records

5535 Sample 5535 167985555

Updated Records

1223 test test

1223 Sample =

** Marked fields have been updated

-

3.6.3.4.2 ERSDEPT
The ERSDEPT link displays a page that is divided into two sections:

» New Records: This section lists the new departments added.
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» Updated Records: This section lists the updated records. The first line lists
the original record. The second line lists the updated fields of the original
record and is denoted by ** in red.

Organizational Hierarchy Refresh - ERSDEPT Detailed Log

New Records

DEPT DEPTNAME mm SCHOOL CEMDCEMPID

Updated Records

222123 Bioloay SH

222123 Biology 1 SH ski**

** Marked fields have baen updated

—

3.6.3.4.3 ERSSUBDEPT
The ERSSUBDEPT link displays a page that is divided into two sections:

» New Records: This section lists new sub departments added.

» Updated Records: This section lists updated records. The first line lists the
original record. The second line lists the updated fields of the original record
and is denoted by ** in red.
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Organizational Hierarchy Refresh - ERSSUBDEPT Detailed Log

New Records

SUBDEPT | SUBDEPTNAME | SUBDCEMPID | SUBDEPTPREEMPID | SUBDEPTCERTEMPID | SUBDEPTPOSTEMPID | ALLOWEMPTY | EDITPRE | EDITCERT I

5555555 Finance 167835555 167835555 167835555

Updated Records

SUBDEPT SUBDEPTNAME -m SCHOOL

22212341 Biology 222123

22212341 Biclogy 1 ** 222123 SH SKI

** Marked fields have been updated

e

3.6.3.4.4 ERSUSERS
The ERSUSERS link displays a page with a list of updated records only.

This section lists the existing user records which were updated as a result of
regrouping of sub department to a different department or division.

The first line lists the original record. The second line lists the updated fields of the
original record and is denoted by ** in red.

Organizational Hierarchy Refresh - ERSUSERS Detailed Log

Updated Records

T

267952222

267932222 MED == sC Skl
** Marked fields have been updated

_—

| Note: No new records are added in the ERSUSERS table.
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3.6.3.4.5 ERSEFFHEADER

The ERSEFFHEADER link displays updated records for each un-archived effort form
of the individual with the new organization structure.

This section lists the updated record of individual’s effort form which was updated
as a result of regrouping of sub department to a different department or division.

The first line lists the original record. The second line lists the updated fields of the
original record and is denoted by ** in red.

Organizational Hierarchy Refresh - ERSEFFHEADER Detailed Log

Updated Records

M50 sC SKI

167932222

167932222 Ma0 =* sC Skl
500101040 M50 sC SKI
400101040 MaD =* sC SKI
691762222 M50 sC Skl
691762222 MED =* sC SKI
17222222 M50 sC SKI
117222222 Ma0 =* sC SKI
129332222 M50 sC SKI
129332222 MaD =* sC SKI

Note: No new records are added in the ERSEFFHEADER table.

3.6.3.5 How to resolve data errors?

The records with data errors are not removed from the staging tables and are
identified with error code and date when the error was entered by the Organization
Hierarchy Refresh process.
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Depending on the data error and availability of the correct data information, the
errors can be resolved using any one of the following options:

1. Manage ERS Table Interface
Use the Manage ERS Tables interface to correct the data errors one at a time.

Admin - Data Management ->Manage ERS Tables = Organization Hierarchy
Refresh Staging Table (Division Temp or Department Temp or Sub Department
Temp)

Ensure the data errors are resolved and the following fields are left blank.

Error Code |

Date Error Entered | Enter as mmsddyyyy anly.

2. Import Data Interface
Remove the existing data in the staging tables before importing the data with
correct or missing information. Ensure that the system fields - ERRORCODE
& DATEERRENTERED are left blank.

Important Note: Ensure data errors are addressed in all the involved staging tables
before running the Organization Hierarchy Refresh process again.

3.7 Data Validation Reports

Validation reports come prepackaged with the application. After a reporting period has
been initiated CA can view these reports to correct any potential errors or warnings in
data.
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Validation Report
Displaying 81 of 81 records
Report Title % Report Description % m
ERSCHARTACCTS  Check for blank or null STATUS STATUS MUST be provided. 5
Check for invalid Account ACCTTYPE MUST be provided. Valid ACCTTYPE values are 5
SUNVEVCUKY O
Check for invalid STATUS STATUS MUST be provided. Valid STATUS wvalues are: "A"'I' 5
Check for blank or null DESCR DESCR MUST be provided 1
Cbeck for blank or null ACCT_ATTR1 ACCT_ATTR1 MUST be provided 0
Check for Foreign Key for COMPANY This column specifies the Sub Department the Account belongs to 0
Check for Foreign Key_for PARENT_ACCT Account ID of PARENT ACCOUNT 0
Check for blank or null ACCOUNT ACCOUNT MUST be provided. 0
Check for blank or null ACCTTYPE ACCTTYPE MUST be provided. 0
Check for blank or null ACCT_ATTR2 ACCT_ATTR2 MUST be provided 0
Check for blank or null DESCRSHORT DESCRSHORT MUST be provided 0
ERSDEPT Check fer blank or null DCEMPID DCEMPID MUST be provided. If this information is not available, populate 5
with & dummy EMPID. Ensure the dummy EMPID record exists in table
ERSUSERS
Check for blank or null DIVISION DIVISION MUST be provided 1
Check for blank or null DEPT DEPT MUST be provided 0
Check for blank or null DEPTNAME If DEPTNAME is missing, it will not be displayed wherever applicable 0
Check for invalid DCEMPID Valid DCEMPID must be provided. Resolve the data error by adding details 0
for DCEMPID in table ERSUSERS
Check for invalid DIVISION Valid DIVISION MUST be provided.Resolve the data error by adding details 0
for DCEMPID in table ERSDIVISION

Note here that CA can view the detail of each report by clicking the Report title link.

View Report
Report Title: ERSCHARTACCTS-Check for invalid Account
Report Description: ACCTTYPE MUST be provided. Valid ACCTTYPE values are 'S','N','E","C",'K',Y",'2",'OQ"
Source Table: erschartaccts
Query: select account, accttype from erschartaccts where accttype not in"S" "N’ 'C' KLY '2,'00
Total No of Records: 5
MNo. of Pages: 1
Time taken to generate report:
Dated Modified: 13-Jul-2013

- : ¥ Escape Double Quotes Download .

Displaying 5 of 5 records

ACCOUNT + ACCTTYPE +
830-350 E
600-400 E
111313133 2
600400 E
830350 E
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4 Role Management

4.1 Role Management

Each individual with a need to access ERS is assigned a role. Each role has specific
rights designated in ERS. The Role Management feature allows the Central
Administrator to create new roles and view/ update an individual’s role.

This option is available to the Central Administrator under the Admin menu option.

Admin @

System Settings

Data Management
Role Management
User Mana{g?ement
Initiation
Exceptions
Archive Data

RCT

CT Approval

The Role Management page lists all the possible roles defined in the system.

Role Management
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Role Management
Displaying 12 of 12 records
I T
= AUDITCA Auditor 06/27/2017 Y
El CA ERS Administrator 07/03/2017 Y
E’\ CERT Certifier 07/03/2017 Y
E! CTAP Cost Transfer Approver 07/03/2017 N
5" Dc Departmental Coordinator 07/05/2017 Y.
E,l DCDH Department Coordinator - Division Head & Dept Head 06/30/2017 Y
S DH Division Head 06/28/2017 Y
55" NONE Employee 07/05/2017 b
s" POST Post Reviewer 06/26/2017 Y
S PRE Pre Reviewer 10/26/2009 Y
E’l PREPOST Pre and Post Reviewer 06/30/2017 Y
;5’. SuBDC Sub Department Coordinator 10/26/2009 Y

Edit - This icon allows to view and edit the menu options assigned to role.
e Role -This abbreviated value is the key that ERS uses to identify the role.
¢ Role Title - This value is displayed on the Home page.

Compliant State University Elame CEMIBNe Lyl

Miller,Cris
Effort Forms 4 ~  Management [52l ~  Reports (W] Help |/o\'| - Departmental Coordinator
2 = 2]

View Assigned Departments

Compliant State
University

e Date Modified - Displays the last time the role was updated.
e Default Role - Defines if it's a system defined role or Central Administrator
defined role. There are two possible values.
Y - Indicates system defined role and cannot be removed.
N - Indicates CA defined role and can be removed.

4.1.1 EditRole

By clicking on the & icon, the Central Administrator has the ability to edit the Role
Title or responsibilities of the selected role by adding or removing the menu options
or deleting non-default ERS role.

Role Management



ERS v10.0 Central Administrator Manual

Edit Role
qu.:e Ai?rewanon: oc
qu___e Tnf: Departmental Coordinator
[¥] Effort Forms [ei) ManagememE% ) Reports e} Hetpw" 7\1
rd @ i 7
)| @ Pre Review + ¥ (@5 assignments « [7] AboutERS
Menu Options: . @ Cemfy + [0 [\ Notfications + [ oms A21
@ _ gl « [ nH
. Cemfy by Project - V] HF’rmt Forms . @ nsF
@ @ Post Review « [¥] Glossary
o [7] Test

By editing available menu options, ERS will apply the selection globally to all users
assigned that role.

Notes:
Only the Help menu options are editable for the role of Central Administrator.

DCDH and NONE roles are an exception where there is no menu option for editing,
only Role Title is editable.

4.1.2 Add New Role

To add new roles to ERS, start by clicking the — button. The Central
Administrator can choose the name of the new Role and its abbreviation. The menu
options listed can be added to the responsibilities of this new Role and can be
ordered by preference.

Add Role
Role Abbreviation:
Role Title:
Il EffortForms [] Admin [7_5}

« 3 @ Pre Review « [C] CT Approval

Menu Options: &)
i | Cemfy
« 0 CemfybyFruJed
| @ Post Review
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The new roles that can be created are currently limited to the Pre Review, Certify,
Certify by Project, Post Review and CT Approval menu options.

4.1.3 Delete Role

Only those roles created by the Central Administrator via this interface or having
Default Value of ‘N’ are available for deletion.

The button is available via Edit option only if this role was created by the
Central Administrator. Upon selecting Delete option a confirmation box is presented
to verify that the deletion should take place.

Do you want to delete the role REVIEWER?

Caution!! Prior to removing the role, ensure that no user is assigned this role. If
users are assigned the designated role, first assign a valid role for these individuals
by either using the User Management or Assignment function.

The following query can be used to generate a list of users with a particular role.
Select * from ERSUSERS where role = ‘Role Abbreviation’
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5 User Management

The User Management allows the Central Administrator to view an individual’s full
profile such as role, assignments and responsibilities including completed and
pending effort forms.

This option is available to the Central Administrator under the Admin menu option.

Admin @

System Settings

Data Management
Role Management
User Management
Initiati!::l{nb
Exceptions

Archive Data

RCT

CT Approval

The Central Administrator is presented with the following Search Employee criteria
upon selecting the User Management option.
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5.1 User Profile

To view the profile of the user enter complete or partial information for at least one
search criteria (case in-sensitive).

e Employee ID

e Employee Name

e Sub Department Code

e ERSRole

User Management

Search for an individual to manage the role and assignments

Search Employee

(Complete or Partial) Employee ID:

(Complete or Partial) Employee Name:

(Complete or Partial) Sub Department Code:

CTAP -

SUBDC
(Select one or multiple) ERS Role(s): POST

Hote: Hold Ctrl/Shift to select multiple roles OH

CA

MONE -

m

@ First 100 that match
Display Results: ) First 500 that match
O Al

The system will return the records that match the search criteria entered, including
the individual’s current ERS role and the sub department name. Select the desired
user and click Proceed.
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User Management

Select an indhidual and click Proceed to view the domain and assignmants

Displaying 4 of 4 reconds

Saloction Emgloyes I + Hame . Sub Dopartmont s Current RS Bole R
555018 Baob Kano 3331231 - Engnesting oc
555019 Jack Kirby 222123-1 - Biolagy oc
148430222 Millor Cris 61250 - kntomal Modicin oc
555017 Stan Lee 2441731 - Genetics oc

o bicsd

Depending on the user role and domain the profile information will vary. The screen
below is the profile information of the Department Coordinator.

User Management

Employee Name: Miller,Cris Sub Dept: 61390 Status: Active

Employee ID: 149432222 ERS Role: DC

Line ltem Certification Eligibility for Miller,Cris

Is this individual subjected to Faculty Restriction rule? No
Can line item be configured via Assignment? No
Is the count of non-zero sponsored account on the most recent non-certified effort form [0] equal or greater than the No
configured threshold [2] 7

Is there at least one non-zero sponsored account on the most recent non-certified effort form? Mo™
Do all sponsored accounts have Pl information associated with it? Yes®
Can line certification be enabled for this individual? No

* Required to be Yes in order to enable the Line Certification.

Miller,Cris's Domain

opmen s T

EBRERE ENGINEERING Click here to view the sub departments
MG0 BIOLOGY Click here to view the sub departments
M70 CHEMISTRY Click here to view the sub departments

Miller,Cris’s Assigned Responsibilities

)

Pre Reviewer Click here to view or update list consisting of 27 individuals.
Certifier Click here to view or update list consisting of 3 individuals.
Post Reviewer Click here to view or update list consisting of 67 individuals.
Account Certifier Click here to view or update list consisting of 0 Accounts.

-

5.1.1 Header

Displays the Employee Name, ID, Sub Dept, ERS Role and Status (Active or
Terminated).
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Employee Name: Miller,Cris Sub Dept: 613590 Status: Active

Employee ID: 149432222 ERS Role: DC

5.1.2 Line Item Certification Information

Provide Central Administrator with the information related to Line Item Forms for
the institutions using Line Item Certification feature as well as provide additional
information related to the individual’s effort form.

Line ltem Certification Eligibility for Miller,Cris
Yes or
Criteria No
Is this individual subjected to Faculty Restriction rule? MNo
Can line item be configured via Assignment? Mo
Is the count of non-zero sponsored account on the most recent non-certified effort form [0] equal or greater than the Mo
configured threshold [2] ?
Is there at least one non-zero sponsored account on the most recent non-certified effort form? MNo*®
Do all sponsored accounts have Pl information associated with it? Yes®
Can line certification be enabled for this individual? No
* Required to be Yes in order to enable the Line Certification.

Is this individual’s form subject to Faculty Restriction rule?

Whether the individual’s effort form is subject to Faculty Restriction which
is determined by the configuration in System Settings > Initiation Settings >
Faculty Code Setup. Department Coordinators do not have the ability to
reassign the Certifier; however, the CA can overwrite it through User
Management module, if necessary.

Can line item be configured via Assignment?

Line Item Certification eligibility is determined by the configuration under
System Settings > PI Line Item.

Is the count of non-zero sponsored account on the most recent non-
certified effort form [N] equal or greater than the configured threshold
[2]?

This provides the number of sponsored accounts included on the effort form
to assist the Central Administrator with the decision to enable the Line Item
Certification process for the selected employee’s form.

Is there at least one non-zero sponsored account on the most recent
non-certified effort form?

This is one of the required criteria to enable the Line Certification.

Do all sponsored accounts have PI information associated with it?
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This information is required in order for the effort form to correctly function
as line item and to assist the Central Administrator in making a decision to
enable line certification or not.

e (Can line certification be enabled for this individual?
If the form is not enabled with Line Item Certification, and the form is
eligible for it, ERS will allow the CA to enable it by clicking on the here link as
shown in the screenshot below.

Can line certification be enabled for this individual? Yes
Click here to enable Line tem Certification.

The effort form enabled for line certification can be disabled provided the
latest effort form has not been Certified or saved by certifier.

Certification Status

Form not saved by Certifier.
Click here to disable Line ltem Certification

5.1.3 Domain

If the user’s role is DH, DC or SUBDC it will list the respective domain information.
The screen below presents the domain of the Department Coordinator and lists the

departments under it.
Miller,Cris’s Domain
Department Name 4

555655 ENGINEERING Click here to view the sub departments
M&0 BIOLOGY Click here to view the sub departments
M70 CHEMISTRY Click here to view the sub departments

If the domain has another level of organization unit under it, the details can be
viewed by clicking the here link. Example, clicking on the link to view the sub
departments under a department presents the following details of the sub
department.

User Management

Sub Departments Under Department 555555

Displaying 2 of 2 records

Sub Department s Sub Department Name % | Sub Department Coordinator $ | Sub Department Pre Reviewer # | Sub Department Post Reviewer

52060 ENGINEERING Miller,Cris Miller,Cris Miller,Cris
55524 ENGINEERING Miller,Cris Miller,Cris Miller,Cris
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5.1.4 Assignments

This section lists the user’s assignments as a Pre Reviewer, Certifier, Post Reviewer
or Account Certifier.

Miller,Cris's Assigned Responsibilities
wopnseny
Pre Reviewer Click here to view or update list consisting of 27 individuals.
Certifier Click here to view or update list consisting of 3 individuals.
Post Reviewer Click here to view or update list consisting of 67 individuals.
Account Certifier Click here to view or update list consisting of 0 Accounts.

The here link next to each Assignments category of Pre Reviewer, Certifier, Post
Reviewer or Account Certifier allows the CA to reassign user’s responsibility or add
an individual to the assignment list.

User Management

Use Add option to add an individual to Miller,Cris domain for Pre Review. Use Reassign option to reassign an individual to someone else for Pre Review.
Check All  Clear All

Displaying 6 of 2T records

e Pending
;I':nr: - EmployeelD ¢ Title Code ¢ Sub Department ¢ e 2 +

615]
=l 182702222 Barmett, LN 04 Research Asst 61570
[} 711032222 Codae Kathy 01 Research 61570
Associate
[ Y 101032222 Ferguson,Ter 04 Research 61570 Y
Technician, Sr
[} Y 101032222 Ferguson. Ter 04 Research 61570 Y
Technician, Sr
] Y 167984444 Maximus,Demo61570 01 P1 61570 Y
[} 711033232 Mary George 01 Research 61570
Associate

o | | s

The list is sorted by column Has Effort Form? which indicates if the individuals listed
have an effort form in ERS or not. The individuals with an effort form are listed at
the top and further sorted by Name. The last column, “Pending Pre Review?”
indicates if the effort form is pending review. The review label will vary depending
on the review category selection.

In the case of Account Certifiers it also lists the Account.
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User Management

Use Add option to add an individual to Codae,Doyle domain for Account Certification. Use Reassign option to reassign an individual to someone else for Account Certification.
Check All  Clear All

Displaying 2 of 2 records
Has
0 o 0 Pending o
_ EEEEIERE

Y 101032222 Ferguson,Ter 04 Research 61570 61570-35810 Y
Technician, Sr

Y 101032222 Ferguson, Ter 04 Research 61570 61570-67930 Y
Technician, Sr

The Central Administrator can either add individuals to the domain presented or
reassign selected individuals to someone else. The newly designated responsible
individual will be notified of the new assignment.

5.1.4.1 Add

Click on the Add button to add an individual to the domain. Enter the Search criteria
to find the desired Individual to be added to the list.

User Management m
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User Management

Search for an employee to be added

Search Employee to Add

(Complete or Partial) Employee 1D:

(Complete or Partial) Employee Name:

(Complete or Partial) Sub Department Code:

CTAP -
suBDC
(Select one or multiple) ERS Role{s): POST E|
Hote: Hold CtrlfShift to select multiple roles DH
CA
NONE 7

@ First 100 that match
Display Results: ) First 500 that match
© Al

Click on Search button.
User Management
Salact amgploysas 1o aswgn to Miler Cnu to Pra Rewsw and click Proceed
Uisphaying 1 of 1 records
Soloction Emplaysn 10 [ Hame . Sub Dupartment . Curreat Pro Raviesnt
123456789 Ryan Marshall 56210 - BI0 ORGANIC CHEMSTRY Codae Doyle

Select the Individual from the search criteria list and click Proceed.
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User Management
Confirmation

Displaying 1 o1 1 records

123456789 Ryan Marshall 0mx Professor 6210 Milier Cris. Ryan Marshail Miller Cris

Assignmens 1o be updated are marked with *. To apply this change, cick Apply. To cancel, chck Cancel

Confirm the changes by clicking on the Apply button which takes the Central
Administrator back to the selected Review (Pre Review, Certify, Post Review)
Assignment list.

User Management
Use Add cgtion 10 add an indsidual to Miller,Cris domain for Pre Review Lise Reassign aption to reassign an indnadual to someone eise for Pre Redew
Check A Claar Al
Displaying & of 27 records
Has [
Eftort - Emgiayes i ® =i Tisle Code ® Tiie ® ‘Sub Deparumaest ® e = ®
Form? il
mar
¥ 0056582 Cughman Mary 006621 Professor 52060 ¥
¥ 0045571 Darby Hoather Maria 004806 Extension Asgistant Professor 2060 Y
¥ "z Friadman Mary o Aggociats Lab Membar 61390 Y
N 0076331 Keladingley Jans Maris 004481 Professor 52060
N 711033237 Mary Geoege o1 Ressarch Associate E15T0
I N 121456789 Ryan Marsha 0125 Professor 56310 I

For the Account Certifiers the Add and Reassign function allows the Central
Administrator to add individual accounts to the domain presented or reassign
selected individual accounts to someone else.

Example workflow of adding an account to the selected user domain.

User Management

Use Add option to add an individual 1o Codae,Doyle domain for Account Certification. Use Reassign oplion to reassign an individual 1o somaona alse for Account Conmeation

Check All Clear A
Displaying 4 of 4 records
flea I Pendi
Eflor  +  Employeeld o L ‘a|  TteCode o Title & SubDepartment @ Account s b s
e =14 | Cartification?
Form? il |
Y 101032222 Ferguson, Ter 04 Research Technician, 61570 61570-35810 b
Sr
¥ 101032222 Ferguson, Ter 04 Research Technician, B1570 B15T0-67930 ¥
8r
¥ 167904444 Maximus, Demoti1570 o P1 61570 B13090-63650 Y
b4 1BT284444 Maximus, DemoG 1570 o1 P B1570 B1570-63620 Y

Click on Add button, the same Search Screen will appear. Enter an employee’s
name and click Search.
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User Management

Select employees to assign 1o Codas Doyla to Manage and click Proceed

Displaying 3 of 3 records

Selection Empioyee ID e Name ® Sub Departmant % Current Account Certifier ¢ Account ID
167984444 Maxemus, Demog 1570 61570 - Infectious Disease Codae,Doyle 61300-63600
167064444 Maximus, Demod1570 61570 - Infectious Disease Codae,Doyle 61570-63600
Es 167064444 Maximus, Demod1570 G1570 - Infectious Disease Munn, Kellyd1 55010-75230

Select the account and click Proceed.

User Management
Confirmation

Displaying 1 of 1 records

Employes ID % | AccountlD = % | TteCode ¢ Tile # SubDepartment ¢ PreReviewer & | Cerifler®™ ¢ | PostReviewsr 3| Alt SubDepartment

167004444 55010-75230  Maximus, Demo& 1570 01 P1 B1570 Miller,Crs Codan, Dayle Miller,Cns

Assignments 1o be updated are marked with * To apply this ehange, click Apply. To cancel, click Gancel

L]

Click Apply to confirm adding the account for Codae Doyle to certify.

User Management

Use Add opbon o add an indnadual to Codae Doyle doman for Account Cedificabon. Use Reassign ophion (o reassign an ndiidual o someone else for Accounl Certification
Check Al Clear I

Displaying 5 of 5 records

Pending

Centification?

¥ 101032222 Ferquson, Ter 04 Research Technician, 61570 B61570-35810 Y
S
Y 101032222 Ferguson, Ter 04 Research Technician 61570 B1570-67930 ¥
Sr
| Y 167884444 Mevarmus, Demo& 1570 m P1 81570 B1390-63660 ¥
P i =
Y 167984444 Maximus, Demo&1570 ] M 61570 { 59010-75230 ¥
Y 167084444 Madmus, Demod 1570 01 P 61570 G61570-63600 2

e | e W

5.1.4.2 Reassign

Click on the Reassign button to change the assignment of the individual from the
list.

User Management
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User Management

Reassign Responsibility

0105863 Ball, Bryan A 013420

Displaying 4 of 4 records

A ant P or 52060

™
017270 Rosem

02

0
[

Reassign To Another Alt. Sub Dept

This option is available for Pre Review and Post Review. As a result, selected
employees will be reassigned to the selected alternate sub department, and the
alternate sub department’s default pre reviewer and post reviewer will replace
the current pre reviewer and post reviewer for the selected employees. The
SUBDC of the alternate sub department will receive an email notification
regarding this assignment change.

Reassign to Another Individual

The new individual will replace the current individual to perform Pre
Review/Certify/Post Review responsibilities for the selected employees. The
new individual will receive email notification regarding this assignment change.

Reassign to No Pre Reviewer

This option is only available for Pre Review. As a result, the effort forms for the
selected employees will not need the Pre Review. ERS, however, will perform a
check to ensure that the selected effort form(s) are not subject to any of the
critical criteria. When enabled, the effort form(s) will be sent directly to the
certifier, bypassing the Pre Review.

This feature is particularly helpful when an individual terminates and
responsibilities need to be reassigned.

User Management
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5.1.5 Certifier Information

If the individual’s role is CERT, ERS displays the individual’s assignments, including
Pre Reviewer, Post Reviewer, Department Coordinator and Sub Department
Coordinator.

The following individuals are assigned for Codae,Doyle's effort form

Assigned Individuals *
Pre Reviewer Benjamin,Deck
Certifiers Codae.Doyle
Post Reviewer Miller,Cris
SubDC (61390) Aiello,Marie
DC (Ma0) Miller,Cris1
DH (SC) Ferguson Ter

Codae,Doyle’s Effort Forms Status

Reporting Period * Effort Forms Not Certified *
Cerfified Without Changes * Certified With Changes * Completed
123116 X

123115 X

B
“* | O

If the effort form is enabled for line certification then the Certifiers will list the
Accounts and the corresponding line Certifiers as shown in the figure below.

The following individuals are assigned for Ferguson, Ter's effort form
Assigned Individuals *

Pre Reviewer Miller,Crig
Certifiers 61570-35810 : Codae.Doyle

61570-67930 : Codae.Doyle
Post Reviewer Codae Kathy
SubDC (61570) Adams, Grant
DC (M50) Miller,Cris1
DH (SC) Ferguson,Ter

The effort form status information is categorized in two sections:

Codae,Doyle’s Effort Forms Status

Effort Forms Certified *

Certified Without Changes s Certified With Changes >

123115 X X

X

123116

1. Effort Forms Not Certified
2. Effort Form Certified

User Management
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This section is further divided into three sub-sections
i.  Certified Without Changes
ii.  Certified with Changes
iii. Completed

The reporting period link serves as a drilldown to view the effort form whereas the
link associated with Effort Forms Not Certified will bring the user to a read only
version of the CA view screen.

Name: Codae Doyle @ Employes 1D 167982222 Tithe: P
Sub Dept: 61390 - infama Medicns Division: 5G - Immunclogy Title Code: 07
Ruvivw Process Review Flag Fouvivwod By Fouviwwed On
Pre Revew N
Cartty ]
Post Review H
Feem Typa (Flag) Banie + Unvarsty Summary
Critical Status
Effort Form as of 11-14.2017 a1 02.57:32 AM
=

Reporting Period: 123116 (07-01-2016 through 12-31-2018)

Pre Roview Cost  Pre Roview Cost Pre Conified  Post Review Cost  Post Reviow Cost

Commitment Planned Payroll Accounts Description Transtar Shating Review Effort Transler Sharing

Sponsored Accounts

GEME FROJ

s 2% 157053650 BONE MARRO 0% 0% % % 0% 0% 2%
% 16% GS0- 10260 CELL BASIS % 0% ® 1% 0% 0% 18%
Fe ) @ SO05C-10200 CELL BASIS COST SHAR % e e 0% Fe ]

Spunsoredd Sublotal

Non-Sponsored Accounts

i palt ranrd CELLULAR | % 0% &% 6% 0% 0% &%

The link to the reporting period associated with Effort Forms Certified or Completed
will take the user to the Effort Forms Certified screen.

User Management
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Certify

Hnma: Codns Doyta @

Subs Dagl: 61390 - sbenal Modseing

Employes I0: 16798757

Divisioa: SC - Immunslegy

Titla: P

Titln Coda: 02

Form Arckand
Canification Complate
Cadas Doyla on 06-29-30°

a7

|

(=

Reporting Period: 123115 (07-01-2018 through 12-31-2018)

Duscription Payrell % Cast Sharing % Tatal % Costilied Elart %
139063690 GEME PROY 2% (9 20% 0%
E15T0-63550 BONE MARRD a% % 30% %
E2050-10780 CELL BASIS 16% % 16% 16%
@ S0050-10280 CELL BASIS COST SHAR 2% 2% %
Spansored Subtatal BE% » Ea% 6%
- Hon-Sponsored Accounts
21 GELLULAR | 6% % % %
1390-06160 MED GENERA 28% % Eo 6%
Hon-Sponscred Subsotal M 2% % 3%
Hotes
-
Categary Effort %
Inssnuction %

Note: If the individual’s role is NONE, yet, the individual has an effort form; ERS
will also display individual’s current assignments.
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6 Assignment

6.1 Assignments

The Central Administrator has the ability to change the assignment of the user,
update Administrators and their respective domains and assign Cost Transfer
Approvers.

This option is available to the Central Administrator under the Management menu
option.

ﬁv

)

(_I:L Notifications

@ Print Forms

Assignment
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¢ To change assignments for individual(s), click on:

Change Assignments for Individuals

& To re-assign Department Administrator, click on:

Route a domain to another Administrator

o To re-assign Cost Transfer Approvers, click on:

Assign Dept Level CT Approver

* Assign School Level CT Approver

Assign Audit CA Approver

6.1.1 Change Assignments for Individuals

By clicking on “Change Assignments for Individuals”, the Central Administrator is
presented with a list of all Departments to manage.

Change Assignments for Individuals
Select Department|s)
Check All Clgar All
Displaying T of T records
Sulection | Depantment +| Department Name L]
O 222123 Bialogy
O 333123 Enginesring
0 444123 Ganolics
O 555555 ENGINEERING
M50 MEDICINE
O M&0 BIOLOGY
O M0 CHEMISTRY
PR

After selecting the appropriate Departments, the Central Administrator is presented
with a list of all Sub Departments that fall within the selected Departments.

Assignment
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Change Assignments for Individuals

Select Sub Departmantis)
Check All o All

Displaying 6 of & records

Salmction Sub Departmant " [T S ——
(] 5708 Surgory
[w] 54240 Emorgancy Modscine
(] 54243 Pranmacy
(=) 61300 Brstenr vl M fectuer
] 1570 tectious Disoase
=] GEBOTO Mactcirn Proc

After selecting the appropriate Sub Department(s), the procedure replicates that of
the DC or SUBDC assignment process. The CA can select individuals for whom they
wish to make assignments changes.

Change Individual Assignments
Ploase soloct the employeas you wish 1o update and chck Procead to continug the ndradual assagnment

Chack Al Cloar Al

Displaying 8 of 8 records

] Burows,Kim 61390 04 Miller,Cris Grey, John Miller, Gris 61380 Assigned to an Allamate Sub Department
{7] CodseDovie 61390 02  BenjaminDeck CodseDoye  Miller.Crs
[ Friedman Mary 61390 01 Millor Cris Friedman Mary  Miller Cris
[ Jungtiuth John 61390 01 BenjaminDeck  Jungbluth John | Miller Cris
[ Munn, Kolly41 61390 9 Bonjamin,Dock  Munn, Kellyd1  Miller, Cris
[ Redoy,Jil 61390 04  BenjamnDock CodseDoe  Miller,Cris
[[1 RuanStudent 61390 o Banjamen Dack  Codés Doyle Miller, Cris 61300 Assigned to an Altemate Sub Department
[ Williarms, Carter B1570 04  BenjaminDock  Wiliams Carter | Miller Cris 61300 Assignod to an Allemate Sub Dopartment

The CA can then perform the same assignment changes as DC and SubDC.

Change Individual Assignments

You have selected to change the assignment setting for the following employees

Il this is comed, seect the option and click Proceed. If this is nof comect, please cick Back to select other employeses

Employes Hame Sub Departmant Pra Reviewsr Cartifier Post Reviewsr Altarnate Sub Dept
Codae, Dayle 61380 Benjarmin Deck Caodas Doyle Milles, Cris

You have following nghts to change the assignment settings. for the above ndnaduals. Please select an appropriale option 1o continue

Changa Pre Reviewer.

Changa Carifsr

Changa Post Reviewer,

Azsign to a different Sub Depastmant
Move back to onginal Sub Depariment
Enable Solected Forms as Lane Item Forms

Assignment
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6.1.2 Route a domain to another Administrator

When “Route a domain to another Administrator” is selected, the CA is presented
with a list of all departments and their respective DCs. The CA can update the DCs
for one or multiple departments by selecting checkbox next to the listed
departments.

Change Domain Assignment
Yoou are i charge of the following department(s). Please salect from (he followang fist and ciek Procsed (0 conlinus wilh (e assignment process.
Claock Al Cloar All
Displaying 7 of 7 records
Salection | Dwpartment L Department Mams L Department Coordinatar L
Frriks) Buology Jack Kirty
333123 Engingaring Bob Kane
444123 Gonetics Stan Loo
555555 ENGINEERING Milor, Cris
M50 MEDICINE Miar, Cns1
ME0 BIOLOGY Maer Cris
M70 CHEMISTRY Miler Cris
= Change Department Coordinator
e )

The option of “Proceed” will present a Search screen that allows the CA to search for
the individual to be assigned as the Department Coordinator for the selected
department(s). Search can be performed on the following fields:

e Employee ID or Name
e Sub Department Code or Name

Note: Complete or Partial information in any of the fields can be keyed in.

Change Domain Assignment
You have selected to change Department Coordinator for the following departments.

2n3 Eilogy Jack Kirtyy

PMasse sasich and salec! an indivitual 1o ba tha Department Coordinator for the depatment]s) above
Search For fin Employes

Employes E
PP

m Assignment
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Search Employee Results:
» The search will generate the results based on the following criteria:
e Employee is Active
e Employee does not have a role of CA, AUDITCA or CTAP (Cost
Transfer Approver)
» The search result returns records in the format: Employee Name, Sub
Department, Role and is sorted by Employee Name as the default.

Change Domain Assignment

You have selected to change Dy = i for the following

Deparmment | Department Name | Department Goordinator
NN Biology Jack Kirby

Plaase search and select an indwvidual to be the Department Coondinalor fof (he departmant{s) above
Search For An Employss

Employes —
sus Deparmert | I

Please select an individual as Department Coordinator
Name ® Sub Department ® Role s
Ballif, Bryan A 52060 CERT

On selecting the individual, the user is presented with the Summary page that lists
the selected individual’s Current Role and the individual’s New Role after the
assignment takes place.

Change Department Coordinator

You have selected Balllf, Bryan A. as Department Coordinator for the following department(s).

Dapartmant Dspartmant Nams | Dspartmant Caordinator
222123 Biniogy Jdack Kirby

Role Adjustment for Ballif, Bryan A.

Current Rebe Tor Ballf, Bryan A 5 CERT
Roto for Balif, Bryan A after assgnmont will b oo
To select anciher option, dick Return. To select anciher employes, click Back. To apply ihes assignment change, click Apply
) b i

If the assignments are applied using the button Apply the following Confirmation
Page is displayed.

Assignment
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Change Department Coordinator
Ballif, Bryan A. has been assigned as Dk Ci i for the following
Dapartmant [ Dapartmant Name | Departmant Coordinator
prrybE) Biology Ballf, Bryan A
To wark on essignments for differant group of departmants, click Retumn . To exil assignment, click Exit

6.1.3 Assign Cost Transfer Approvers

Depending on how Cost Transfer Approval process is defined in Cost Transfer
configuration, the Central Administrator and/or other domain roles have the ability
to assign the role of Cost Transfer Approver to an individual at different levels. This
option should only be used if Cost Transfers are made in ERS.

» When ERS is setup to do cost transfer approval at division level - Cost
Transfer needs to be approved first by account owning division, then by effort
form’s home division. In such case the CA assignment for Cost Transfer Approval
will have one option as shown below:

+ To change assignments for individual(s), click on:

Change Assignments for Individuals

+ To re-assign Department Administrator, click on:

Route a domain to another Administrator

« To re-assign Cost Transfer Approvers, click on:

Assign Level 1 Cost Transfer Approvers

The Division Head can also make CT Approver assignment within assigned
divisions:

m Assignment
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; © Division Head
Management [ Reports Admin Help |
9 m 5 m L P @ View Assigned Divisions|

= Tore-assign Department Administrator, click on:

Route a domain to another Administrator

« Tore-assign Cost Transfer Approvers, click on

Assign Cost Transfer Approvers

» ERS can also be setup to do cost transfer approval at two levels - Cost Transfer
needs to be approved first at department level, then at the institutional level. In
such case the Central Administrator will have two links for Cost Transfer

Approvers assignment.

» To change assignments for individual(s), click on:

Change Assignments for Individuals

» To re-assign Department Administrator, click on:

Route a domain to another Administrator

» To re-assign Cost Transfer Approvers, click on:

Assign Level 1 Cost Transfer Approvers

Assign Level 2 Cost Transfer Approvers

The Division Head will have option to change Cost Transfer Approver at
department level:

Assignment m
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el S 1
Division Head

Management C% Reports [T]  Admin @ Help |@|

= Tore-assign Department Administrator, click on:

Route a domain to another Administrator

= Tore-assign Cost Transfer Approvers, click on:

Assign Cost Transfer Approvers

Note: ERS can also be configured with customized rule in terms of routing the cost
transfer approval process, and define which roles have the ability to change cost
transfer approver. If the two standard approval processes can not satisfy your
needs, please contact MAXIMUS to setup the rule based approval.

The CA is presented with a list of all the divisions or departments on selecting the
link - Assign Cost Transfer Approvers.

Change Cost Transfer Approvers

Please select the colleges from the following list and click Proceed to continue with the Cost Transfer Approver Assignments process.

Check All  Clear All
Displaying 3 of 7 records

Selection + College + College Name 4
S
] SB Cell Biology
@ sC Immunclogy
] sSD Molecular Pharmacology and Chemistry

On selecting the College or Department, the user is presented with an option to Add
or Remove Cost Transfer Approvers.

To Add Approver > Select a College; Select option of Add Approver (default
selection);

Assignment
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Change Cost Transfer Approvers

You have selected to change Cost Transfer Approver setting for the following colleges
If this is correct, select the option and click Proceed. If this is not correct, please click Back to select another college.

Displaying 1 of 1 records

® SB Cell Biology

You have following rights to change the assignment settings for the above colleges. Please select an appropriate option to continue:

(O] Add Approver

o Remove Approver

o[ rcees.

Use the following Criteria to search for the individual that will be assigned as the
Cost Transfer Approver for the selected division:

» Employee ID
» Employee Name
» Sub Department Code

Change Cost Transfer Approvers

‘You have eslectsd to change Cost Transfer Approver setting for the following collages.

It thiks |6 camect, seiect tha aption and click Procesd. If ihis |5 nod corract, please click Back 1o s2lect anotner collaga.

[ e | ceehew Cost Traneter &gpraver

sB il Sholegy

Please search and s2lect an Indivigual to 30d 38 3 Cost Tranefer Appravar for the colage above:

Ssarch Employes to 20d as Coet Transter Appraver for Gollage SB

e 1
e
. -

*cm: ®NOME #DH ®pcoH Doc O susoc

(—
Please sedect an Individual as Cost Transfer Appraver:
| e | wOwwwe | R
(5] Alglio, Maria 61390 {Cuman ERS Role: NONE])
(5] Jaraan,Bratt 61390 (Cunman ERE Rola: CTAR)

> Complete or Partial information in any of the fields can be keyed in.
> The user can also click on Search button without entering any search criteria and
it will list all the individuals eligible for Cost Transfer Approver Assignment.

Assignment
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» The search will result in individuals that meet all of the following criteria:
= Employee is Active (ERSUSERS.EmpStatus = A)
=  When there is only one level of CT approval (at Divisional level):
e Employee has an ERS role of NONE (ERSUSERS.ROLE=NONE)
e Employee belongs to the same division for which Cost Transfer
Approver is being assigned.
=  For Departmental Level:
e Employee who is not currently assigned as CT approval for the
department
e Employee has an ERS role of NONE, or the Divisional Head
* For Institutional Level:
e Employee has an ERS role of NONE

> If no result found then the following message is displayed.

Change Cost Transfer Approvers

You have selected to change Cost Transfer Approver setting for the following colleges.

If this is correct, select the option and click Proceed. If this is not comrect, please click Back to select another college.

[ e o contTaratr oo

5B Cell Biology

Please search and select an individual to add as a Cost Transfer Approver for the college above:

Search Employee to Add as Cost Transfer Approver for College SB

Sub Department [ |

College Code: SB

ERS Role {Active Employee Only) ® CTAP ¥ NONE ® DH ™ DCDH oo SUBDC

e

Mo regults returned. Please search again, or go back to previous page.

On selecting the individual the user is presented with the Summary page that lists
the selected individual’s Current Role and the individual’s New Role after the
assignment takes place.

Assignment
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Change Cost Transfer Approvers

You have selected to add Aiello,Marie as Cost Transfer Approver for the following colleges.

College College Name
SB Cell Biology

Role Adjustment for Aiello,Marie
Current Role for Aiello, Marie is: NONE
Role for Aiello,Marie after assignment will be: CTAP

To select another option, click Return. To select another employee, click Back. To apply this assignment change, click Apply.

The option of Apply will update the role of the individual from NONE to CTAP and
send an e-mail notification informing the user of the newly assigned role of CTAP.

Change Cost Transfer Approvers

You have selected to change Cost Transfer Approver setting for the following colleges

If this is correct, select the option and click Proceed. If this is not correct, please click Back to select ancther college.

Displaying 1 of 1 records

e s ™ ™ comperame ¢ oo oo oo

O] SB Cell Biolegy Alello,Marie

You have following rights te change the assignment settings for the above colleges. Please select an appropriate option to continue:

. Add Approver

Remove Approver

U —

Note: More than one Cost Transfer Approver can be assigned for a division or

department. There is no limit on the number of Cost Transfer Approvers that can be
assigned.

Assignment
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Change Cost Transfer Approvers

You have selected to change Cost Transfer Approver setting for the following colleges

If this is correct, select the option and click Proceed. If this is not correct, please click Back to select another college.

Displaying 1 of 1 records

College $ College Name $ Cost Transfer Approver  #

® ' SB ' Cell Biology | Danishefsky.SamIlAielIo,Man’e |

You have following rights to change the assignment settings for the above colleges. Please select an appropriate option to continue:

. Add Approver

o) Remove Approver

I W—

Similarly, the assigned Cost Transfer Approvers can be removed by using the option
Remove Approver; Select a College; Select option of Remove Approver;

Change Cost Transfer Approvers

You have selected to change Cost Transfer Approver setting for the following colleges

If this is correct, select the option and click Proceed. If this is not correct, please click Back to select another college.

Displaying 1 of 1 records

T e Comrte | con s

O] SB Cell Biology Danishefsky, 3am, Aielle,Marie

You have following rights to change the assignment settings for the above colleges. Please select an appropriate option to continue:

@ Add Approver

® Remove Approver

D =D

Select the individual that needs to be removed as the Cost Transfer Approver:

Assignment
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Change Cost Transfer Approvers

Please select an individual to remove as Cost Transfer Approver.

- College College Name Cost Transfer Approver

Cell Biology Danishefsky, Sam
(@] SB Cell Biology Aiello,Marie

The user will be presented with a confirmation page listing the name of the
individual and the current and new role of this individual, if changes are applied.

Change Cost Transfer Approvers

You have selected to remove Danishefsky,Sam as Cost Transfer Approver for the following colleges.

College College Name

SB Cell Biology

Role Adjustment for Danishefsky, Sam

Current Role for Danishefsky, Sam is: CTAP
Role for Danishefsky, Sam after assignment will be: NONE

To select another option, click Return. To select another employee, click Back. To apply this assignment change, click Apply.

D D

The option of Apply will update the role of the individual to NONE from CTAP and
send an e-mail notification informing the individual(s) of the update in their role
assignment.

Assignment
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Change Cost Transfer Approvers

You have selected to change Cost Transfer Approver setting for the following colleges

If this is correct, select the option and click Proceed. If this is not correct, please click Back to select another college.

Displaying 1 of 1 records

e s 0™ cotome ¢ oot

®

SB Cell Biology Aiello,Marie

You have following rights to change the assignment settings for the above colleges. Please select an appropriate option to continue:

(O] Add Approver

Remove Approver

I —

Note: When an employee is assigned as Cost Transfer Approver or removed as Cost
Transfer Approver from a division/department, an email notification will be sent to
the employee notifying him/her of the change of responsibility.

Assignment
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7 Notification

The Notification option is an important process in the Effort Reporting System (ERS)
that assists in securing timely certifications. This option is available to the Central
Administrator under the Management menu option.

ﬁ"

[@5) Assignments

U

@ Print Forms

After selecting the Notification menu option, the system provides the following
three categories:

1. Initial E-mail

2. Reminding E-mail

3. General E-mail

Notification
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. Netfeew |

Send Initial Email to Pre Reviewers and Certifiers with no Pre Review

- Notify Pre Reviewers and Certifiers with No Pre Review to start effort reviews

Reminding E-mail:
Send Reminding E-mail to PreReviewers - Remind Pre Reviewers to complete pre reviewing effort forms for the following reporting period(s):
* Current * Prior * Current & Prior

Send Reminding E-mail to Certifiers - Remind Certifiers to complete effort forms which are ready fo be certified for the following reporting
period(s):
® Current * Prior  Current & Prior

Send Reminding E-mail to Post Reviewers - Remind Post Reviewers to finish post reviewing effort forms which are ready and require to
be post reviewed for the following reporting periods(s):

* Current * Prior ¢ Current & Prior

Send Reminding E-mail to Division Heads - Remind division heads to follow up effort forms that have been pre reviewed but have not been
certified for the following reporting period(s):

* Current * Prior * Current & Prior

eneral E-mail:

* Send E-mail to All Department Coordinators

* Send E-mail to All Sub Department Coordinators
¢ Send E-mail to All Division Heads

¢ Send E-mail to All Pre Reviewers

¢ Send E-mail to All Certifiers

¢ Send E-mail to All Post Reviewers

The “Initial E-mail” option allows the user to send initial e-mail notifying Pre
Reviewers and Certifiers whose forms do not require Pre Review that the current
period effort forms are ready for their attention.

The “Reminding E-mail” option allows the user to send periodic reminders
concerning the Certify process for either the current, prior or both current and prior
Reporting Periods. This type of e-mail is sent based upon the certification status
selected within the “Reminding E-Mail” option.

The “General E-mail”’ option allows the user to send a group e-mail to all of the
Department Coordinators, Sub Department Coordinators, Division Heads, Pre
Reviewers, Certifiers, or Post Reviewers within the Effort Reporting System.

Note: ERS does not track or store notification e-mail that is generated using any of
the options available on the Notification menu.

Notification
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7.1 Initial E-mail

Initial E-mail:

Send Initial Email to Pre Beviewers and Certifiers with no Pre Beview

- Motify Pre Reviewers and Certifiers with Mo Pre Review to start effort reviews

The “Initial E-mail” option allows the user to generate e-mail notification for Pre
Reviewers and Certifiers with no pre review to begin their effort review. “Initial E-
mail” is used at the start of a current reporting period once initiation has been
completed. Once the user selects the “Initial E-mail” category, ERS will display an e-
mail template. The listserv of individual e-mail addresses will be presented on the
template with a check box next to each address. The user has the option of
excluding an individual from receiving the e-mail by deselecting the check box next
to their name. The Subject and the Body are pre-populated; however, the e-mail
message can be customized. The sender also has the option of sending a copy of the
e-mail to his or her own e-mail account by selecting the “Check the box to send a
copy to me” option on the template.

Notification - Send Initial Email to Pre Reviewers and Certifiers with no Pre Review

Subject: Time to do PreReview or Certify with no Pref
Message: It's time to do PreReview or Certify with no PreReview.

Please go to http://10.160.64.28:8202/GenericERS and PreReview

or Certify all Effort Forms that have been assigned to you.

[Tl Check the box to send a copy to you

Check All Clear Al

Displaying 5 of 5 records
e Reoper . Sovvoument—+

=

"Benjamin, Deck<ers maximus@gmail com> 61390

=

"Codae Doyle"<ers maximus@gmail com> 61390

=

"Grey,Donnai”<ers.maximus @gmail.com=> 5411

=

"Grey, John"<ers maximus@gmail com> 5411

=

"Miller,Cris"<ers. maximus@gmail.com> 61390

Once the user selects the “Send E-mail” option, a confirmation screen will be
displayed listing the total number of emails sent.

Notification
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Notification

5 out of 5 email(s) have been successfully sent out.

If the e-mail was not successfully sent, ERS will display an error message.

7.2 Reminding E-mail

Reminding E-mail:
Send Reminding E-mail to PreReviewers - Remind Pre Reviewers to complete pre reviewing effort forms for the following reporting period(s):
* Current * Prior ® Current & Prior

Send Reminding E-mail to Certifiers - Remind Certifiers to complete effort forms which are ready to be certified for the following reporting
period(s):
* Current * Prior * Current & Prior

Send Reminding E-mail to Post Reviewers - Remind Post Reviewers to finish post reviewing effort forms which are ready and require to
be post reviewed for the following reporting periods(s):
* Current * Prior * Current & Prior

Send Reminding E-mail to Division Heads - Remind division heads to follow up effort forms that have been pre reviewed but have not been
certified for the following reporting period{s):

¢ Current * Prior ® Current & Prior

The “Reminding E-mail” option allows the user to send e-mail concerning the status
of the effort reports. Current Reminding E-mail can be used to notify the Pre
Reviewer, Certifier or Post Reviewer that their Effort Forms for the current
reporting period are ready to be processed, whereas Prior Reminding E-mail can be
used to notify these same groups of delinquent Effort Forms from past reporting
periods. Both can be achieved through the selection of Current & Prior Reminding
E-mail. Notification to Division Heads who monitor Effort Reporting may be
generated with this tool as well. If the user selects a “Current” reporting period
from the “Reminding E-mail” category options, ERS will display an e-mail template.
The listserv of individual e-mail addresses will be presented on the template with a
check box next to each address. The user has the option of excluding the individual
from receiving the e-mail by deselecting the check box next to their name. The
Subject and the Body are pre-populated; however, the e-mail can be customized.
The sender also has the option of sending a copy of the e-mail to his or her own e-
mail account by selecting the “Check the box to send a copy to me” option on the
template. Once the user selects the “Send E-mail” option, the user will be presented
with a confirmation screen. If the e-mail was not successfully sent, ERS will display
an error message.
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Current Report Period Example:

Notification - Send Reminding Email to PreReviewers

Subject: Please Complete Pre Reviewing Effort Forms

Message:

[T Check the box to send a copy ta you

Check All Clear All
Displaying 4 of 4 records
secpen < S+ | swosomeniane—+
(] "Benjamin,Deck”<ers. maximus@gmail com> 61390 Internal Medicine
"Codae Doyle"<ers_ maximus @gmail com> 61390 Internal Medicine
"Grey, John"<ers maximus @gmail com> 541 CHEMISTRY

“Miller,Cris"<ers. maximus@gmail.com> 61390 Internal Medicine

=

If the user selects from the “Reminding E-mail” category “Prior” or “Current & Prior”
reporting periods, the user will be presented with a screen to select the report
period(s) which require notification. Once the user selects the desired report
period(s), the listserv of individual e-mail addresses will be presented on the
template with a check box next to each address. The user has the option of
excluding the individual from receiving the e-mail by deselecting the check box next
to their name. The Subject and the Body may be pre-populated; however, the email
can be customized. The sender is also presented with the option of sending a copy
of the e-mail to his or her own e-mail account by selecting the “Check the box to
send a copy to me” option on the template.

Prior Report Period Example:

Notification - Send Reminding Email to Pre Reviewers

Please select the reporting period from the following list to send out notification

All
Reporting Period Ends At 12/31/2015

Notification
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7.3 General E-mail

General E-mail:

Send E-mail to All Department Coordinators
Send E-mail to All Sub Department Coordinators
Send E-mail to All Division Heads

Send E-mail to All Pre Reviewers

Send E-mail to All Certifiers

Send E-mail to All Post Reviewers

The “General E-mail” option allows the user to send group e-mail to all of the Sub
Department Coordinators, Pre Reviewers, Certifiers, Post Reviewers or Department
Coordinators within the system. Once the user selects an option from the “General
E-mail” category, ERS will generate an e-mail template. The listserv of individual e-
mail addresses will be presented on the template listed by alphabetical order, with a
check box next to each address. The addresses listed are based on the current
assignment in ERS. The user has the option of excluding the individual from
receiving the e-mail by deselecting the check box next to their name. The Subject
and the Body are pre-populated, but ERS allows the sender to further customize the
e-mail. The sender also has the option of sending a copy of the e-mail to his or her
own e-mail account by selecting the “Check the box to send a copy to me” option on
the template. Once the user selects the “Send E-mail” option, the user will be
presented with a confirmation screen. If the e-mail was not successfully sent, ERS
will display an error message.

General Notification to all Department Coordinators Example:

m Notification
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Notification - Send Email to ALL Department Coordinators

Subject: Effort Forms

Message:

Check the box to send a copy to you.

Check Al Clear All
Displaying 7 of 7 records
Recipient % Department 3 Department Name %
L _ 1l |
"Bob Kane"<ers. maximus@gmail com> 333123 Engineering
| "Jack Kirby"<ers maximus@gmail com> .222123 | Biology
"Miller,Cris"<ers. maximus@gmail_.com> 555555 ENGINEERING
| .MEU .MEDIC\NE
M&0 BIOLOGY
M70 CHEMISTRY
."Stan Lee"<ers maximus@gmail com> .444123 | Genetics

Notification
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Chapter 8

Reports

Reporting



ERS v10.0 Central Administrator Manual

Table of Contents

o 2U=] 010 TSSOSO 4
8.1  StANAArd REPOTIT.. et eeeessesses s ssss s s ssse s s sss s sanees 4
8.2 Ad HOC REPOTT ittt sssssssse st s s st ssssssssnes 6

LS 0720 NN D T=TS) Vg o B 2U=3 010 ) o PP 7
8.2.2 Design Report USING SQL.....ereeneresessssessesssssssessesesssssssssssssssssessssssssssessesssns 9
8.2.3 Manage EXISting REPOITS......oneneeeseses e ssssssssssssessssssssssns 11
8.2.4 Validation REPOTES...eerereereessissessesessesesessessessssssssssssssesssssssssssssssssssssssessssssssssnns 11
ES TS T 2U=1 oY) ool 01} 0D o 00 =1 () o 00U 12
8.4  List of Standard RePOTLS ... sesssssssssssssssessssssssesans 15
8.4.1 Completion REPOTITS.. i ssssssssssssssssssesssssssssssns 15
8.4.1.1 Completed Percentage by Department.........omeeernsersessseesssessennns 15
8.4.1.2 Comprehensive Status Percentages By Department.......cc.cccneereennee 15
8.4.1.3 Completed Percentage by Division/ Sub Department........ccoonuuunee 16
8.4.1.4 Completed Percentage by Department/Sub Department.................. 16
8.4.1.5 Not Completed Employees by Department/Division/Sub
LD 1< 0 F= 1 12 0 (=) LT 17
8.4.1.6  Comprehensive Status REPOTt.....onrerreeneeneeneesseesesseeeseeseesesssessesseeanes 17
8.4.1.7 Comprehensive Status Report for PI Line [tem.......ccvenerreennernnenns 18
8.4.2  EffOrt RESUILS ..ottt st s s s sanees 19
8.4.2.1  EffOrt DY ACCOUNT....coiereesrcrresetrsssssesesssesesssssss s st sssssssssssssssssssssssssssnes 19
8.4.2.2  Effort Dy AtIIDULE ...t sssssssssens 21
8.4.2.3  Effort FOrm Pre REVIEWEd .......oovneriereeneereeseessesesseesessesssessessesssessessesaes 23
8.4.2.4  Effort FOrm Certified......eeneeserseeseesessesssesssessssssessesssssssesesses 23
8.4.2.5  Effort Form Completed......esssessesseessssssesssessssssesans 24
8.4.2.6  Effort Form Not Completed.......mmminnssssssssssessessssssens 24
8.4.2.7  University SUMMAry DY ACCOUNT......ounereeneerreeeerseesreeseessessessesssesssesesaes 25
8.4.2.8  Effort Result Summary Detail .......ccomnnensemmenernessensneseessesssssesssees 25
LS 7 37/20° B 00 T3l 1 Vo ) ) OSSPSR 26
8.4.2.10 Cost Transfer PENAING......emenemeenssssesssessssssssssssessssssssssssssses 27
8.4.2.11 Cost Transfer APProval StatUus.....ceereneemeennesseenesseessessessesssessesseesnes 28

Reporting



ERS v10.0 Central Administrator Manual

8.4.2.12  COSt SNATING ..vurierrrrrerereresrerres e s ssssssssssssssssns 29
8.4.2.13 Cost Sharing Details by Selected QUETIY .......ouuereureermeereerreeseeseessessesseennes 29
8.4.2.14 Effort on Demand Preview ........eeeneseseesssessesssesssesssesans 30
ST 0 TN =1 - 1 7 OF: o I OSSO 31
8.4.2.16 Salary Cap WOTKSNEEL ..ot sssssessessssssens 31
8.4.2.17 Effort Sponsored/Non-sponsored Account SUMMATY ......couereereereens 33
8.4.2.18 Cost Share by ACCOUNT ... sessssessesssessssssasesans 35
8.4.2.19 Delinquent Effort FOTMS .....onnnnessessssssssssssssssssssssssssssens 35
8.4.3 AdminiStrative REPOTLS......ouirmrimeerserssssssssssesssssssssssesssesssesssssssesssssssssssesans 36
8.4.3.1  Line [tem ElgIbility ..ot nesseeeessesssesennns 36

8.4.3.2 Employees whose Forms Have Been Certified by Someone Else...37

8.4.3.3 Employees Who Have Been Sent to another Sub Dept. for

REVIEWING ot s 38
8.4.3.4  Print Certified Statements ......coemeererneereeseereersesseesesseessessesseessesssesseeses 38
8.4.3.5 Employees with NO Pre ReVIEW .......ereenreereeeeeeseseeeseeeeeseessesseseees 41
8.4.3.6 Employee ASSIZNMENTS...ovenerereererseesesssesssssssssesessessssssssssssssssssssessessssssens 41
8.4.3.7 Employee Assignments Audit Trail ... 42
8.4.4 EXCEPLION REPOTILS .ot sessesssss s s ssessesssssssssssssssssssses 43
8.4.4.1 Pl on CEMAWARD but not on USERS table ... 43
8.4.4.2  Accounts on Award Table but not on Chart of Accounts table......... 43
8.4.4.3  Accounts on Payroll Table but not on Chart of Accounts Table...... 44
8.4.4.4 Employees on Payroll Table but not on Users table .......cccoeeeneennee 44
8.4.4.5  Cost Transfers with Late reasons......eeeneenemeensesseesesssessesnes 44
8.4.4.6 Employees with Negative Payroll ... 45
8.4.4.7 Terminated Employees Still Assigned to Roles.......ccvnrerrerrereereennens 45
8.4.4.8 Missing PI on Sponsored ACCOUNTES.......orereereemesseessesseesseessessesssesssessesses 46
8.44.9 Employees on CEMAWARD table but not on Users table................... 47
8.4.5 Initial Payroll RecONCIlIation ......ceeneseeseeseesseesesseeseeeesssssessesssesssssessees 47
8.4.6  CritiCal REVIEW ...t ssesaeees 48
8.4.6.1  Critical Review Status REPOTIt .....cmmmninenenesssssssssssssssssessessssssens 48

Reporting



ERS v10.0 Central Administrator Manual

8 Reports

Generating and reviewing reports is an essential task for the Central Administrator
and ERS has more than one option available to the user.

The “Reports” option is available to the Central Administrator on the top menu bar
from the home page.

Reports I | ‘b Ad
Standard Report
Ad-Hoc Report

Report Configuration

The Reports provide following three options:
1. Standard Report

2. Ad-Hoc Report
3. Report Configuration

8.1 Standard Report

The first option Standard Report lists the predefined reports supplied with the
standard ERS version.

Reporting
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Reporﬁing
+ Completed Percentage by Depatment * Efor by Account
. Hatus F = Effort By Indeidusl
wrcenlaag by » Effort by Avibutes
= Uniershy Symmary v Accoun
* Efiort Foum Complated
+ Efiont Resul Summan Detail
« Efiont Form Pra Reviiwad
= Salany Cap
© s o
» Lol Transier Pending
» Effort On Demand Provies

* EMploree Assnmentss . « Efor Form Gonifed

= Emgloress with No PreReview -

= Prin] Corlified Slalements ot Trg

= . - e . Coul Transhor

=+ Emplorvess who have been senlto anolher sub department ko revieving + CostSharing

+ Empsoine Asgionmants Auct Trall B i
+ Debnquent ENOT FONE
+ Cost Shave by Account

- Reconcsaton Hepodts

< e et
» Emolovets o0 Paroll Tatie bt et on Users able
= Cost ransier wilth lale rpasons
*+ Emitosets wilh negath cammoll
. 1 atil

ACCOURAS o0 Ao Tnbee ul. Kabla

» Accounts 0n Pamoll Table but ot on Chad of Accounts tabie
* Emuiornt on CEMAYARD labile bt nolon Unets bl

» Goical R Siats Reoon

Select any of the report titles listed and follow the selection prompts of reporting
period and organization unit (division, dept or sub department) to generate a
report.

Completed Percentage By Dept (123116)

A Total ) Completed . Percantage &
M B
'

M50 - MEDICINE 12 5 38.5%
M70 - CHEMISTRY 3 o 0.0%
Sub Total: 16 5

=l Dovniozd [
-

ExceL

PDF

A. Sorting - All the columns in the report can be sorted.
e C(lick any column header to sort in ascending order
e (lick column header again to sort in descending order
e Hold “Shift” and click multiple column headers to sort by multiple
columns
e Hold “Ctrl” and click a column header to reset sorting

Displaying 2 of 2 records

B. Filtering - All the columns in the report can be filtered.
e Match exact text in the column
e Support for additional operators
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Operator Description Example

< Less than <10 Returns all values less than 10

> Greater than >10 Returns all values greater than 10

>= Greater than or Equal to | >=10 Values less than or equal to 10

<= Less than or Equal to <=10 Values greater than or equal to 10

! Not Equal to 110 Returns all values that are not 10

| Logical “or” operator John|Jim

OR John OR Jim

&& Logical “and” operator Smith && John

AND Smith AND John

= Wildcard, zero or more *ING Matches all values ending in ‘ING’
characters

? Wildcard, any single J?b Matches “Job” and “Jab”
character

- Range operator 5 -10 Matches all numbers from 5 to 10

To 5to 10

C. Download
The reports are downloadable in excel (.xls) and pdf format.

Refer section “List of Standard Reports” for the format and details on each standard
report.

8.2 Ad Hoc Report

The Ad Hoc Report option allows the Central Administrator to generate a custom
report.

The Ad-Hoc Report includes the following options:

» Design Report

» Design Report Using SQL
» Manage Existing Reports
» Validation Reports

m Reporting
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Ad Hoc Reporting

Ad Hoc Reporting allows the user to create/design a report and format to view and download data from ERS tables. The following three options are available

= Design Report
You can create an Ad-Hoc report using this simple Report Designer.

« Design Report Using SQL
You can create an Ad-Hoc report using your own SQL SELECT statement.

+ Manage Existing Reports
“You can modify and organize Ad-Hoc reports as needed.

+ Validation Reports
You can view Validation Reports here.

8.2.1 Design Report

The Design Report link allows the Central Administrator to manually generate a
report using the Create/Modify Report interface. This graphical interface greatly
assists in the generation of a report and does not require the CA to have any
knowledge of the Structured Query Language (SQL) to write queries.

R:p.nrliﬁt\e ‘ ]
Report Description:
Ta::\.e{si} [SoegTane ]  Seleoted Table
. [Seiect Tasie - Selected Join Table
Selected
Data Columns Data Columnis) Column Heading(s)

@
e
e

A) Reoder (X E
Boolean Relational

Select Jo2=R Column T8y PE Value or Input From

Sort: [Sortt Sort2 [Ascending |

ERS Administrator
O avaiter

AcCRRE O pivision Head
[ eparimental Coordinator
[ 5t Depariment Cosrainator

CERT or CEM: ®@cerr Ocem

Sections: ladhoc Reports

S -

The following lists the data elements available on the “Design Report” page:

e Report Title (Required): Input the name of the report. This is a required
field.

e Report Description (Optional): Provide a description of the report

o Table(s) (Required): Select the tables involved in querying the required data.
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¢ Join (Optional): This provides an option to join another table to the current
table selection.

e Data Column(s) (Required): This section is automatically populated upon
selection of the table with the appropriate columns. If the table is joined, both
table columns will appear and each column will be prefixed with the table
name. The Central Administrator can select the columns to be included in the
report and also define the column headings for display.

o Filter (Optional): This option allows the Central Administrator to filter the
report based on any selected table column.

e Sort (Optional): This option allows sorting the report by any column of the
selected table.

e Access (Optional): This option establishes rights for viewing the report to
Central Auditor, Division Head, Departmental Coordinator and Sub
Department Coordinator. By default the report is only available to the role of
Central Administrator.

e CERT or CEM: (Required): This option tells if the report should show up in
CERT or CEM section. Default selection is on CERT.

e Sections: This option allows organizing ad-hoc reports in its own section
that appears under Standard Reports tab.

Clicking the “View Report” button will generate the report. If the selection results in
the incorrect formation of the SQL, the system gives the SQL error message.

The report generated contains a summary that provides the following information:
e Report Title
e Report Description
e Source Table
e Query
e Total No. of Records
¢ No. of Pages
e Time taken to generate report
e Date Modified
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View Report
Report Title: Test Report
Report Description:
Source Table: ERSDEPT
Query: select DEPT, DEPTNAME, DCEMPID, DIVISION, SCHOOL, CEMDCEMPID from ERSDEPT
Total No of Records: 7
No. of Pages:
Time taken to generate report:
Date Modified: -Jun-2018

& : ) Escape Double Quotes Exit

Displaying 7 of 7 records

[ o] oomwe o] ccaeo o] oweon o] oo o] comcoen 4]

555555 ENGINEERING 149432222 01 SKI 888999888
M70 CHEMISTRY 149432222 SKI 9990704
M50 MEDICINE 149431111 SB SKI 149432222
ME0 BIOLOGY 149432222 SB SKI 797472222
444123 Genetics 555017 SH 555017
333123 Engineering 555018 SH 555018
222123 Biology 0108863 SH 555019

The report generated can be downloaded into one of the following formats:
Excel

PDF

RTF (Word accessible)

Text (Tab Delimited)

View Report

Report Title: Test Report
Report Description:
Source Table:
Query:

Total Ho of Records:

Ho. of Pages: 1
Time taken to generate report: Opening Test Report.xis X

Date Modifed: 11-Jun-2018 You have chosen te open:

Test Report.xs

@ @ which is: Microsoft Excel 97-2003 Worksheet (5.5 KB)
from: hitp://10.160.64.28:8202

What should Firefox do with this file?

(O Save File

[ Do this autematically for files like this from now on.

555555 ENGINEERING 149432224 538999335
M70 CHEMISTRY 149439224 9990704
M50 MEDICINE 148431111 oK 149432222
ME BIOLOGY 14943222 i i 797472222
444123 Genstics 555017 SH 555017
333123 Enginesring 555018 sH 555018
229123 Biology 0108863 sH 555019

8.2.2 Design Report Using SQL

This option is geared more towards the technically SQL proficient Central
Administrators or for complex reports that cannot be generated using the simple
interface. It allows the CA to generate a report by simply typing the SQL.
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Design report Using SQL Interface:

Design Standard Report Using SQL

R rt Title:
e;po ._=:' N IAthc Repor 1 B Waximum 47 characters

Report Description: |Adhoc Report 1 | Maximum 106 characters

Select * from grssushdept where subdeptid in (?)

The "{?)" will be replaced with the list of
depis/sub depis that users can select
SQL:
ERS Administrator

O auditor
Access: [ pivision Head

|:| Departmental Coordinator

|:| Sub Department Coordinator
CERT or CEM: ® cert O cen
Sections: |Adhuc Reports |

J— -

e Report Title (Required): Input the name of the report up to 60 characters which
is a required field.

Report Description (Optional): Input a brief description up to 120 characters.
SQL (Required): Type the SQL statement to generate the ad hoc report.

Access (Optional): Select appropriate access levels. By default all the ad hoc
reports are available to CA. Any ad hoc report that needs to be released to a
specific role should be modified to be able to support department selection.

Note: When using SQL to create a report to be made available to a role other
than CA ensure the SQL clause contains “subdept in (?)”. The “(?)” will be
replaced with the list of departments/sub departments that the user selects. See
the example in the screenshot above.

e Cert or CEM (Required): Select to show the Adhoc report in CERT or CEM
section.
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e Sections: This option allows storing ad-hoc reports in its own section that
appears under Standard Reports page.

Recommendation! Please contact ERSHelpDesk@maximus.com for any possible ad
hoc report that is not available under the Standard Reports.

8.2.3 Manage Existing Reports
This “Manage Existing Reports” interface allows the Central Administrator to review

the list of all ad hoc reports generated and provides various options to manage
them.

Manage Existing Reports

The Manage Existing Reports feature allows the userto manage, update, and edit existing Ad Hoc reports that have previously been created. To edit, copy, rename, or delete a repart, click on the appropriate icon to proceed.

Displaying 3 of 11 records

[Bart o ooy |mename ot | _section o] dccess o] e o] ResrtDescroton 4| MeayDme 4]
/B

= O
= |

Adhoc Reports CA DC List of Subdepariment Coordinators 1A52017

<]
<] CA List of Cost Transfer Approvers 71812018
[ <] CA List of Department Coordinators MAT7i2014

(-

B EE

Use the Edit icon to edit the ad hoc report using Design Report wizard
interface.

Use the SQL icon to edit the ad hoc report using the SQL interface.
Use the Copy icon to create a copy of the ad hoc report.

Use the Rename icon to rename the ad hoc report.

Use the Delete icon to delete the ad hoc report.

The ad hoc report can be viewed by clicking on the Report Title link. The reports can
be sorted in ascending or descending order.

The Modify Date column displays the date when the ad hoc report was created. By
default the most recently created ad hoc report is placed first in the report list.

The reports can be filtered and sorted on all the available columns.

8.2.4 Validation Reports

Validation reports come prepackaged with the application. After a reporting period
has been initiated CA can view these reports to correct any potential errors or

warnings in data.
Reporting
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ERSCHARTACCTS

ERSDEPT

ERSDEPTTEMP

ERSDIVISION

Report Title

Check for blank or null ACCT_ATTR2
Cbeck for blank or null ACCT_ATTR1
Check for blank or null STATUS

Check for Foreign Key for COMPANY
Check for invalid Account

Check for Foreign Key for PARENT_ACCT
Check for invalid STATUS

Check for blank or null ACCOUNT

Check for blank or null ACCTTYPE

Check for blank or null DESCR

Check for blank or null DESCRSHORT
Check for blank or null DIVISION
Check for invalid DIVISION

Check for blank or null BCEMPID

Check for blank or null DEPT

Check for blank or null DEPTNAME
Check for invalid DCEMPID

Check for blank or null BCEMPID

Check for blank or null DEPT

Check for blank or null DEPTNAME
Check for invalid DCEMPID

Check for invalid DIVISION

Check for blank or null DHEMPID

*

Report Description

ACCT_ATTR2 MUST be provided
ACCT_ATTR1 MUST be provided

STATUS MUST be provided.

This column specifies the Sub Department the Account belongs to
ACCTTYPE MUST be pravided. Valid ACCTTYPE values are 'S
Account 1D of PARENT ACCOUNT

STATUS MUST be provided. Valid STATUS values are:
ACCOUNT MUST be provided.

ACCTTYPE MUST be pravided_

DESCR MUST be provided

DESCRSHORT MUST be provided

DIVISION MUST be provided.

Valid DIVISION MUST be provided. Resolve the data error by adding details for DCEMPID in table ERSDIVISION

DCEMPID MUST be pravided. If this information is not available, populate with a dummy EMPID. Ensure the
dummy EMPID record exists in table ERSUSERS.

DEPT MUST be provided

YO

If DEPTNAME is missing. it will not be displayed wherever applicable.
Valid DCEMPID must be provided. Resolve the data error by adding details for DCEMPID in table ERSUSERS.

DCEMPID MUST be pravided. If this information is not available, populate with a dummy EMPID. Ensure the
dummy EMPID record exists in table ERSUSERS.

DEPT MUST be provided

DEPTNAME MUST be provided

Valid DCEMPID must be provided. Resolve the data error by adding details for DCEMPID in table ERSUSERS .
Valid DIVISION MUST be provided Resolve the data error by adding details for DCEMPID in table ERSDIVISION
DHEMPID MUST be provided

+

213
165

e e o o e e oo 2lnje ele o«

8.3 Report Configuration

The Report Configuration option allows the Central Administrator to configure the

reports for various roles in the system.
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Report Configuration
|| Expand All Collapse An
I - Completion Reports CA  CERT | DC | DH Pl PM | POA | POST | PRA  PREPOST | SUBDC
‘Complated Percentage by Department ‘3 k3 3
Status
‘Completed Percentage by Department'Sub Department % x x x
Compiated wage by o =
Not By D * ® * ® ® *
Comprehensive Stalus Repon x x x x x x
Comprehensive Status Report For P1 Line ltem % x x x x x
+ Effort Results CA | CERT | DC | DH Pl FM | PDA | POST | PRA | PREPOST | SUBDC
+ Administrative Reports CA | CERT | DC | DH Pl PM | POA  POST | PRA  PREPOST | SUBDC
+ Exceptions Reports CA | CERT DC | DH Pl PM | POA  POST | PRA | PREPOST | SUBDC
+ Reconcillation Reports CA  CERT | DC | DH | Pl | PM | POA | POST | PRA | PREPOST | SUBDC
+ Critical Review CA CERT OC | DH Pl PM | POA  POST | PRA | PREPOST | SUBDC
+ Custom Reports CA | CERT | DC | DH Pl PM | POA | POST | PRA | PREPOST | SUBDC
+ Adhoc Reports CA | CERT | DC | DH | Pl | PM | POA | POST | PRA | PREPOST | SUBDC

The Reports are divided into the same sections as listed under the Standard Reports
page. The following roles are listed horizontally for each section:

AUDITCA - Auditor Central Administrator
CA - Central Administrator

CERT - Certifier

CTAP - Cost Transfer Approver

DC - Department Coordinator

DH - Division Head

POST - Post Reviewer

PRE - Pre Reviewer

PREPOST - Pre and Post Reviewer
SUBDC - Sub Department Coordinator

The icon & will expand or collapse each section. To configure a report for any role
use the Edit button located at the top and bottom of the page.

Click the Edit button to make the check boxes for each report and role available.
Only the reports that are selected are made accessible to the respective role.
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The Toggle link allows the Central Administrator to select or deselect all the reports
per section.

Report Configuration
= Completion Reports CA |CERT  DC | DH | PI | PM | POA | POST | PRA | PREPOST | SUBDC
Campleted Percentage by Department O =] =
tags = O

Completed Percentage by Department/Sub Depariment =) B ® =]

ge by @ =] =
Mot Completed by = | =] B & = =] =]
Comprehensive Status Report 3 B =] B =}
Comprehensive Status Repart For Pi Line tem £8 5] = R 5] =] =]

‘

Effort Results CA | CERT | DC | OH Pl PM | POA POST PRA | PREFPOST | SUBDC

+ Administrative Reports CA | CERT | DC | DH | PI | PM | POA | POST | PRA | PREPOST | SUBDC

|

Exceptions Reports CA | CERT | DC | DH | P1 PM | POA | POST | PRA | PREPOST | SUBDC

-+ Reconcillation Reports. CA | CERT | DC | DH | PI PM  POA | POST | PRA | PREPOST | SUBDC

+ Critical Review CA | CERT DC DH P PM | POA  POST PRA | PREPOST | SUBDC

\

Custom Reports CA | CERT |DC | DH | PI PM | POA | POST | PRA | PREPOST | SUBDC

+ Adhoc Reparts CA | CERT | DC | DH | PI | PM | POA | POST | PRA | PREPOST | SUBDC

The Edit icon &=l available next to each report is used to rename the reports.

Important Note: The report name change is only applicable to the report list, not on
further drilldown to the report title.

The icon ¥ is available when cursor is placed on the report title. This allows the
Central Administrator to sort the reports, within each reporting section.

The reporting sections can be sorted by using the drag and drop of the section title
to the desired spot within the list of reporting sections.

Click on the Submit button for the changes/ edits to take place.

Click on the Cancel button to cancel any configuration updates.
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8.4 List of Standard Reports

This section provides detail of all the available standard reports.

Reporting
= s
Complews Percentige by Depanmant * Efton by Acoun
* Compietes Porcentae by * Eliort By il
+ Completest * Elfort by Altrbates
- ol Departmant . .
+ Effon Form Compisted
Bopod For P Line llem * Effod Best Surmaey Detal
Effort Eorm Pre Reviewsd
« Salary Cap
e
« Cont Transter Pending
- + Eflor On Demand Previe
S B SR * Eflot Form Contes
* Line e Efntity e
+ By Corlified Stmements + Cost Transder Approval Status
. Dt Do cenified by somecnt s P esp—
= Emgpiovens who have been seol io anoifer s deparimment i reviewing -
= Emsioves Assignments Audl Tiad + Deiinquent Eftort Fonms
= Cost Share by Account
= Reconcillation Reparts
_ Excoptions Reparts.
* atial Pavod Becongliagon
* E1On CEMAWARD tuil not on Users Table
Emplovess oo Payrel Table but ol on Users tabls
= Adhot Reports + Cost Transles with late ressons
Employees wih negae payioll
o st of Subgeparmont Coordeadon Terminated empioypes sal assgned 10 1oicy
* Lol Gonl Transter Approvers = Missing PI On Sponsored Accounty
* Lislof Department Coserinaion L @%mw%ﬁ
e Cl Lisors table

8.4.1 Completion Reports

8.4.1.1 Completed Percentage by Department

This report displays the percentage of completed effort forms by Department for a
selected reporting period.

_Completed Percentage By Dept (123116)
| Displaying 3 of 3 records.

Dept L] Total L] Completed . Percentage ®
555555 - ENGINEERING 13 L1} 0.0%
M50 - MEDICINE 13 3 21%
| M70 - CHEMISTRY 3 (] 0.0%
Sub Total: il 3
o

8.4.1.2 Comprehensive Status Percentages By Department

This report displays percentage completion breakdown of effort forms in a
department for the selected reporting period. The information is presented for the
following four types of statuses.

e Total vs. Pending Pre Review
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e Total vs. Pending Certification
e Total vs. Pending Post Review
e Total vs. Completed

Comprehensive Status Percentages By Department (123116)
Total vs. Panding Pre Review
Displaying 3 of 3 records
Dept ® Totsl & Panding Pre Review . Percentage L]
555555 - ENGINEERING 13 9 69.2%
W50 - MEDICINE 13 T 538%
M7 - CHEMISTRY 3 333%
Sub Total: Fal 7 58.6%
Total vs. Pending Certification
Displaying 3 of 3 records
Dept ® Total L] Pending Certification ® Percentage L]
555555 - ENGINEERING 13 4 308%
M0 - MEDICINE 13 3 2%
M70- CHEMISTRY 3 2 66T%
Sub Total: Fal L 0%
Total vs, Ponding Post Roview
Displaying 3 of 3 records
Dept ® Totsl . Pending Post Review . Percentage L]
555555 - ENGINEERING 13 0 0.0%
M50 - MEDICINE 1 ] 0o%
M70 - CHEMISTRY 3 ] 00%
Sub Total: bl U 0.0%
Total vs, Completed
Displaying 3 of 3 records
Dept. ® Totad . Compieted * Percentage ®
555555 - ENGINEERING 13 0 0.0%
MS0) - MEDICINE 13 3 2%
M70- CHEMISTRY 3 [] 0.0%
Sub Total: 9 3 10.9%
oo

8.4.1.3 Completed Percentage by Division/ Sub Department

This report displays the percentage of completed effort forms by Division/ Sub
Department for a selected reporting period.

pleted ge By D Dept (123116)

Displaying 6 of & records
Otvilon * Bub Dept & Tatal . Complated . Parzantage .
o 52060 n o 0.0%
55524 2 o 0.0%
sC 61390 7 1 14.3%
61570 5 2 40.0%
sD s 3 o 00%
54240 1 o 00%

Sub Total; a 3
e

8.4.1.4 Completed Percentage by Department/Sub Department
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This report displays the percentage of completed effort forms by Department/ Sub
Department for a selected reporting period.

Completed Percentage By Sub Dept (123116)

Displaying & of & records

Dept . Subs Dapt s Total . Completed L3 Perzantage .

555555 52080 1 ] 0.0%
55524 2 o 00%

M50 54240 1 o 00%
1390 7 1 14.3%

61570 5 2 40.0%

M7 san 3 o 00%

Sub Total: -] 3

8.4.1.5 Not Completed Employees by Department/Division/Sub Department

This report displays the list of employees whose effort forms are not completed by
Sub Department for a selected reporting period.

Effort Form Not Completed - Employee Names (123116)

Displaying 12 of 12 records

e T T T S
5411 888777002 Friedman Mary Employee
8887770061 Grey,Donnat Employee
8887770062 Grey,Donna2 Employee
54240 674532222 Liu,Herminine 01
61390 117222222 Friedman,Mary o1
691762222 Jungbluth John 01
800101040 Munn, Kelly41 9
137452222 Reilley.Jill 04
129332222 Ruan, Student 01
61570 101032222 Ferguson, Ter 04
167984444 Maximus,Dema61570 01
124552222 Williams,Carter 04

8.4.1.6 Comprehensive Status Report

This report displays the names and review status of employees required to certify
effort forms for a selected reporting period. - Pending Pre Review, Pending
Certification, Pending Post Review, and Form Completed.
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Comprehensive Status Report (123116)

Faorm Pending Pre Review Top
| Displaying 17 of 17 recosds

Empiryen 10 . Espioyes Nams . Bub Dept . Dapt ] Pre Rt . fusa . RCT Date ] Amount [l
0055825 Bouchard Beth Ann 52060 555555 Malior Cris: $231251
582 Cusshman Mary 52060 555555 Maer Cris. Savert 217:12:20 $44 53200
067245 Tracy Russell P 52060 555555 Miler. Cris. 276700
0030926 VERMONT1 42060 ) iy Cris $5,048.68
0001681 VERMONT 52060 555555 Maller Cris. £3,160.70
008650 VERMONT4 52060 555655 Walier Cris. $1.560.00
Dpggar VERMONTS 52060 555555 Maler Cis. 528,320.23
0040415 VERMONTZ 5504 555555 Miller, Cris. Sarved $1,880.77
0105 VERMONTA 55534 555655 Miler Cris. $10,604.88
ATERR Jungbium Jobe 61300 M50 Berjarmin Deck 34,0647
20010040 Munn, Kellyd1 61390 M50 Benjamin Deck. 51387124
13745222 ReifieyJit 41380 M80 Benjamin Deck. $6,610.04
129337722 Rusan Shudent 61390 M50 Benjamin Deck $12.348.00
167884444 Masimus. Demof 1570 #1570 M50 Maer Cris. ¥ (CT Approval Pending) £31.003.20
134557372 Wiliaens, Castor 1570 M50 Banjamin, Deck 5064815
ar4833332 Liu Hermning 54240 MaG Benjamin Deck 6,534 61
BBATII000 Gy Donna2 5411 M Grey, Jobn Saved 20171226 $1,33333
Sub Total: 524690358

Form Pending Certification Top

Disgiaying 9 of 8 recoeds

Q108863 B, Beyan A 52060 555555 Mier Crin -Bep-1T Baitf. Bryan A $21.210.36
Q05571 Dartry Heather Marie 52060 555555 Mier, Cris 0117 Diarby Heather Marie $37.97353
0056132 MeMaster Wiliam Josech 52060 555555 Miler,Cris 120617 Machastes, Wikisem Jomsph £30,034 50
0088512 Fipss Donald Savage 52060 Ba5sss Miller,Cris 255017 Foss, Donadd Savage $18.727.28
22 ‘Codae, Doyle 61260 M50 Benjamin Deck 20-Jun 18 Grey, Jotn Saved B B41.13
Lirrrrre) Friscman Mary 61300 () [T 26-Bep-17 Filetan Mary $14.314.28
101032222 Ferguson, Ter 61870 M50 MiBor, Cris 0-Aug1T Forguson, Tor $19.366.11
BRATTTO02 Friecman Mary san MTO Mdiler, Cris. 20-Jun-18 Grey, Jobn $2.400,00
BSATTTO00) Goey,Dornat san MTD Grey, Jobn $2,000.00
Sub Total: $232.607.50

| Displaying 0 of 0 records

| Displaying 3 of 3 records

1206032222 Blurrows. Kom 61260 M50 Miles Cris 08-Jun-18 Grey, John 20-hin-18 Not Precuined
162702222 Bamett LN 61570 M50 Miles Cris. Od-Jun- 18 Codae Doye 20-Jun-18 Not Reduired 20180515
o3z Codae Kathy 61570 M0 Miler Cris. H-dun-17 Powes, Max 30-Aug-17 Not Required

EXCEL

The Amount column represents the total sponsored payroll amount for the
individual and is displayed for sections Form Pending Pre Review, Form Pending
Certification, and Form Pending Post Review

Important Note: The sponsored amount does not reflect any cost sharing or
pending cost transfers. It includes RCT amounts, if applicable.

8.4.1.7 Comprehensive Status Report for PI Line Item

This report displays the names and review status of employees required to certify
line item enabled effort forms for a selected reporting period. - Pending Pre Review,
Forms/lines Pending Certification, Pending Post Review, and Form Completed.
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Reporting

Comprehensive Status Report For Pl Line Item (123116)

Forms Pending Pre Review

T e S o]

Displaying 2 of 2 records

167984444 Maximus Demo&1570 61570 M50 Miller,Cris
8887770062 Grey,Donna2 5411 M70 Grey, John

FormsiLines Pending Certification
[ insoreune e otepment s bevtner o P sovewir—+| e tovewes —+ —_Lmeconrer ¢\ conmesr |
No

888777002 Friedman Mary 541 M70 Miller, Cris 20-JUN-18 Friedman Mary

Displaying 1 of 1 records

Forms Pending Post Review
Displaying 1 of 1 records

Employee ID + m Sub Department ¢ Department * Date Reviewed ¢ Line Certifier * Date Certified * Post Reviewer *

101032222 Ferguson,Ter 61570 M50 Miller,Cris1 01-AUG-18 Codae Doyle 01-AUG-18 Miller,Cris:
Williams,Carter 01-AUG-18 Miller Cris

Forms Completed
Displaying 0 of 0 records

Date Post
* s *

Note the Line Certifier field lists all account certifiers of an effort form and the status
of certification is displayed in the “Certified?” column of Forms/ Line Pending
Certification section.

8.4.2 Effort Results

8.4.2.1 Effort by Account

The Effort by Account allows the user to view this report for any type of account -
sponsored, non-sponsored, control salary, etc, except excluded account. This report
displays the individuals paid from a particular account as well as their effort

percentages.

On clicking the Effort by Account link, ERS displays a search screen.

Search Awards

Enter the following to search for an Award.

Effort by Account

Project ID:

Fund:

Dept:
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If any account matches the criteria entered in the three fields, the user is presented
with the following screen.

Select Award

Please select Award from the Award drop-down box. Award description and Award Status will be populated automatically. Press Submit to generate the report.

Effort by Account
Award || Please Select Award
| Award Description || Award Description
[ Award Status | Award Status
‘ Begin Date (mmidd/yyyy) ‘ )
‘ End Date (mm/dd/yyyy) ‘ )
i)

The user must select an account from the Account drop-down box, and enter the
Begin Date and End Date. Once an Account is selected, Account Description and
Account Status will be populated automatically. (Begin Date must be set before

End Date.)

years.

Important Note: The period between the two dates cannot be more than three

Both dates can be entered either directly in mm/dd/yyyy format or though the date
picker by clicking the icon .

==n>ct Award

Jun {2018
Please select Award from the A 1 Award Status will be populated automatically. Press Submit to generate the report.
Su Mo Tu We Th Fr a
| 1 2 tby Account
| Award 3l 4 s e 7] s8] 9
10 11 12 13| 14| 15| 16
| Award Description w
17 18] 19| 20| 212 23
| Award Status | = 24 25 26 27 28 29 30
Today Done
| Begin Date (mm/dd/yyyy) |
E==
| End Date (mm/dd/yyyy)
S E—"
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Select Award

Please select Award from the Award drop-down box. Award description and Award Status will be populated automatically. Press Submit to generate the report.

Effort by Account

Award |52060-300—201001-023426—0000—0000 V|

Award Description | NSF DEB-0843505 ~

Award Status

) -
Begin Date (mm/dd/yyyy) 07/01/2016
-

e Ot ()

Upon selecting an account from the drop-down box, inputting one valid Begin Date
and one valid End Date, and clicking the Submit button, the user is presented with
either an empty list or a list sorted by Reporting Period.

Effort by Award
Account Number: Account Description: Account Begin Date:
52060-300-201001-023426-0000-0000 NSF DEB-0843505 2009-05-01
Principal Investigator: Account Description (short): Account End Date:
Ballif, Bryan A NSF DEB-0843505 2017-04-30
Grantor: Account Subdept:
NSF 52060
Displaying 1 of 1 records
Reporting Date | Employee | Job Appointment ¢ Home Summer Summer Summer
Pertod Cartiied Name Rola Subdept Paid 4 |CostShare ¢ | Total ¢
(month) (month) (month)
123116 2018-08-09 Ballif. Bryan KP 12 52060 (] 0 ] 56.946.08 18% 18%

The K-Award and sub-K accounts are marked with K and sub-k, respectively. If the
effort forms are certified, the certified date will be listed in the Date Certified
column. The employee name under Employee Name column is a link to the
employee’s effort form. If it has been certified, the certified form will be displayed. If
it hasn’t been certified, the effort form will be displayed as is.

8.4.2.2 Effort by Attribute

The Effort by Attribute allows the user to view more than one account matching
specific criteria as well as effort percentages devoted by individuals.

On clicking the Effort by Attribute link, the user is presented with a search screen.
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Effort by Attribute

Enter search criteria below. Attributes identified with ‘Required’ sign require an entry to generate the report. Values can be complete or partial and do not have to be case sensitive.

Effort by Attribute
023426}

Select an attribute to group the results of the report: | Attr -

[Isearch for K-Award (and all accounts associated with the K-Award)

—

Configuration Note: The Search screen is established by a back-end configuration.
Please contact ERSHelpDesk@maximus.com for details.

The Group by drop-down box on the screen determines by which attribute the
search results are grouped together. Any of the three attributes can be selected. The
default grouping attribute is Attrl. The check box Search for K-Award (and all
accounts associated with the K-Award) can be checked by the user if he/she is
only interested in K-Award related accounts.

Select Attribute

Please select an entry from the drop-down list. Enter Begin and End Dates and click Submit to generate the report

Effort by Attribute

Attr1 | 023426 hat

. i

The user needs to select one Attr# value from the top drop-down box and enter one
Begin Date and one End Date.

Begin Date must be set before End Date. Also the period between the two dates
cannot be more than three years. Both dates can be entered either directly in
mm/dd/yyyy format or though the date picker by clicking the icon .

Upon selecting one Attr# value from the drop-down box, inputting one valid Begin
Date and one valid End Date, and clicking the Submit button, the user is presented
with either an empty list or a list sorted by Reporting Period.
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Important Note: For the institutions that do not use commitment information in the
CEMAWARD table, Job Role, Appointment, Commitment [including Paid, Cost
Share, Total, Summer Paid (month), Summer Cost Share (month), Summer
Total (month)] columns are not displayed.

Effort By Attribute

Displaying 1 of 1 records

Reporting _ | Date Employee | | Job | o | Home Summer | SUmme
Period | Certified * Name ° | Role ¥ [ APPOIMMONt S | g pgopt & e Pad +| S Total ¢
Share (month) Share

123116 2018-08-09 52060-300-201001-023426-0000-0000 | Ballif Bryan  KP 12 52060 8 0 8 $6,946.08  18% = 18%
A

The K-Award and sub-K accounts are marked with K and sub-k, respectively. If the
effort forms are certified, the certified date will be listed in the Date Certified
column. The employee name in the Employee Name column is a link to the
employee’s effort form. If it has been certified, the certified form will be displayed. If
it hasn’t been certified, the effort form will be displayed as is.

8.4.2.3 Effort Form Pre Reviewed

This report provides an overview of effort forms Pre Reviewed, listing the Pre
Reviewer’s name and date Pre Review occurred for the selected reporting period.

Effort Form Pre Reviewed (123116)

Displaying 8 of 8 records

R S R N R Y

182702222 Bamett.LN 61570 sC M50 Miller,Cris 04-JUN-18

126032222 Burrows Kim 61390 SC M50 Miller.Cris 08-JUN-18
167982222 Codae.Daoyle 61390 sC M50 Benjamin,Deck 21-JUN-18
711032222 Codae Kathy 61570 sC M50 Miller,Cris 14-JUN-17
101032222 Eerguson.Ter 61570 SC M50 Miller Cris 30-AUG-1T

117222222 FEriedman.Mary 61390 SC M50 Glabal Release 26-SEP-17

888777002 Eriedman Mary 5411 sD M70 Miller.Cris 20-JUN-18
800101040 Munn_ Kelly41 61390 SC M50 Miller.Cris1 28-JUN-18

8.4.2.4 Effort Form Certified

This report provides an overview of effort forms completed through the Pre Review
and Certification phase, listing the Pre Reviewer’s name and date Pre Review
occurred and Certifier's name and date Certification occurred by selected reporting

period.
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Effort Form Certified (123116)

Displaying 5 of 5 records

R T Y Y N e ) e

124552222 Williams Carter 61570 5C M50 Paper Certification 29-JUN-18
126032222 Burrows,Kim 61390 sC M50 Miller,Cris 08-JUN-18 Gray, John 20-JUN-18
167982222 Codae Doyle 61390 SC M50 Benjamin,Deck 21-JUN-18 Stan Lee 27-JUN-18
182702222 Barnett.LN 61570 sC M50 Miller,Cris 04-JUN-18 Codae Doyle 20-JUN-18
711032222 Codae.Kathy 61570 sC M50 Miller.Cris 14-JUN-1T Power, Max 30-AUGT

8.4.2.5 Effort Form Completed

This report provides an overview of effort forms completed through the Pre Review,
Certification and Post Review phase, listing the Pre Reviewer’s name and date Pre
Review occurred, Certifier's name and date Certification occurred and Post
Reviewer’s name and date Post review occurred by the selected reporting period.

Effort Form Completed (123116)

Displaying 5 of 5 records

126032222 Burrows Kim 61390 sC M50 Miller.Cris 08-JUN-18 Grey. John 20-JUN-18 Not Required
167982222 Codae,Doyle 61390 sC M50 Benjamin Deck 21-JUN-18 Stan Lee 27-JUN-18 Not Required
182702222 Bamett LN 61570 SC M50 Miller Cris 04-JUN-18 Codae Doyle 20-JUN-18 Mot Required
711032222 Codae, Kathy 61570 sC M50 Miller Cris 14-JUN-AT Power, Max 30-AUGT Mot Required
124552222 Williams,Carter 61570 sC M50 Paper Certification 29-JUN-18 Miller.Cris1

8.4.2.6 Effort Form Not Completed

This report provides an overview of effort forms which are not completed. This
report can be filtered to show all forms with status of - Pending Pre Review, Pending
Certification, Pending Post Review, or Pending CT Approval by selected reporting
period.

Effort Form Not Completed (123116)

Displaying 11 of 11 records

I ) R S T T

sC
sC
sD
sD
)
sC
sD
sc
sC
sC
sC

61570
61390
5411
5411
5411
61390
54240
61570
61390
61390
61390

101032222
117222222
888777002
8887770061
8887770062
691762222
674532222
167984444
800101040
137452222
129332222

Ferguson Ter
Friedman, Mary
Friedman Mary
Grey,Dannal
Grey.Donna2
Jungbluth.John
Liu,Herminine
Maximus,Demo61570
Munn, Kelly41
Reilley.dill
Ruan, Student

04

01
Employee
Employee
Employee

01

Ferguson Ter
Friedman,Mary
Grey, John

Grey, John

Grey, John
Jungbluth John
Paper Certification

Paper Certification
Codae.Doyle
Codae, Doyle

Pending Certification
Pending Certification
Pending Certification
Pending Certification
Pending PreReview
Pending PreReview
Pending PreReview
Pending CT Approval
Pending Certification
Pending PreReview

Pending PreReview
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8.4.2.7 University Summary by Account

This report summarizes the dollar value and corresponding percentage for each
category listed in the University (or Institutional) Summary by employee.

Institutional Summary Account Report
Reporting Period: 123116

Displaying 2 records.

 spomores
Sponsored Net

T e [ oo [ |

I 1. S S S S B S S

DarbyHeather Marie 555555 00001-100-000100-0000-0121 GOF-General Operating 1934 0.00 1934
‘Subtotal for Darby,Heather Marie 19.34 1% 0.00 0% 19.34 56% 16,727.28  44%  16,746.62 100%
Ross,Donald Savage 555555 00001-100-000100-0000-0121 GOF-General Operating 0.00 0% 0.00 0% 0.00 0%
51000-100-100001-0430-0000 GOF-General Operatin 1,027.76 3% 1,027.76 3% 205552 6%
51070-100-100001-0000-0000 GOF-General Operatin 9,319.55 25% 9,319.55 25% 18,639.10 50%
‘Subtotal for Ross,Donald Savage 10,347.31 28% 10,347.31 28% 20,694.62 56% 16,727.28 44% 37,421.90 100%
Grand Total for Report 10,366.65 19% 10,347.31 19% 20,713.96 38% 33,454.56 2% 54,168.52 100%

Note: This report is only applicable and will generate results if University Summary
is used.

8.4.2.8 Effort Result Summary Detail

This report provides an overall view of the individuals that are required to
document effort on predefined non-sponsored categories. It provides names and
the dollar amount/corresponding percentage for each category for which effort was
certified.

Effort Result Summary Detail (123116)

Displaying 3 of 3 records
oo | Sbrkons s Caspmyt | a2 +| o3 8| casyd 8| Goomons o] caowno +| Comnr s wom ol
N Y I Y Y Y Y Y Y Y Y B B R R BN Y B

61390 Burrows, Kim 100 26.430.60 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00 100 26,430.60
61390 Codae.Doyle 65 88.641.13 0 0.00 0 0.00 0 0.00 35 4745825 0 0.00 0 0.00 0 0.00 100 135,594.99
61570 Bamett LN 96 16,499 25 4 68550 0 000 0 0.00 0 0.00 0 0.00 0 000 0 000 100 17,137 46

Sub Total: 73 131,570.98 0 685.50 L] 0.00 L] 0.00 26 A7,458.25 L] 0.00 L] 0.00 [] 0.00 100 179,163.05

Category 1: Insfruction

Category 2 Departmental Research

Category 3 Administration

Category 4- Other Institutional Activity

Category 5 University-funded Consulting Activity
Category 6 University Medical Faculty Foundation Activity
Category 7- Industry-Sponsored Clinical Trials

Note: This report is only applicable and will generate results if University Summary

is used.
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8.4.2.9 Cost Transfers

This report displays all cost transfers processed in ERS as well as their export status
(Y = Yes, N= No). The report displays Cost Transfer Details by pay period with the
ability to hide or display cash columns (Debit Cash and Credit Cash) if 9 over 12
feature is enabled.

Cost Transfer Details Report (123118)

Displaying 12 of 12 records

EndDstn #  Exported? # | PmyPuriod o | Dubit  Crodl o DetetCash e | CrediCash w

B15T0 ez Codae Kathy PRE-1532980800087.00  &1570.57650 100 100000 OTN12016 123172016 Y 07132016 3000 §1.000.00 50.00 §750.00
§1570-63690 1100 §1.00000 0TH12016 12312016 ¥ 07132016 §1,000 00 $0.00 $750.00 §0.00

B1570 AETIE Maximus,Demo  PREASHIINEMA0N  55010-T5230 100 $260027 OTHN2016 123172016 Y 1228/2016 5260027 000 $2.600.27 §0.00
61390-05160 1100 $260027 0712016 1213172016 Y 122016 $0.00 §2.60027 §0.00 $2,600.27

#1570 RLTES Rt Maximua,Demo  PREAS06SISMSER00  55010-15230 1100 5100000 07012016 123172016 ¥ 1227872016 soao0 §1,000.00 s0.00 $1.000.00
1RANG won S1.000.00 0w 100000

1570 AEMRH Masimun,Deme  PRE 150653519885 00 6139005160 mo F100000  OTAOY2016 1232016 Y 1zmne S0 @ $1.000.00 s
1RANE 000 wow $1.000.00 0w

1570 17O MaimusDemo  PREJS0GSIAISEES 00 55010-15230 1100 5100000 07106 12016 ¥ Ll i 000 $1,000.00 $0.00 51,000 00
R $0.00 $1,000 00 50.00 51,000 00

IS0 IETIELA MaimusDemo | PHE1S0GS1SISISS 00  §1390-05160 100 5100000 OTNIR006 IR0 ¥ AR 51,000.00 5000 £1,000.00 50,00
1RIRRNG 51,000.00 5000 51,000.00 5000

e -

On clicking the Hide Details link ERS hides the debit and credit details by pay period,
as shown below.

Cost Transfer Details Report (123116)

Wigw Cogt Transter Apoeovsl Siatys  Show Detaily

Displaying 8 of 8 records

61570 moszz Codae, Hathy PRE-153Z383830097 00 B1570-57650 $-1,000.00 0T0NE 1232016 Y
61570-63650 $1,000 00 070172016 123172016 Y
61570 167984444 Maximus, Dema PRE-1533232006849.00 £5010-T5230 5260027 070172016 123172016 h
61390-05160 §-2.600 27 07012016 123172016 Y
61570 167904444 Maximus,Demo PREA50653519065.00 E5010-T5230 51,000.00 OT/012016 123172016 b
B1330-05160 $-1.000.00 07012016 1232006 Y
£5010-75230 $1,000 00 07012016 123172016 Y
BE1330-05160 $-1,000.00 oTo2ME 12372016 Y

==

All fields in the report are sortable.

A hyperlink “View Cost Transfer Approval Status” is also available that links Cost
Transfer report to Cost Transfer Approval Status report.
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Cost Transfer Status Report (123116)

View Cost Transfer Details

Displaying 4 of 4 records
Cost Transfers Initiated By Pre Review

Empiloyee D e SubDept 4|  Exported? ¢ | DateCTinited ¢ CTimiistedBy & | CTStatus 4 | DaysElapsed ¢ | ReviewedBy 4 | DateReviewed +

711032222 Codae Kathy 61570 2018-07-30 Miller.Cris Approved 2 Ed. Higher 2018-07-30

Y
167984444 Maximus Demo 61570 ¥ 2018-08-02 Miller.Cris Approved 9 Ed. Higher 2018-08-09
167984444 Maximus Demo 61570 ¥ 2017-09-27 Miller. Cris Approved 308 Ed. Higher 2018-07-30
167984444 Maximus Demo 61570 ¥ 2018-07-30 Miller,Cris Approved 2 Ed, Higher 2018-07-30

Displaying 0 of D records
Cost Transfers Initiated By Post Review

EmployeeID ¢ | Employee Name 2 Sub Dept $ Date CTinitiated ¢ | CTinitiated By ¢ CT Status $ Reviewed By ¢ | Date Reviewed ¢

Displaying 0 of 0 records

Cost Transfers Initiated By RCT
Employee ID :‘ Employee Name & SubDept  * Exported? & | DateCTinitiated & | CTinitiatedBy & CTStatus 2| DaysElapsed & | ReviewedBy = | DateReviewed =

o -

Note: This report is only applicable and will generate results if the Cost Transfer
feature in ERS is used.

8.4.2.10 Cost Transfer Pending

This report lists the employees whose effort forms have CT pending status (N (CT
Pending) in Pre Review or Post Review.

Cost Transfer Pending
Pre Review CT Pending

0061681 Boardman. Lucy 52060 123116 09-AUG-18 Miller.Cris 0
0040415 Tomlin, Sarah 55524 12316 09-AUG-18 Willer,Cris 0

Displaying 2 of 2 records

Post Review CT Pending

Displaying 1 of 1 records

0108863 Ballif, Bryan A. 52060 123116 09-AUG-18 Miller,Cris 0
o

The report is divided into two sections “Pre Review CT Pending” and “Post Review
CT Pending”.

Note: This report is applicable for institutions that use the “Initiate CT” process in
Pre Review or Post Review or both.
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8.4.2.11 Cost Transfer Approval Status

The report displays the cost transfer approval status of effort forms i.e. if cost
transfer is Pending, Approved or Rejected. The report is available for Cost Transfer
Approvers such as CA, CTAP or DH under Reporting menu option.
The report has been divided into following three sections to distinguish if the cost
transfer was initiated in Pre Review, Post Review or RCT:

e Cost Transfers Initiated by Pre Review

e Cost Transfers Initiated by Post Review
e Cost Transfers Initiated by RCT

Cost Transfer Status Report (123116)

View Cost Transfer Details

Displaying 7 of 7 records

Cost Transfers Initiated By Pre Review

T e e T B e e

0055825 Bouchard,Beth Ann 52060 2018-08-09 Miller Cris. Pending 1
0055825 Bouchard,Beth Ann 52060
0055825 Bouchard,Beth Ann 52060

711032222 Codae Kathy 61570

167984444 Maximus.Demo 61570

167984444 Maximus.Demo 61570

167984444 Maximus.Demo 61570

2018-06-06 Willer Cris Pending 65

2018-06-12 Willer,Cris Approved 2 Ed, Higher 2018-06-12
Miller,Cris Approved 2 Ed, Higher 2018-07-30
2018-08-02 Miller,Cris: Approved 9 Ed, Higher 2018-08-09
2017-09-27 Miller,Cris Approved 308 Ed, Higher 2018-07-30
2018-07-30 Willer,Cris Approved 2 Ed, Higher 2018-07-30

< = =< =< =< =< =z
.
(]
e
&
=]
5

Displaying 0 of 0 records

Cost Transfers Initiated By Post Review

e 0o |_Coees e+ b gt —+| Dttt —o|_n T s+ STty +|—CT S| s prog_+| Bovvasy oo evewes o

Displaying 0 of 0 records

Cost Transfers Initiated By RCT
e | capostane + b0+ a7+ vcTmmod_s | CTmisoady +|CT e s | o opsod s | fovoueoty < | veves o

The report provides the following information:

Employee ID

Employee Name - The name serves as a link to the effort form view.

Sub Dept - Home Sub dept of the employee

Exported? - Possible values: Y or N; Y indicates the cost transfer was

exported from ERS; N indicates the cost transfer was not exported

e (T Initiated by - The name of the individual who transacted the cost transfer
on the effort form.

e (T Status - Status of the cost transfer. Possible values — Rejected, Approved,
Pending

e Days Elapsed - Represents the difference in days between the date CT was
initiated and the date when CT was reviewed.

e Reviewed by - Displays the name of the Cost Transfer Approvers such as CA,
Level 1 or Level 2 approver

e Date Reviewed - The date when the cost transfer was reviewed.
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8.4.2.12 Cost Sharing

This report displays all cost sharing - reported on an effort report or via cost
sharing commitment (this data must be pre-populated to have access to this
information). The report will display Cost Sharing To accounts, Cost Sharing From
accounts or both.

Cost Sharing (123116)

View:
(O Cost Sharing To
(O Cost Sharing From
@ Both

Cost Sharing (Form Completed)

Check All Clear All

oo orgom e Crsotane +Tocwe |

Displaying 0 of 0 records

Planned Cost Sharing (Form Not Completed)

Check All Clear All
Displaying 1 of 1 records
T Y N Y Y ST S
O M70 541 8887770062 Grey.Donna2 Employee

Note: Larger departments with more cost sharing records will take longer to generate this report.

o

By selecting individuals and clicking button Continue, a detailed report is provided.

Cost Sharing (123116)

Displaying 2 of 2 records

Department ¢ | SubDept ¢ Title Code ¢ Costsnaring | CoStShamNg | coiified percent + | Certified Amount ¢
Percent Amount

M70 5411 8887770062 Grey.Donna2 Employee 0010-300-2571 -20% 5-500.00 - -
M70 541 8887770062 Grey.Donna2 Employee 0751-370-T413 20% $500.00 - -
)

Note: This report is only applicable and will generate results if the Cost Share
feature in ERS is used.

8.4.2.13 Cost Sharing Details by Selected Query

This report is used to review and analyze the reported cost sharing information by
employee(s).
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Cost Sharing By Employee (123116)

Report 1A - View Detail By Employee ~| Minclude K-Awards Non-Sponsared Accounts  MInclude Sub Totals

efresh Repo
Cost Sharing Report 1A - View Detail By Employee

Displaying 7 of 7 records

Cost
Titie Account sost Share G cost Total
Code + Account Desc + 4| Share # . 4| Cost #| Share # col +
To Amount nt Share Percent

61570 711032222 | Codae Kathy  61570-57650 01 THE AUBREY N -1.161.81 -3% 13.637.56
61570 711032222 | Codae Kathy 61570-63690 01 BONE MARRO S 1,161.81 3% 25,098.55
61390 137452222 Reilley.dJill 23304W402000027B03571050101900000 04 ACS/IRG-93-033-11/Cantor s 1.000.00 8% 4,309.02
61390 137452222 Reilley.Jill 23304W833500050B03576050087900000 04 AAP ] -1,000.00 -8% 2,309.02
61390 167982222  Codae,Doyle 50350-10280 @\ 02 CELL BASIS COST SHAR S 3,390.55 3% 3,390.55
61390 167982222 | Codae.Doyle 61390-05160 02 MED GEMNERA N -2,711.90 -2% 36.607.85
61390 167982222  Codae,Doyle 61570-63690 @ 02 BONE MARRO s 2,711.90 2% 41,000.19
Sub Total: 4,873.T1 4,873.71 3,390.55

Note: This report is only applicable and will generate results if the Cost Share
feature in ERS is used.

8.4.2.14 Effort on Demand Preview

This report allows the institution to view how the current payroll is being
accumulated and allows its users to preview what the effort form would look like
after each payroll update. After the Current Reporting Period is initiated,
institutions can start accumulating payroll for the next reporting period and allow
the users to view the details of the accumulated payroll. This will help Department
Administrators in monitoring charges accumulated on a grant; determine if any
adjustments need to be made in the source system before this “future” reporting
period can be initiated. The payroll drilldown will display all payroll entries
collected so far.

Effort On Demand Preview

Displaying 13 of 13 records

e S S S T R

182702222 Bamett LN 04 Research Asst 61570 063017
555009 Batman 23 Professor 3331231 063017
167982222 Codae,Doyle 02 Pl 61390 063017
8887770062 Grey.Donna2 Employee Employee 541 063017
267982222 Power, Max 04 Pl 35208 063017
555004 Professor Hulk 23 Professor 4441231 063017
555006 Professor Spiderman 23 Professor 4441234 063017
555005 Professor Thor 23 Professor 4441231 063017
5565007 Professor Torch 23 Professor 4441231 063017
555001 Professor Xavier 23 Professor 4441231 063017
555003 Storm 27 Super Hera 4441231 063017
5565008 The Riddler 23 Professor 33312341 063017
555002 Waolverine 27 Super Hero 4441231 063017
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8.4.2.15 Salary Cap

This report is used to review and analyze the information of those effort forms that
may be affected by the Salary Cap. The report is broken down into two sections:

e C(ertified Forms

e Forms pending Certification

The employee name serves as a link to the view of the effort form. The payroll
details are available to view by clicking on the Payroll Charged $ amount.

Salary Cap Report

Part | - Forms have not been certified
Reporting Period - 123116 (07/01/2016 - 12/31i2016)

Displaying 7 of 7 records

CAP Amount
applicable
. . s| Payrol & | Payroll tothe & | Maximum s Cost @ Cost &
Charged Charged Reporting Allowed to Transfer Sharing
Title Sub Dept Agency $ % Period charge Identified Identified
NIH 34, & 0% 0%

Cushman Mary Professor 52080 55538-300-201003-022399-0000-0000 - 040.20 % $92,550.00 $3,702.00 $338.20
UCSD 10284122

Cushman.Mary  Professor 52060 55538-200-201003-023293-0000-0000 - UAB NIH $12,127.17 13% $92,550.00 $12,031.50 $95.67 0% 0%
004

Cushman Mary Professor 52060 55638-300-201007-024224-0000-0000 - ARRA NIH $0.00 0% $92,550.00 $0.00 $0.00 0% 0%
RC1HL099460

Cushman Mary Professor 52060 55650-300-201001-010015-0000-0000 - NIH $8.086.92 8% $92,550.00 $7,404.00 $682.92 0% 0%
Subclinical Cardiov

Cushman Mary Professor 52060 55650-300-201003-011045-0000-0000 - UNIV NIH $1.07037 1% $92,550.00 $925.50 $144.87 0% 0%
PITT 1094525

Cushman Mary Professor 52060 55520-300-201001-010372-0000-0000 - PHS NIH $7.440.20 8% $92,550.00 $7,404.00 $36.20 9% 0%
RO1HL083926/1-3

Cushman.Mary  Professor 52060 55538-300-201003-022269-0000-0000 - NIH §12,127.22 13% $92,550.00 $12,031.50 $95.72 0% 0%

University of Calif

Partll - Forms have been certified
Reporting Period - 123116 (07/101/2016 - 12/31/2016)

Displaying 1 of 1 records

CAP Amount
applicable
+ + + ® Payroll % Payroll tothe ¢ | Maximum # Cost ¢ Cost ¢
Certified Charged Charged Reporting Allowed to Transfer Sharing
Title. Sub Dept Account Effort % $ % Period charge Identified Identified
| 18% 0% 0%

61390 61390-63690 - NIH
GENE PROJ

.
Codae,Doyle Pl $24,819.88 18% $92,550.00 $16,659.00 $8,160.88

(e D

8.4.2.16 Salary Cap Worksheet

This report generates a list of effort forms that are over the salary cap and indicates
whether a Salary CAP worksheet was used in PreReview and/or PostReview.

Reporting



ERS v10.0 Central Administrator Manual

Salary Cap Worksheet Report (123109)

[ All Salary Cap Worksheets v | (_Refresh )

Salary Cap Worksheets

Post Review

0055825 | Bouchard Beth Ann 52060 Cris Miller = 2015-04-13 Yes
167982222 | Codae.Doyle 61350 Cris Miller | 2015-04-13 No Professor Doyle
has confirmed the
distribtion

Displaying 2 of 2 records

(Loowniond )

If the worksheet was used, it will allow the user to see the calculation details on the
worksheet.

‘Compllant State Universiy
Reporting Period: 123109 (07/01/2009 - 12/31/2009)

Name: Beuchard Beth Ann Employee ID: 0055825 Title: Research Assistant Professor
SubDept: 52060 Division: 01 Title Code: 017270

SALARY CAP WORKSHEET PRE REVIEW

Annual Salary Cap ERS Calculated Results
— ngen Agency m Fhort Payroll | ImBut | yioll Should [Payroll Charged Per|Net Calculated Cosi] Salary Cap Reco
gency Name Current | Awarded |nre Review Form |Expended Have Been Charged| Pre Review Form | Transfer Needed
Amount | s [% | s [%] s [%] s |

Sponsored Accounts

55110-100-100005-022740-0000-0000 5% 0% $13.06 0% $1.506.30 5% §-1.49324 -5% $0.00
55110-300-201001-022740-0000-D000 it 3% $2193131 73% $2193131 7i% 5000 ne $000
55110-300-201001-022740-0000-1000 ¢AP NIH National Health Inst § 10,000.00 § 10.000.00 0% 5% § 250.00 1% $0.00 0% $ 250.00 1% $1.243.24
Total §ponsored Accounts 8% 78% $22,194.37 T74%  $23,437.61 78% $1,243.24 A% $1,243.24
Clearing Accounts

55110-100-100001-0000-0010 0% 0% £0.00 0% §7.18740 24% §-7187.45 -24% $000
Total Clearing Accounts 0% 0% $0.00 0% $7,187.49 24% $.7,187.49 24% $0.00

Non-Sponsored Accounts
00001-100-000100-0000-0121 1% 1% $1960 1% $1960 1% $0.00 0% $0.00
01001-2332 D 0% 0% 5124324 4% $ 0.00 0% $1.24324 4% §-1.24324
55110 100 100001 0000 0728 21% 2% $6,407.49 211% § 780.00 3% $7.187.49  24% $0.00
Total Non-Sponsored Accounts 22% 22% $7.670.33 26% $760.40 2% $8.430.73 28% $-1.243.24
Grand Total 100%  $29,864.70 100%  $29,864.70 100% $0.00 0% $0.00

Worksheel saved by Cris Miller on 2015-04-13 19.47

Close Window Print Form Help
[Ercar v] (Reunisad )

If the worksheet was not used, it will allow the user to see the calculation based on
the current Cost Transfer and Cost Sharing on the effort form.
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‘Compliant State University
Reporting Period: 123109 (07/01/2009 - 12/31/2009)

Name: Codae Doyle Employee ID: 167982222 Title: PI
SubDept: 61350 Division: SC Title Code: 02

A Department Cost Share Account is required to be added te the Effort Form to perform Salary Cap calculations.

SALARY CAP WORKSHEET PRE REVIEW(NOT USED)

Annual Salary Cap ERS Calculated Results
Agen Agency Updated IEE:::an?Fyr::u :E’:’z:‘rtt Payroll Should Payroll Charged Per Net Calculated Cost Salary Cap Recorded
98N | Name Current Awarded Pre Review Form | Expended Have Been Chnn_;ed Pm Review Form Transfer Needed as Cost Share

Amount [% | s  [%l s | %]
Sponsored Accounts

£1390-63690 NSF NIH 14% 14% $13,626.60 14% $13,626.60 14% 5000 0% $000 0%
£1570-63690€AP  NIH NIH §10,000.00 § 10,000.00 39% 39% §$ 990.60 2% $3845972 38% $-37,469.12 -36% B3TNME50 3T%
E1570-67930 0% 0% $0.00 0% $0.00 0% $0.00 0% $0.00 0%
652050-10280 NSF NIH 15% 15% $14,850.00 15% $ 14,850.00 15% 5000 0% 5000 0%
50350-10280 2% 2% §2,018.80 2% $2,018.80 2% $0.00 0% $0.00 0%
Total Sponsored Accounts 70% T0% $31,486.00  33% $68,955.12 9% $.37,469.12 36% $37.416.50 37%

Non-Sponsored Accounts
21150-2332 2% 2% 54084608  40% $3.476 97 3% $37469.12  37% $000 0%
£1330-05160 28% 28% $28,50766 28% $2850766 28% $0.00 0% $0.00 0%
Total Non-Sponsored Accounts 30% 30% $69,453.75  68% $31,984.63  31% $37,469.12  37% $0.00 0%
Grand Total 100% $100,939.75 101% $100,939.75 100% $0.00 1% $37.416.50 37%

Explanation for not using the Worksheet. Prefessor Doyle has cenfirmed the distribtion

Worksheet saved by Cris Miller on 2015-04-13 20:38

Close window ) (__Print Form ) (_Help
D load

Note: This report is only applicable and will generate results if Inline Salary Cap
Worksheet configuration available under Admin—=> System Settings= Effort Form
Setup 2 Salary Cap Management is enabled.

8.4.2.17 Effort Sponsored/Non-sponsored Account Summary

This report generates a list of individuals working on sponsored projects with a
total effort certified exceeding certain threshold.

Reporting



ERS v10.0 Central Administrator Manual

Effort Sponsored/Non-sponsored Account Summary

Select Title(s)
Check Al

Displaying 16 of 16 records

Selection Title Hame

PROF ORAL & MAXFCL PATH RAD & MEDI

PROFESSOR

Extension Assoc. Professor

Professor

Extension Assistant Professor

Research Associate Professor

MASTER TEACHER IN TEACHING & L EARNING

Professor

Associate Lab Member

JUNIOR RESEARCH SCIENTIST

Research Assistant Professor

Assistant Professor

02 Pl

04 Research Technician, Sr

9 ASSOCIATE PROFESSOR

B E R A AR E A AR E R AR E A

Employee Employee

View Employees with
@ Sponsored | GREATER THAN OR EQUALTO ~[50 %

O Sponsored and Mon-Sponsored
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Effort Sponsored/Non-sponsored Account Summary (123116)

Displaying 5 of 5 records
Employees with effort of 50% (or more) an Sponsored Accounts

“m = A L . A
¢ ¢ P ¢ ¢ P ¢ ¢ % ¢

61570 Codae.Kathy 01 $22,936.74 59% $15.799.37 1% $38.736.11 100%
61390 Codae Doyle 02 $88,641.13 65% 546.953.86 35% $135,694.99 100%
61390 Burrows Kim 04 $26.430.60 100% $0.00 0% $26.430.60 100%
61570 Bamnett LN 04 5$16,499.25 96% $638.21 4% $17.137.46 100%
61570 Williams, Carter 04 $9,648.15 86% $1,516.46 14% $11,164.61 100%

8.4.2.18 Cost Share by Account
This report allows the user to view the cost share amount and percentage as
documented in Pre and Post Review per reporting period including total cost share

amount.

Cost Share By Account

Awards Number: Awards Descriptiont Awards Begin Date!
6157063690 BONE MARROW 0110112003

Principal Investigator: Awards Description (short): Awards End Date:
Codae,Doyle BONE MARROW 1203012017

Grantor: Awards Subdept:

NIH 61390

Displaying 2 of 2 records

Cost Share L
Reporting Period ¢ | SubDepartment ¢ Employee Name ¢ | Form Certified? ¢ [ —— [ — [r— [T —
+ + * + Total Amount ¢
Amount Percent Amount Percent

123116 61390 167982222 Codae,Doyle Y $2,711.90 2% $0.00 0% $2,711.90
123116 61570 711032222 Codae Kathy Y $0.00 0% $1,161.81 3% $1,161.81
Sub Total: 3,873.711

8.4.2.19 Delinquent Effort Forms

This report lists all the delinquent effort forms from prior periods. The default
sorting of the report is by Reviewer, Subdept, Dept followed by RPCode.
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Delinguent Forms

Fr Bouchard, Betn Ans 1z 20189231 assns ENGINEERSG 2060 85 Perdng  MierCra 53042093
PreRevm

| poesur VERMONTS e w2 sagass ENGINEERING 82060 ENGHEERING MASTER TEACHER IN MU Perdeg  MBecC L ]
| TEACHING & L LABNING ire—.

oourzay Tracy Ruwseti P, s 081221 sass8s ENGINEERING 52060 ENGIEEHING Protessor aas Pording  MiSerCre 43,000.8%
Prefevas

paapaty VERMONT2 s 20181231 sy ENGINEERMG [N ENGMEERING  JUNIOR RESEARCH SCIENTIST JHU Perdrg  MlerCrn 31,900 3%
| PreReves

Do8mes0 VERMONTS 1218 20151231 L ENGINEERSG 83060 ENGIEERING MASTER TEACHER IN JHU Perdieg  MierCris #1.560.00
TEACHING & L EARNING FreRevs

MTZET  FriedmanMary s ELERER ] Mz MEDICINE 01390 Inerral Mosicre Asscciate Lab Member MU Perdeg  MillecCrn 31440000
Prefeves

MRONIIT  Bummws K zans sz (™ MEDICINE 01300 Imermal Mogcre fessarcn Tachncn aHu Perang  MmerCm 828,430 60

|

Do458TY Darby Heather Marie 2318 201592.31 588555 ENGINEERING 5060 E BAS Perding  MillerCin 83823013
FreReves

Dosesez Cushman Mary 1218 2015123 sassss ENGINEERSNG 52060 ENGINEERING Protessor BAs Perdeg  MilerCr 4180042
FreReres

| fI1H Rows. Donald Savage 123118 szl st ENGINEERSG 52060 ENGIMEERING  Research Associats Professcr BAS Perding  Miler.Cr sz
Prefeves

| 20883 VERMONTR s 0151201 nes0ss ENGINEERING st ENGMEERING MASTER TEACHER IN U Perdng  MSerCrm $10.084 43
TEACHING & L EARNING FreReves

1678R4844  Maximus DemoB15T8 218 0181231 [ MEDICINE 61570 Infectous Dsaase L PL Perdeg  MierCm 83330970
PreReves

1TaEEE Relleysm 1ms 20151201 s MEDICINE 61300 Interral Mocrm Fsmarch Asse aHu Pergeg By Dec 266104
ProReres

folik McMaster Willlam 123018 M523 Bt ENGINEERING 82060 ENGNEERING Extenwon Astoc Professor BAS Panding Miter Crm S0z
Joveph PraRevas

1 RusnSwdent 12318 20151231 [T MEDICINE 51300 Inerral Mosere Resaarch Assocte aHY Ferdrg  BerjaminDeck NZME0
FreReves

WI0KI2Z  Fergusan Ter 12318 20151231 [ MEDICINE B15T0 tectons Dtaiie Rassarch Tachcian, 5 P » Miter Cra 5180
ProReris

874233332 Liu Herminine 178 EER R L M DHCINE B4za0 Emamency Medcne Fesnarch Asscciate aHu Percing Borjanin Dech. $6.634 61
Profieees

I ] VERMONTY 2 20150231 ey ENCINEERSG 2060 ERGMEERING PROFESSOR i Perdeg  MierCrn ss04n08
I PreReves

poatent VERMONT3 1218 20151231 asss ENGINEERIN 52080 ENOMEERING  PROF ORAL & MAXFCL PATH JHU Porgieg  MlerCon 5118870
RAD & MEDH TreRes

| INBNEE  Codeeathy 123118 15121 [ MEDICINE B15T0 Infectous Csaase Resoarch Asscciate Bas Perging  MierCrn £.078 88
ProRevere

Exnl | [

8.4.3 Administrative Reports

8.4.3.1 Line Item Eligibility

The report displays list of employees whose effort forms are either enabled for line
item certification or are eligible for line item certification.
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Line Item Eligibility Report (123116)

Displaying 20 of 29 records

[ towireeio o[ hmmretare 4] e o it o Gortstn? v o ot b 5

182702222
124562222
101032222
129332222
117222222
674532222
691762222
711032222
800101040
167982222
0030928
0040415
0061681
0088650
0099147
0108883
0102693
0056132
0056582
0085512
0045571
0055825
0067245
888777002
8887770061
BB8TTT0062
126032222
137452222
167984444

Bamett LN
Williams, Carter
Ferguson,Ter

Ruan, Student
Friedman,Mary
LiuHerminine
Jungbiuth John
Codae Kathy

Munn, Kelly41
Codae, Doyle

Pickle, Scott

Tomlin, Sarah
Boardman. Lucy
Fancy, Alfred

Marin, Penelope
Ballif, Bryan A.
0O'Shaughnessy, Pat
McMasterWilliam Joseph
Cushman Mary
Ross Donald Savage
DarbyHeather Marie
Bouchard Beth Ann
TracyRussell P.
Frigdman Mary
GreyDonnal
GreyDonna2
Burrows Kim
ReilleyJill

Maximus Demo&1570

001002
010038
001001
006020
006020
019420
006020
003261
006621
005106
004308
017270
003888
Employee
Employee
Employee
04
04
01

The report provides following information:

Title

Employee ID
Employee Name

<|lz|lz| <= =<|2Z2|z|z|z|z|2|2|2|2 2|2 2|2 2|2|2|2|2|2|2|< 2|2

<zl z <|<x < 2z zlz=zz2zz2z=z2zz2z2z=zz2zz2zzz2z2z2z2zz=<z2z

Eligibility For Line Item Certification? - Possible values are “Y” or “N”. Y

indicates that the effort form is eligible for line item certification.
e Line Item Certification Enabled — Possible values are “Y” or “N”. Y indicates
that line item certification has been enabled for an effort form.

8.4.3.2 Employees whose Forms Have Been Certified by Someone Else

This report provides a list of the effort forms that have been certified by someone
other than the covered employee. The report provides Certifier ID, Certifier name

and Title code as shown below.
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Employees whose forms have been certified by someone else (123116)

Displaying 4 of 4 records

Certified By +
Division *
| Cortner 5] Corthorbame o Cortior T Cose ¢

sC 61390 M50 126032222 Burrows,Kim 04 9990704 Grey, John 100009
5C 61380 M50 167982222 Codae Doyle 02 555017 Stan Lee 77
sC 61570 M50 182702222 BamettLN 04 167982222 Codae,Doyle 02
SC 61570 M50 711032222 Codae Kathy 01 267982222 Power, Max 04

8.4.3.3 Employees Who Have Been Sent to another Sub Dept. for Reviewing

This report allows viewing a list of individuals who have been assigned to an
alternate Sub Department.

Employees who have been sent to another Sub Dept for reviewing (123116)

Displaying 1 of 1 records

Y Y S Y T Y
sC 61570 M50 Williams,Carter 61390

8.4.3.4 Print Certified Statements

The Print Certified Statement report allows the user to generate a list of all the
certified effort reports for an individual.

On clicking the Print Certified Statements link, the user is given the following two
options:

Print Certified Statements

Select an Action

Search by Department Select certified forms by Department and Sub Department.

Search by Emplovee Search for certified effort forms by Employee Name or ID.

e Search by Department
This option is used to go through the department /sub department selection
interface (displayed when there are more than 10 department or sub
departments) to select specific employees, and print certified statements for
them for selected reporting period.

On clicking the Search by Department link, the user is prompted to select
either a Department or Sub Department.

Reporting
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NOTE: The role of SUBDC only has an option to select Sub Department.

After selecting a Department or Sub Department, a list of applicable
reporting periods will become available. After selecting a reporting period, a
list of employees will be displayed. By selecting more than one employee, the
user has the option to print multiple certified statements at the same time.
This also gives the user the option to download multiple certified statements
in a PDF file.

Print Certified Statements

Check All Clear All
Displaying 5 of 5 records
Selection 4 Employee ID i Employee Name * Sub Department +
E 182702222 Barnett LN 61570
B 711032222 Codae Kathy 61570
il 137452222 ReilleyJill 61390
] 124552222 Williams, Carter 61570
il 126032222 Burrows Kim 61390

Select an employee and click Proceed to view the Certified Statement.

=
Fonm Centified by Codae, Daoyle on 06.20.2018 —

Compliant State University
Certify Effort Form

Hame: Bamett LN ECmgtoyes ID: 102702222 Tite: Research Asst

Sub Dept: 61570 - MlecBous Dissase Divisions SC - Immunology Tite Code: 04

Barnew, LN (182702222) - Resvarch Asst

Reporting Period: 123116 (07012016 through 12.31-2016)

Accounts Description Payroll % Cost Sharing % Total % Centified ENort %
B1570-63690 BONE MARRO 9% % % W%
Sponsored Sublolal N " L 6%
S1570-57850 THE ALJBREY an % N 4%
Non.Sponsored Sublotal 5% [ % 4%

Hotes for BarnetULN (182702222)

I confiem i J i of all work e during th L L] lam
Certifying Mo for sOmecns oher hat | have of indicated ection 1w
cortity on behalf of this employes.

of effort i wor e Chaims ACL
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e Search by Employee

This option allows the user to search for an individual either by employee id
or employee name, select one or more reporting periods, and print certified
effort statements.

On clicking the Search by Employee link, the user is prompted to enter
partial or complete employee id or name. (Entries provided for the Employee
ID or Employee Name does not need to be case-specific.) If no input is
entered and the Search button is clicked, ERS will display all individuals for
which an effort form was certified.

Print Certified Statements - Search Employee

Employee ID

I—

If more than one employee resulted from a search, a list of employees will be
returned. Otherwise, the system will provide the reporting period selection
screen.

Print Certified Statements

Displaying 9 of 9 records

crvires S e oo ]

0108863 Ballif, Bryan A 52060
182702222 Bamnett LN 81570
167982222 Codae,Doyle 61330
711032222 Codae Kathy 61570
888777002 Friedman,Mary 5411
691762222 Jungbluth,John 61390
800101040 Munn, Kelly41 61390
126032222 Burrows Kim 61390

(elie}ielieloleNele}e)

124552222 ‘Williams Carter 61570
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Select Reporting Period(s)

Displaying 3 of 3 records

= oo somcon—pomararos ¢ ospnose o cravoe ¢

@ El 123116 07-01-2016 12-31-2016
[ 10-01-2016 12-31-2016
El 123115 07-01-2015 12-31-2015

—

Upon selecting one or more reporting periods and clicking the Submit
button, the user is presented with certified statements of the selected
individual with an option to download the results to a PDF file or print it to a
printer.

8.4.3.5 Employees with No Pre Review

This report displays a list of individuals who can certify their effort forms without a
Pre Review requirement.

Employees with No PreReview
)

124552222 Williams,Carter M50

Displaying 2 of 2 records

8887770081 GreyDonnal M70

8.4.3.6 Employee Assignments

This report displays the Pre Reviewer, Certifier and Post Reviewer of individuals by
Sub Department. The report includes individuals assigned to an alternate Sub
Department. If the system is configured to use Line Item, the Employee Assignment
information is presented in a separate section, Employee Assignments - Line Items as
shown in the screenshot.

Reporting
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Employee Assignments

Displaying 10 of 10 records

Employee Name £ Sub Dept * ‘ Title Code L4 Pre Reviewer + Certifier 4 Post Reviewer *
Bamett LN 61570 04 Miller,Cris Codae Doyle Miller Cris
Burrows. Kim 61390 04 Miller,Cris Gray, John Miller Cris 61390
Codae Doyle 61390 02 Benjamin,Deck Codae Doyle Miller,Cris
Codae, Kathy 61570 01 Miller,Cris Power, Max Miller,Cris
Friedman Mary 61390 01 Miller,Cris Friedman Mary Miller,Cris
Jungbluth,John 61390 0 Benjamin,Deck Jungbluth,John Miller,Cris
Munn, Kelly41 61390 9 Benjamin Deck Miller Cris1 Miller,Cris
Reilley.Jill 61390 04 Benjamin,Deck Codae Doyle Miller,Cris
Ruan Student 61390 01 Benjamin,Deck Codae, Doyle Miller,Cris 61390
Williams, Carter 61570 04 Miller, Cris1 Miller,Cris 61390

Displaying 2 of 2 records

Employee Assignments - Line Items
Employee Name £ Sub Dept * ‘ Title Code L4 Pre Reviewer + Certifier 4 Post Reviewer 4+ Alternate Sub Dept *

Ferguson Ter 61570 04 Miller,Cris Codae Doyle Miller Cris

Williams. Carter Miller Cris
Maximus, Demo 61570 01 Miller Cris Codae Doyle Miller Cris

8.4.3.7 Employee Assignments Audit Trail

This report provides history of individual assignment changes done using following
features:

e [Initiation

e Data Refresh

e Assignments

e Manual database update

Assignment Audit Trail

PostRs
m St

Displaying 16 of 16 records

Employee Id

131132222 Resh Kim 140432222 Miller,Cris 167982222 Codae Doyle 149432222 Miller, Cris OrgRefresh 2009-07-23
19:30:59.093
131132222 ReshKim
137452222 Reilley Jill 114132222 Benjamin Deck 167982222 Codae Doyle 149432222 Willer Cris 864322222 DataRefresh 2008-10-07
13:43:41.093
140432222 Miller,Cris 167982222 Codae Doyle 149432222 Willer Cris
167982222 Codae,Doyle 114132222 Benjamin Deck 167982222 Codae Doyle 149432222 Willer Cris OrgRefresh 2009-07-23
19:30:59.078
140432222 Miller,Cris 167982222 Codae Doyle 149432222 Miller Cris
674532222 Liu,Herminine 114132222 Benjamin,Deck 149431111 Miller,Cris1 801572222 Hanashima,China OrgRefresh 2009-07-23
19:30:59.109
114132222 Benjamin Deck 149432222 Willer Cris 149432222 Willer Cris
698052222 Chag,Luz. 698052222 Chao,Luz OrgRefresh 2009-07-23
19:30:59.083
698052222 Chao,Luz
798642222 Liang,Jine 304012222 Admin,Fran12 167985555 Waximus,Demo53030 OrgRefresh 2009-07-23
19:30:59.093
304012222 Admin,Fran12 167985555 Maximus Demo53030
801572222 Hanashima,China 704882222 Koritchneva,Harry 149432222 Miller Cris OrgRefresh 2009-07-23
19:30:59.093
704882222 Koritchneva,Harry 149432222 Willer Cris
987654321 Jordan Brett 114132222 Benjamin Deck 987654321 Jordan, Brett 149432222 Miller, Cris OrgRefresh 2009-07-23
19:30:59.093
140432222 Miller,Cris 987654321 Jordan, Brett 140432222 Miller Cris

‘Download |
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The report contains following columns:

Employee ID and Employee Name

Pre Reviewer ID and Pre Reviewer Name (if applicable)

Certifier ID and Certifier Name

Post Reviewer ID and Post Reviewer Name (if applicable)

Modifier: ID of an individual who made the assignment change.
Reason: The column displays the module used to make the assignment
change

Date Updated: The date when assignment change occurred.

The first record of an individual (highlighted) represents the most current change.

8.4.4 Exception Reports

The reports listed under the section Exception Reports are available only to the role
of Central Administrator and are useful for monitoring any data related issues.

8.4.4.1 PIon CEMAWARD but not on USERS table

This is an exception report that lists employee(s) whose job role is Pl in
CEMAWARD table but who is missing in ERSUSERS table.

Displaying 2 of 2 rec:

Pl On CEMAWARD but not on Users Table

ords

x0045571 Darby.Heather Marie
729212222 Baksh,Sheon

8.4.4.2 Accounts on Award Table but not on Chart of Accounts table

This is an exception report that lists accounts that in CEMAWARD table but are
missing in the ERSCHARTACCTS table.

Reporting
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Account on Award Table but not on Chart of Accounts table (123116)

Displaying 5 of 5 records

*444123-500-12001-201-4531330
¥444123-500-12002-201-4541010
%444123-500-12000-201-4401120
x444123-510-31010-201-5121098
*444123-510-31020-201-5121095

8.4.4.3 Accounts on Payroll Table but not on Chart of Accounts Table

This report provides a list of all accounts that appear in the current reporting
period ERSPAYROLLXXXXXX table but are not listed in the ERSCHARTACCTS table.

Account on Payroll Table but not on Chart of Accounts table (123116)

Displaying 1 of 1 records

x46850-25650

8.4.4.4 Employees on Payroll Table but not on Users table
This report provides a list of all individuals that have payroll transactions in

ERSPAYROLLxxxxxx for the current reporting period but are missing the user
details in the table ERSUSERS.

Employees on Payroll Table but not on Users table (123116)

Displaying 2 of 2 records

Eroeree 0 . Ervere e T S
x674532222 Liu,Herminine 61390
x691762222 Jungbluth John 61390,

8.4.4.5 Cost Transfers with Late reasons

This report provides a list of all cost transfers done in the current reporting period
and displays the reason given for the transfer.
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Adjustment with late reasons (123116)
Displaying 6 of 6 records

Crmer—+| cmoore_+ | cososetane o ecam o] o+ _vogmin_+| e+ ¢

PRE-1528308694824-00 0055825 Bouchard,Beth Ann 55110-100-100001-0000-0010

§-7,091.66 01-JUL-16 31-DEC-16 test
PRE-1528308694824-00 0055825 Bouchard Beth Ann 55110-300-201001-022740-0000-0000 $-7,091.66 01-JUL-16 31-DEC-16 Reversed by ERS on 12-JUN-18 for CTNum:
PRE-1528308694824-00
PRE-1528308694824-00 0055825 Bouchard Beth Ann 55110-300-201001-022740-0000-0000 $7,091.66 01-JUL-16 31-DEC-16 test
PRE-1528308694824-00 0055825 Bouchard Beth Ann 55110-100-100001-0000-0010 $7,091.66 01-JUL-16 31-DEC-16 Reversed by ERS on 12-JUN-18 for CTNum:
PRE-1528308694524-00
PRE-1506535319865-00 167984444 Maximus,DemoB1570 55010-75230 $1,000.00 01-JUL-16 31-DEC-16 tetssgs
PRE-1506535319865-00 167984444 Maximus,Demo61570 61390-05160 $-1,000.00 01-JUL-16 31-DEC-16 tetssgs

8.4.4.6 Employees with Negative Payroll

This report provides a list of all payroll entries for an employee by account in the
current reporting period with negative dollar amounts.

Payroll with Negative Amount (123116)

Enperee e . oo I

Displaying 1 of 1 records

8887770061 GreyDonnal 0010-300-2571

-3,000.00

8.4.4.7 Terminated Employees Still Assigned to Roles

This report provides a list of all terminated employees in ERS that have some role
assigned to them.
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Terminated Ei Assigned as Pre Revi

Displaying 0 of 0 records

Employee ID SubDept -

*

Employee Name

— K

Terminated Employees Assigned as Certifiers
Displaying 2 of 2 records

Employee ID Employee Name

8887770061 Grey.Donnatl 5411

SubDept

_—
—' K3
*

8887770062 Grey.Donna2 5411

E igned as Post

Displaying 0 of 0 records

Employee ID SubDept +

+

Employee Name:

— K3

Terminated Employees Assigned as DH's
Displaying 1 of 1 records

Employee ID Employee Name: SubDept

—
— R
+

108112222 Diaz Dazzy | 54240

Terminated Employees Assigned as DC's
Displaying 0 of 0 records

Employee ID Employee Name SubDept

_—
— K3
+

Terminated Employees Assigned as SubDC's
Displaying 0 of 0 records

Employee ID * | Employee Name %+ ‘ SubDept +
Terminated Employees Assigned as CemDC’s
Displaying 0 of 0 records
Employee ID * | Employee Name % ‘ SubDept +

Terminated Employees Assigned as Cem SubDC's
Displaying 0 of 0 records

Employee ID Employee Name: SubDept

_—
— B
+

Terminated Employees Assigned as PM's
Displaying 0 of 0 records

Employee ID Employee Name SubDept *

+

— K

8.4.4.8 Missing PI on Sponsored Accounts

This report generates a list of the accounts that are missing a Principal Investigator
assignment.

Reporting



ERS v10.0 Central Administrator Manual

Missing Pl On Sponsored Accounts

Displaying 0 of 0 records
Account Description

o

Sub Department *

Note: This report is only applicable if the Line Item feature is used.

8.4.4.9 Employees on CEMAWARD table but not on Users table

This report provides a list of employees whose detail records are missing from
ERSUSERS table but exist in CEMAWARD table.

Employees on CEMAWARD table but not on Users table

Displaying 4 of 4 records

x711032222 Codae Kathy
X711033232 Mary George
X756572222 Paris Frank

*729212222 Baksh,Sheon

8.4.5 Initial Payroll Reconciliation

This report is used to perform a Payroll Reconciliation for any selected reporting
period. The total payroll for that report period is displayed with the option to
review information by the Account, Employee or Payroll End Date. An Advance
Search is also available to select by Department/Sub Department.

Initial Payroll Reconciliation for Reporting Period 123116

Summary Report for Accounts in Your Domain

Total Records Total Employees Employees Paid on Sponsored Payroll Cash Basis Payroll EarnediAccrued Basis m

1424 34 29 $884,704.13 $906,009.40 529,441.16 $876,568.24
Basic Search
Select Search Criteria
e} Payroll End Date M
Optional Advanced Search: Selection by Departments/Subdepartments
— —
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Results when entering an individual’s Employee ID:

Initial Payroll Reconciliation for Reporting Pariod 123116

Summary Report for Accounts in Your Domain

Total Aeensds Tatal Employees Empioyees Paid on Sponaared Payroll FarnediAcernied Basls Effart Payron
1424 EN 2 506,005 40 529,441 18 S876,568 24
Detadted Report.

Basic Search: Seled records by Fmpid: 137452222
Advanced Search Hi&

Summary Report for Accounts You Selecled

Total Records Totnl Empleyees Empioyees Paid on Sponsored Payrall EnrnediAceried Basks

2 1 1 132308 50.00 $13,235.08

Displaying 8 of 8 records

@ | Payroll EarnediAccrued Basis & Exclusions ® Effort Payroll Account/Project

RedeyJill 13raszEa 61380 165451 30.00 165451 Z3304AWA0Z000027B0337 1050101800000  20716-11-27
RemeyJill 137452222 61390 $1,654.51 $0.00 $165451 23304W402000027B03ST1050101900000 2017-1-28

Reilley Jill 137452222 81350 5185451 $0.00 S185451 21044W408812000A01 2018-12-28
Redley Jill 137452222 61380 5165451 50.00 5165451 2330 337G05008TH00000 2017-1-28

Redey il 137452222 61390 $165451 $0.00 $165451 21044W402812000401 2016-12-28
Reilley Jill 137452222 81350 $185451 2000 S185451 21044W408812000A01 2018-12.28
RedeyJill 13raszEa 61380 165451 30.00 165451 E 34 G B00000 2016-11-27
RemeyJill 137452222 61390 $1,654.51 $0.00 $165451 21044W402812000401 2016-12-28

8.4.6 Critical Review

8.4.6.1 Critical Review Status Report

This report allows reviewing the completion status of effort forms that were
identified with critical issues. By clicking on the hyperlink, the user can review the
effort form to verify that the critical issues have been addressed.
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Critical Review Status (123118)

Employes Hame o

EmpicyesiD ¢

Al Eallt, Bryan A

0045571 CarbyHeather
Marie

BI0101040  Munn, Kellyd1

Displaying 0 of 8 records

Emglayee

Employes ID & smr

o SubDept ®

Form Pending Pre Review Lo
Displaying 3 of 3 recards.
Emplayee 10 Clearing Accoun Fre Reviewer
0055075 Bouchard, Beth Ann 52060 555555 X X X Msllge Cris
D05A5E2 CushmanMary 52080 ES58EE * X Willgr, Cris Saved 20171220
067245 TracyRussel P 2080 preeen x x Mallge Cris
Form Pending Cevtification Ip
Displaying 3 of 3 records

Critical Reviaw List

Sul Dept KAward § Commiement ® | SslryCep o

52060 555655 %
52060 556555 X
81300 M50 i

Form Panding Post Raview

aneg
Azcounts

Dept  ®  KAwsrd & | Commitment & | SalaryCap o & Pre Roviewsr &

Pre Reviewer ® | Dute Reviewed o Status 8| RCTDwe o

Miller Cris 2680p17  Balld, Bryan A

Mibier Cris 24-0aAT [Darby Heather
Larie

Miler Gris 1 28-hun-18 Paper Cemhicabon

[
® | Dute Cortfied & il

s Comifier
Reiewer

® | SubDept @

61300

Form Completed

Critical Review List

Clsaring
K-Aveard Salary Ca : Pre Aedawer
- i e -

Commitmant &

Dept @

Bengamin Deck

L x

Date Post
Aeviewesd

Date
Lo © Cartfied -

H-dun-i  StanLee AT-Jun-18
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9 Print Forms

9.1 Print Paper Forms

The Effort Reporting System provides an option to print a hard copy of un-accessed
effort forms for a desired reporting period. The option to print hard copies of effort
forms is available by selecting Print Forms option under Management.

Management |[.::-
J i

[@5) Assignments

CQ) Motifications

k=i Print Forms {b

By default this option is available to the role of Central Administrator (CA), Central
Administrator Auditor (AUDITCA), Division Head (DH) and Department Coordinator
(DC). The CA can remove or reassign this menu option to the following roles via the
Role Management module.

» Central Administrator Auditor
» Division Head (DH)
» Department Coordinator (DC)

After selecting Print Forms, the applicable reporting period for the desired effort
form must be selected by clicking on the descriptive link. The start and end dates
are listed next to each specific Reporting Period.

Print Forms
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Print Forms

Displaying 3 of 3 records

©

Select Reporting Period

wsorpoes | Goine s bnone

07-01-2016 12-31-2016
10-01-2016 12-31-2016
07-01-2015 12-31-2015

After selecting the reporting period, the user must select the related department

and sub department.

Print Forms

Check All

Displaying 7 of 7 records

e I e

Select Department(s)

Clear All
Department % Department Hame *
222123 Biology
333123 Engineering
444123 Genetics
ERRRER ENGINEERING
MA&D MEDICINE
ME0 BIOLOGY
M70 CHEMISTRY
Proceed

Print Forms
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Print Forms

Check All

Displaying 15 of 15 records

]

Select Sub Department{s)

2221231
3331231
35208
44412341
52060
53030
53050
5411
54240
54243
55524
56210
61390
61570
999070

Sub Department Name ¥

Biology

Engineering

Surgery

Genetics

ENGINEERING

BIOCHEMICAL & MOLECULAR VIRDLOGY
MOLECULAR DEVELOPMENTAL BIOLOGY
CHEMISTRY

Emergency Medicine

Pharmacy

ENGINEERING

BIO ORGANIC CHEMISTRY

Internal Medicine

Infectious Disease

Medicine Prac

] R—

ERS will then generate a list of the effort forms available for printing.

Print Forms




ERS v10.0 Central Administrator Manual

Print Blank Effort Forms (123116)

Please select employees from the list and create print file.

u Check here to create a zip file that includes the entire selection instead of selecting the maximum of 50

employees each time. You can save the zip file to your local directory.

Alternatively, select the employees below to print the forms on the screen. If the selection contains over 50 employees, a
zip file will be created for download instead.

Check All Clear All
Displaying 3 of 3 records
Seq. No s Selection $ Name $
1 [l Liu,Herminine
2 [ Friedman,Mary
3 [F Grey,Donnal

Note: The effort forms that have been accessed or completed will not be available
to print.

Select effort forms by clicking on the check box next to the employee name or use
the link “Check All’ to select all the listed individuals. If the list of employees is
longer than fifty names, you can scroll through the employees fifty rows at a time by
selecting ranges of sequence numbers (1-50, 51-100, etc.) from the seq. no.
dropdown. If you are viewing a range of employees in this way, the “Check All” and
“Clear All” options apply only to the currently selected range of employees. To
return to viewing the complete list of employees again, select “[All]” from the seq.
no. dropdown.

Clicking on the button “Create Print File” will generate the effort forms of the
selected individuals in one page (HTML format) in a separate browser window.

n Print Forms
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Compliant State University | D= |

Certify Effort Form
Name: Liu Herminine @ Employes [k ET450702 Title: Research Associate
Sub Dept: 54240 Division: 50 Tithe Code: 01
Reporting Period: 123116 (07-01-2016 through 12-31-2018)
ACCOUNS. Description Payrodl % Cost Sharing % Certified Efon %
Sponsored Accounts
B1390-62630 GENE PRI 4% = =
Sponsored Subtotal 4% %
Non-3ponsored Accounts
E1390-051 MED GENERA 5% —% —%
INon.Sponsored Subtotal A% —d
I confinm that the distribution of activity represents a reasonable estimate of all work performed by me during the stated period or In the event that |
104 50mB0ne oehar that | have Suitsbls Moans of Veritication, as indicated in the Rotes $action on the previoes
sciwen, lo cetify on bebalf of this employee.
1 in potential , penalties andior actions under the federal False Claims
Rt
it Name: Tithe:
Signature: Date:

Commumts (use extsa pages il neededk

On the top right corner use the Sicon to print the effort forms or Dicon to
generate a PDF file of all the effort forms. Each effort form will be printed on a
separate page.

Example screenshot of pdf version of the selected effort form:

Compliant State University

Certify Effort Form

Name: Liu,Herminine Employee ID: 674532222 Title: Research Associate
Sub Dept: 54240 - Emergency Medici Division: SD - Molecular Pharmacology and Chemistry Title Code: 01
Accounts Description Payroll % Cost Sharing % Certified Effort %
61390-63690 GENE PROJ 4% % %
Sponsored Subtotal 54% %
61390-05160 MED GENERA 46% % %
Non-Sponsored Subtotal 46% %

| confirm that the distribution of activity represents a reasonable estimate of all work performed by

me during the stated period or in the event that | am certifying effort for someone other than myself,

that | have Suitable Means of Verification, as indicated in the notes section on the previous screen,
to certify on behalf of this employee.

I understand that falsification of effort statements may result in p ial disalk d costs, Itii
andlor actions under the federal False Claims Act.

Print Name: Title:

Signature: Date:

Comments (use extra pages if needed):

Liu,Herminine (674532222) Certify Effort Form for Period 123116 PDF Created 2017 11.14.01.22.35 Page 1 of1
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Note: If the selection is over 50 effort forms then the system will generate a zip file
containing a pdf of each of the selected effort forms instead of rendering an html

page.

There is also an option to create a zip file for all the effort forms identified by the
system.

Print Blank Effort Forms (123116)

Please select employees from the list and create print file.

reae B[ FE

Check here to create a zip file that includes the entire selection instead of selecting the maximum of 50 employees each

time. You can save the zip file to your local directory.

On clicking button “Create Print File” the system will create a zip file named
“EffortForms.zip”

Printing Effort Forms

100%

Zip file is available for download. After downloading, you may close this window.

’ .
e E =5

You have chosen to open:

) EffortForms.zip

which is; Compressed (zipped) Folder (493 KB)
from: http://10.160.64.28:8202

What should Firefox do with this file?

() Openwith | Windows Explorer (default) ¥

@ Save File

["] Do this automatically for files like this from now on.

x ]

The zip file will contain a pdf file (|-£ EffortFermspdf ) 4 a1] the identified effort forms.

m Print Forms



ERS v10.0 Central Administrator Manual

9.2 Paper Certification

When Paper Certification feature is turned on, CA should make the Print Forms
menu option available to the following ERS Roles:

» Central Administrator (CA)
» Central Administrator Auditor (AUDITCA)
» Division Head (DH)
» Department Coordinator (DC)
» Sub Department Coordinator (SUBDC)
» Pre Reviewer (PRE)
» Pre and Post Reviewer (PREPOST)
Edit Role
Role Abbreviztion: # of characters remaining: 10
REE T_i:le: |Pre Reviewer | # of characters remaining: 100
¥ Effort Forms ‘L ¥/ Management [-3 5] Helpu@u
. ¥ @ Pre Review « ¥ AboutERS
M;T}z E)Etjons; . Certifj . Iil OMB A-21
o . v Certify by Project : :;: :g‘F
« ¥ Glossary
Compliant State University e
Miller,Cris
ot roms & - s (31 10 @) - Osparinenal Coordinsor
[25) Assignments
Effort Form Status = My Status | To Do

On clicking the Print Forms menu option, the user is presented with the reporting
period selection screen. Upon selection of reporting period, the user is given the
following two options:

Print Forms _
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Print Effort Forms

Select an Action for 123116
e
Print forms for Paper Cerdification Select employees for whom to print an effort form for Paper Certification

View the list of employees for whom Paper Cerifications have been printed
Complete forms currently marked as Paper Certification | This will also allow you fo remove the employee's form marked for Paper Certification if the employee is to certify hisiher effort form online.
Onge the signed paper copy has been returned, this option will allow you to mark the form Complete.

9.2.1 Print Forms for Paper Certification

This option allows the user to select an employee, enable Paper Certification, and
print an effort form for Paper Certification.

On clicking the link, the user is prompted to select either a Department or Sub
Department. Note, the role of SUBDC and PRE only get an option to select Sub
Department.

On selection of Department or Sub Department, a list of employees will be available.
This list can be sorted and filtered by Name, Title, Sub Department, or Previous
Form. The last column Previous Form tells the user whether effort form was paper
certified or not in the previous reporting period.

Print Paper Certification Forms

Please select employees who will be certifying by paper

Check All Clear All

Displaying 4 of 4 records

(] Ferguson, Ter Research Technician, Sr 61570 Regular

(] Friedman Mary Associate Lab Member 61380 Regular

O Liu,Herminine Research Associate 54240 Regular

(] Munn, Kelly41 ASSOCIATE 61390 Paper
PROFESSOR

Only forms pending Certification and have not been accessed by certifier online can
be enabled for Paper Certification. That includes:

» The effort form is pre reviewed

Print Forms
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» The effort form does not require pre review i.e. no pre reviewer is assigned
for the individual
» The effort form was released globally

Print Paper Certification Forms

Please select employees who will be certifying by paper.

Check All Clear All
Displaying 4 of 4 records
Selection Name L4 Title Sub Department Previous Form %
2] Ferguson, Ter Research Technician, Sr . 61570 Regular
(7] Friedman,Mary Associate Lab Member 61390 Regular
v Liu,Herminine Research Associate | 54240 Reqular
7] Munn, Kellyd1 ASSOCIATE 61390 Paper
PROFESSOR

Upon selecting an employee and clicking button ‘Enable Paper Certification’, a page
with the selected individual’s effort form is displayed for printing.

Compliant State University =
Certify Effort Form

Tithe: Resaarch Associate

Mama: e Hermanne Employes ID- 674532222

Sub Dept: 54240 - Emengency Medicine Divislon: S0 - Mole Tite Code: 011

Reporting Period: 123118 [07-01-2016 through 12-31-2016)
ﬁ FHIM'& Cost Shari i Cartified Effort %

GEME PROJ a5

Pramacology and Chemsiny

Print Name

Signature:

Comments (use sxtra pages If nesded):

Effort Form 10: WjHp

Paper Form Attributes

Includes
» Account section divided into two sections
% Sponsored Accounts
++ Non- Sponsored Accounts

» Paper Attestation Statement - | certify that I have firsthand knowledge of the
activity reflected on this report and that the “Certified Effort %” distribution
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is a reasonable estimate of the effort expended during the period covered by
this report.

Note: The Paper Attestation statement is different than online Certification
statement. This statement is configurable via back-end (server configuration)

» The Certified Effort % is same as Total % on the pre reviewed form i.e.
includes the adjusted cost transfer and cost share amount.

» The Paper Forms will include Effort Form ID for the forms that were pre
reviewed. This effort form ID is required to be keyed in at the time of
marking the effort form with the status of Complete Paper Certification.

Does not include

Cost Share column

Commitment information

CAP icon or CAP related message
K-Award related message or sub-Kicon
Clearing Account

Notes from Pre Reviewer, if entered

VVVVYVYYYVY

Effort Form ID

The reason to have an effort form ID on the Paper Form is to ensure that the correct
pre reviewed version of the effort form is being printed and certified.

e Pre Reviewed Effort Forms:
The system uses the time when the form was pre reviewed which is stored in
column ERSEFFHEADER.PRETIME, applies a complex function to generate a
four digit effort form ID.

e Effort Forms with No Pre Reviewer:
The forms that do not require Pre Review and are enabled for paper
certification will not have any Effort Form ID printed.

e Globally Released Effort Forms:
It is not necessary that these effort forms have a unique form ID. It's quite
possible to have the same effort form ID for the effort forms released globally
since the pre review timestamp will be equal to the time when the effort
forms were released.

Example screen for form with No Pre Review

Print Forms
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Compliant State University @@
Certify Effort Form
Hame Vilkams Carer Employes ID; 124 Totle: Research Techncan, S
Sub Dept: 8157 chous Drsease Divislon: 5C EmUNGogy Title Code: 04
Reporting Perfod: 123118 (07-01-2010 through 12.31-2016)
Accounts Descriptio Payroil % Cost Sharing % Cartified Effort %
LLS TS - L]
CABB433 15% L g
ored Subtatal 8% %
EIGHTH FLO 1% - L]
Subtotal 4% )
| carify g of the activity this report and that the “Certified Effort %" distribution |s a reasonable estimate of the
affert sxpended during the perod covarsd by this repor.
Prirt Nasme: Tiale:
Signature Dase;
Comments (Use sxira pages if nesded)

9.2.2 Complete forms currently marked as Paper Certification

This option allows the user to
» View the list of employees for whom Paper Form have been printed.
» Print Paper Form enabled for Paper Certification either individually or in
batch
> Remove the employee’s form marked for Paper Certification if the employee
is to certify his/ her effort form online.

On clicking the link, the user is prompted to select either a Department or Sub
Department. Note, the role of SUBDC and PRE only get an option to select Sub
Department.

On selection of Department or Sub Department, a list of employees for whom Paper
Form have been printed will be available.

Employees Certifying by Paper

To remove employees from cerlifyimg by paper, select the names and chck on Remove from Paper Certification
To complete Paper Certification, select the names and click Complete Paper Certification
To print paper forme, select the names and click Print Forms

ek All Clgar Al
Displaying § of 5 records
Selection Name ° Title ¢| Date PaperForm Pre Reviewed ¢ | Status *

Eemuson Ter Research Technician, Sr 2017-08-30 Paper Certification Pending
Fricdman, Mary Associate Lab Member 2017-00-26 Paper Centification Pending
Ly Hermsninge Research Associate 2018-06-28 Paper Certificabon Fending
Munn, Kelly41 ASSOCIATE PROFESSOR 2018-06-20 Paper Certification Pending
Willkams Carer Research Technician, Sr Pre Review Nat Required Paper Cerification Pending
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Name - The Employee Name link allows the user to print the Paper Form
individually.

Date Paper Form Pre Reviewed - This displays the date when the effort form was pre
reviewed. The effort forms that have no Pre Reviewer assigned and was marked for
Paper Form will display ‘Pre Review Not Required’

There are three buttons at the bottom the screen:

9.2.2.1 Remove From Paper Certification

Use this option to remove the effort form from paper certification. The user is
prompted to confirm the removal of the selected form(s).

hep-app-dev.maximus.com:8202 says

Are you sure you want to remove the selected form(s) from Paper

If the selected reporting period has been released globally, the system will provide
an option to send an email notification to the Certifiers on confirmation of removing
the effort form from paper certification.

Certification?

hep-app-dev.maximus.com:8202 says

Send Email Notification to Certifiers?

Error Check - If Remove From Paper Certification button is used without selecting an
effort form the following message is displayed.

hep-app-dev.maximus.com:8202 says

Please select employee(s) to Remove from Paper Certification
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9.2.2.2 Complete Paper Certification

This option presents the following screen where the user is prompted to key in the
Effort Form ID for forms that were paper certified.

Confirm Certification (123116)

Displaying 2 of 2 records

Liu Herminine Research Associate 2018-06.28 Liui Herminine

Wilkams, Carler Research Techecian, Sr Pre Review Not Reguired Williams, Cartier

| have received a signed effort form for the individual selected. | understand that the person signing the form has first hand knowledge
of the effort performed during the reporting period. | will keep a copy of this paper form for my records and send a copy to the Effort
Reporting coordinator,

The Effort Form ID is not required for Paper Form that has a status of ‘Pre Review
Not Required’, the input box for Effort Form ID is disabled in this case.

Error Check 1 - As the effort form ID is keyed in, a dynamic check is made where the
text appears in red until it finds the correct ID match. A red text indicates that the
effort form ID is not a match.

Confirm Certification (123116)

Displaying 2 of 2 records

Y L )

Liu Hermunine Research Assocle 2010-06-20 Liu, Herminime |P.| |
Williams, Carter Research Technician, Sr Pre Review Net Required Williams,Carter
| have received a signed effort form for the individual sel d. | und d that the person signing the form has first hand knowledge

of the effort performed during the reporting period. | will keep a copy of this paper form for my records and send a copy to the Effort

Error Check 2 - If the user clicks on Confirm Paper Certification page without
entering an Effort Form ID or wrong Effort Form ID, the following message is
displayed.

Print Forms



ERS v10.0 Central Administrator Manual

hep-app-dev.maximus.com:8202 says

Please Enter Valid Form ID's for all forms

The user is returned to Reporting Period selection page, if the confirmation Effort
Form ID code is correct.

Print Effort Forms

Select a Reporting Period to print the Effort Forms.

Displaying 3 of 3 records

5 s T peigreios | sorowe——+ | enaowe |

(%) 123116 2016-07-01 2016-12-31

WP

0 2016-10-01 2016-12-31
123115 2015-07-01 2015-12-31

If Complete Paper Certification button is used without selecting an effort form the
following message is displayed.

hep-app-dev.maximus.com:8202 says

Please select employee(s) to Complete Paper Certification

9.2.2.3 Print Form

This option allows the user to print multiple effort forms at the same time. The
selected effort forms are available for printing in a separate window (html format).
The user can print the forms using the Print option of the browser.

Error Check - If Print Form button is used without selecting an effort form the
following message is displayed.
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hep-app-dev.maximus.com:8202 says

Please select employee(s) to Print Paper Certification

9.2.3 Review Status of Paper Forms

9.2.3.1 Pre Review Name Pick List

The Certifier Name for forms marked for completed ‘Paper Form’ displays ‘Paper
Certification’. The Form Status display as “Paper Certified” or “Pending Paper
Certification”.

Pre Review Effort Forms

Reporting Period 123118

Displaying 10 of 10 records

Sub Sub Deparment
Tt . . ] Fom Stats ¢ PReiewsdBy & Cartifed @ PostRevewsdBy ¢ RCT @ Cortifier &
D o By By By Assigned
[ ' (A} .
@ Ferguson Ter Research Techracian, 61570 Infectious Drsease  Pending Certfication Miller, Cris Mutipie @
S0
El’ Friedman Mary Associate Lab Menber | 81390 Internal Modicine Pending Cenficatian Global Redeass Friedman Mary
@ Jungbluth, John Visding Investigater 81300 Inbernal Medeine Pre Reveew (Saved) Miller, Cris1 Jungbhih, John
g Maximus Demc81570 | P1 61570 Infectious Disease  Pre Review (CT Appeaval Miller Cris Muttipie @
Pending)
@ Reilley, il Ressarch Ass 61390 Internal Medicine Panding Pre Review Codae, Doyle
g FRuan Student Research Associate 61380 Internal Medicine Pending Pre Review Codae, Doyle
Codae Doyle Fi 81390 Intemal Medicine Cenified Benjamin Deck Stan Lee Codae Doyle
. L, Herrmmne Ressarch Associate SN0 Emergency Medwine  Paper Certshed Miller, Cns 1 Paper Certbcabon Miber, Cris1 Maler, Crist
= unn, Kedys 1 ASSOGIATE 61380 Intemnal Medicine: Fending Paper Gericabon  MIller,Giis 1 Miler, Gris 1
= PROFESSOR
Williamns, Caner Research Techracian, | 61570 Infectious Drssase Paper Cenbed Paper Cembeation Miber, Crist M, Cris 1
S

9.2.3.2 Certify Name Pick List

The Certifier Name for forms marked for completed ‘Paper Form’ displays ‘Paper
Certification’. The Form Status display as “Paper Certified” or “Pending Paper
Certification”.

Certify Effort Forms

Reporting Period 123116

Displaying 3 of 3 records
Title . . . FormStsts ¢ ProRedewsdBy ¢ Cartified 4| PostReviewsdBy & RCT s Cortifier &
ey T By By By Assigned
[am] o+ ) . g . B
Liu Herminine Research Associale 54240 Emergency Medicine [ Paper Gertiied Miller, Gris 1 Paper Certification Miller. Cris1 Mller, Cris1
Wiilliams, Carter Research Technician, 61570 Infectious Dissase Paper Cenifed Paper Centification Miller, Cris 1 Miles,Crig 1
E
Munn, Keltyd1 ASSOCIATE 61390 Intermial Medicine Pendrng Paper Miller,Gris 1 Wler, Cris1
PROFESSOR Certificaton
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9.2.3.3 Central Administrator’s view of the Effort Form

The forms marked for Paper Certification display a status of N(Paper Certification)

[ —Y.. Empleyen 5% 300101043 Tobe- ASSECIATE FRCPESSCR
S Capt 81300 Dwielon: 5 . Imemurcingy Tose Codei b
[R—r— [—— [— [ET—
[y ¥ (Bre e [ sestaie
= |
- "
P Tyt (P
s o 0 G550 TS 11 84 P
)
Fieporting Period! 123118 (0791 7016 Droegh 12712008
[ ———— Recounts Oyscipmen Pre Sevrw Cont Hramates Pow Hoview Cost Shasing Py Review Tramine Totat
L2 f Lk 0o 0o ® Lk 0o Lk
" ‘, E: = MOLECULAA ST s 4 -y -3 s £ e
s 4 - ) 00 SN SN ) 0o AT
) ™ ™ 1 i ™ [ [t
L] W NIsNM asrae e woe $IAN
L 0 Spomsored Subsctsl "~ [ 108 005 S -~ o
Al ABsitrmini1-)

The forms marked as completed ‘Paper Certification’
» Display status of Certify Y (Paper Certification).

» Display name that marked the form as Paper Form completed under Post
Review Reviewed By column

» Display the date when the form was marked for Paper Completion under

Wama: Liu Hermrrs @ Empoyrs KBTS e Frsear s
38 Dt p—— Dnwiaiom: 561 - s i Pmarmmt gy an Chams T ot
S Process Revure Fiag Hovames fy Revemsd On
Pra A ¥ (Pre Revewsd) L - L)
o T Paiw o e Corstiasen =
ot Apvew L Ao Cr
Form Ty (Pl Srss = ety Sy
Crme m Sr
Enort Fem e o 01552018 0 55 0833 Pt
S U | o Fou o v | e O et
Heportng Perod: 12196 (0709 2006 Thicugh 1231 200
Commitmas: Plasned  Payroll Accounty Ewacripticn Prm Rgwiam Con1 Tranafer Fos faview Cont Shasing  Pre Rursivm Tramater ing  Toi
- Squnscred AcCounts.
A 00 | MM ) wow WO MAEME
i eid # San PROY ™ [ P [ = [+
A A a0 a0 A LAY oo 0o ALY
o L [ Sponsored Sebiowl s s Py - =
VIEE o w0 0oy wHAm s wow 0H WMH
S £ 08 180 D DERERS Fd o oo et oo o g
o tan e L 0oy TR 57400 woe o0 TN
"~ s Man-tponsored betitotsl - s . -
AL AL L]

If the effort form marked or completed as Paper Certification is dropped, the Drop
Form will not drop the Paper Form enable status.
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=0
Reportng Perd 173786 (0701 2914 thioags 17.71 Jo16)
Commament Punnss  Payrall Azeoants Desenptan Pre fevwrs Coat Tranafer Pre Qeveew Cost Shansg  Pre feview  Cortfled Eflort Post Review Cont Trasefer Post Deveew Cost Shansg Tt
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5T e 000 WS Wem e 008 WIam
L Wan-Sgonsored Sabtcis s - Py Py s [ e

If the form is pre reviewed again this form will be available under list - Complete
Forms currently marked as Paper Certification. In this case the user does not need to
enable the form for Paper Certification.

Important Note: In this case the user will need to print the form again as the Effort
Form ID will be different than what was printed the first time.

9.2.4 Reporting

9.2.4.1 Comprehensive Status Report

The forms marked for paper certification will appear in the section - Forms Pending
Certification. The status of the Certifier displays ‘Paper Certification’

Form Pending Cenification Tog

Displaying 3 of 3 records
0 .

117222222 Frigdman,Mary 61320 MED Global Release 26-8ep AT Friedman Mary 141420
BOG101040 Murn, Kallyd1 B13%0 M0 Milier Cris 1 20-Jun-18 $13471 38
WN03ZIZ2 Ferguason Tar B15T0 M0 Millee Cris 30-Aug-17 Farguson Tor §19.3%.11

Sub Total: 547.551.64

The form with Paper Certification complete is listed under the section - Forms
Completed.
e The status of the Certifier displays ‘Paper Certification’
e The status of the Post Reviewer displays name of the individual who marked the
form as complete “‘Paper Certification’.

Form Complated Tep

Displaying 5 of § racords
Empioyes|D 2|  Emgioyes Name = | uh Dapt 2 | #|  PostRaviewsr ¢ | Dats Post Aeviewed ¢ | RLT Duin s

Barrenwn Kom £1390 M50 Miber, Crin - un- 16 Geny, John 20-Jun-18
Codae Doyle 61350 M50 Beanjamen, Deck H-bun-18 Stan Lee 27-Jun-18
Bamatt LN 81570 M50 Mibier, Cris. 0d-Jun- 1B Codae Doyle 20-Jun-18 018-05.
Codag Katty E15T0 M50 MitarCrig -Jan 1T Posr, Max 3W-Aug17
Wilkarms, Cartur E1570 M50 2-Jun-18
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9.2.4.2 Effort Form Certified

The status of the Certifier displays ‘Paper Certification” for the completed Paper
Formes.

Effort Form Certified (123116)

Displaying 5 of & records

Employes @0 & EmployssMeme ¢ Sub Deot . Divivion . Dopt . ProRaviewss = |  OseReviewsd Cortiflar B Date Cortified &
124552002 Wiiliars, Cartor 1570 ' Mz0 28JUN-18
126037222 Burrows Kim 61390 sc [ Miler Cris BOJUN-18 Gray, Jahn 0-JUNAD
167982223 Codas Doyl 61390 sC MEQ Banjamin Deck 21-4UN-18 Stan Lea W-JUNB
182702202 Bamen LN 51570 sc wzd Miler.Cris 4-JUN-1E Codse Doyle 20-JUN-18
Tz Codan Kathy 61570 sc M50 Miloe Crin 14-JUN-AT Powee, Max WAUGAT

EXCEL ¥

9.2.4.3 Effort Form Completed

The status of the Certifier displays ‘Paper Certification’ for the completed Paper
Forms.

Effort Form Completed (123116)

Displaying 5 of & records

1RE0022 Burrows, Kim 61350 sC MED Miller Cris. 08-JUN-18 Gray, Joha 20-JUN-18 Nea Roquired
167982222 Codas Doyie 61390 b MG Benamn Dack 21-JUN-18 $an Les 2T-JUN-18 Net Required
182100222 BameiLLN 1570 & M50 Millar Cris 04-JUN-AE  Codos,Doyle 20-JUN-18 Mot Roguired
ARk rFrr] Codas Kathy G1570 5C M50 Miller, Cris. 14 JUNAT Power, Max IAUGAT Mot Required
124582022 Willarms Carter 81570 50 MED IF’upel Certde abon 28-JUN-18 Miller, Cris1 I

e+

9.2.4.4 Effort Form Not Completed

The status of the Certifier displays ‘Paper Certification’ for the completed Paper
Certified form.

Effort Form Not Completed (123116)

Displaying 8 of 8 racards

sc 61570 101032222 Fergusan. Tar ™ Farguson Ter Panding Ceniation
sC 61350 117222222 Frinaman Mary o Frisdman Mary Pending Centfieation
SC 61350 691762222 Junghiutn.Jahn o Junghiutn Jehn Panding PraRlavew
50 54240 74537332 Liu Haeminina ot Pending PreReuiew
8 B15T0 167554044 Mammus, DemoB 1570 n Pending CT Approval
5 61250 BOD101040 Munn, Kellyé1 ] Panding Certifcation
SC 51380 137452222 Fodley, Jil N Codao Doyle Pynsing PreRusiew
sC 61350 120332222 FRuan Stugent o Cocae Dayle Pending Prafteaew

9.2.4.5 Employees whose forms have been certified by someone else

The forms certified by paper are not listed in this report. Only the forms that were
certified online are displayed.
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Employees whose forms have been certified by someone else (1231168)

Utsplaying 4 of 4 records

5 MEQ 126032222 Burrcws Kem 04 Grey, John 100009

8C MED 2 Codoe Doyl 02 Ban Lee 7

sC MED Barnoft LN 04 Codas Doyle 1

5C MED Codas Kathy ] Fower, Max [\
9.2.5RCT

The following items address Retroactive Cost Transfers and Paper Certified forms:

» If the RCT impacts an effort form that was certified by paper or pending
paper certification, the system will alert the Central Administrator for the
status of the form as “Form Paper Certified” or “Form Pending Paper
Certification” respectively.

» “Drop Form” is the only option for forms that are marked for “Paper
Certification” in both Manual and Auto process. An e-mail notification is sent
to the Pre Reviewer notifying them to print an updated paper certification
form.

Retroactive Cost Transfers (RCT)

0 out of 2 forms identified with RCT have been processed.
Displaying 2 of 2 records
RCT Forms
- RP r pr‘ r - Po't - m Y - e Y
b 1 1 [Al

v v v Ay

Locked| 0056582 |Cushman,Mary 52060 | 123116 | N (Saved) N N OK* 13 Original vs.  ® (n Hold

Changes

Committed  ~ No Change Needed
") Commit Change

) Reverse Entries

") Drop Form
Locked | 124552222  Williams Carter 61570 | 123116 N Y N OK* 13 Original vs. @ op Hald
aaaaaa Changes [
Alert Committed |__
« Form
Paper
Certified.

*- The RCT impact on this form is within folerance.

9.2.6 Email

The Paper Certification assumes that the Auto Email feature is turned off i.e. NO e-
mail notification is generated for:

» Certifier upon completion of pre review
> Post Reviewer, if certifier updates the effort form where the certified % is
different than pre reviewed %
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> Department Coordinator of alternate department, when an individual is
assigned to the alternate department via Assignment module.

Important Note: The global release feature does not send an e-mail notification for
the forms that were pre reviewed at the time of the scheduled release time.

The notification is sent out in the following situation:

1. After the forms are global released, if an effort form marked for Paper
Certification is changed to online certification, an e-mail notification regarding
effort form availability online is sent to the assigned certifier.

The e-mail type PREREVIEW available under Admin - System Settings 2 Email
Settings = ERS Auto Email is used to send the e-mail notification.

|;=‘I PREREVIEW This email is used in the Pre Review module after the Pre Review has been completed. An Effort Form is ready to View
= auto email is sent to appropriate certifier immediately upon completion of the Pre Review. Certify

2. After the forms are global released, and if an effort form is marked for Paper
Certification, an e-mail notification regarding effort form unavailability online is
sent to the assigned certifier.

The e-mail type PAPERON available under Admin =2 System Settings > Email
Settings = ERS Auto Email is used to send the e-mail notification.

‘ E| PAPERCN The notification to the Certifier of paper form after the form was released globally. Please certify the form in View
S paper

3. When a paper certification form is dropped due to RCT impact, a notification will
be sent to Pre Reviewer asking to re-pre review the form and print out an
updated paper certification form.

The e-mail type RCTPAPERD available under Admin = System Settings 2 Email
Settings = ERS Auto Email is used to send the e-mail notification.

E[ RCTPAPERD  the notification to pre reviewer for paper certification forms Please Pre Review the View
=& RCT Impacted Form
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Chapter 10

Archive Data
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10 Archive Data

10.1 What is Archiving?

An effort form is considered complete when it has been certified and post reviewed
(if required). The system allows these completed effort forms to be archived. Upon
completion of archiving, these effort forms are no longer available for modification
on the Reviewers and Certifiers list.

The archived effort forms are available for review under Reports and can be viewed
from the View Previously Certified Form link in Pre Review, Certification and Post
Review.

Recommendation: Based on institutional business practices and procedures,
develop a timeline for archiving effort forms as it will prevent re-certification of
effort forms without prior approval from the Central Administrator.

The Archive Data module is available as a menu option under Admin dropdown for
the Central Administrator role only.
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System Settings

Data Management

Role Management

User Management

Initiation

Exceptions

RCT

CT Approval

Archive

@0 m
I A R

Step 1:

Select Reporting Period(s) Mo reporting period selacted.

Step 2: Number of elapsed days since effort form I o be dered lor archiving

Effort Form Archiving Critena 0 Calendar day(s)

Step 3: Archive will run every Tue, Wed, Thu at 21:00.

Schedule Archiving Note: The current server time is 6/20/2018 13:39:46

Step 4:

Erveall Notification The Central Administrator will receive an email notification after each archive run is completed

Archive fast run on Tue Jun 19 21:00:00 EDT 2018
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The following 3 options are available in the Archiving module:

‘3 Configuration
0 Logs

m Reporting

10.2 Configuration ‘3

This option allows the Central Administrator to define the archiving configuration
and schedule archiving of completed effort forms.

There are four steps that must be completed in order to schedule the archiving of
effort forms:

e scraur ]

All Reporting Periods
& Specify Reporting Period(s)

Step 1: L 123116

Selact Reporting Period(s)

1123115

Step 2: Specify number of elapsec days since effort form completicn to be considered for archiving. The defaut value is zero.
Effort Form Archiving Critena |0 Calendar days.

Caily '® Days per Wees

Sun Mon Tua Wed Thu Fn Sat
o ” v
Step 3:
Schedule Archiving Input the time, HHMWK, in 24 Hour format. For example, enter 11 PM as 23:00.
Time: (21:00 |
Note: The current server time is 6/120/2018 13:42:14
Step 4: Would Central Administrator ike to receive email notification when the archivirg is completed at the schedulad time?
Email Notification * Yes L No

Archive last run on Tua Jun 1€ 21:00:00 EDT 2018
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10.2.1 Step 1 - Select Reporting Period

The first step in the archiving process is selecting a reporting period. The Central
Administrator can either select All Reporting Periods with an option to include or
exclude current reporting period listed in green or Specify Reporting Period(s).

Archive Scheduler

Step 1: @ All Reporting Periods ¥ Exclude current reporting period (123116)
Select Reporting Period(s) i) Specify Reporting Period(s)

Archive Scheduler

©) All Reporting Periods
I@ Specify Reporting Period(s) I

® 2016

Step 1: #1123116

Select Reporting Period(s)
@ 2015

1123115

10.2.2 Step 2 - Effort form Archiving Criteria

The user can enter the number of days elapsed since effort form completion to be
considered for archiving. The default value is zero.

Step 2: Specify number of elapsed days since effort form completion to be considered for archiving. The default value is zero.
Effort Form Archiving Criteria 0 Calendar days.

Notes:

» The Calendar days input box cannot be left blank and only positive numbers are
accepted.

» Ifthe user selects all reporting periods and enters ‘0’ as archiving criteria, the
system will archive all effort forms that are currently marked as Completed. If
the archiving criteria are 50 days, the system will archive only those forms that
were completed 50 days before the archiving process is run.
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10.2.3 Step 3 - Schedule Archiving

The Central Administrator has an option to schedule archiving to run daily or on
specific days of a week at a specified time.

© Daily @ Days per Week
Sun Mon Tue Wed Thu Fri Sat
] ] ]

Input the time, HH:MM, in 24 Hour format. For example, enter 11 PM as 23:00.

Step 3:
Schedule Archiving

Time: 21:00

MNote: The current server time is 8/21/2018 15:17:08

Ensure to input the time in 24 hour format (HH:MM) otherwise, the system
will not accept the configuration.

10.2.4 Step 4 - Email Notification

In the last step the Central Administrator can select “Yes” or “No” to receive an email
notification after archiving is complete.

Step 4: Would Central Administrator like to receive email notification when the archiving is completed at the scheduled time?
Email Motification @ Yes @ Mo

The email message is configurable via Admin = System Settings - Email Settings =2
ERS Auto Email - ARCHIVE

| = ARCHIVE This natification is sent to the Central Administrator only after the Archiving task has been completed.

Archiving has been completed.

After all four steps have been completed the Central Administrator can click the
Save button to save the defined configuration.

Archive last run on Fri Aug 17 21:00:52 EDT 2018

o[ S (cacel

To run the archiving immediately and save the defined configuration use button
Save Schedule and Run Now.
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Note: The system will not save the configuration if no Schedule (Step 3) has been
defined.

The Archive Schedule can be cancelled at any time by using the button Cancel.

The Back button takes the Central Administrator to the previous page which
displays the defined configurations.

Once archiving has been scheduled the system will display the defined configuration
with an option to edit the configuration by selecting Edit button.

Archive

QOO0 m

" I

Step 1:

ST The following reporting period(s) were selected: 123116

Step 2: MNumber of elapsed days since effort form completion to be considered for archiving:
Effort Form Archiving Criteria 4 Calendar day(s)

Step 3: Archive will run every Tue at 21:00.
Schedule Archiving Mote: The current server time is 8/21/2018 15:23:46
Step 4:

; R The Central Administrator opted to not receive an email notification after each archive run is completed.
Email Motification

Archive last run on Fri Aug 17 21:00:52 EDT 2018

-

10.3 Logso
Archive
@0

W

The Logs option allows viewing the log file created after each Archive run.
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Archive
@O0m
Displaying 3 of 3 records
Delete | File ® Count e
' August 8 2018 11:34:52 AM EDT 2
. August 1, 2018 9.00.52 PM EDT 1]
‘. July 31, 2018 9:00:55 PM EDT 2
Delete logs older than or equal to t:la-,'sm

The Central Administrator can:

> Delete alog file by clicking the delete icon ¥ next to each log file.
» View the details of the archive log by clicking on the file name which consists

of the date and time of the archive run. The log file can be downloaded in
excel or PDF format.
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Displaying 3 of 3 records

. August 9, 2018 11:34:52 AM EDT 2
' August 1, 2018 9:00:52 PM EDT 0
' July 31, 2018 9:00:55 PM EDT 2

Delete logs older than or equal to . days

Selected Configurations for Archiving

+ The following reporting period(s) were selected: 123116

Number of elapsed days since effort form completion to be considered for archiving: 0 Calendar Day(s)
Archive option was used on Thu Aug 09 11:34:52 EDT 2018

Archive will run every Tue, Wed, Thu at 21:00

The Central Administrator will receive an email notification after each archive run is completed.

. s 8 .

Total effort forms eligible prior to archiving = 2
Archiving Date: August 9, 2018

Start Time: 11:34:52 AM EDT

Stop Time: 11:34:52 AM EDT

Total Effort Forms Archived = 2

Reporting Period: 123116

Total Count: 2
Displaying 2 of 2 records

Employee ID o Employee Name o m

0085512 Ross,Donald Savage 52060
0045571 Darby Heather Marie 52060

» View the number of effort forms archived per reporting period by moving the
mouse over the Count link.

The Central Administrator can delete the logs manually or enter a retention period
as the number of days before logs are automatically deleted from ERS.

Note: The system generates a log for each archive run.
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10.4 Reports (1

Archive

._’_II_@

The Reports option provides information about completed effort forms that have
not been archived.

Archive

Today (3)
Yesterday (0)
Within the last 3 days )
Within the last 7 days (0)
Within the last 14 days (0)
Within the last 30 days (0)
Within the last 60 days (0)
More than 60 days 1)
Total (4)

The Central Administrator can click on the date range link to view the details. The
report lists Employee 1D, Employee Name, Sub Dept and RP Code of the employee’s
effort form that has not been archived. The report allows sorting on all the columns.
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Archive

Today 3)
Yesterday (0)
Within the last 3 days (0)
Within the last 7 days (0)
Within the last 14 days (0)
Within the last 30 days (0)
Within the last 60 days (0)
I More than 60 days (1) I
Total )

More than 60 days

® Employee D ¥ | ® Employee Name ™ | ® subDept ¥ | © RP Code ¥

167982222 Codae,Doyle 61390 123115

Configuration Note: The number of days in the report is configurable via the back-
end. Please contact MAXIMUS for details.

The report can be downloaded in EXCEL and PDF format.

After each Archive run an announcement will be posted on the Messages panel of
the Central Administrator home page alerting that the archive function is completed.

ANNOUNCEMENT 5

. 2018-08-16 A total of 1 effort forms have been archived. To view detailz, click here

Note: The system only posts announcement if one or more effort forms were
archived, otherwise no announcement is posted.

10.5 Archiving of Effort Forms Dropped by the Central
Administrator

This option allows the Central Administrator to archive the effort forms that are
dropped or when the post review status is reset. To enable this feature, use the
Archive Dropped Effort configuration available under Admin - System Settings >
Quick Settings.
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Archive Dropped Effort Enable v Archive Effort Forms when dropped.

If the Archive Dropped Effort configuration is set to ‘Enable’, the Central
Administrator will be required to provide a reason when dropping the effort forms.

Drop Effort Results

Are you sure you want to drop the effort results for this form? Please give a reason for this
action.

-/

The dropped effort forms can be retrieved via Search Employee Effort Forms on the
home page of the Central Administrator.

The link Audit History available on the Central Administrator’s view of the effort
form allows the CA to retrieve and view previously archived effort form.
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45% 0% S?__WLE‘? B1570.63600 BONE MARRO SUDE;(: 51 9#9; 82502;%: 82502&%: Sﬂx Sﬂx 525, 02:"2
. szs.oma $0.00  §194999 §2502684 52502684 50.00 000 §26,026.84
EB RIS BPOURCIVD Bbcthl 0% % 64% 4% o% o% 64%
S15823.00 §0.00 5194999 51397301 $1387301 50.00 000 §1397301
S GISZ0ATES) THE AUBREY e o v o iy i bl
$16,923.00 mo s-m-tm m,mm smmn mo um uwm
1%
Add Attachmant (+]
Certifier Notes
Post Reviewer Notes
(S0 SRRy | REOWERNTIONY |
Effort Form Audit Trail
Effort Form Archived Date Action Dropped by Reason
2018-08-09 11:43:21 Effort Form Dropped Ed, Higher agaga

The Effort Form Archived Date link allows the CA to view the dropped effort form.
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Name: Codas Kathy @ Employee ID: 711032222 Title: Research Associate

Sub Dept: 81570 - Infectious Desoase Division: SC - Immunalogy Title Code: 01

Review Process Review Flag Reviewsd By Reviewed On
Pre Review ¥ (Pre Reviewed) Millor Cris 08-09-2018
Caertify N
Post Review N
Form Type (Flag) Basic
Critical Status.

Effort Form as of 08-00-2018 at 11:48:12 AM

=0

&

Reporting Period: 123115 (07-01-2015 through 12-31-2015)

Pre Review  Pre Review Certified Post Review  Fost Review
Commitment Planned  Payroll Accounts Description Cost Transfer Cost Sharing Pre Review Effort Cost Transfer Cost Sharing Total

. - 22207080 EACTO-E £0.00 §104000 S2502684 52502684 S0.00 5000 §25026 84

45% i Ty B1570-63600 BONE MARRO o i ey e por par iy
$23,076.85 S0.00  §194999 52602684  $25026.84 $0.00 $0.00  $25,026.84

nd e Spovmored Gubichal 0% % 4% 4% 0% 0% 4%

- Hon-Sponsored Accounts

1592300 a1 S0.00 5184890  $13873101 1387301 $0.00 S000  S139730

41% 1570+ THE AUBREY 0% -5% 36% 36% 0% 0% 6%

10.6 Unarchiving Effort Form

The system allows the Central Administrator to reverse the archive process, also
referred to as Unarchive. The archived effort forms can be retrieved by using the
interface Search Employee Effort Forms. The link Unarchive Effort Results is available
on the Central Administrator’s view of the archived effort form that allows
unarchiving the effort form.

sr.% W GOF -General Operatin 5009!2 50022 5196: 519 ; 5009’2 snﬂn:nh 519 oi:

&mg MLWM GOF-General Operatin 50622 5009'2 82,0556592 S2,055£ 50622 SD‘.JQ'OH 52.056{.;26
NDGE GO om0 O sesme 6 e s

o m,n;: Non-Sponsored Subtotal so‘.,q‘: :oﬁ m,ﬂ;ﬁ m,nm sug sol.'o’«: m,n;:

Add Attachment (+)

Certifier Notes

Institutional Summary by Account

Account Instruction % Other Activities %  Total %

Post Reviewer Notes 00001-100-000100-0000-0121 0 0 0
51000-100-100001-0430-0000 3 3 &

51070-100-100001-0000-0000 25 P 50
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The button Unarchive Effort Results will only be available if the effort form was
previously archived.

The unarchiving of the effort results will make the effort form accessible on the
Reviewer and Certifiers list for modification.

Note: The system has the ability to unarchive only one effort form at a time. There
is no batch process to unarchive multiple effort forms at the same time.
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Chapter 10

Initiation
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10 Initiation Process

Initiation is the process used to generate effort forms for the current reporting
period. The system is not operational until Initiation is complete.

This chapter is divided into three main sections.

> Pre-Initiation Tasks: This section outlines the tasks that should be
completed before the actual initiation.

» Initiation: This section covers all the steps involved in completing Initiation
(i.e. generating effort forms) and provides details of the back-end operation
involved in each step.

> Post-Initiation Tasks: This section outlines the tasks that the Central
Administrator should perform after Initiation is complete to rule out any
data, configuration or system errors.

10.1 Pre-Initiation Tasks

The key to a smooth Initiation is to have all the required data in place as well as the
necessary configurations set-up. The following lists provides the tasks that a
Central Administrator should complete before the actual initiation to ensure error-
free execution of various steps involved in Initiation.

10.1.1 LOAD DATA

10.1.1.1Payroll

Load new payroll data in table ERSPAYROLLxxxxxx, where xxxxxx represents 6-digit
reporting period code.

Refer Appendix - Payroll Refresh Process for an alternative to loading payroll data in
the respective source table.

10.1.1.2Users

Load table ERSUSERSTEMP with new user information and updated records of the
existing users.

itiation



ERSv10.0

Central Administrator Manual

10.1.1.3 Organization Units (DIVISION, DEPT, SUBDEPT)

Load data in ERSDIVISIONTEMP, ERSDEPTEMP and ERSSUBDEPTEMP to add new
units or update the records of existing units.

10.1.2 LOCK ERS

Lock ERS to prevent the users from accessing the system via Admin -2 System
Settings = Access Settings = Public Access. Set Public Access to ‘Disable’.

Access Settings

Public
Access

Enable -

Enabled - Indicates the ERS system allows public access;
Disabled - Indicates only Central Administrator can access the

ERS system (usually during maintenance period}

Disable -

This option activates the Institution's Single Sign-on feature if this

Enabled - Use the Institution’s single sign-on user id and

functionality has been implemented:

password.
Disabled - Use ERS user id and password.

Once the Public Access has been set to “Disabled” the CA Options section in Central
Administrator home page will update to display Public Access as “Disabled”.

CA Options

Public Access -

Single Sign-on -

Disabled

Disabled

CERT CA Manual

Report an Issue

Email MAXIMUS Help Desk
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10.1.3 REFRESH DATA

10.1.3.1Users and Organization Unit

Use the following Data Refresh functions available under Admin *Data Management
menu option for Users and Organization data refresh.

= Data Management

* Manage ERS Tables

Update, add, retrieve, or delete data with this easy-to-use table interface.
« Batch Update with SQL

Use SQL to view multiple records or make batch updates.
¢ Import Data

Load data from flat files or set schedules for auto importing data from flat files.
* Export Data

Export data from ERS tables into flat files.
o Users Table Refresh

Add new users and modify existing users using data from the ERSUSERSTEMP table.

e Organization Hierarchy Refresh
Set up the job scheduler to update Sub Department, Department, and Division information and apply the new organization hierarchy
to employee profile and effort forms.

¢ Data Validation Reports

Validation reports on all ERS tables.

For more details refer these sections under Data Management chapter.

10.1.3.2Accounts

The table ERSCHARTACCTS contains information for all the accounts and
CEMAWARD (if used) contains information for the Sponsored accounts only. These
tables are refreshed based on the Institution’s refresh procedure. The entire data in
the tables can be deleted and imported using the ERS import data feature or through
back-end. Alternatively, new accounts can be appended to these tables.

Ensure all the accounts listed in CEMAWARD are also listed in the ERSCHARTACCTS
table.

SQL: SELECT DISTINCT MACCOUNT FROM CEMAWARD MINUS SELECT ACCOUNT
FROM ERSCHARTACCTS

The CEMAWARD table should only house data for the sponsored accounts.
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SQL: SELECT DISTINCT MACCOUNT FROM CEMAWARD WHERE MACCOUNT IN
(SELECT DISTINCT ACCOUNT FROM ERSCHARTACCTS WHERE ACCTTYPE IN
(lNI,!CJ))

10.1.4 CONFIGURATIONS

10.1.4.1Define Reporting Period

10.1.4.1.1Single Status Code

The new reporting period is defined in table ERSPERIODS via interface Admin-=>
Data Management - Manage ERS Tables 2 Reporting Periods/ Salary Cap.

Add New Record

Flease enter the value(s) in the following fields. Your input is Case Sensitive.
Click on Add New Record to save the record. Click on Cancel to cancel your action.

Table: ERSPERIODS and ERSPERIODSPRORATION

e —

Report Period 123116 °

Status Code AT

Current Period Y
-

RF Begin Date 07/01/2016 enter as mm/dd/yyyy only
-

RP End Date 12/31/2016 enter as mm/dd/yyyy only

) -

Actual Begin Date 07/01/2016 enter as mm/dd/yyyy only
il

Actual End Date 12/31/2016 enter as mm/dd/yyyy only

Display As 123116

Header Type DisplayDateRange ~

* Required Values

Note:

If the institution uses RCT module then reporting period data is also required in
table ERSPERIODSPRORATION and in this case the above interface will be displayed
to the CA. Since most columns are common in table ERSPERIODS and
ERSPERIODSPRORATION, these two tables are combined in one interface to avoid
having the CA re-key the same information.

Initiation _
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If no prorating of the effort amount is required then the value in Actual Begin Date
and Actual End Date should correspond to RP Begin Date and RP End Date,
respectively.

The Current Period value for the period to be initiated should be setto Y.

Note:

If the institution is using Effort On Demand (EOD) feature, the current period will
already be defined in the system. It should now be set to the current period and
then the next reporting period (the period with payroll currently accumulating)
should be defined.

10.1.4.1.2Multiple Status Codes for 1 Report Period

In the event that your institution requires two or more different frequencies of
reporting (i.e. monthly & quarterly), ERS is designed to handle multiple status codes
in a single reporting period. The CA should replicate the above process, adding a
Status Code with different begin and/or end dates.

Add New Record
Please enter the value(s) in the following fields. Your input is Case Sensitive.
Click on Add New Record to save the record. Click on Cancel to cancel your action.
Table: ERSPERIODS and ERSPERIODSPRORATION
T I S
Report Period 123116 *
Status Code B
Current Period ¥
. -
RP Begin Date 10/01/2016 enter as mm/dd/yyyy only
="
RP End Date 12/31/2016 enter as mm/dd/yyyy only
) [r=y
Actual Begin Date 10/01/2016 enter as mm/dd/yyyy only
-
Actual End Date 12/31/2016 enter as mm/dd/yyyy only
Display As 123116
Header Type DisplayDateRange ~
* Required Values

itiation



ERS v10.0 Central Administrator Manual

Important Note: The end date of a reporting period that consists of multiple status
codes should be same.

The data in ERSPERIODS table for the reporting period to be initiated will look like
the following:

mow o _scmem _+| _swwom o _Gwow - _pohosrwo _+| _suuscor o] _rmcmne e

123116 Y 2016-07-01 00:00:00.0 2016-12-31 00:00:00.0 123116 A DisplayDateRange
123116 Y 2016-10-01 00-00-00.0 2016-12-31 00-00-00.0 123116 B DisplayDateRange

10.1.4.2 Define Salary Cap

The CA has an option to add or update salary cap when defining the reporting
period via interface Admin 2 Data Management = Manage ERS Tables 2 Reporting
Periods/ Salary Cap for each status code.

Salary Cap

Review the Period Length value and update as necessary. Review the Agency Codes and respective Salary Cap Amount and update as necessary. To add a new
Agency Code, click Add. To Update or Delete the Agency Code, use the buttons next to the Agency Code. Click Confirm to submit.

Reporting Period Status Code Period Length

123116 A 6.0
_ FUSTERtecs SeCaR ot
= [] NIH 185,100.00

)

The number displayed under Period Length represents the number of months to be
captured in the reporting period. By default, the system uses reporting period begin
and end date to calculate the length of the reporting period and pre-populates this
value in the Period Length column. This value will be rounded to the nearest
hundredth. However, the Central Administrator can update this value, if necessary.
Two decimals are allowed.

Note: The system will carry over all the previously defined agencies and cap when
defining a new reporting period.

The & icon allows the CA to edit information on the line such as updating the
current salary cap. The W icon allows the CA to delete the entire line of information.
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By selecting the button, the CA may add other agencies with salary caps and the
dollar amount. Clicking &&confirms any changes or exits the CA from this
screen. Once confirmed, the CA is directed to a Table Update Summary of selected
salary caps to be imposed during the report period.

Salary Cap Update Summary

The record below has been saved to the table. Click on the Return button to go back to the table selection. Click on the Back button to make more changes.
Table: ERSPeriod/ERS SalaryCap

Reporting Period 123116

Status Code A

Current Period Y

RP Begin Date 07/01/2016

RP End Date 12/31/2016

Actual Begin Date 07/01/2016

Actual End Date 12/31/2016

Displayed as 123116

Header Type DisplayDateRange

T
NIH $185,100.00 6
—

Note: The agency code must correspond to the value entered in
CEMAWARD.GRANTORCODE field in order for ERS to flag the form and applicable account
as subject to the CAP.

10.1.4.3 Define Critical List (Optional)

The critical list is defined via System Settings = Initiation Settings = Critical List
and Global Release. This step is optional. For details refer the Initiation Settings
section available under chapter System Settings.
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Critical List

Reporting Period 123116: Ends at 12/31/2016 -

The following criteria are available; if selected, the system will identify the effort form for Pre
Rewviewer under Critical List:

K-Award
The effort form has a K-Award account (account type = K).
Salary Cap
The effort form is subject to or is over the Salary Cap.
Clearing Accounts
The effort form has non-zero payroll for suspense/clearing/caontrol salary account.
Commitment

The effort form has payroll below commitment on sponsored accounts (Only applicable if
Commitment information provided in CEMAWARD table).

Expired Grant

The effort form has payroll on expired grant.

—_——

10.1.4.4 Define Exclusion Rules (Required)

The exclusion rules in the system allow excluding certain types of payroll
transactions based on one or more of the attributes associated with it that should
not be considered as certifiable payroll.

The exclusion rules are defined via System Settings = Initiation Settings = Exclusion
Rules Setup

Important Note: The system requires an exclusion rule definition for every reporting
period even if no exclusion criteria exist; define an empty exclusion rule for a reporting
period.
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Exclusion Rules

Displaying 3 of 3 records

I O O S T S S

123118 DEFO01
12115 DEFOO1

DEFO01 Acadarmic Rula whes {acct_attr! in (0C))

L'.'.ﬁ 41 ._‘I £ Ui | DERIe AU

Refer System Settings chapter; section Initiation Settings for details on defining the
Exclusion Rules for each reporting period.

10.1.4.5Define Overhead Account (Optional)

The Central Administrator can specify codes based on which an effort form will be
generated for the individuals paid out of these codes (accounts) at the time of
generating effort reports. The assumption is that this code is an attribute of the
payroll transaction in ERSPAYROLLxxxxxx table.

Configuration Note:
There is no front-end interface for this configuration; it resides in a table
ERSTRANSLATE.

In order to update the configuration with the overhead accounts, the following SQL
can be used.

UPDATE ERSTRANSLATE SET ITEMXML ="' WHERE ACCT_ATTR2 IN ("XXXXX",
"YYYYY" ) GROUP BY EMPID HAVING COUNT (DISTINCT ACCOUNTID) > 1)' WHERE
IDEN = ‘OVERHEADCLAUSE’

ACCT _ATTR2 refers a field in ERSPAYROLLXXXXXXX
XxxxxX, yyyyyy refers the codes surrounded by the single quotes.

The above example SQL requires generating an effort form if an individual has more
than one overhead accounts.

10.1.4.6 Review Data Exception Reports

Before starting the Initiation process, run the following exception reports located
under Reports = Standard Report = Exceptions Reports section, for any data errors.

e Accounts on Payroll Table but not on Chart of Accounts table

e Employees on Payroll Table but not on Users table
Initiation
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If CEMAWARD table is used to display commitment information on the effort form,
run the following reports for any data errors.

e Employees on CEMAWARD table but not on Users table

e Accounts on Award Table but not on Chart of Accounts table

These data errors need to be fixed in order for Initiation process to be completed
successfully.

10.1.4.7 Archiving (Optional)
Use the Archiving feature to archive all the completed effort reports. This will

prevent the user from making any modifications to the forms. For details refer
Archive Data chapter.

10.2 Initiation

Initiation process generates effort forms for a new reporting period. It is a
sequential process where the option for working on the next step is available only
when the prior steps have been successfully completed.

Start the Initiation process by clicking on Admin =2 Initiation

10.2.1 Confirm Configurations (Reporting Period, Salary Cap, Critical List,
Exclusion Rule)

The first step requires the Central Administrator to review and confirm both
required and optional configurations as shown in the screenshot below.
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Initiation

Please confirm the configurations below by selecting the checkbox.

— Reporting Period to be Initiated 'Edit

Reporting Period Status Code m Agency Code | Cap Amount m
A MIH

123116 01-Jul-2016 = 31-Dec-2016 185100.0 6.0
123116 B 01-Oct-2016  31-Dec-2016 MIH 185100.0 30
- Exclusion Rule (Requirsd) ' Edit

where (acct_attr1 in (X))

Overhead Rule (Optional)

where acct_attr2 = oo

Critial List (Optional) 'Edit

QOver Salary Cap
Check K-Award
Check Suspended Account
Check Commitment

v

The Central Administrator confirms the configuration by selecting the checkbox
against each configuration section.
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Initiation

Please confirm the configurations below by selecting the checkbox.

Reporting Period to be Initiatec 'Edit v

- Exclusion Rule (Required) 'Edit

where (acct_attr1 in (X))

— Overhead Rule (Optional)

where acct_attr2 = oo

Critial List (optionar) ' Edit

Over Salary Cap
Check K-Award
Check Suspended Account
Check Commitment

The section collapses as the checkbox is selected. Click on the expand 3 button or

double-click on the section header to expand the respective section. Click the
button next to each section to add or update the configurations.

Note: The Overhead configuration is a back-end configuration and does not have the
option to Edit.

Initiation records the results of data processing as they occur in a log file and is

available to view by clicking the button
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2017-05-10 |z|

Auto Checking employees with invalid status code: 2017-05-10 11:53:19
Auto Checking employees with subdept code: 2017-05-10 11:53:19
Auto Checking missing accounts: 2017-05-10 11:53:19
Auto SEVERE ERSPAYROLL123116: 6000-5000-4000-3000-2000 is missing from erschartaccts table 2017-05-10 11:53:19
Auto SEVERE 3 transactions without PreAmount info 2017-05-10 11:53:19
Auto SEVERE 2 transactions with invalid appt 2017-05-10 11:53:19
Auto WARNING Invalid Account Subdept 50040-100-100005-023060-0000-0000(4101 2017-05-10 11:53:19
WManual INFO Payroll Refresh: All transactions in ERSPAYROLLTEMP have been processed 2017-05-10 12:53:28
Auto INFO Starting Initiation for Period: 123116 2017-05-10 12:53:37
Auto INFO Checking employees in payroll but notin Users table 2017-08-10 12:563:38
Auto SEVERE ERSPAYROLL123116: 123456789|Paul, Ryan|50040 is notin users table. 2017-05-10 12:53:38
Auto INFO Checking employees in cemaward but notin Users table: 2017-05-10 12:53:38
Auto SEVERE CEMAWARD: 998877660|Gosling, Ryan|null is notin users table 2017-05-10 12:53:38

Auto INFO Checking employees with invalid status code: 2017-05-10 12:53:38
Auto SEVERE ERSUSERS: 0056582|Cushman, Mary|Z 2017-05-10 12:53:38
Auto SEVERE ERSUSERS: 0056132|McMasterWilliam Joseph|null 2017-05-10 12:53:38

Auto INFO Checking employees with subdept code: 2017-05-10 12:53:38
Auto INFO Checking missing accounts: 2017-05-10 12:53:38
Auto SEVERE ERSPAYROLL123116: 6000-5000-4000-3000-2000 is missing from erschartaccts table 2017-05-10 12:53:38
Auto SEVERE CEMAWARD: 99999-88888 is missing from erschartaccts table 2017-05-10 12:53:38
Auto SEVERE 2transactions without PreAmount info. 2017-05-10 12:53:38
Auto SEVERE 2transactions with invalid appt. 2017-05-10 12:53:38
Auto WARNING Invalid Account Subdept 50040-100-100005-023060-0000-0000(4101 2017-05-10 12:53:38

The @option will be available on all subsequent steps of Initiation process.

If any of the required configurations are missing the system will display a message
with an option to drill down to the missing configuration interface. For example in
the screenshot below clicking on Exclusion Rule link will take the Central
Administrator to the exclusion rules interface.

Initiation

Exclusion Rule definition is required for reporting period 123116 to be initiated.

—

Once all the configurations are confirmed the i button will be available for the

Central Administrator to continue with the next step of Initiation.
Initiation
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Initiation

Please confirm the configurations below by selecting the checkbox.

o+ Reporting Period to be Initiated "Edit v
o+ Exclusion Rule (Required) 'Edit ¥
+ Overhead Rule (Optional) ¥

Fl critial List (Optional) 'Edit ¥

) G

10.2.2 Error and Warning Checks

After confirmation of the configurations, the system checks for missing or invalid data in
various source tables. Any data issue is categorized either as an error or warning. If any
error is found, it must be corrected in order to proceed with the next and final step of
Initiation. Warnings can be ignored as they do not impact the generation of effort forms
and can be corrected after completion of Initiation process also.

Initiation - List of Errors or Warnings

[ All errors must be corrected in order to complete Initiation successfully. ]

User Related Data Errors/Warnings (Suggest to fix in ERSUSERS Table)

Displaying 4 of 4 records
Source Table s Employee ID Y Employee Name s Sub Dept s Status Code s
Al B e [ on Bl Il JI I |

ERSPAYROLL123116 Error Unrecognized Employee 123456789 Paul, Ryan 50040

CEMAWARD Error Unrecognized Employee 998877660 Gosling, Ryan

ERSUSERS Error Invalid Status Code 0056582 Cushman, Mary 52060 z
ERSUSERS Error Invalid Status Code 0056132 McMaster.William Joseph 52060

Account Related Data Error/Warming (Suggest to fix in ERSCHARTACCTS table)

Displaying 3 of 3 records
‘ [All] El [Al1] ' | [All] El ‘ ‘ ‘ ‘

ERSPAYROLL123116 Error Unrecognized Account 6000-5000-4000-3000-2000
CEMAWARD Error Unrecognized Account 99999-588858
ERSPAYROLL123116 Warning Invalid Account Subdept 50040-100-100005-023060-0000-0000 4101

Other Errors/Warnings

Displaying 2 of 2 records

|[A\I] EI ‘ [al] |z| ‘ [Al] |z| ‘ |

ERSPAYROLL123116 Error Missing Pre_Amount 3

ERSPAYROLL123116 Error Appt is less than 1 or greater than 12 2

7 [ Sror o)
e -

itiation
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Source Table column lists the table where data issue was found.

Type column categorizes the data issue as Error or Warning.

Description column gives brief description of the data issue.

Other columns provide specific information or count related to the data issue.

These errors or/ and warnings can either be printed using & button or downloaded in
excel (.xIs) or pdf using Esbutton.

The errors and warnings are categorized into three sections based on the data checks
performed on the various source tables.

10.2.2.1 User Related Data Errors or Warnings

This section lists any invalid or missing required user information in various source
tables.

User Related Data Errors/\Warnings (Suggest to fix in ERSUSERS Table)
Displaying 4 of 4 records

I T N T N
[All] B [Aall] B [Al] B

ERSPAYROLL123116 Error Unrecognized Employee 123456789 Paul, Ryan 50040

CEMAWARD Error Unrecognized Employee 998877660 Gosling. Ryan

ERSUSERS Error Invalid Status Code 0056132 McMaster,William Joseph 52060

ERSUSERS Error Invalid Status Code 0056582 Cushman_Mary 52060 z

The following error checks take place in this step:

» The system identifies employees in the Payroll (ERSPAYROLLxxxxxx) table
e Missing from the Users (ERSUSERS) table.
Fix: Add this employee detail in ERSUSERS table.
e Invalid or Missing Status Code from the Users (ERSUSERS) table.
Fix: Update or add valid status code for this user in ERSUSERS table.
¢ Invalid Subdept Code from the Users (ERSUSERS) table.
Fix: Edit this employee detail in ERSUSERS table by assigning a correct subdept code.
» The system identifies users specified in Awards (CEMAWARD) table but missing
information in the Users (ERSUSERS) table.
Fix: Add this employee detail in ERSUSERS table.
Note: This check is only performed if Commitment information is displayed on effort
form OR CEM module is used.

10.2.2.2 Account Related Data Errors or Warnings

This section lists any invalid or missing required account related information in various
source tables.

niiaion
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Account Related Data ErrorWarning (Suggest to fix in ERSCHARTACCTS table)
Displaying 3 of 3 records

s T e e oo
Al -] | ram [-] | n ]

ERSPAYROLL123116 Error Unrecognized Account 6000-5000-4000-3000-2000

CEMAWARD Error Unrecognized Account 99999-38888

ERSPAYROLL123116 Warning Invalid Account Subdept 50040-100-100005-023060-0000-0000 4101

The following error checks take place in this step:

» Accounts in ERSPAYROLLxxxxxx but missing in ERSCHARTACCTS
Fix: Add missing account information in ERSCHARTACCTS table.

» Accounts in CEMAWARD but missing in ERSCHARTACCTS.
This checks if an account record in CEMAWARD has the details in
ERSCHARTACCTS. It only checks the accounts for employees that have
payroll in the reporting period that is being initiated.
Fix: Add missing account information in ERSCHARTACCTS table.
Note: This check is only performed if Commitment information is displayed on
effort form OR CEM module is used.

> If Read Only feature is enabled, a warning is given if any subdept or dept in
ERSPAYROLLxxxxxx is not found in ERSSUBDEPT or ERSDEPT.
Fix: Ensure information provided in ERSCHARTACCTS.Company is a valid sub department/
department. If valid then ensure the sub department/ department detail exists in
ERSSUBDEPT/ ERSDEPT table respectively.

10.2.2.3 Other Errors or Warnings

This section lists miscellaneous data issues in various source tables.

Other Errorsf\Warnings

Displaying 2 of 2 records

T e T T e
LAl B [All] B [AI B

ERSPAYROLL123116 Error Missing Pre_Amount 3

ERSPAYROLL123116 Error Appt is less than 1 or greater than 12 2

The following error checks take place in this step:
> No value provided in ERSPAYROLLxxxxxx.PRE_AMOUNT, if 9 over 12
conversion configuration is enabled.
Fix: Re-import payroll data with required value in the missing field PRE_AMOUNT.
> Value in ERSPAYROLLxxxxxx.APPT is either less than 1 or greater than 12, if

9 over 12 conversion configuration is enabled.
Fix: Re-import payroll data with correct value in the field APPT.

itiation
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The system will allow the CA to to next and final step of Initiation if it
identifies no data error issues.

Initiation - List of Errors or Warnings

\___/

No data error or warning found. Please click "Proceed"” button to continue with Initiation process.

RN —Tw—

"

The Central Administrator can also proceed to the final Initiation step if there are
Warnings only.

Initiation - List of Errors or Warnings

Account Related Data Error/Warning (Suggest to fix in ERSCHARTACCTS table)
Displaying 1 of 1 records

e N T S S S TN
Al [-] | an [t ]
ERSPAYROLL123116 Warning Invalid Account Subdept 50040-100-100005-023060-0000-0000 4101

(Prin | Proceed [ Show Tog |

Click e to continue with final step of Initiation process i.e. generation of effort
forms.

10.2.3 Summary

After ensuring the required source data elements are in place, ERS generates effort
forms and presents the following Initiation process summary to the Central
Administrator.

Initiation Summary

-~ N
LThe initiation for reporting period 123116 is completed and generated 27 effort forms. The public access to ERS may be enabled and Pre Reviewers and Certifiers nntiﬁedj

to start reviewing Effort Form now.

Click here to notify new users of their login information to Effort Reporting System.

There are terminated employees still assigned with ERS roles. Click here to view the report.

1 Terminated Employees Assigned as DH

i srovos

itiation
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10.2.3.1 Effort Forms

The total number of effort forms generated for the initiated reporting period is
provided.

The initiation for reporting period 123116 is completed and generated 27 effort forms. The public access to ERS may be enabled and Pre Reviewers ‘
and Certifiers notified to start reviewing Effort Form now.

The effort form is generated if any one of the following conditions applies -
¢ Employee has at least one non-zero sponsored payroll account.
¢ Employee belongs to a sub department that requires all employees to report
effort regardless of the type of account (ERSSUBDEPT.GETPAR=Y)
e Employee with overhead account that is pre-defined in the system before
initiation.
e Employees who have at least one non-zero payroll transaction and the
budget period of the award overlaps with current reporting period.
‘Note: This condition is applicable only if CEM module in ERS is used.
e Employees who have at least one non-zero payroll transaction and the
award period overlaps with current reporting period.
Note: This condition is applicable only if Commitment information is displayed on
the effort form.

Note: The effort form is not generated if any of the above criteria is met but total of
all the accounts results in $0 balance.

10.2.3.2 New Users

The system identifies if there is any new user for which an effort form was
generated and provides the option to notify them with their login information to
Effort Reporting System.

Click here to notify new users of their login information to Effort Reporting System

By clicking here ERS sends email notification with the login information followed by
presenting a list of new users who received the email notification.

itiation
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New Users

The following new user(s) received email notification of their login information to Effort Reporting System.

Displaying 1 of 1 records

Burrows, Kim ers.maximus@gmail.com

If no new user was identified the following page will be presented.

New Users

No New User Added

This list of new users is available for viewing after email notification is sent.

Initiation Summary

g ™y
The initiation for reporting period 123116 is completed and generated 27 effort forms. The public access to ERS may be enabled and Pre Reviewers

L and Certifiers notified to start reviewing Effort Form now. )

| Click here to view the list of new users who received notification regarding their login information to Effort Reporting System. |

There are terminated employees still assigned with ERS roles. Click here to view the report.

Detail

1 Terminated Employees Assigned as DH

DD

Important Note: This option is only available if Single Sign On feature is not used.

The following email type is used to generate notifications to the new user and can be
configured via Admin 2 System Settings - Email Settings = ERS Auto Email.

itiation
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Manage Auto Email

Displaying 1 of 46 records

I N ) B

= PWD This email is used when an effort form is generated during initiation process for new individuals with temporary password while single sign-on  ERS Account Logon View
is not enabled. An auto-email is sent to users with a reminder to change password upon logging inta ERS. Information

Refer chapter System Settings, section Email Settings for details related to
configuration.

10.2.3.3 Terminated Employees with active role

During the Initiation process the roles for DC, SUBDC, DH, and DCDH are updated in
ERSUSERS table based on the data in different source tables.

If ERS identifies any terminated employee with a role of PRE, CERT, POST, DC,
SUBDC, DH, or DCDH, it provides this information for the Central Administrator to
review and address.

There are terminated employees still assigned with ERS roles. Click here to view the report.

Detail

1 Terminated Employees Assigned as OH

Click here link to view the exception report Terminated Employees still assigned to
roles report.

10.3 Post-Initiation Tasks

10.3.1 Review Exception Reports

Go to Admin > Exceptions listed under Initiation on the home page and select the
current period to review exceptions.

itiation
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ERS Exceptions

Please select from the following reporting period list to continue.
Check All  Clear All

Displaying 2 of 2 records

 om  o| ‘FoporngPored e  Sams  e|  Gwbae

© [ 123116 2016-07-01 2016-12-31
2016-10-01 2016-12-31
[ 123115 2015-07-01 2015-12-31

I—

Execute the following five exceptions and take action accordingly.
¢ Employee whose total effort amount is $0.00
e Employee with Excluded Accounts Only
e Employees have Clearing Account on the effort form but do not have Pre
Reviewer
Employees with no Pre Reviewer and Negative Payroll on the effort form
e Employees whose total sponsored payroll transactions net to zero

ERS Exceptions

Exception Handling for Reporting Period(s) 123116

The employees in the following categories should be exempt from Effort Reporting or Mo Prereviewing. Please select from the following exception list, and click Start to proceed with ERS
Exception Handling.

Employee whose total Effort is $0.00
Employees whose total effort amount is 0 should not do effort reporting.

Employees with Excluded Accounts Only
Employees with excluded accounts only should not do effort reporting.

Employees have Clearing Account on the effort form but do not have Pre Reviewer
Effort form with clearing Account is required to be pre reviewed.

Employees with no Pre Reviewer and Negative Payroll on the effort form.
Effort form with negative payroll account is required to be pre reviewed.

Employees whose total sponsored payroll transactions net to zero

Employees whose total sponsored effort amount is zero should not do effort reporting.

-

Refer chapter Exceptions for more details.

10.3.2 RCT - Optional

Depending on the institution’s data load process it may be necessary to run RCT at
this point. If there are cost transfers in the ERSPAYROLLRCT table that might apply
to the period that was just initiated, RCTs will need to be run. This process can be
safely run as it will perform updates only if needed.

itiation
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10.3.3 Reports

Go to Reports = Standard Reports menu option and review the results from the
following reports and make necessary corrections.

e Exception Reports = Terminated Employees still assigned to roles
e Reconciliation Reports = Initial Payroll Reconciliation

10.3.4 Review Effort Forms

View a few effort forms for accuracy via Search Employee Forms by Employee Id or
Account Id available on the home page.

Ensure the following:
» The exclusions were applied correctly, if used.
» The 9 over 12 conversion rule(s) was applied correctly, if used.

10.3.5 Re-initiation

In the case any source data (users, payroll etc.) or configurations (exclusion rule
etc.) are updated that requires to re-initiate in order for effort forms to reflect these
changes, Central Administrator can initiate the reporting period again only if no
effort form for that reporting period has been accessed.

If any effort form has been accessed, system does not allow initiating the same
reporting again and will display the following message.

Initiation

The current period 123116 was successfully initiated and effort forms are in process of being reviewed.
Click here to add a new reporting period.

—

It provides an option to define a new reporting period in the case Central
Administrator meant to initiate a new reporting period.

If re-initiation is still needed, the Central Administrator will need to drop all the
accessed effort forms in order to initiate the current reporting period again.

10.3.6 Unlock ERS

After each of the above steps is completed, unlock ERS by enabling Public Access to

allow user access.
nitaton
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Admin 2 System Settings = Access Settings >Public Access

10.3.7 Notify

Notify users that effort forms are ready for access.

Management - Notifications = Initial Email

Initial E-mail:

Send Initial Email to Pre Beviewers and Cerifiers with no Pre Review

- Motify Pre Reviewers and Certifiers with Mo Pre Review to start effort reviews

Important Note:

After Initiation is complete, no additional payroll data should be added manually
to the payroll table. Use the RCT (Refer RCT Chapter) or Payroll Refresh (Refer
Appendix 4) feature to add additional payroll data and update the effort form
accordingly.

To generate effort forms which were not created at the time of Initiation, enter the
Employee ID in the Search Employee Effort Forms box on the home page. If the user
and payroll information exists in the appropriate user and payroll table, system
will allow creating an effort form.
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Chapter 11

Exceptions
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11 Exceptions

The Exceptions option allows the Central Administrator to review and address
effort reports with exceptions, such as total negative payroll, total zero sponsored
account, etc. This option is available to the Central Administrator under menu
option Admin.

Admin @

System Settings

Data Management

User Management

Initiation

Exceptions

Archive Data

RCT

CT Approval

Upon selecting the Exceptions menu the Central Administrator will need to select
one or multiple reporting periods.

Exceptions
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ERS Exceptions

Please select from the following reporting period list to continue.

Check All Clear All

Displaying 2 of 2 records

e g0 swome oo s

© O 123116 2016-07-01 2016-12-31
2016-10-01 2016-12-31
[ 123115 2015-07-01 2015-12-31

I—

After the selection of the reporting period(s) the following five exceptions are made
available:

» Employee whose total Effortis $0.00

» Employees with Excluded Accounts Only

» Employees have Clearing Account on the effort form but do not have Pre
Reviewer

» Employees with no Pre Reviewer and Negative Payroll on the effort form

» Employees whose total sponsored payroll transactions net to zero

ERS Exceptions

Exception Handling for Reporting Period(s) 123116

The employees in the following categories should be exempt from Effort Reporting or Mo Prereviewing. Please select from the following exception list, and click Start to proceed with ERS
Exception Handling.

Employee whose total Effort is $0.00

Employees whose total effort amount is 0 should not do effort reporting.

Employees with Excluded Accounts Only

Employees with excluded accounts only should not do effort reporting.

Employees have Clearing Account on the effort form but do not have Pre Reviewer
Effort form with clearing Account is required to be pre reviewed.

Employees with no Pre Reviewer and Negative Payroll on the effort form.

Effort form with negative payroll account is required to be pre reviewed.

Employees whose total sponsored payroll transactions net to zero
Employees whose total sponsored effort amount is zero should not do effort reporting.

=

Note: There is a back-end configuration to add custom ERS. Please contact MAXIMUS if a
custom exception is needed.

Upon selection of any exception option, the system generates a list of effort
report(s) that meets the selected exception with an option to take an action of
removing the effort form from the reporting list or assign a Pre Reviewer.

Exceptions
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11.1 Employee whose total Effort is $0.00

This exception lists the effort forms whose total effort amount nets to zero.

ERS Exceptions (Periods 123116)

Employee whose total Effort is $0.00

Check All Clear All
Displaying 2 of 2 records

Reporti Report
e TitleCode ¢ | SubDept ¢ | b0 Comments
Effort

888777004  Ton.Dustin 123116 Employee 541N Y
888777010 | FEriedman.Mary10 123116 Employee 5411 Y

Remove From Effort Reporting

The name serves as a hyperlink to the effort form of the employee for the Central
Administrator to review.

LS

Centy L

Foat Brvew Ll

Form Type (Pug) Baa

rtesl Stata
L - o (B -
a0
[ ——————

Commitment Planned Payrol Accounts Description Pre Review Cost Transter Pre Review ot Tranater ot Sharing  Total
o Ll " Sporaned Labtols o o % L o Ll %
e Onnn—_—
-1 44850 DopA) Ureversty Funds. ] o % o -~ o 1

Carstar Hotes

After reviewing the effort form the Central Administrator can remove the effort

form(s) by selecting the effort form(s) followed by clicking on the button “Remove
from Effort Reporting”.

Exceptions
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ERS Exceptions (Periods 123116)

Employee whose total Effort is $0.00

Check All Clear All

Displaying 2 of 2 records
Repomng Report
m““ S SR

123116 Employee 5411 Y

888777004  Tori.Dustin
888777010 | Eriedman.Mary10 123116 Employee 5411

Remove From Effort Reporting

The Central Administrator will be presented with the progress bar as the selected

effort forms are being removed.

Remave Employees from Effort Reporting ..
100%

At the end of the removal process the Central Administrator is presented with same
list noting effort forms that were removed i.e. Report Effort = N and not removed i.e.

Report Effort = Y.

ERS Exceptions (Periods 123116)

Employee whose total Effort is $0.00

Check All Clear All

Displaying 2 of 2 records
Reportin . Report

5411

888777004  Tori.Dustin 123116 Employee
541N

888777010  Friedman,Mary10 123116 Employee

Remove From Effort Reporting

n Exceptions
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11.2 Employees with Excluded Accounts Only

This exception lists the effort forms that include excluded accounts only resulting in net
effort amount of zero.

ERS Exceptions (Periods 123116)

Employees with Excluded Accounts Only

Check All Clear All
Displaying 1 of 1 records

[ 888777004  Tori.Dustin 123116 Employee 541 Y

Similar to the exception of “Employees whose total effort is zero” the system allows
removing the effort form from the reporting list.

Note: The exception of “Employees with Excluded Account” is one of the cases for
“Employees whose total effort is zero” meaning that this same effort report will also
be listed under the latter category when executed.

11.3 Employees have Clearing Account on the effort form
but do not have Pre Reviewer

The effort forms with clearing accounts (suspense accounts) are required to be pre
reviewed. This category lists the employees whose effort form(s) have no assigned Pre
Reviewer and allows assigning a default Pre Reviewer.

ERS Exceptions (Periods 123116)

Employees have Clearing Account on the effort form but do not have Pre Reviewer

Check All Clear All
Displaying 1 of 1 records

Reporting
“-

[ 691762222  Jungbluth John 123116 01 61390 Y
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Select the effort form(s) for which the default Pre Reviewer should be assigned and click
on the “Assign Default Pre Reviewer” button.

11.4 Employees with No Pre Reviewer and Negative
Payroll on the effort form

An effort form with a negative net payroll amount on the effort form should be Pre
Reviewed. This category lists the effort report(s) that have negative payroll and no Pre
Reviewer assigned. This option allows the Central Administrator to assign the default
Pre Reviewer.

ERS Exceptions (Periods 123116)

Employees with no Pre Reviewer and Negative Payroll on the effort form.

Check All Clear All
Displaying 1 of 1 records

s o | Reporting s o| Report s
“

[ 8887770061  Grey.Donnal 123116 Employee 541 A

A55Ign Lertau

Select the effort form(s) for which the default Pre Reviewer should be assigned and click
on the “Assign Default Pre Reviewer” button.

11.5 Employees whose total sponsored payroll
transactions net to zero

This category lists the effort report(s) whose net sponsored effort amount is zero.
Depending on the Institution’s policy these effort report(s) may not need to be certified,
and therefore, can be removed.

m Exceptions
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ERS Exceptions (Periods 123116)

Employees whose total sponsored payroll transactions net to zero

Check All Clear All
Displaying 2 of 2 records

Reporting

1] 888777004  Tori.Dustin 123116 Employee 2411 Y
] 888777010 | Eriedman.Mary10 123116 Employee 5411 Y

After reviewing the effort form the Central Administrator can remove the effort
form(s) for a particular period by selecting the effort form(s) followed by clicking on
the “Remove from Effort Reporting” button.

11.6 General Notes

e The Central Administrator should use the Exception option after initiating a
new reporting period or after every RCT run (auto or manual) to address the
exceptions on the effort forms.

e Ifan action of either Remove effort reports or Assign Default Pre Reviewer is
taken by the Central Administrator, a subsequent execution of the same
exception will not list the same effort report again.

Exceptions _
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Chapter 13

Retroactive Cost
Transfers (RCT)

Retroactive Cost Transfers
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13 Retroactive Cost Transfers

13.1 Introduction

Retroactive Cost Transfers (RCTs) are defined as cost transfers executed outside of
ERS that are applicable to current and/or prior effort reporting period(s). The
Salary Reallocation Process or the RCT Process is used to apply those cost transfers
that were posted outside of Effort Reporting System but relate to the current or
prior reporting periods. These RCTs may potentially impact the forms that have
been certified.

Important Note:

A cost transfer is considered a Retroactive Cost Transfer (RCT), if it meets all of the
following conditions:

- [t occurred outside of the Effort Reporting System.

- It was not part of the payroll table when the reporting period was initiated.

- [t impacts current or prior effort forms.

13.2 Source Data Setup

The Central Administrator loads cost transfer transactions (or payroll data that was
not included for initiation) from the respective source system into the
ERSPAYROLLRCT table on a pre-determined frequency. The following fields should
be NULL or blank in the newly loaded data: PAYROLLID, EEFAMT, RPCODE,
ACCTTYPE, ACCTCLASS, RCT, and RCTPROCESSED.

Note:

- The table structure of ERSPAYROLLRCT table should be exactly the same as
ERSPAYROLLXXXXXX table.

- Data is always appended in this table.

- There is a combination of source and system data. The RCT process updates the
identified records.

13.3 Configuration Setup

Before proceeding with the RCTs, CA needs to configure the RCT parameters via CA
log on 2 Admin 2 System Settings = RCT Settings
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RCT Settings

Percentage threshold within which the RCT process

RCT - determines the RCT Impact. Example, 1% Tolerance value
Tolerance indicates that the RCT impact will be determined within a
1% range.

The prefix of the payroll transaction ID that indicates that
CT Prefix E the cost transfer originated in ERS via Cost Transfer
Process during Pre or Post Review.

The number of years of prior effort forms for which RCT can
RCT Years 2 be applied. For example, if 2 years is selected, and the
RCT is dated more than 2 years old, it will not be applied.

The number of effort forms for which the RCT can be
Max Forms [l applied at one time. If -1 is entered, all RCT-impacted forms
will be processed at one time.

The number of days the RCT summary is saved on the
hard disk of the server. Enter positive integers only. The
default value is 7.

Log 7
Retention

Select if RCT transactions are prorated based on overlap
Mot Prorated - with reporting period or Mot prorated and only based on end
date of transactions.

Prorating
Method

Use reporting period defined in ERSPAYROLLRCT to place
Disahle - RCT transactions. If disabled, ERS places RCT in the
correct reporting period based on transaction dates.

Overlap

* RCT Tolerance: Specify the tolerance value used to measure RCT Impact

* CT Prefix: Use a prefix letter to identify transactions that occurred in ERS (if
CTs are done in ERS), to avoid applying them again

* RCT Years: Specify how far back in years should the RCTs be applied.

* Max Forms: Specify the number of effort forms to process. Default is -1 i.e. all
the RCT impacted effort forms will be processed at a time.

* Log Retention: Specify number of days for which the RCT summary should
be saved.

* Prorating Method: Specify the proration method to use.
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* Overlap Defined: Provides option to have the system identify the applicable
reporting period for which to apply the RCT if disabled, or use the supplied
reporting period if enabled.

13.4 RCT Terminology

The following sections describes various terms used by the RCT process in ERS.

13.4.1 Impact

The RCT process uses the following three classifications to determine the impact of
the RCT transaction on the effort form.

1. Debit - to a sponsored account
2. Credit - to a sponsored account
3. OK - to a sponsored account (within tolerance - no impact)

1. Debit
When the certified effort is less than the Total of adjusted payroll (including CT
and RCT) and Cost Sharing.
Example - effort certified was 50% on a sponsored account. Adjusted total after
RCT is 60% on that account

2. Credit
When the certified effort is greater than the Total of adjusted payroll
(including CT and RCT) and Cost Sharing
Example - effort certified was 50% on a sponsored account. Adjusted total after
RCT is 40%.

3. OK
The RCT made no impact on the accounts in question or the impact was within
specified tolerance.
Example - effort certified was 50% on a sponsored account. Adjusted total after
RCT is between 49% and 51%.

Note:

- Only Sponsored Accounts are considered.

- If more than one sponsored account is involved, “Debit” classification takes
precedence.

- RCT combines all transactions for an individual per reporting period to

determine the impact.
Retroactive Cost Transfers
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13.4.2 Cases

The RCT process classifies the RCTs into 20 different cases based on the
combination of the following:

* Various stages of effort form - Pre Reviewed? / Certified? / Post Reviewed?

* RCT Impact - Debit / Credit/ OK

* Effort Form Availability - Un-archived/ Archived/ Not Generated

 Impacted Account Types - Involves Control Salary/ Clearing Account,
Excluded Account etc., one-sided cost transfer etc.

Note: Case 20 is driven by configuration. Please contact MAXIMUS for
configuration details.

Refer section RCT Cases for details.

13.4.3 Actions

It lists various actions a Central Administrator may take to process the RCT. The
actions available to the Central Administrator will depend on the case a particular
form is identified. These actions are:

e On Hold - a default action. Indicates that the review of this RCT is to be put
on hold until later date. If the CA leaves this option checked, no action will be
taken at this time. The next time the RCT process is run, it will display these
forms again.

¢ No Change Needed - this option will indicate that the RCT will not be
processed for the selected individual. The RCT entry will remain in the RCT
table and will not be copied to Payroll.

e Commit Change - this option will process the RCT. The selection of Commit
Change results in the following sequence of actions by the RCT process

Archive original effort form - Copy the RCT transaction to the applicable
payroll table 2 Update the effort form 2Notify appropriate reviewer of the
new form

This option will typically be listed for those effort forms that were accessed.

e Commit Change (Payroll Only) - this option will be typically listed for those
effort forms that have not been accessed at all.
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Reverse Entries - this option allows the Central Administrator to reverse
the RCT entry. By selecting this option, the system will generate a reversal
RCT entry and will post it to the ERSCT table. To distinguish the reversal
entries from the standard cost transfer records, the Cost Transfer ID will
start with RCT. The status of the effort form will not change.

Note: This option is only available if Cost Transfers are done in ERS. Also
note that the Cost Transfers generated as a result of “Reverse Entry” action
during the RCT process will be automatically approved (if the approval of
cost transfer is required)

Drop Form - this option allows the Central Administrator to drop the
original effort form. The selection of action Drop Form results in the
following sequence of actions by the RCT process.

Archive original effort form >Copy the RCT transaction to the applicable
payroll table = Drop the effort form and reset status of all the reviewers >
Notify appropriate reviewer of the new form

Drop Line Certification - This option is only available when Line Item
Certification is enabled. It allows Central Administrator to drop certified
lines that are impacted by RCT on the effort form, while keeping other lines’
certification unchanged. The selection of action “Drop Line Certification”
results in the following sequence of actions by the RCT process:

Archive original effort form - Copy the RCT transactions to the applicable
payroll table - Reset the certification status of the lines and the form = Notify
certifier to re-certify the lines on the effort form

Note: When all the lines impacted by the RCT are zeroed out after applying
RCT, and all the lines not impacted by the RCT have been certified, Drop Line
Certification action is equivalent to Drop Form action.

13.5 RCT Rules

The following fundamental rules are used for applying RCTs:

RCTs applied to a form ONLY update the total payroll dollar or percentage.
The Certifier percentages are NOT being updated and remain intact unless
the line is dropped.

If any cost transfer (CT) was made prior to applying RCTs, the original CT $
amount remains intact, CT % may change.
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e Ifany cost sharing (CS) was made on the form prior to applying RCTs, By
default, the original CS % remains intact, CS $ may change. If
CS_Driven_Factor has been set to use $, then CS % will be recalculated by CS

$.

Example:
A sample certified form with Cost Transfer and Cost Sharing defined.

( Current Effort Form ]

Name: Bamett LN

Employee ID: 182702222

Sub Dept: 61570 - Infectious Disease
Division: SC - Immunology

Title: Research Asst

Title Code: D4

Effort Form Status

Review Process Review Flag Reviewed By Reviewed On
Pre Review Y (Pre Reviewed) Miller,Cris 12-18-2017
Certify Y (Effort Form Updated) Codae,Doyle  12-18-2017
Post Review N
Form Type (Flag) Basic + University Summary
Cntical Status

Effort Form as of 12-18-2017 at 08:57:28 PM

Reporting Period: 123116 (07-01-2016 through 12-31-2016)

Pre Review Pre Review Pre Certified Post ReviewPost Review

‘Commitment Planned Payroll Accounts Description Cost Cost : Cost Cost Total
Transfer Sharing Revlew; Hior Transfer  Sharing

Sponsored Accounts

68% 68% 19% B1570-63690 BONE MARRO 3% 5% 87% 30% 0% 0% 87%
0% 0% 62050-10280 CELL BASIS 0% 0% 0% 7% 0% 0% 0%
68% 68% 79% Sponsored Subtotal 0% 5% 87% 87% 0% 0% 87%

Non-Sponsored Accounts

2% 61570-57650 THE AUBREY -3% -5% 13% 13% 0% 0% 13%

0% 21% Non-Sponsored Subtotal 3% 5% 13% 13% 0%

0% 13%

The following RCT transactions are applied to the effort form.

RCT Details
Displaying 2 of 2 records
EmpID ¢ AccountiD ¢ Name  ©| BeginDate ¢| EndDate ¢| Amount ¢ | RetoAmount ¢ | RPCode ©| Acct.Type ¢
182702222 61570-57650  Bamett LN 09/2912016 120282016 $-1.000.00 §-1,000.00 123116 N
182702222 61570-63690 | Bamett LN 091292016 12/2602016 $1,000.00 $1,00000 123116 3
"Close Window|
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The RCT process updated the payroll distribution, but Certified %, CT$ and CS% are
intact.

RCT Impacted Effort Form Preview (Commit Changes)
Name: Barnett LN Employee 1D: 182702222 Title: Research Asst
Sub Dept: 61570 - Infectious Disease Division: SC - Immunology Title Code: 04
Review Process Review Flag Reviewed By Reviewed On
Pre Review Y (Pre Reviewed) Miller,Cris 12-18-2017
Certify Y (Effort Form Updated) Codae,Doyle 12-18-2017
Post Review N
Form Type (Flag) Basic + University Summary
Critical Status
Effort Form as of 12-18-2017 at 08:57:28 PM

Reporting Period: 123116 (07-01-2016 through 12-31-2016)

Pre Review Pre Review Pre Certified Post Review  Post Review

[Comenétment Plannad Payroll Accounts Description Cost Transfer Cost Sharing Review  Effort  Cost Transfer  Cost Sharing

Total

Sponsored Accounts

68% 68% 85% 61570-63690 BONE MARRC 3% 5% 93% 80% 0% 0% 93%
0% 0% 62050-10280 CELL BASIS 0% 0% 0% % 0% 0% 0%
68% 68% 85% Sponsored Subtotal 0% 5% 93% 871% 0% 0% 93%

Non-Sponsored Accounts
15% 61570-57650 THE AUBREY 3% 5% % 13% 0% 0% %

Non-Sponsored Subtotal

13.6 RCT Processing Options

The Central Administrator begins the RCT process by selecting either the Manual
Review process or Auto Commit process, or a combination of both.

13.6.1 Manual Process
e The RCT process begins by identifying the case for each effort form with
affected transactions.
e The CA is given an option to preview the RCT impacted form and decide on
the action to be taken.

e The CA is required to select an action for every impacted form in order to
process the RCTs.

13.6.2 Auto Process
e Automated pre-scheduled process
e (A cannot preview the RCT impacted form
e (A defines cases and corresponding action to process via AUTO
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e C(ases not selected for AUTO processing will be addressed via MANUAL
process

e RCTs are automatically processed at the scheduled time for the cases defined
under Auto Commit category only.

Important Note: The RCT transactions that fall under the Auto Commit Case
category will not be available for review under Manual Process.

13.7 End User View of RCT Impacted Forms

1. Name Pick List - The RCT impacted effort forms are identified by RCT
column in the Name Pick List.

Effort Forms Pending Post Review for 123116

Reparting Period 123116

Dispiaying 1 of 1 recoeds
# | Sub Dapariment & | S5 Depariment Hame & Farm Statun 2| BT

a1 A =1 i o M
E'! Bamett LN Research Asst 1570 Irfactious Descase Panding Post Review Miller, Cris. Codae Doyle Codae Doyle

2. Effort Form Header - The RCT message on the effort form header with a link
to view the original effort form

This Effort Form is 2 newly created RCT form. Click here to view the original effort copy.

Post Review

Name: Bamett LN @ Employee ID: 182702222 Title: Research Asst
Sub Dept: 61570 - Infectious Disease Division: SC - Immunology Title Code: 04

3. Payroll Drill Down - The RCT transactions are highlighted in yellow and
marked with an R on the payroll drill down screen.

pr— Deptl  Fund  Fund Source  Function  Project  Expense Account Begin Date End Date PPre Ameunt Payrol MonEfon Pagroll Elfort Payrell Effort Payroll %

G15T063650 &1570 63550 1100 1100 0292016 12202016 RLrih gl st 5000 T

6157063650 61570 63550 100 100 Dae2016 1X282016 1B\rn siEn $0.00 svErn

6157063650 61570 63650 1100 1100 0992016 12282016 87T sLEeTn $000 S1ETT

6157063690 61570 €290 100 100 0292016 127282016 wrn swarn 000 sv@rn

8157063650 81570 6350 1100 1100 0242018 12282016 ' $18T N $0.00 $arn

G15T063650 &1570 63550 1100 1100 0292016 12202016 18766 108766 5000 $1.69766

6157063650 61570 63550 100 100 Dae2016 1X282016 148152 §1.48152 $0.00 S148152

6157063650 61570 63650 1100 1100 0992016 12282016 148152 $1.48152 $000 §$1.48152

157063650 R 61570 63550 1100 1100 0992016 12282016 10000 $1.00000 $000 $1.00000

SubTL: $14459 25 $000 §1445%9 25 85%
Node
RCT Rucords are feghiighted with R
oo+ CIDED

Retroactive Cost Transfers



ERS v10.0 Central Administrator Manual

4. Comprehensive Status Report - Indicates the RCT date (date the RCTs were
processed)

Form Panding Post Review Top

Displaying 1 of 1 meceds

$14,84875
$14,5409.25

13.8 RCT Interface

The RCT feature is available to the role of Central Administrator under the Admin
menu option.

ﬁv

System Settings
Data Management
Role Management
User Management
Initiation
Exceptions

Archive Data

CT Approval

Upon selecting the RCT menu option, the CA is presented with the following screen.
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Dedore 1273172014 will HOT be censidered as RCT hased on cuti

The RCT screen is divided into three categories:

1. Auto Commit- allows the CA to process the RCTs automatically at a desired
time and frequency.

2. Manual Review - allows the CA to process RCTs by reviewing and selecting
an appropriate action by individual on a case-by-case basis.

3. Management - allows the CA to view various RCT-related status, exception
reports, and to undo certain RCT processes.

13.8.1 Auto Commit

Auto Commit Option allows the Central Administrator to process the RCT records
automatically without reviewing each record individually and determining an
appropriate action. The Auto Commit option will save review time for the Central
Administrator for those cases where the standard action is appropriate. For
example, if the RCT applies to the current reporting period and the effort form of an
individual has not been certified, then the Central Administrator would simply add
this case to the Auto Commit process. The system will automatically add the RCT to
the current payroll file. The Central Administrator will be able to schedule when the
Auto Commit Option should execute. In addition, the Central Administrator will
select an action on a case-by-case basis for the Auto Commit process to execute. A
summary log including various statistics and exceptions will be produced after each
run.
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13.8.1.1 Previous Run Results

The Previous Run Results Option allows the Central Administrator to review the
summary of the previous Auto Run. The most recent run’s summary will be listed at
the top of the page with the Latest Summary indicator pointing to it. The link to the
summary report lists the date and time it was last generated. To view the detalils,
click on the link. To delete old reports, click on the ‘Delete’ Link.

Retroactive Cost Transfers (RCT)

RCT Auto Commit Summary

Latest Summary B+ RCT Summary generated at 08/14/2018 22:37:52

RCT Summary generated at 08/14/2018 22:37.23 Delete

RCT Summary generated at 08/07/2018 22:37.56 Delete

i' Ii‘*‘i‘l‘"lilﬂ I'.'I" ml=l|®

The summary will display various statistics related to the previous run, including
the total number of forms processed, the number of forms processed by case and
the number of forms processed by the various actions. In addition, exceptions are
listed as a result of the processing. These exceptions require the Central
Administrator to resolve. The summary can be downloaded to Excel and PDF
format.
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RCT Auto Process Summary

Date 08472018

Time 2237 to 22:37
Total Effort Form Identified 0
Total Effort Form Processed = 0

By Case

By Action

Exceptions

Displaying 1 of 1 records
User Related Data Errors

[ sowceTable _¢| Type o _ Descriptin __¢| _ EmployeeD ¢ EmploseName 4| __ SubDept ¢ SumsCode )
[4u] voJAID v AN v
ERSPAYROLLRCT Emor Unrecognized Employes 111032222 Ferguson, Ter 61570

Displaying 1 of 1 records.
Account Related Data Errors

e " S
A v | [an v | an v
ERSPAYROLLRCT Error Unrecognized Account 444123-003-00001-100-0000130
Previous | et | P | Wext | CToss Window

13.8.1.2 Scheduling

The Scheduling Option allows the CA to select the dates and times for the Auto
Commit Process to run. Select the days of the week and the time for RCTs to be
processed. The AUTO process will begin when the selected time stamp matches the
server’s time stamp, which may not correspond to the time on the user’s PC. When
the AUTO process is selected, it will run without human intervention.

Recommendation! Select a time other than the server peak times or capacity.

After selecting the days and time, click on ‘Update’ to record the selection. The top
part of the screen will be updated to reflect the recorded selections.
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Retroactive Cost Transfers (RCT)

The RCT Auto Commit Process is scheduled as follows. Te make changes, please select or deselect the days, then click Update

RCT Auto Commit Tasks Schedule

Every Tuesday at 22:37

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
C ¥ ( [ (

[
Set the time theRCT Auto Commit feature will run. Input the time, HH:MM, in 24 Hour Format. For example: enter 11 PM as 23:00.

Input Time: | 22:37 |EDT
Current Server Time is: 2018-08-21 16:11

13.8.1.3 Auto Commit Settings

Auto Commit Settings screen displays current Auto Commit selections for each case.
If any changes need to be made to any of the cases, the Central Administrator can
click on Edit and select the appropriate action.

Retroactive Cost Transfers (RCT)

Case #1. Commit Changes

Case #10: Commit Changes

Click on Edit to modify cases that ERS will automatically execute at the scheduled time. Click on Help to see detailed case descriptions.

e e s

The screen below allows the Central Administrator to define the action for each
case. The most critical cases listed in the RCT Impact Status are highlighted in red to
ensure the Central Administrator pays close attention to them. Selections can be
made by clicking on the drop down box under Auto Commit Action. If the Auto
Commit option is not applicable to a specific case, select ‘Do Not Auto Commit’ as the
action. The system will not process these records during the Auto Commit process
and they will require a manual review by the Central Administrator (See Manual
Review).
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Retroactive Cost Transfers (RCT)
Case ® Effort Form In Status
Case #1 Current or Delinguent Effort Form Mot Required OK Commit Changes ~
Pre Review =Y or N (Saved)]
Case #2 Current or Delinguent Certify = N (saved) Debit Do not auto commit >
Pre Review = Y or N (Saved)
Case#3 Current or Delinquent Certity = N (saved) Credit Do not auto commit o
Pre Review =N
Case®d Current or Delinguent Cerify =Y Debit Do not auto commit ¥
Post Review =N
Pre Review =N
Case#S Current or Delinquent Certify=Y Credit Do not auto commit -
Post Review=N
Pre Review =Y
Case #6 Current or Delinquent Cenify=Y Debit Do not auto commit »,
PostReview=N
Pre Review =Y
Case#7 Current or Delinquent Certify=Y Credit Do not auto commit bl
PostReview=N
Pre Review =Y
Case®g Current or Delinquent Certify =Y Debit Do not auto commit ¥
Post Review =Y
Pre Review =Y
Case®d Current or Delinguent Centity =Y Credit Do not auto commit ¥
Post Review=Y
Pre Review = N
Case #10 Current or Delinguent Certity = N OK Commit Changes =
PostReview =N
Case #11 Archived Certity =Y Debit Do not auto commit Es
Case #12 Archived Certify =Y Credit Do not auto commit e
Case#13 Current or Delinquent - OK Do not auto commit *
Case#14 Archived , oK Do not auto commit  ~
Case#15 RCT inmvolves Clearing Account Cerify =Y - Do not auto commit e
Case #16 RCT Not net to zero Certify =N - Do not auto commit -
Case #17 RCT includes Excluded Account Certiy=N - Do not auto commit  ~
Case#18 RCT includes Excluded Account Certify =Y - Do not auto commit e
Case#19 RCT Mot Net Zero (One Sided Cost Transfer) Certify=Y - Do not auto commit bt
Case #20 RCT Causes negative payroll Certity =N or ¥ - Do not auto commit  ~
Note: in case Drop Line Ceriification Action (s not applicable, Drop Form Action will be used
Click on Save o save the actions you have chosen. Click on Help to see detailed case descriptions.
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13.8.2 Manual Process

Manual Process allows the Central Administrator to process RCTs that were not
processed via the Auto Commit option. The Manual Process will display an RCT
record for each individual and will provide the Central Administrator with various
options. The Central Administrator will be able to compare the forms - before and
after the RCT impact; review the RCT records, and determine whether an email
notification needs to go out to an individual for further instructions. The Manual
Process is more labor-intensive.

13.8.2.1 Previous Run Results

Previous Run Results Option allows the Central Administrator to review the
summary of the previous Manual Process. The most recent summary will be listed
at the top of the page with the Latest Summary indicator pointing to it. The link to
the summary report lists the date and time it was last generated. To view the
details, click on the link. To delete old reports, click on the ‘Delete’ link.

Retroactive Cost Transfers (RCT)

RCT Manual Process Summary

Latest Summary B* RCT Summary generated at 12/19/2017 22:35.03

RCT Summary generated at 12192017 19:53:17 Delete

RCT Summary generated at 12192017 13:58:27 Delete

RCT Summary generated at 12/18/2017 20:56:18 Delete

RCT Summary generated at 12/18/2017 20:55:37 Delete

RCT Summary generated at 12/18/2017 20:53:52 Delete

RCT Summa enerated at 12182017 20:28:03 Delete

The summary will display various statistics related to the previous run, including
the number of forms processed, the number of forms processed by case and the
number of forms processed by the various actions. In addition, exceptions resulting
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from the process are listed. These exceptions require the Central Administrator to
resolve. The summary can be downloaded into Excel or PDF format.

RCT Manual Process Summary

Date 12/19/2017
Time 22:35t0 22:35
Total Effort Form Identified 1

Total Effort Form Processed 0

By Case
By Action
Exceptions
Displaying 1 of 1 records
User Related Data Errors
Source Table % | Type # ‘ Description Employee ID Employee Name 4 Sub Dept Status Code

(A vl | A | | |
ERSPAYROLIRCT | Ermor | Unrecognized Employee 111032222 [ |

Displaying 2 of 2 records
Account Related Data Errors

Source Table s Type $ Description % Account £
AN v A Al | |
ERSPAYROLLRCT [ Error Unrecognized Account 444123-003-00001-100-0000130
ERSPAYROLLRCT Error Unrecognized Account 61570-35810x
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13.8.2.2 Manual Review Processing

When the user clicks on the Manual Review Processing link, the following page will
be displayed.

Retroactive Cost Transfers (RCT)

What is Retroactive Cost Transfer (RCT)?
Retroactive Cost Transfer (RCT) is a cost transfer that has an effective begin date pricr to 12/3172016, the end date of the most recent effort reporting period. The salary reallocation process is used to apply those
cost transfers that were posted outside of Effort Reporting System but relate to the current ar prior reporting periods that may potentially impact the forms that have been certified. If the centified effort is less than
the sum of the adjusted payroll (including cost transfers and retroactive cost transfers) and cost sharing. the CA needs to review the forms. The tolerance used to identify a debit/credit form is 5%. Any Retroactive
Cost Transfer that ends on or before 12/31/2014 will NOT be considered as RCT based on current satting

How is the RCT processed in ERS?
The RCT process cansists of 2 steps. Step 1- An automated process will be activated to identify all the effort farms involving RCT when the CA clicks Start below. Step 2= CA reviews effort farms and finalizes the
forms impacted by RCT. The CA will be able to select and review the Original and Impacted effort forms prior to committing changes. Without completing step 2, the impacted effort forms will not be updated.

Will the forms be accessible during the RCT process?
When the forms are locked for RCT processing, it can be viewed, but can not be updated Each of the RCT forms will be unlocked when CA finalizes the process

This page summarizes the RCT process and provides a quick guideline for managing
RCTs.

To begin the Manual Review Processing of the RCTs, click the Start button.

As the system begins identifying RCTs and forms impacted by the RCTs, the status
bar is displayed indicating the completion percent.

RCT Process Step #1 - dentifying ...

25%

Once the process reaches 100%, the system will display an Exception Report listing
exceptions found as a result of the manual process, if any exceptions have been
identified. The Exception Report is divided into two sections:

» User Related Data Errors - lists employees for whom an RCT was found but
not listed on the employee table or has an invalid status code.

> Account Related Data Errors - lists accounts for which an RCT record was
found that are not in the chart of accounts table.
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Retroactive Cost Transfers (RCT) Exceptions

Displaying 1 of 1 records
User Related Data Errors

Source Table o Type @ Description L] Employes ID e Employee Name L] Sub Dept '] Status Code (]
[ oA v an v
ERSPAYROLLRCT Errar Unregognized Employes 111032222 Farguson, Ter B1570

Displaying 2 of 2 records

Account Related Data Errora

Source Table s Type *| Description + Account ¢
1A v A vl Al -
ERSPAYROLLRCT Ermor Unrecognized Account 444123-003-00001-100-0000130
ERSPAYROLLRCT Errar Unregognized Account B1570-35810x

If you choose to fix the data problems indicated sbove, you can Exit and re-run the RCT process after you have fived the problems
Alternatively, you can Skip the emors and continue to process RCT for oiher employoes

After reviewing the exceptions, the user can either click ‘Exit’ and resolve the errors,
or proceed without fixing the errors by clicking ‘Skip.’

If the user clicks ‘Skip’ or there were no exceptions, the system displays the
following summary screen.

Retroactive Cost Transfers (RCT)

0 oul of 2 forms identifbed with RCT have been processed
Displaying 2 of 2 records

RCT Forms

[Al) - A e AN v AN v [AL Y[R

Releassd DOSE532 Cushrmean hary 52060 123118 N (Saved) N N or* 13 Qeigingl vs. * On Hoid
Lhanges
Comi

Released T2 Bamett LN E1570 123118 ¥ v N Lebit 6 Ungingl vs. ® On Hold
I;l]urlgy}
Committed

*- The RCT impact on thig forrn is within foferance,

* Send out notification after finalizing the RCT

To take actions on the above effort forms, click Lock to prevent these forms from public access. Once the forms are locked, the actions will be available for selections
Choose appropriate actions and, then, chick on Finalize to continue, All effort form impacted by the Same RCT records must be selected and finalized at the same time,

To genarate a summary report covering from the tima starting RCT protess until now. click on Raiort

View RCT Cases
Wiew Current Log

The following are the RCT Status Page components.

Lock - indicates whether the effort form is locked to prevent user input. If the Lock
Status displays ‘Released’, the RCT-related forms are not locked and may be
modified by users. If the Lock status displays ‘Locked’, the individual’s effort form is
locked. The users will not be able to make any changes to the effort forms until the
Central Administrator performs an action and releases the form.

Emp ID - indicates the employee ID for whom the RCT was identified.
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Name - displays the employee name for whom the RCT was identified. The
employee name serves as a link for the Central Administrator to see the details of
the RCT entry. See RCT Details screen below (Figure 1) for details.

SubDept - the employee’s home sub department.

RP Code - the reporting period code impacted by the RCT.

Pre Reviewed? - The Pre Review status of the affected effort form.
Certified? - The Certification status of the affected effort form.

Post Reviewed? - The Post Review status of the affected effort form.

RCT Impact - indicates the status category of the RCT Impact. There are three
Status categories:

» OK - the RCT made no impact on the employee’s effort form or the impact is
within specified tolerance (as defined under RCT settings).

» Debit - the RCT resulted in a debit to the sponsored account for the effort
form.

» Credit - the RCT resulted in a credit to the sponsored account for the effort
form.

Case - displays the case number identified for the RCT. The case number is based
on the combination of various status flags and the details of each case are described
in Appendix 1.

Compare - displays the original and the RCT-impacted forms. If there was an
original form, then the Central Administrator will see original vs. to be completed
link to see both the original and the updated forms (See Figure 3 for details). If the
original effort form was not available, the user will see N/A.

Action - when the summary page is first presented to the user, all the forms are
unlocked and the only action listed is ‘On Hold’, but once the user locks the forms for
processing, various actions will be available, dependent on the identified case (see
Figure 2 below for a screenshot). For specific actions related to each case, please
refer section - RCT Cases.

Send out notification Check Box - allows the user to send notifications to inform
Pre Reviewers/Certifiers/Post Reviewers if additional action is necessary as a result
of the RCT process.
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Lock Button - To begin the review process including selecting an action for the
forms displayed. First click on Lock to ensure the forms that are to be processed are
locked from public access. The screen will display a list of applicable actions for
each individual form. See Figure 2 - Select an Action screen for details.

Report Button - Allows the user to view a status report of the previous RCT Manual
Process.

Figure 1 - RCT Details Screen

RCT Details
Displaying 12 of 12 records
Emp ID L Account ID L] Name ®  BeginDate ¢ End Dawe ® Amount  # | Retro Amount # RPCode ®  Acct Type @ Tran ID L]
0056562 55520-100-100001-0000-0000 Cushman hary 0202010 02152010 s0.00 50.00 123116 N
0056582 55420-300-201001-010372-0000-0000  Cushman hMary 02162010 03032010 50.00 &0.00 123118 5
0056582 55520-300-201001-010372-0000-0000 | Cushman Mary 11/14/2016 0128207 %1,700.00 £0.00 123116 -3
0036582 55520-300-201001-010372-0000-0000 Cushman kary 142016 01202017 $1,700.00 50,00 123116 5
ooSe5e2 55520-300-201001-010372-0000-0000 - Cushman Mary M42015 117282016 $1,700.00 §1,700.00 12316 S
0056587 S5520-300-201001-04 0372-0000-0000  Cushman htary 11142015 11282016 51,700.00 51,700.00 123116 5
0056582 55520-305-200001-0000-0000 Cushman Mary 020172010 0211572010 S0.00 S0.00 123116 M
00365682 55520-305-200001-0000-0000 Cushman hary 11/14/2016 0128207 5-1,700.00 5000 123116 L]
0056582 55520-305-200001-0000-0000 Cushman hiary MI42015 117282016 $-1,700.00 §-1,700.00 123116 M
0056582 55520-305-200001-0000-0000 Cushman hary 111412018 011282017 5-1,700.00 5000 123116 N
N0S6582 55520-305-200001-D000-0000 Cushman hary TH42015 11/282016 5-1,700.00 §-1,700 00 123118 N
0036562 55538-300-201003-022268-0000-0000 ' Cushman, hary 05/04/2010 05182010 5000 50,00 123116 s

Figure 2 - Select an Action

Retroactive Cost Transfers (RCT)

0 out of 2 forms idenlified with RCT have been processed
Displaying 2 of 2 records

RCT Forms

A v A v fAN e QAN ¢ (ALY [£
Locked 0056582 Cushman.hary 52060 123116 N (Saved) N N OK* 13 Criginal ¥s. ® On Hold
!.uw No Change Needed
Commit Change
Raversa Eniries
Dirop Form
Locked 182702222  BamellLN B1570 123116 ¥ ¥ N Debit [ Original vs. ® On Hold
Changes .
. Had Mo Change Needed
Commil Change
Reverse Entries
Dreg Form
* - The RCT impact an this farm iz within tolerance

o Send out notification after finalizing the RCT

To take actions on the above effort forms, click Lock to prevent these forms from public access. Once the farms are locked, the actions will be avalable for selections.
Choose appropriate actions and, then, click on Finalize to continue. All effort form impacted by the Same RCT records must be selected and finalized at the same time

To genarale a summary report covering from the time starting RCT process until now, click on Report
&
Wiew RCT Cases
Wiew Current Log
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Once the user ‘Locks’ the forms, the Lock status changes to Locked and the Action
can now be selected. The user can review each form individually and select a proper
action for each.

Actions - lists various actions a Central Administrator may take to process the RCT.
The actions available to the Central Administrator will depend on the identified case
of each form. These actions are:

e On Hold - default action

¢ No Change Needed

e Commit Change

e Commit Change (Payroll Only)

e Reverse Entries

e Drop Form

¢ Drop Line Certification (Only Available when PI Line Item is enabled)

Once all the selections have been made for each RCT record, the user can click on
‘Finalize’ to begin the RCT finalization process. The option to “Send out notification
after finalizing the RCT” is available and when checked, the appropriate recipient
will receive a notification indicating what action needs to take place. If the user un-
checks the ‘Notification’ box prior to clicking ‘Finalize,” no emails will be sent out for
those forms for which the “Commit Action” was selected.

After the Central Administrator has selected the action for the above forms and
clicked on ‘Finalize, the Confirmation screen will be displayed summarizing the
actions selected. After reviewing, click on ‘Confirm’to begin the Process. If changes
need to be made, click on ‘Return’ to return to the previous page and make
appropriate corrections.
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Retroactive Cost Transfers (RCT)

Please confirm the following selection you made and continue to finalize
the RCT for the effort forms

mm Reporting Period Action Selected

0056582 Cushman,Mary 123116 Changes Committed

182702222 | Bamett, LN 123116 Form Dropped

Once the user clicks ‘Confirm,” ERS will begin the process. The status bar will display
the progress percent completion.

RCT Process #2 - Finalizing ...

100%

Once the RCTs have been processed, the RCT Forms Processed table will display the
status of each form. The Lock status on the processed forms will change to
‘Released’, indicating that the form is ready for the user to update. The Actions
column displays the action taken for the selected form. The RCT Forms to be
Processed displays the forms placed On Hold.

Retroactive Cost Transfers (RCT)

2 out of 2 forms identified with RCT have boen processed
Displaying 2 of 2 records

RCT Forms

(A = R T R R
Roioased 0056582  CushmanMary 52060 123116 N (Saved) N N ok 13 Originals  Changes Committed
Reloased 182702222  BamettLN 61570 123116 N N N Debit & Onginals | Form Dropped

*- The RCT impact on this form is within folerance.

View RCT Cases

2w G

Alerts - The following alerts are provided on the Identification and Finalization
page so that the CA can review the details and take appropriate actions.
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¢ Negative Payroll Balance

An alert message Negative Balance on Effort Form is displayed beneath the
case number if the transactions result in negative balance on an effort form
for the Post Reviewer.

Note: If RCT is configured to utilize case 20 then the effort forms with
negative payroll as a result of RCT will be categorized under case 20.

e New Accounts

An alert message New Account Added will be displayed on the RCT
Identification and Finalization Page (Manual Processing) beneath the case
number if new accounts are introduced to the form. If transactions are
applied (committed), the following message will be displayed on the header
of the effort form:

Cost Transfer has been posted to this Effort Form. New Account introduced.
Notify CA if form needs to be dropped or process another Cost Transfer.

Additionally, the newly posted account will be identified with the “new” icon
next to the account in Post Review.

¢ One-sided Cost Transfers
All one-sided cost transfers will be identified as either case 16 or case 19. If
the impact of the one-sided cost transfer is within defined RCT tolerance, it
will be identified as case 13. Cases 16 or 19 will be identified with *** if
either positive or negative one sided cost transfers are found for an effort
form.

View RCT Cases displays help for 20 RCT cases.

View Current Log displays the most recent RCT activity:
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RCT Process Log
Pisplaying 81 of 584 records
Method & Laval . . Time Stamp .
Manual v | A . 2017-12-20 .

Manual WARNING Fayroll Redresh 2 ransaciions i ERSPAYROLLTEMP have nof been processed 2017-12.20 184433
Manusal INFO Star ta igentity RCT forms 2017-12-20 18 4432
Manual INFO Found 4 employees that have RCT 20171220 184434
Manual INFO Cushman Mary(DIS85E2 1S 123116 effort form has been identified 2017-12-20 18 44 38
Manual SEVERE Failed ta identify rct forms bacause: Uinknown status code for 111032 0 184436
Manual SEVERE Failed to identify ret forms because The account type is undefined - 615702 7-12-20 13 4438
Manual SEVERE Failed to identify rct forms because: The account type is undefined - 444123-003-00001-100-D0001 30 2017-42-20 18.44:38
Manual INFO Igentitying process done 0 18:44:36
Marual WARNING Payroll Refresh’ 2 ransacthons in ERSPAYROLLTEMP have not been processed 2017-12-30 20 00 05
Manual INFC Stan to identify RGT foms 2017

Manual INFO Found 20 emplayees that have RCT 2017.12-20-20.00.05
Manual WARNING The transactions for user 3045571 in erspayrolirct do not have rot 2017-12-20 2000 05
Manual INFO Cushman Mary{DOSSSETs 123116 etiort foem has baen idenlified as case 13 2017-12.20 20:00-05
Manual WARNING The transactions for user 0087245 in erspayrolirct do ot have ret 2 2-20 2000 05
Manual WARNING The transactions for user (108863 in erspayrolirct do not have rct 2 12.20 Fr00-05
Manual WARNING The transactions for user 101032222 in erspayrolirct da not have et 2017-12-20 2000 05
Marnual SEVERE Failed te identify rct forms because: Unknown status code for 111032222 2017-12-20 200005
Manual WARNING The transachons for user 117222222 i erspayrolinet do not have rct 2017-12-20 20:00.05
Manual SEVERE Failed to identify rct farms bocause: The account type is undefined - B1570-35810x 2017-12-20 2000 05
Manual WARNING The transactions for user 126032222 in erspayrolrct do not have rct

Manal WARNING The transactions for user 128332222 in erspayrolect do not hive ol

Manual WARNING The transactions for user 137452222 in erspayrolrct do not have rct 2017-12-20 20.00.06
Marnal WARNING The for user 167962222 in yroh ot have rel 2017-12:20 20.00.06
Manual WARNING The transactions for user 187984444 in erspayrolict da not have rct 2017-42-20 200008

Originals Vs. To Be Updated -displays the original form side-by-side with the form
to be updated after the RCT transactions. The Central Administrator can review the
differences and determine which action to take based on the RCT-impacted view.
The ‘To Be Updated’ view of the form is what the form will look like if the Central
Administrator selects the ‘Commit Change’ option.

?Ae0) Retroactive Cost Transfers



ERSv10.0

Central Administrator Manual

| Current Effort Form

Mame: Cushman, Mary
Employee ID: 0056582

Sub Dept: 52060 - ENGINEERING
Division: 01 - Test

Title: Professor

Title Code: DDGE21

Effort Form Status

Review . Reviewed Reviewed
Process  Review Flag By
L i 10-12-
Review N(Saved)  MillerCris 5.7
Ceriify N
Post
Revisw it
Form
Type Basic
(Flag)
Griical Below
Status. Commitment

Effort Form as of 12-20-2017 at 08:20:08 PM

Reporting Period: 123116 (07-01-2016 through 1231

Pre Pre
3 - Review  Review
Commitment Planned Payroll Accounts Description Cost Cost

Transfer  Sharing

5520 0 1-

B =
&k % ROTHLOS3826/1-3 2% Urs
e v ) o5 University of
D% 13% California 0% 0%
0% o O s UCSD 10284122 0% 0%
0 13w @ S UAB 004 0% 0%
’ 4 ARRA i
= o 0% RC1HLO99460 i s
-~ -
- »

RCT Impacted Effort Form Preview (Commit Changes)

Name: Cushman Mary
Employee ID: 0056582

Sub Dept: 52060 - ENGINEERING
Division: 01 - Test

Title: Professor

Title Code: 006621

Effort Form Status

Review

% Reviewed Reviewed
Process Review Flag By on
Pre < 10-12-
paca N (Saved) Miller,Cris 2017
Certify N
Post
Review ke
Form
Type Basic
{Flag)
Critical Below
Status. Commitment

Effort Form as of 12-20-2017 at 08:20:08 PM

Reporting Period: 123116 (07-01-2016 through 1231

Commitment Planned Payroll Accounts Description

e 5250 01-

[¢] PHS
e n% ROTHLOS3826/1-3 2% Ups
i IR | University of

e California % %

0% 4 @ 5553 UCSD 10284122 0% %

o 13w O UAE 004 0% %

’ 5 9 ARRA )

= i e RC1HLO93460 i o
-~ -

- 2

Pre Pre
Review  Review
Cost Cost

Transfer  Sharing

13.8.3 Management

RCT Status Report - allows the CA to view a report with the details of pending RCT

transactions.

RCT Results/Exceptions - allows the CA to view reports of past RCT transactions

and RCT exceptions.

Undo RCT - allows the CA to undo RCT forms that have already been processed and
Only RCT transactions applied using

replace with the archived effort forms.

“Reverse Entry” option can be undone.

13.8.3.1 RCT Status Report

The RCT Status Report allows the CA to view a list of forms with RCT transactions

applied per reporting period.

Retroactive Cost Transfers
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Retroactive Cost Transfers (RCT)

Please select from the following reporting period list to continue.

Displaying 2 of 2 records

Reporting Period 2 Start Date % End Date -

@ 123116 2016-07-01 2016-12-31
2016-10-01 2016-12-31
123115 2015-07-01 2015-12-31

Close Window

Retroactive Cost Transfers (RCT)

Displaying 3 of 3 records

Date of
Emp.ID 4| Emp.Name ¢ | RPCode ¢ | SubDept ¢ | TitleCode ¢ | PreReview ¢ | Certify ¢ | PostReview ¢ |LastRCTAction ¢ | Last ¢
RCT
| | ‘ I [l I [l (] |
0056562 | CushmanMary 123116 | 52060 | 006621 |  N(Saved) N [ N Entries Reversed | 2017-12-20
8857770062 | Grey,Donna2 123116 | 5411 | Employee | N(Saved) N | N Changes Committed | 2017-12-26
182702222 | BametlLN 123116 | 1570 | 04 | Y ¥ | N Changes Committed | 2018-05-15

N

The report can be downloaded into Excel and PDF format.

13.8.3.2 RCT Results/Exceptions
The RCT Results/Exceptions report allows the CA to view logs which have been
created from each RCT batch. These logs contain information such as what actions

took place and the impact of the exceptions.

The Central Administrator has the option to delete old logs.

Retroactive Cost Transfers
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Retroactive Cost Transfers (RCT) Logs

To view the most recent log, click on the first log to view details. You can also delete the logs that are older than the number of hours you specify below.

Log last modified at Wed Dec 20 20:20:01 EST 2017

Loqg last modified at Wed Dec 20 20:19:59 EST 2017

Delete the logs that are older than \30 ‘ days.

The RCT logs can be filtered to show Auto Commit Transactions or Manual
Transactions. The logs can be further filtered to show Exceptions, Warnings, or
Information only as well as by date.

RCT Process Log
Displaying 9 of 8 records
Method & Leval * Maessage ® Time Stamp .
(A ¥ ] b 2017-12-20 v

Manual WARNING The transactions for user 137452222 in erspayrolirct do not have rct 1]

Manwal WARNING The transactions for user 167882222 in erspayolirct do not have rcl U= 1220 ATy
Manual WARNING The ransackions for user 167984444 in erspayrolirct do not have rcl 2017-12-20 2019.59
Manual SEVERE Failed to identify rct forms becauss The account type is undefined - 444123.003-00001-100-0000130 2017-12-20 20:20:00
Manual WARNING The transactions for user 874532222 in erspayrollrct do not have rct 2017-12-20 20-20.00
Manual WARNING The transactions for user G81762222 in erspayrolirct do not have rct 2017-12-20 20:20:00
Manual WARNING The rransactions for user 711032222 in erspayroliret do not have et 2017-12-20 20:20.00
Manual WARNING The transacbions for user 800101040 in erspayrolirct do nol hawve rct 2017-12-20 20.:20000
Manual INFO ldentifying process done 2017-12-20 20:20:00

13.8.3.3 Undo RCT

This option is available to the Central Administrator to undo RCT transactions that
have already been committed. When the CA chooses to undo a transaction the
previously Archived Effort Form will be activated.

The Central Administrator selects the reporting period for which they wish to undo
an RCT.

Retroactive Cost Transfers
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Retroactive Cost Transfers (RCT)

Please select from the following reporting period list to continue.

Displaying 2 of 2 records

i+ upeingreios +|—sundse ¢ taven ¢

@ 123116 2016-07-01 2016-12-31

2016-10-01 2016-12-31
123115 2015-07-01 2015-12-31

The Central Administrator will then select the applicable department(s).

Retroactive Cost Transfers (RCT)

Please select from the following sub depts:
Check All Clear All

Displaying 2 of 2 records

( 52060 ENGINEERING 555555 01
\ 61570 Infectious Disease M50 sC
IR | W—

After selecting a department(s) the user will be presented with all of the RCTs that
have been processed. If the RCT transaction has been applied to the payroll then the
Central Administrator cannot rollback the effort form.

If the RCT transaction has not been applied to the payroll, the Central Administrator
will have the option to roll back the transaction. At this point the RCT will be
undone and the archived effort form will be used.

Note: The Rollback option is available only if the action of Reverse Entries was used.

Retroactive Cost Transfers
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Retroactive Cost Transfers (RCT)
Reporting Period: 123116

Displaying 2 of 2 records

“ermore 6 swo +| oo ¢ LemcTTee | RoTome s RoTrcwn ¢ hem o)

Cushman Mary 52080 nose21 2017-12-20 20011853 13 Entnes Reversed Compare Bollback

Bamett LN 61570 04 2017-12-20 20:16:54 6 Form Dropped Compare  Rollback not
allowed

Solect Another Sub Dept

13.9 RCT Cases

Debit

When (Payroll + RCT + Cost Transfer + Cost Sharing) - Certified Effort <
RCTTolerance (defined under Manage Tables), RCT is classified as a Debit to a
Sponsored Account. If an effort form has both Debit and Credit RCTs, Debit
classification will take precedence over Credit. Cases classified as Debit will be
marked in red and should be reviewed first.

Credit
When (Payroll + RCT + Cost Transfer + Cost Sharing) - Certified Effort >
RCTTolerance, RCT is classified as a Credit to a Sponsored Account.

OK
The RCT Impact is set to OK when one of the following occurs:
e Payroll + RCT + Cost Transfer + Cost Sharing - Certified Effort =
RCTTolerance

e RCT impacted an effort form that was not certified or saved by the Certifier.

Effort STATUS RCT Impact . .
CASE Form IN | Effort Form | Status Actions Available
e OnHold
The RCT remains in queue for the
Current Central Administrator to review.
Effort Form
or Past e No Change Needed
1 . Not OK « » .
Reporting Required The “Processed” flag will be setto Y.
Period 4 ' The Effort Form is not updated.

Payroll is not updated. Notification is
not sent.
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Effort STATUS RCT Impact

CASE Form IN | Effort Form | Status

Actions Available

e Commit Change
If the RCT is for a non sponsored
account, only Payroll is updated.
If the RCT is for a sponsored account:
create an effort form and set
ersusers.getpar =Y.
Notification is sent to the Pre
Reviewer if the form requires Pre
Review

e Reverse Entries
RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.

e OnHold
The RCT remains in queue for the
Central Administrator to review.

e No Change Needed
The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent.

e Commit Change
Payroll Amount is recalculated. Email
notification is sent to the Pre

Form Reviewer. If Pre Review was
Current accessed but completed for the original form
or Past not Certified: P 8 ’

2 . . Debit notification will be sent to the certifier
Reporting | Certify =N .
. . as well. Form status will be Pre
Period or Certify = . :
N (Saved) Review Pending.
e Reverse Entries
RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.
e Drop Line Certification
RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated

Retroactive Cost Transfers
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CASE

Effort
Form IN

Current
or Past
Reporting
Period

STATUS RCT Impact
Effort Form | Status

Form

accessed but

not Certified: .
Certify =N Credit
or Certify =

N (Saved)

Actions Available

accordingly. An email notification is
sent to the line certifier.

e Drop Form
Effort Form is dropped. Payroll
Amount is recalculated. An Email
Notification is sent out to the Pre
Reviewer to Pre Review the form. In
short, the effort process starts over.

e OnHold
The RCT remains in queue for the
Central Administrator to review.

e No Change Needed
The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent.

e Commit Change
Payroll Amount is recalculated.
Email notification is sent to the Pre
reviewer. If Pre Review was
completed for the original form,
notification will be sent to the certifier
as well. Form status will be Pre
Review Pending.

o Reverse Entries
RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.

o Drop Line Certification
RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
sent to the line certifier.

e Drop Form
Effort Form is dropped. Payroll
Amount is recalculated. An Email
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Effort STATUS
Form IN | Effort Form | Status

Pre Review
not required,
Certification
completed
and Post
Review not
required or
not done yet: | Debit
PreReview =
N

Certify =Y
PostReview
=N or Post
Review = N
(Saved)

Current
or Past
Reporting
Period

Pre Review

not required,
Certification | Credit
completed

and Post

Current
or Past
Reporting
Period

RCT Impact

Central Administrator Manual

Actions Available

Notification is sent out to the Pre
Reviewer to Pre Review the form. In
short, the effort process starts over.

On Hold

The RCT remains in queue for the
Central Administrator to review.
Commit Change

Payroll Amount is recalculated. An
Email Notification is sent out to Post
Reviewer to Post Review the form and
reconciles the difference.

No Change Needed

The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent.
Reverse Entries

RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent to the Pre
Reviewer.

Drop Line Certification

RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
sent to the line certifier.

Drop Form

Effort Form is dropped. Payroll
Amount is recalculated. An Email
Notification is sent out to the Pre
Reviewer to Pre Review the form. In
short, the effort process starts over.

On Hold

The RCT remains in queue for the
Central Administrator to review.
Commit Change

Payroll Amount is recalculated. An
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Effort STATUS RCT Impact . .
CASE Form IN | Effort Form | Status d Actions Available
Review not Email Notification is sent out to
required or PostReviewer to PostReview the form
not done yet: and reconcile the difference.
PreReview = e No Change Needed
N The Processed flag will be set to Y. The
Certify =Y Effort Form is not updated. Payroll is
PostReview not updated. Notification is not sent.
=Nor e Reverse Entries
PostReview= RCT entries are reversed and copied to
N(Saved) the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.
e Drop Line Certification
RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
sent to the line certifier.
e Drop Form
Effort Form is dropped. Payroll
Amount is recalculated. An Email
Notification is sent out to the Pre
Reviewer to Pre Review the Form. In
short, the effort process starts over.
Pre Review e OnHold
Completed, The RCT remains in queue for the
Certification Central Administrator to review.
Completed, e Commit Change
and Post Payroll Amount is recalculated.
Current Review not An Email Notification is sent out to
6 or Past required or Debit Post Reviewer to Post Review the form
Reporting | not done yet: and reconcile the difference.
Period PreReview = e No Change Needed
Y The Processed flag will be set to Y. The
Certify =Y Effort Form is not updated. Payroll is
PostReview not updated. Notification is not sent.
= N or Post e Reverse Entries
Review = N RCT entries are reversed and copied to
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CASE

Effort
Form IN

Current
or Past
Reporting
Period

STATUS
Effort Form

(Saved)

Pre Review
Completed,,
Certification
Completed,
and Post
Review not
required or
not done yet:
PreReview =
Y

Certify =Y
PostReview
=Nor
PostReview=
N(Saved)

RCT Impact
Status

Credit

Central Administrator Manual

Actions Available

the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.

e Drop Line Certification
RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
sent to the line certifier.

e Drop Form
Effort Form is dropped. Payroll
Amount is recalculated. An Email
Notification is sent out to the Pre
Reviewer to Pre Review the Form. In
short, the effort process starts over.

e OnHold
The RCT remains in queue for the
Central Administrator to review.

e Commit Change
Payroll Amount is recalculated.
An Email Notification is sent out to
Post Reviewer to Post Review the form
and reconcile the difference.

e No Change Needed
The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent.

o Reverse Entries
RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.

e Drop Line Certification
RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is

Retroactive Cost Transfers



ERSv10.0

Central Administrator Manual

CASE

Effort
Form IN

Current
or Past
Reporting
Period

STATUS
Effort Form

Pre Review
Completed,
Certification
Completed
and Post
Review
Completed:
PreReview =
Y

Certify =Y
PostReview
=Y

RCT Impact
Status

Debit

Actions Available

sent to the line certifier.

e Drop Form
Effort Form is dropped. Payroll
Amount is recalculated. An Email
Notification is sent out to the Pre
Reviewer to Pre Review the Form. In
short, the effort process starts over.

e OnHold
The RCT remains in queue for the
Central Administrator to review.

e Commit Change
Payroll Amount is recalculated.
The Post Review status is reset to N
(Saved).
An Email Notification is sent out to
Post Reviewer to Post Review the form
and reconcile the difference.

e No Change Needed
The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent.

e Reverse Entries
RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.

e Drop Line Certification
RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
sent to the line certifier.

e Drop Form
Effort Form is dropped. Payroll
Amount is recalculated. An Email
Notification is sent out to the Pre
Reviewer to Pre Review the Form. In
short, the effort process starts over.
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Effort

CASE

10

Form IN

Current
or Past
Reporting
Period

Current
or Past
Reporting
Period

STATUS
Effort Form

Pre Review
Completed,
Certification
Completed
and Post
Review
Completed:
PreReview =
Y

Certify =Y
PostReview
=Y

Effort Form
has not been
accessed:
PreReview =

Certify =N
PostReview

RCT Impact
Status

Credit

OK

Central Administrator Manual

Actions Available

On Hold

The RCT remains in queue for the
Central Administrator to review.
Commit Change

Payroll Amount is recalculated.

The Post Review status is reset to N
(Saved).

A notification is sent out to Post
Reviewer to Post Review the form and
reconcile the difference.

No Change Needed

The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent.
Reverse Entries

RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.

Drop Line Certification

RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
sent to the line certifier.

Drop Form

Effort Form is dropped. Payroll
Amount is recalculated. An Email
Notification is sent out to the
PreReviewer to PreReview the Form.
In short, the effort process starts over.

On Hold

The RCT remains in queue for the
Central Administrator to review.
Commit Change

Payroll Amount is recalculated.

An Email Notification is sent out to the
Pre Reviewer if the form requires Pre

Retroactive Cost Transfers



ERSv10.0

Central Administrator Manual

CASE

11

Effort
Form IN

Archived

STATUS

RCT Impact

Effort Form | Status

=N

Effort Form
has been
Completed
and
Archived.

Debit

Actions Available

Review

e No Change Needed
The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent.

e Reverse Entries
RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.

e OnHold
The RCT remains in queue for the
Central Administrator to review.

e Commit Change
Archived Form is Unarchived.
Payroll Amount is recalculated.
An Email Notification is sent out to
Post Reviewer to Post Review the form
and reconcile the difference.

e No Change Needed
The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent.

o Reverse Entries
RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.

e Drop Line Certification
RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
sent to the line certifier.

e Drop Form
Effort Form is dropped. Payroll
Amount is recalculated. An Email
Notification is sent out to the Pre
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CASE

Effort Form
has been
12 Archived Completed Credit
and
Archived.
13 Current
or Past Any non- OK

Reporting | archived,

Effort STATUS RCT Impact
Form IN | Effort Form | Status

Central Administrator Manual

Actions Available

Reviewer to Pre Review the Form. In
short, the effort process starts over.

On Hold

The RCT remains in queue for the
Central Administrator to review.
Commit Change

Archived Form is Unarchived. Payroll
Amount is recalculated. The
difference in the Pre Review and
Certify should be reconciled as Cost
Sharing in Post Review. Email
Notification is sent out to Post
Reviewer.

No Change Needed

The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent.
Reverse Entries

RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.

Drop Line Certification

RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
sent to the line certifier.

Drop Form

Effort Form is dropped. Payroll
Amount is recalculated. An Email
Notification is sent out to the Pre
Reviewer to Pre Review the Form. In
short, the effort process starts over.

On Hold
The RCT remains in queue for the
Central Administrator to review.
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CASE

14

Effort
Form IN

Period

Archived

STATUS RCT Impact

Effort Form @ Status Actions Available

accessed
form with
RCT impact
within the
established
RCT
tolerance

Any
archived,
form with
RCT impact
within the
established
RCT

OK

Commit Change

Payroll Amount is recalculated.

If Certify = Y or Saved, then Certifier %
is kept intact. Otherwise, the Certifier
% and Certifier Dollar Amount is same
as Pre Review % and Pre Review
Dollar Amount.

No Email Notification is sent out to
Post Reviewer.

No Change Needed

The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent.
Drop Line Certification

RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
sent to the line certifier.

Drop Form

Effort Form is dropped. Payroll
Amount is recalculated. An Email
Notification is sent out to the Pre
Reviewer to Pre Review the Form. In
short, the effort process starts over.
Reverse Entries

RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.

On Hold

The RCT remains in queue for the
Central Administrator to review.
Commit Change

Archived Form is Unarchived.
Payroll Amount is recalculated.

No Email Notification is sent out to
Post Reviewer to Post Review the
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CASE Effort
Form

Current
or Past
Reporting
Period.
The RCT
15 is to the
Control

Salary

Account
(Clearing
Account)

STATUS
Effort Form

tolerance
(Certify=Y)

Certify = Y:
Any non-
archived or
archived
certified
form with
RCT to the
control
salary
(clearing)
account

RCT Impact
Status

Debit/Credit

Central Administrator Manual

Actions Available

form.

No Change Needed

The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent.
Reverse Entries

RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.

Drop Line Certification

RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
sent to the line certifier.

Drop Form

Effort Form is dropped. Payroll
Amount is recalculated. An Email
Notification is sent out to the Pre
Reviewer to Pre Review the Form. In
short, the effort process starts over.

On Hold

The RCT remains in queue for the
Central Administrator to review.

No Change Needed

The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent.
Commit Change

Payroll Amount is recalculated.

The Post Review status is reset to N
(Saved).

A notification is sent out to Post
Reviewer to Post Review the form and
reconcile the difference.

Reverse Entries

RCT entries are reversed and copied to
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Effort STATUS RCT Impact

CASE Form IN | Effort Form | Status

Actions Available

the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.

e Drop Line Certification
RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
sent to the line certifier.

e Drop Form
Effort Form is dropped. Payroll
Amount is recalculated. An Email
Notification is sent out to the Pre
Reviewer to Pre Review the Form. In
short, the effort process starts over.
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CASE

RCT Not
Net Zero
(One
Sided
Cost
Transfer)

16 Certify=N

Effort STATUS RCT Impact
Form IN | Effort Form | Status
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Actions Available

On Hold

The RCT remains in queue for the
Central Administrator to review.
Commit Change

a. If Pre=Y before, Notify Pre Reviewer
and certifier (different email
messages). Pre flag becomes N(Saved)
b. If Pre=N(Saved), Notify Pre
Reviewer only. Pre flag becomes
N(Saved)

No Change Needed

The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent
Drop Line Certification

RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
sent to the line certifier.

Drop Form

Apply to payroll then drop the form

a. If Pre=Y before, Notify Pre Reviewer
and Certifier (different email
messages). Pre flag becomes N

b. If Pre=N(Saved), Notify Pre
Reviewer only. No flag changes
needed.

Reverse Entries

RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.
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Effort STATUS RCT Impact . .
CASE Form IN | Effort Form | Status d Actions Available
On Hold
The RCT remains in queue for the
Central Administrator to review.
Commit Change -
The non-excluded part of the entry
needs to be applied to payroll
a. If Pre=Y before, Notify Pre Reviewer
and Certifier (different email
messages). Pre flag becomes N(Saved)
b. If Pre=N(Saved), Notify Pre
Reviewer only. No flag changes
needed.
No Change Needed
RCT Any The Processed flag will be set to Y. The
includes | accessed and Effort Form is not updated. Payroll is
Excluded | non-certified not updated. Notification is not sent
17 Amount | form with Drop Line Certification
(One RCT to RCT transactions are applied to the
Sided excluded payroll and form. The certification for
Cost account: the RCT impacted lines are dropped.
Transfer) | Certify =N Effort Form status is updated

accordingly. An email notification is
sent to the line certifier.

Drop Form

Effort Form is dropped. Payroll
Amount is recalculated. An Email
Notification is sent out to the Pre
Reviewer to Pre Review the Form. In
short, the effort process starts over.
Reverse Entries

RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.
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CASE

RCT

Includes | Any certified
Excluded | form with
Account | RCT to

(One excluded
Sided account
Cost Certify =Y
Transfer)

18

RCT Not
Net Zero
19 (One
Sided
Cost

Certify =Y

Effort STATUS RCT Impact
Form IN | Effort Form | Status

Central Administrator Manual

Actions Available

On Hold

The RCT remains in queue for the
Central Administrator to review.

No Change Needed

The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent
Commit Change

Payroll Amount is recalculated.

The Post Review status is reset to N
(Saved).

A notification is sent out to Post
Reviewer to Post Review the form and
reconcile the difference.

Reverse Entries

RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An e-mail notification is sent.

Drop Line Certification

RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
sent to the line certifier.

Drop Form

Effort Form is dropped. Payroll
Amount is recalculated. An Email
Notification is sent out to the Pre
Reviewer to Pre Review the Form. In
short, the effort process starts over.
Notify all parties involved (pre, cert,
and/or post. Pre flag becomes N

On Hold

The RCT remains in queue for the
Central Administrator to review.

No Change Needed

The Processed flag will be set to Y. The
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CASE

20

Effort
Form IN

Transfer)

RCT
Causes
Negative
Payroll

STATUS RCT Impact
Effort Form | Status

Certify =N

Certify =Y

Actions Available

Effort Form is not updated. Payroll is
not updated. Notification is not sent.

e Reverse Entries
RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An email notification is sent.

e Drop Line Certification
RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
sent to the line certifier.

e Drop Form
Apply to payroll then drop the form
Notify all parties involved (pre, cert,
and/or post depending if the form had
the signature from Post Reviewer). Pre
flag becomes N

e OnHold
The RCT remains in queue for the
Central Administrator to review.

e No Change Needed
The Processed flag will be set to Y. The
Effort Form is not updated. Payroll is
not updated. Notification is not sent.

o Reverse Entries
RCT entries are reversed and copied to
the ERSCT Table. Payroll table is not
updated. Effort form is not updated.
An email notification is sent.

e Drop Line Certification
RCT transactions are applied to the
payroll and form. The certification for
the RCT impacted lines are dropped.
Effort Form status is updated
accordingly. An email notification is
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Effort STATUS RCT Impact

CASE Form IN | Effort Form | Status

Actions Available

sent to the line certifier.

e Drop Form
Apply to payroll then drop the form.
Notify all parties involved (Pre
Reviewer, Certifier, and/or Post
Reviewer depending if the form had
the signature from Post Reviewer). Pre
flag is updated to N
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13.10 RCT Emails

When certain actions are performed, the system will send out notifications to the
Pre Reviewers, Certifiers, and Post Reviewers informing them of the action that has
occurred. Refer to Appendix 1 to determine who is notified for each case. The
emails are based on one of the four possible actions for each role: Commit
(modified), Drop, Line Certification Drop or Reverse.

The emails are as follows:

13.10.1 Pre Review

Subject: Please Pre Review RCT Impacted Form
(Message is determined by action)

Commit Message: Effort form for <EMPNAME> for the effort period <RPCODE>
has been modified due to the impact of a cost transfer. Please go to <URL> to Pre
Review the form.

Drop Message: Effort form for <EMPNAME> for the effort period <RPCODE> has
been dropped due to the impact of a cost transfer. Please go to <URL> to Pre
Review the form.

Reverse Message: Effort form for <EMPNAME> for the effort period <RPCODE>
has been modified by creating a new retro cost transfer. Please go to <URL> to Pre
Review the form.

Transmitting Individual Details:
From: Central Administrator <Value of CAEmail system parameter>
<FROMNAMES>: Central Administrator

Receiving Individual Details:
To: Displays email address of the Pre Reviewer.

13.10.2 Certify

Subject: Please wait to certify until the new RCT Impacted Form has been pre
reviewed.

(Message is determined by action)
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Commit Message: Effort form for <EMPNAME> for the effort period <RPCODE>
has been modified due to the impact of a cost transfer.

Drop Message: Effort form for <EMPNAME> for the effort period <RPCODE> has
been dropped due to the impact of a cost transfer.

Reverse Message: Effort form for <EMPNAME> for the effort period <RPCODE>
has been modified by creating a new retro cost transfer.

Transmitting Individual Details:
From: Central Administrator <Value of CAEmail system parameter>
<FROMNAMES>: Central Administrator

Receiving Individual Details:
To: Displays email address of the Certifier.

13.10.3 Post Review

Subject: Please Post Review RCT Impacted Form
(Message is determined by action)

Commit Message: Effort form for <EMPNAME> for the effort period <RPCODE>
has been modified due to the impact of a cost transfer. Please go to <URL> to Post
Review the form.

Drop Message: Effort form for <EMPNAME> for the effort period <RPCODE> has
been dropped due to the impact of a cost transfer. Please go to <URL> to Post
Review the form.

Reverse Message: Effort form for <EMPNAME> for the effort period <RPCODE>
has been modified by creating a new retro cost transfer. Please go to <URL> to Post
Review the form.

Transmitting Individual Details:
From: Central Administrator <Value of CAEmail system parameter>
<FROMNAMES>: Central Administrator

Receiving Individual Details:
To: Displays email address of the Post Reviewer.
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The RCT Emails can be configured using interface Admin 2 System Settings 2 Email
- ERS Auto Email

Configure the Email message templates for all types of

Manage )
anage auto emails that the system sends out.

Manage Auto Email
Displaying 12 of 47 records
Dreciten : sithct JIECE
ReT|

=l RCTCERTC This notification is sent by the RCT process to the appropriate Certifier A Cost Transfer was identified that impacted your effort form. Please do not certify View
# when the Commit action is selected until the newly processed form is Pre Reviewed again

=1 RCTCERTD This notification is sent by the RCT pracess to the appropriate Certifier | A Cast Transfer was identified that impacted your effort farm. Please do not certify View
# when the Drop action is selected. until the newly processed form is Pre Reviewed again

=l RCTCERTR This notification is sent by the RCT process to the appropriate Certifier A Cost Transfer was identified that impacted your effort farm. Please do not certify View
# when the Reverse action is selected. until the newly processed form is Pre Reviewed again.

55" RCTNEWACTC Please certify RCT impacted Form View

E! RCTPAPERD the notification to pre reviewer for paper certification forms Please Pre Review the RCT Impacted Form View

—

=1 RCTPOSTC This notification is sent by the RCT process to the appropriate Post A Cost Transfer was identified that impacted the effort form. Please complete the View
4 Reviewer when the Commit action is selected. Post Review.

LE[ RCTPOSTD This notification is sent by the RCT pracess to the appropriate Post A Cost Transfer was identified that impacted the effort form. Please complete the View
& Reviewer when the Drop action is selected. Post Review.

El RCTPOSTR This notification is sent by the RCT process to the appropriate Post A Cost Transfer was identified that impacted the effort form. Please complete the View
. Reviewer when the Reverse action is selected. Post Review.

E! RCTPREC This notification is sent by the RCT process to the appropriate Pre A Cost Transfer was identified that impacted the effort form. Please complete the View
# Reviewer when the Commit action is selected. Pre Review.

=) RCTPRED This notification is sent by the RCT process to the appropriate Pre A Cost Transfer was identified that impacted the effort form. Please complete the View
& Reviewer when the Drop action is selected. Pre Review.

=1 RCTPRER This notification is sent by the RCT process to the appropriate Pre A Cost Transfer was identified that impacted the effort form. Please complete the View
Ze Reviewer when the Reverse action is selected. Pre Review.

E’! RCTRECERTC Please re-certify RCT impacted Form View

13.10.4 Email by Case

Below is an easy reference chart describing email notifications when a change is
committed.

‘Action Taken Condition Recipient ‘Auto Email Type

Case 1 \ \
Commit Change Pre Reviewer |RCTPREC
Reverse Entries Pre Reviewer |RCTPREC

Commit Change Pre=Y or N(Saved) |Pre Reviewer [RCTPREC

Pre=Y Certifier RCTCERTC
Reverse Entries Pre=Y or N(Saved) |Pre Reviewer |RCTPRER
Drop Line Certification Line Certifier |RECERT
Drop Form Pre Reviewer |RCTPRED
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Case 3 \ \
Commit Change Pre=Y or N(Saved) |Pre Reviewer |RCTPREC
Pre=Y Certifier RCTCERTC
Reverse Entries Pre=Y or N(Saved) |Pre Reviewer |RCTPRER
Drop Line Certification Line Certifier |RECERT

Drop Form

Pre Reviewer

RCTPRED

Commit Change Post Reviewer |RCTPOSTC
Reverse Entries Pre Reviewer |RCTPRER
Drop Line Certification Line Certifier |RECERT
Drop Form Pre Reviewer |RCTPRED

Case 6

Case 5 \ \
Commit Change Post Reviewer |RCTPOSTC
Reverse Entries Pre Reviewer |RCTPRER
Drop Line Certification Line Certifier |RECERT
Drop Form Pre Reviewer |RCTPRED

Commit Change Post Reviewer |RCTPOSTC
Reverse Entries Pre Reviewer |RCTPRED
Drop Line Certification Line Certifier |RECERT
Drop Form Pre Reviewer |RCTPOSTD
Case 7 \ \

Commit Change Post Reviewer |RCTPOSTC
Reverse Entries Pre Reviewer |RCTPRED
Drop Line Certification Line Certifier |RECERT
Drop Form Pre Reviewer |RCTPOSTD
Commit Change Post Reviewer |RCTPOSTC
Reverse Entries Pre Reviewer |RCTPRER
Drop Line Certification Line Certifier |RECERT
Drop Form Pre Reviewer |RCTPRED

(®)
%)
[%2]
(¢”]
O

Commit Change Post Reviewer |RCTPOSTC
Reverse Entries Pre Reviewer |RCTPRER
Drop Line Certification Line Certifier |RECERT

Drop Form

Commit Change

Pre Reviewer

Pre Reviewer

RCTPRED

RCTPREC

Reverse Entries

Pre Reviewer

RCTPRER
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Case 11 \ \

Commit Change Post Reviewer |RCTPOSTC
Reverse Entries Pre Reviewer |RCTPRER

Drop Line Certification Line Certifier |RECERT

Droi Form Pre Reviewer |RCTPRED
Commit Change Post Reviewer |RCTPOSTC
Reverse Entries Pre Reviewer |RCTPRER

Drop Line Certification Line Certifier |RECERT

Drop Form

Pre Reviewer

RCTPRED

Commit Change No one
Reverse Entries Pre Reviewer |RCTPRER
Drop Line Certification Line Certifier |RECERT

Drop Form

Pre Reviewer

RCTPRED

Commit Change No one
Reverse Entries Pre Reviewer |RCTPRER
Drop Line Certification Line Certifier |RECERT

Droi Form Pre Reviewer |RCTPRED
Commit Change Post Reviewer |RCTPOSTC
Reverse Entries Pre Reviewer |RCTPRER
Drop Line Certification Line Certifier |RECERT

Drop Form Pre Reviewer |RCTPRED

Commit Change Pre=Y or N(Saved) |Pre Reviewer |RCTPREC
Pre=Y Certifier RCTCERTC

Reverse Entries Pre Reviewer |RCTPRED

Drop Line Certification Line Certifier |RECERT

Droi Form Pre Reviewer |RCTPRED
Commit Change Pre=Y or N(Saved) |Pre Reviewer |RCTPREC
Pre=Y Certifier RCTCERTC
Reverse Entries Pre Reviewer |RCTPRER
Drop Line Certification Line Certifier |RECERT

Drop Form Pre Reviewer |RCTPRED
Case 18 \ \
Commit Change Post Reviewer |RCTPOSTC
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Reverse Entries Pre Reviewer |RCTPRER
Drop Line Certification Line Certifier |RECERT
Drop Form Pre Reviewer |RCTPRED

Certifier RCTCERTD
Post=Y or
N(Saved Post Reviewer |[RCTPOSTD
Reverse Entries Pre Reviewer |RCTPRER
Drop Line Certification Line Certifier |RECERT
Drop Form Pre Reviewer |RCTPRED
Certifier RCTCERTD
Post=Y or
N(Saved) Post Reviewer |[RCTPOSTD
Commit Change Pre Reviewer |RCTPREC
Reverse Entries Pre Reviewer |RCTPRER
Drop Line Certification Line Certifier |RECERT

Droi Form Pre Reviewer |RCTPRED

13.11 Frequently Asked Questions (FAQ)

Question 1: Should the data be loaded directly into the applicable payroll table
(ERSPAYROLLxxxxxX)?
Answer 2: Absolutely NOT
Reasons
» Payroll table consists of a combination of source and system data fields.
* The system-related fields are ONLY populated at the time of initiation.

After initiation, payroll table is never updated with system data.
Bypassing RCT process will not maintain Audit Trail of system data

Question 2: Can Edit Payroll Feature be used instead?
Answer 2: NOT Recommended
Reasons
Edit Payroll can only be applied to forms that have not been Certified
ERS does not maintain any audit trail of changes done to Payroll

Payroll changes associated with Exclusions cannot be updated via Edit

Payroll

Source Systems and ERS may be out of synch if changes are done via Edit

Payroll

New accounts cannot be added via Edit Payroll

Retroactive Cost Transfers



ERS v10.0 Central Administrator Manual

Chapter 14

Cost Transfer
Approval

Cost Transfer Approval



ERS v10.0 Central Administrator Manual

Table of Contents

14 CoSt TranSfer APPIOVAl .. ssssssesssssssssssssnes 3
14.1 Cost Transfer Approvals by CTAP Or DH....ccinnirnescisssssssessssssssssssssssns 6
14.2  Auto Email Configuration.....oeeenneeneesesssessesssssssssssesssssssssssssssssssssssessssssessaes 11

Cost Transfer Approval



ERSv10.0 Central Administrator Manual

14 Cost Transfer Approval

The Cost Transfer Approval (CT Approval) is a feature that allows the Central
Administrator (CA) or the designated Cost Transfer Approver (CTAP) and/or
Division Head (DH) to approve the cost transfers generated in Pre and Post Review.

Note: This feature is only applicable to the institutions that transact cost transfers in
ERS.

The CT Approval option is available to the Central Administrator and other assigned
individuals under menu option Admin.

Admin [E

System Settings

Data Management

User Management

Initiation

Exceptions

Archive Data

RCT

CT Approval {b

Upon selecting the “CT Approval” option, the following list of cost transfers pending
approval is presented to the user.
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CT Approval

Check AN Clgar A0

Displaying 2 of 2 records

52060 005585 123116 x b1 N N Beuchard Beth Ann  PRE-1533544960650-00 00001-100-000100-0000-0121 709166  2016-07-01 2016-12-31
S5110-100-100001-0000-0010  -T091 66  2016-07-01 2016-12-31

5411 BEETTTOOZ 123116 ¥ ¥ (Effont Foem Lipdatad) N Eriedman Mary  PRE-15295 1852621604 ABB50-5650 G600 20160701 2016-12-31
B2060-63850 E50.0  2016-07-01 2016-12-11

The list can be sorted or filtered on any of the fields presented. Clicking on the
Employee Name link will display employee’s effort form for the reporting period
affected by the cost transfer. Clicking on the CTID link will display the details
related to the cost transfer.

Select a cost transfer (or multiple) from the list by selecting the check box next to
each cost transfer and click Approve or Reject at the bottom of the screen. After
selecting Approve, ERS displays the following confirmation screen.

CT Approval
| Tha followeng Cost Transfer(s) were successtully approved
Displaylng 1 of 1 records
pioyee ) 4 Wuporhng e Cortitiod . ] | Amoumt ¢ pogmoaw ¢  franaw e
£2060 0055825 12318 N Bouchard Bath Ann  PRE-1S33EL0G0600.-00  000C1-100-000100-0000-0121 T091.66 2016-07-01 2016-12-11
55110-100-100001-0000-0010 1091 66 20160701 20161231
i b

Clicking Continue will bring the user back to the screen with all available cost
transfers pending approval.

CT Approval

Chack &)l lagr All

Displaying 2 of 2 rocords

Check ¢
B3 saoe0  oosseRs 123116 X Y N N Bouchard Beth Ann  PRE-1530844560600-00 00001-100-000100-0000-0121  T031.66 2016-07-01 2016121
55110-100-100001-0000-0010  -TOS1.66 2016-07-01 2016-12-31
4N sesTiIT002 12316 Y ¥ (Eflort Form Updated) N Enedman Mary  PRE-1529510526216-00 45850-25650 6500 20160701 2016-12-31
B2060-53850 6600 20160701 20161231

The approved cost transfers will display next to it and the rejected cost transfers
will display B3| instead of the checkbox.

Clicking Exit will bring the user to the home page.
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Selecting Reject instead of Accept generates a prompt to provide a reason for
rejecting the cost transfer in the Notes field.

CT Approval

1 20161231

be Past Reviewed again An smail will be sent 1o the Past Reviewer

2018123

While the status of the effort form (Pre Review, Certification or Post Review) is not
impacted whether or not CT approval is performed, it does affect who is notified and
what action ERS will take should the cost transfer be rejected.

Note: Once a Cost Transfer is exported, it can no longer be rejected.

The effects of the state of the effort form are as follows:

Rejection Case Action
e The effort form status is set to Post
The CT is from Post Review Review (saved)

e Email sent to Post Reviewer

o The effort form is reset to Pre
Review (Saved)

e FEmail sent to Pre Reviewer only

e Pre Review process is to be
completed again

e The effort form is reset to Pre

The CT is from Pre Review and Effort
Form is not Certified

The CT is from Pre Review and Effort Revzel'w (Saved) .
. s e FEmail sent to Pre Reviewer /
Form is Certified but not Post s
; Certifier
Reviewed . L
e Pre Review and Certification process
is to be repeated
e The effort form is reset to Pre
Review (Saved)
The CT is from Pre Review and Effort e Emalil sent to Pre / Cert / Post
Form is Certified and Post Reviewed Reviewer
e The full process is to be completed
again

This pattern follows the exact same process in any of the above circumstances;
however, there are two cases worth mentioning:
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1. Ifthe CA/CTAP selects to reject a CT from Pre Review and a CT from Post
Review exists on the same form, then both must be rejected.

2. Ifthe CA/CTAP selects to approve a CT from Post Review and a CT from Pre
Review exists on the same form, then both must be approved.

Configuration Note: There is a configuration (ApproveCTBFCert) that allows the
institution to hold the effort form and not release it to the Certifier until the cost
transfer(s) transacted in Pre Review have been approved. This parameter can have
one of two possible values:

Y -The Cost Transfers done by the Pre Reviewer needs an approval before the effort
form can be released to the Certifier for Certification.

N -The Cost Transfers done by the Pre Reviewer do not need an approval and can be
released to the Certifier for Certification.

This configuration is not available within ERS interface and can only be configured
via back-end. Please contact MAXIMUS for instructions to enable and configure this
feature.

Configuration Note: There is a configuration (ApproveCTBFCompletion) that
allows ERS to flag the effort form as completed before cost transfers transacted in
Post Review are approved. This parameter can have one of two possible values:

Y -The Cost Transfers done by the Post Reviewer needs an approval before the
effort form can be flagged as complete.

N -The Cost Transfers done by the Post Reviewer do not need an approval and the
effort form is flagged as complete once Post Review is done.

This configuration is not available within ERS interface and can only be configured
via back-end. Please contact MAXIMUS for instructions to enable and configure this
feature.

14.1 Cost Transfer Approvals by CTAP or DH

The option of assigning a Cost Transfer Approver (CTAP) or Division Head (DH) or
any other individual(s) as CT approvers has many advantages. This feature permits
assigning Cost Transfer approval to multiple individuals in Grants Accounting who
may be more aware of grant begin and end dates, current balances and other
pertinent information that should be considered when reallocating salary dollars. It

m Cost Transfer Approval
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also permits assigning the responsibility to higher level administrators in colleges or
divisions responsible for managing funds in their domain.

STATUS/ MY TO DO

The Cost Transfer Approver’s Home Page will display a STATUS/ MY TO DO box for
any pending cost transfer approvals.

— My Status / To Do

Current Prior(s)

CT Approve Pending 1 0

- My Status / To Do

Current Prior(s)

o Pending 0 0
Individual

Certification

Pending Pre Review 1 1

CT Approve Pending

|—
=
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-— My Status / To Do

Current Prior(s)

Pending Critical 10 n
Pre Review
Pending Non-Critical 4 5

Pending 0 0
Post Review
Pending Certification

L]
|

CT Approve Pending

|=—
]

Clicking on any link under STATUS/ MY TO DO directs the user (DH or CTAP) to the
Cost Transfer Approval Page.

CT Approval

Displaying 1 of 1 records

55524 0102693 123116 X Y N N OShaughnessy, Pel PRE-12305I0016305-00  55524-300-201102-021167-0000-0000  -530.24  2016-07-01  2016-12-31
£5524-300-201001-020934-0000-0000 53024 20160701 20161231

i i

The following four types of Cost Transfer Approval by roles other than Central
Administrator are available.

1. Divisional (College) Approval: Cost Transfer needs to be approved by
account owning division first, then by the form’s home division. A Cost
Transfer is considered approved only when all divisions involved in a
transfer approve it.

2. Central Approval: Cost Transfer needs to be approved by central grant
approval office. The Central Grant Office’s approval completes the approval
process.

m Cost Transfer Approval
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3. Two-Level Approval: Cost Transfer needs to be approved first by CT
Approver within the department, then by the Central CT approver. The Cost
Transfer is considered approved when both levels approve it.

4. Rule Based Approval: ERS allows institutions to define different levels of
approval among its domain (Dept, Division or School). A Cost Transfer needs
to be approved by certain level only when it matches the rule behind the
approval level.

Configuration Note: Institutions can determine how many levels of approvals are
necessary as well as dollar threshold required for approval. This configuration is
only available via back-end update. Once defined, ERS will notify the next approver
as defined in the configuration. When all the necessary approvals are obtained, the
Certifier will receive an email - if the Cost Transfer originated in Pre Review.

Please contact MAXIMUS for more details regarding this configuration

Note: CA can always approve or reject a cost transfer before CT Approver completes
the Cost Transfer Approval process.

ERS will categorize the Cost Transfers pending approval by Current Period and
Prior Period:

Current Prior(s)

CT Approval

Displaying 2 of 4 records

Check All Cloas All
Over Fra Post Employes | | Bagin
. EEER =
14
4 Barnaht 491593663378-00 G1570-63680

1231

61570 182702222 123114 X v N B LN PRE-1 30 prdli] 2014-00-01 2014-12-31

2014-00-01 201412-31

123114 X Y N N Codag Kalhy PRE-1494525311306-00

If the DH or CTAP have no Cost Transfers to approve the following is displayed on
the Home Page.

Cost Transfer Approval
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admin (3 ~

My Status / To Do

Congratulations! You do not have any To-Do items

Bishop, Jane
Cost Transfer Approver

“Cost Transfer Approval Status” Report is available for CA, DH and CTAP roles to
follow up on the Pending/Approved/Rejected Cost Transfer within the user’s

domain.

- Effort Results

s [Cffort by Account
o Fffort Indimdual
s [Cffort by Attributes
* University Summary By Account
s [ffort Form Completed
o Fffort Result Summary Detail
s [Cffort Form Pre Reviewed
* Salary Cap
s Cost Sharing Details by Selected Query
* Cost Transfer Pending
s [Cffort On Demand Preview
o Fffort Form Cerified
s [ffort Form Mot Completed
* Cost Transfer
| = Cost Transfer Approval Status |
* Cost Sharing
s [Effort Sponsored/Mon-sponsored Account Summary
* [elinguent Effort Forms

s Cost Share by Account
* Salary Cap Worksheet
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Cost Transfer Status Report (123116)

Displaying 1 of 1 recon ds
Cost Transfers Initiated By Pre Review
Employss[D & | EmployssName &  SubDept | Expored? & | DateCTinitiated & | CTindiaiedBy ¢| CTStshus o DaysClapssd & ReviewsdBy | DateReviewsd 3 |
Ericdman Mary 61380 N 270713 Mier, Cris Approved 2 Ed. Higher 20170712

Dizplaying 0 of 0 records.
Cost Transfers Initiated By Post Review

[“Giorm 0+ Gnpeoye e+ SOt ¢ Exporas? | OomCTiams ¢ Ciianady ¢ CToma 4 DysGaped o ey | DnAioms <

Displaying 0 of 0 records

Cost Transfers Initiated By RCT
[ v 4 Envoretame + 50w+ Exprar + DT+ Gty ¢ CTos 4 OoEupd ¢ oy ¢ Duk

R Oviiosd|

14.2 Auto Email Configuration

The auto e-mail notifications sent as a result of Cost Transfer Assignments are
configurable under Admin - System Settings - Email Settings - ERS Auto Email.

Auto
Email |Description Subject
Type
This e-mail is used in the Assign Cost Transfer You have been
CTAPA Approver module where an e-mail notification is sent||assigned as Cost

to the newly assigned individual informing them of || Transfer Approver
their new role assignment of Cost Transfer Approver.

This e-mail is used in the Assign Cost Transfer Your responsibility
Approver module where an e-mail notification is sent|as Cost Transfer
CTAPR |to the individual when they are removed as the Cost ||Approver has been
Transfer Approver and no longer have the Cost changed

Transfer Approver responsibilities.

When configured to Divisional Approval, if the Cost Transfer involves accounts from
multiple divisions, the cost transfer needs to be reviewed and approved by both the
division which owns the account and the division that owns the effort form that is
affected by the cost transfer.

ERS determines the value in the ERSCHARTACCTS.DIVISION to establish the home
division of an account for which a cost transfer is transacted and uses the following
process:

Cost Transfer Approval
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» An email is sent to the owning division specifying the accounts involved in
cost transfer and the Cost Transfer amount.

» These transfers are routed to the account owning Division Head or CT
Approver and located in the STATUS/ MY TO DO box in the “CT Approval”
section.

» These transfers are routed to the effort forms owning Division Head or CT
Approver and located in the STATUS/ MY TO DO box in the “CT Approval”
section. The transfer is not available for approval until it's approved by the
account owning DH or CTAP.

» Justifications and any attachments can be reviewed by clicking on the CTID
hyperlink.

» The approval of Cost Transfers done on accounts not owned by the “Home”
department must be approved first by the corresponding CT Approver for
the division that owns the account.

» When CT is approved by the account owning DH/ CTAP then the CT becomes
pending on the “Home” page for the Division STATUS/ MY TO DO list in the
“CT Approval” section.

» The CT approval signature is required from all account owning DH/ CTAP
before it’s available for approval by the effort form owning DH/ CTAP.

» In cases where multiple Cost Transfer Approvers for a division are set up, an
approval is required by any one CTAP or DH for that division.

» If a cost transfer is rejected by either account owning DH/CTAP or Effort
Form owning DH/ CTAP, an email is sent to the individual (Pre Reviewer)
who initiated the transfer informing them of the rejection of the Cost
Transfer.

When configured to Two Level Approval, the cost transfer needs to be reviewed and
approved by Departmental CT Approver and Central Approver. The Departmental
Approver (level 1 approver) can be assigned by Divisional Head or Central
Administrator; the Central Approver (level 2 approver) can be assigned by CA.

» When Pre Review is done with cost transfer, email notification is sent to all
Level 1 Approver;

» The cost transfer is routed to Level 1 CT Approver and located under the
Status/My To Do box under Pending Approval column;

» When the cost transfer is approved by the Level 1 approver, an email
notification is sent to Level 2 approver notifying them that the cost transfer is
ready for approval;

» The cost transfer becomes available under Level 2 approver’s list;

» If Level 2 approver approves the cost transfer, it completes the approval
process and the cost transfer is marked as approved.

When configured to Rule Based Approval, the cost transfer needs to be reviewed in
the ascending order of the level for each rule it meets. For example, if there are 3
levels of rule defined, a Cost Transfer may need to be approved by all 3 levels or just

Cost Transfer Approval
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level 1 and 3. ERS also allows configuring to allow CA or DH to make CT Approver
Assignment. For example, The Level 1 approver can be assigned by Divisional Head
or Central Administrator; the Level 2 and 3 approvers can only be assigned by CA.

» When Pre Review is done with cost transfer, email notification is sent to all
lowest level of Approvers;

» The cost transfer is routed to lowest level CT Approver and located under the
Status/My To Do box under Pending Approval column;

» When the cost transfer is approved by the approver, an email notification is
sent to next level approver notifying them that the cost transfer is ready for
approval;

» The cost transfer becomes available under the next level approver’s list;

» If highest level approver approves the cost transfer, it completes the
approval process and the cost transfer is marked as approved.

If the configuration is selected which prevents certification until CT approval occurs,
these additional steps take place:

» The effort form’s status is changed to Pre Review Y (CT Approval Pending)
until approval occurs.

» An e-mail notification goes out to the Certifier to certify the effort form when
the cost transfer is approved by the last required CT approver.

Cost Transfer Approval
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Configuration Configuration JNDINAME Configuration Usage Values Default Value |Has Database Accessibility in ERS
Category Requirement?
Access Settings Public Access PublicAccess Allows end user access to ERS Enabled - Indicates that ERS allows Enabled If enabled all users except for
public access; CA will see the message System
Disabled - Indicates only Central is under maintenance.
Administrator can access ERS (usually
during maintenance period)
Access Settings Single Sign-On SINGLE_SIGN_ON This option activates the Institution's Single Sign-on process if [Enabled - Use the Institution's single Disabled
this functionality has been implemented. sign-on user id and password.
Disabled - Use ERS user id and
password.
Quick Settings Edit Payroll CAEditPayroll Allow CA to edit payroll for non-certified effort forms. Enable: Allows the CA to edit payroll Enable If disabled, the Edit Payroll link
Disable: Does not allow the CA to edit will not appear (Data
payroll Management/Manage ERS
Tables)
Quick Settings DC Rights DC-SubDC Allow Department Coordinator (DC) to change Sub Department (Enable: DC can change/modify SubDC Enable Assignments
Coordinator (SubDC) assignments. rights and assignments
Disable: DC cannot alter SubDC
parameters
Quick Settings Archive Dropped Effort ArchiveDroppedEffort Defines whether an original effort form is to be archived prior |[Enable: Archive form before dropping Disable Home Page> Search Effort
to being dropped Disable: Do not archive form when Forms by Employee ID
dropping
Quick Settings Enable Post Review Module |PostReviewEnabled Enable Post Review. This enables the Certifier to change effort |Enable: Changing effort percentages Enable If disabled, Certifier is unable to
percentages and adds the option to assign Post Reviewers in during certification requires Post make changes to effort
assignments. Review percentages
Disable: Post Review disabled
Quick Settings Pre Review Control NoPreChecking Perform checking on clearing suspense account when the effort |Enable: Perform Check Enable If enabled, check is performed
Salary/Suspense/Payroll form is assigned with No Pre Reviewer. Disable: Do not perform Check on effort forms with clearing
Clearing Accounts Account accounts that currently don't
have a Pre Reviewer assigned
Quick Settings Certify Multiple Forms BulkCertify Whether to allow certifier to certify multiple forms at the same [Enable: Certifier is able to select more
time. than one eligible forms to certify at a
time;
Disable: Certifier can only certify one
form at a time
Help Settings Announcements Manage system-wide announcements.
Help Settings Helpdesk Email HelpDeskEmail Set the email address to be displayed to users. Textbox Blank
Help Settings Helpdesk Phone Number HelpDeskPhone Set the helpdesk phone number to be displayed to users. Textbox Blank
Help Settings Login Page Message LoginMessage Set the announcement to all users seen on the login page. Textbox Blank
Help Settings Help Menu Configures the help menu options Manage
Cost Transfers Cost Transfer Grace Period |CTGracePeriod This parameter defines the number of days starting from the # of days 90 If blank, cost transfer

begin date of the reporting period until the date a cost transfer
is defined. If a cost transfer is defined beyond that period, then
the user should provide an explanation when transacting the
cost transfer

justification must always be
provided

MAXIMUS Confidential
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Configuration Configuration JNDINAME Configuration Usage Values Default Value |Has Database Accessibility in ERS

Category Requirement?

Cost Transfers Account Filter AcctFilter Disallow cost transfer on inactive account. Enable: Cannot transact cost transfers Disable If set to N, ERS will not allow
Defines whether to allow cost transfers to be transacted to to inactive account any Cost Transfers transacted
inactive account (Only applicable if CTs are used in ERS) on an added inactive account.

Disable: Can transact cost transfers to
inactive account
Cost Transfers Cost Transfer Mode Cost Transfer Configuration Manage
Cost Transfers Additional Input Field For Cost Transfer may optionally require an additional input field [Manage If enabled, then
Cost Transfer Allows inclusion of additional field to be displayed for ERSCT attrlisa
processing cost transfers required field for
processing cost
transfers

Effort Form Setup |Account Drilldown Setup Setup tables/columns used for account drilldown display on Manage
effort form.

Effort Form Setup |Payroll Drilldown Setup Setup columns used for payroll drilldown display on effort form.|Manage

Effort Form Setup |View Payroll CERTVIEWPAYROLL Allow payroll drilldown to be viewed in certify mode. Enable: Certifier can view payroll Enable If disabled, the payroll drill

down link and the Pre Review
Disable: Certifier cannot see payroll Details button are not available
details on effort forms for certifier.

Effort Form Setup [Payroll Drilldown IgnorelrrelevantTrans Ignore payroll transactions that are outside of the reporting Enable: Do notinclude irrelevant Enable

Transactions Options period on the Payroll Drilldown page. transactions when constructing effort
form
Disable: Include all payroll
transactions when constructing effort
form
Effort Form Setup |Payroll Drilldown Sorting  |PayrollDrillDownSorting Sets the account sorting options for the Payroll Drilldown page. |Account ID Account ID Payroll Drill down link on effort
Options Account Type forms
Effort Form Setup |Payroll Drill Down Default [PayrollDrillDownDefaultDisplay Sets the default display options for the Payroll Drilldown page. |By Transaction By If By Month, payroll entries will
Display By Month Transaction be displayed grouped by month,
not account
Effort Form Setup |Effort Form Layout EffortFormLayout This parameter defines certain layout features on the effort Manage hideCT,hideCS,hideSubk
Award form. award
Effort Form Setup |Read-only Forms ReadOnly This option determines how the read-only feature is configured [Disabled: Read-only access of Effort Disabled |The Account should |Pre Review > View Read Only

in Pre Review

Determines how the read-only feature is configured in Pre
Review

Forms is not available

Sponsored Only: Read-only access is
only available for sponsored accounts

All Accounts: Read-only access of
Effort Forms is available for all
accounts

be associated with a
department i.e. in
table
ERSCHARTACCTS
the column
COMPANY needs to
be populated with
the sub-department
code the account
belongs to. During
initiation the system
uses this value to
populate the value
in the
ERSPAYROLLXXXXXX.
ACCTSUBDEPT.

Forms.
Only available to DC.

MAXIMUS Confidential
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Configuration Configuration JNDINAME Configuration Usage Values Default Value |Has Database Accessibility in ERS
Category Requirement?
Effort Form Setup |Enable Cost Transfer EnableCostTransfer Defines whether to allow entries in the cost transfer column on |Enable: Pre and Post Reviewer can Enable If Disabled, the Cost Transfer
the effort form transact cost transfer on effort forms. input boxes are grayed out on
Disable: Cost Transfers cannot be effort forms
transacted in ERS on Effort Forms
Effort Form Setup |Enable Cost Sharing EnableCostSharing Allow Cost Sharing on effort forms. Enable: Pre and Post Reviewer can Enable If Disabled, the Cost Sharing
document cost sharing on effort form. input boxes are grayed out on
Disable: Cost Sharing is disabled effort forms
Effort Form Setup |Salary Cap Management This option will manage Salary Cap related parameter. Manage
Effort Form Setup |Viewable Accounts HideAccounts Select special conditions in which accounts can be hidden from |Manage
an effort form.
0_EffAmt - if present, accounts with zero payroll will not be
displayed on the effort form;
0_Commitment - if present, awards with zero commitment will
not be added to the effort form.
Email Settings Mail Server Address MailServer This parameter indicates the name or IP address of the mail Textbox Blank
server used to route e-mail generated by ERS. A valid mail
server address is required to enable E-mail Notification.
Email Settings Reply Email Address CAEmail This parameter indicates the reply email address to be used on [Textbox Blank
system emails.
Email Settings Auto Email Notification AutoEmail This parameter defines if an email notification will be sent out |Enable: An email notification is sent Enable
to inform the certifier or post reviewer after the effort formis [to the Certifier on completion of Pre
pre reviewed or certified. Review OR to the Post Reviewer if
Certifier makes any updates to the
effort form.
Disable: No email notification is
generated
Email Settings Use CA Email UseCAEmail This parameter defines if CA email is used as From Email Enable: Uses the CA email address as Disable
Address when sending the auto email from Pre the From Address
Review/Certify/Alt Dept Assignment.
Disable: Uses the email address
associated with the user whose action
causes auto notification to be
generated,
Email Settings ERS Auto Email Configure the Email message templates for all types of auto Manage ERSAUTOEMAIL
emails that the system sends out. table
Email Settings Delinquent Forms Alert Allows the system to generate automated emails to be sent Manage
based on the number of days the forms are delinquent and
establish an appropriate hierarchy.
Email Settings Bulk Email Manage settings for sending bulk emails to certifiers. Manage
Email Settings Host URL HostURL The URL defined in this parameter will be used in the ERS Auto [Textbox
Email context where it is represented by URL tag
Email Settings Update Host URL By Login |HostURLUpdatedByLogin Whether to allow the first login after server starts to update the [Enable: The first login after the server Enable

value for the Host URL parameter

starts will set the value of Host URL to
be used in auto emails.

Disable: CA can change and value of
Host URL and it will remain regardless
the server being restarted.

MAXIMUS Confidential
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Configuration Configuration JNDINAME Configuration Usage Values Default Value |Has Database Accessibility in ERS

Category Requirement?

Initiation Settings |Exclusion Rules Setup Defines specific payroll criteria to be excluded from payroll on |Manage
effort forms.

Initiation Settings |9 Over 12 Settings related to 9 Over 12 payroll conversion. Manage Disabled |If enabled, the If enabled, the 9 over 12

ERSPAYROLLxxxxxx.|conversion takes place during
APPT requires a the Initiation process.

value of number. If

blank, it will be

considered as 12

Initiation Settings |Effort On Demand Update the EOD refresh schedule or manually run the refresh ~ |Manage
now.

Initiation Settings |Define Certifier's Check List The Certifier's Check List will be displayed on the Certification |[Manage No Checklist
Form. defined

Initiation Settings |Critical Lists and Global GlobalRelease Manage Critical List and define Global Release by reporting Manage No Critical list If Y, a scheduled release of non

Release period. defined critical effort forms occurs if
Defines whether to allow the release from Pre Review of non they have not been Pre
critical effort form Global Release Reviewed
is not
cheduled
Initiation Settings |Faculty Code Setup Configure which title codes are considered faculty Manage No faculty
code defined

RCT Settings RCT Tolerance ERSRctTolerance Percentage threshold within which the RCT process determines |Textbox 5
the RCT Impact. Example, 1% Tolerance value indicates that the
RCT impact will be determined within a 1% range.

RCT Settings CT Prefix ERSCTStart The prefix of the payroll transaction ID that indicates that the ~ [Textbox E
cost transfer originated in ERS via Cost Transfer Process during
Pre or Post Review.

RCT Settings RCT Years ERSRCTYears The number of years of prior effort forms for which RCT can be |Textbox 2
applied. For example, if 2 years is selected, and the RCT is dated
more than 2 years old, it will not be applied.

RCT Settings Max Forms MaxRctEffForms The number of effort forms for which the RCT can be applied at [Textbox -1
one time. If -1 is entered, all RCT-impacted forms will be
processed at one time.

RCT Settings Log Retention DaysOfRCTSummaryToKeep The number of days the RCT summary is saved on the hard disk |Textbox 7
of the server. Enter positive integers only. The default value is 7.

RCT Settings Prorating Method RCTNonProratingMethod Select if RCT transactions are prorated based on overlap with ~ |Prorate: Not Prorated
reporting period or Not prorated and only based on end date of [Not Prorated
transactions.

RCT Settings Overlap Defined RCTOverlapDefined Use reporting period defined in ERSPAYROLLRCT to place RCT [Disable: System uses the begin and Disable If enabled, the rpcode and
transactions. If disabled, ERS places RCT in the correct end date of the RCT transaction to statuscode are required in the
reporting period based on transaction dates. determine the reporting period ERSPAYROLLRCT.

Enable: System uses the begin and
end date of the RCT transaction
provided by the user

Maintenance Download Logs Download server logs for system maintenance and/or Manage
troubleshooting.

Maintenance Certifier Assignments Refresh the Certifier Assignments if changes to the CEMAWARD ([Refresh

table are not currently reflected in the assignments for PI Line
Item Certifiers.

MAXIMUS Confidential
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Configuration Configuration JNDINAME Configuration Usage Values Default Value |Has Database Accessibility in ERS
Category Requirement?
Maintenance ERS Reporting Periods This parameter contains information about the ERS reporting  [Manage
periods, and it is refreshed every time when the ErsPeriods
table is updated.
Maintenance Effort Form Header Refresh the customizable Effort Form Header. Refresh
Maintenance Refresh JNDI Refresh JNDI settings in the database. Refresh
Over and Above Over and Above OVERLOAD_ENABLED Enable the Over and Above feature Enable: Over and Above feature is Disable
enabled.
Disable: Over and Above feature is
not enabled.
Over and Above Over and Above Threshold |OVERLOAD_THRESHOLD Maximum percent of over and above allowed Textbox 20
Over and Above  [Over and Above Rules Setup Over and Above Rules Per Reporting Period Manage
PI Line Item PI Line Item Setup Configure which effort forms are eligible for PI Line Item Manage Manage
Certification.
PI Line Item Account Threshold PIL_SPON_THRESHOLD Sets the minimum number of sponsored accounts on the form |Textbox 1
to be eligible for PI Line Item.
PI Line Item DC Assignment Rights PIL_ALLOW_DC_ASSIGN Allow a DC the right to change assignment on PI Line Item Enable: Allows DC to change line item Enable
forms. assignment
Disable: DC cannot change the line
item assignment
PI Line Item DC Enable Rights PIL_ALLOW_DC_ENABLE Allow a DC the right to enable/ disable PI Line Item on a form. |Enable: Allows DC or SubDC to enable Enable

PI Line Item forms

Disable: Does not allow DC or SubDC
to enable PI Line Item forms

MAXIMUS Confidential
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2.1 Overview

The purpose of this feature is to allow individual Principal Investigators (PIs) to
certify effort on their accounts for other individuals who contribute effort on their
projects. An individual may be working on various projects belonging to more than
one Principal Investigator. No one individual may be able to certify 100% of an
individual’s effort profile for the period reported, as each assigned PI can only attest
to the activity the covered individual is performing when working on his/her
projects. ERS has a process, Line Item Certification, that gives a Pl access to view the
effort form of individuals contributing effort on their award(s) for the period
reported. The PI will only be able to update and/or “certify” the award(s)
pertaining to him/her. For example, if a non faculty individual expended effort on
four sponsored accounts belonging to four different Pls, each PI will have access to
view that individual’s effort form; however, they can only update, change or certify
the account of which they are listed as the Principal Investigator.

In order to use this feature successfully, the following items need to be established:

» CEM Award Table - needs to contain PI Employee ID and Name for every
sponsored account (and any account classified as “Companion Cost Sharing”,
“K-Award”, “CAP”)

» Attestation Statement specific to Line Item Certification - a separate
attestation statement needs to be developed for those forms subject to line
item certification

» Eligibility Requirements - Line Item Eligibility is based on title code(s)
and/or specific employee id(s)

» If the institution is using a “faculty” restriction such that the faculty have to
certify their own effort form, ERS will only allow Line Item Certification to be
enabled for individuals not subject to the faculty restriction.

If the Line Item Certification is to be used, keep in mind the following:

» This functionality should not be enabled for faculty

» This functionality relies heavily on the role and process of the Pre Review.
Pre Reviews should be done with special attention for line item forms and
changes should be made timely to avoid impacting certified lines

» Pls assigned on Sponsored Projects can designate assistants to help them
with certification - when enabling specific effort forms for Line Item
Certification, designations for line certifiers should be made there, if the PI
(the default line certifier) is not the one certifying the sponsored lines

» If changes to effort percentages are permitted, Line Certifiers will only be
able to adjust effort percentages on the sponsored accounts assigned to
them. Non-Sponsored accounts will not be eligible for changes. Any edits to
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the non-sponsored accounts would have to be made by the Pre Reviewer or
Post Reviewer

» During Certification, Line Certifiers can only add a sponsored account and
only from the list where they (or their designees) are listed as the PI

» The form will not be considered “certified” until all the lines have been
reviewed and confirmed.

2.2 Central Administrator

The Central Administrator establishes Title Codes and/or individual Employee IDs
that are eligible for Line Certification by clicking the “Manage” link on the PI Line
Item Setup option (Admin = System Settings = PI Line Item).

Compliant State University Home GEM Profile Logout
‘Compliant State i EC.i. lHigher
University Management v Reports [I] ¥  Admin [1\‘? - wep @ -~ ERS Administrator

System Settings

oo Access Settings Email Settings

Help Settings Initiation Settings

Cost Transfers Effort Form Setup

RCT Settings Quick Settings

= Pl Line ltem Over and Above
L 1

i
l

Configure which effort forms are
Manage eligible for Pl Line ltem
Certification

Pl Line ltem
Setup

Sets the minimum number of

accounts on the form to be eligible

for Pl Line ltem

DC .
A Allow a DC the right to change
!-;ms"t assignment on Pl Line ltem forms:

DC Enable Allow a DC the right to enable/
disable Pl Line ltem on a form.

Account
Threshold
Rig

Maintenance

|
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Compliant State University

Ed, Higher
Compliant State ERS Administrator

Unhersity Management (88 - Repors (T] - Adwin [ - ueb @) -

In this example any employee with Title Code 01, 24, 25, 26, 27, 28 or 9 is eligible
for Line Item Certification. Besides the Title Code the system allows CA to configure
the line item by employee Id. In the above example employees 167984444,
182702222,101032222, 182702222 are also eligible for line item certification.

2.2.1 Certification Statement

The Certification Statement that will be applicable to Line Item Forms must be
updated.

Please note IT involvement will be required to update the Certification Statement
for the Line Item Forms.

The configuration file for PI Line Item Certification Statement is located in
<JBOSS_HOME>/standalone/deployments/GenericERS.ear/GenericERS.war/
custom/ certifyStatementPl.xml

2.2.2 Exception Reports

There are two exception reports which list missing data elements. Any items on
these reports should be addressed to ensure the PI Line Item feature functions
correctly. These exception reports are available under Reports = Standard Report >
Exceptions Reports

e Missing PI on Sponsored Accounts
e Pl on CEMAward but not on Users Table
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2.2.3 Ad hoc Report

For testing purposes the following SQL statement can be used to generate an ad hoc
report listing all PI Line Item Certifiers and their respective UserID and Password:

SELECT distinct v.CERTEMPID, v.CERTEMPNAME, u.userid, u.password FROM

view_erscertassignments v, ersusers u WHERE v.ACCOUNTID <> 'ALL' and
v.certempid=u.empid

2.2.4 View of Line Item Form

The Line Item effort form has a different display than the standard effort form,
providing information regarding each Certifier for each line item.

-
i.—,r—l,,‘»i. i View Pre Review
Reporting Period: 123116 (07-01-2016 through 12-31-2016}
N - Post Post
Pre Review Pre Review . ; ;
Commitment Planned Payroll Accounts Description Cost Cagl Pre Review Cg;"g':d Rg:':tw Rg:':tw Total Cemyn"d CP’T’:-Ed
Transfer Sharing Transfer Sharing
- Sponsored Accounts
- e 51,000 00 5000 5475000 54 75000 $0.00 $000 3475000
95010-75230 MOLECULAR STUDY 2% 0% 7% % 0% 0% 7%
o - — 5000 $000 51362660  $13 62660 5000 5000 51362660
¥ 3 1
2% £1250-63850 GENEPROJ 0% 0% 21% 21% 0% 0% 21%
e fac S 5000 S000 51382680  $13 62680 5000 5000 313,82680
0% 157053690 BONE MARRO 0% 0% 218 218 0% 0% 219%
$31,003.20 $1,000.00 $0.00  $32,003.20  $32,003.20 50.00 $0.00  $32,003.20
0% 0% ! Sponsored Subtotal 0% 0% 49% 29% 0% 0% 49%
= Non-Sponsored Accounts
§3,000.00 - - 5000 5000 53,000.00 53,000 00 5000 $0.00 $3,000.00
T 211502337 CELLULARI 0% 0% 5o, 59 0% 0% T
531, 254374; 5139005160 MED GENERA 51 'DDD.U'D SU CI'J $3U,DD§ 43 $30 '}D3.43 SD.U'} SD.U{} $30, DU3.43
$34, 003 43 $41, om] 00 sn 00  $33,003.43  $33,003.43 5n 00 $n 00 $33,003.43
Non-Sponsored Subtotal 51% 51% 51%
Add Attachment (+)

2.2.5 Enabling eligible forms for Line item Certification

When the user is logged in as the Departmental Coordinator, click on Assignments -
Change Individual Assignments, select a Sub Department, select individuals who are
eligible for Line Item Certification and click Proceed.
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Sub Title Post Alternate

Employee Name ¢ Department *® Code # | Pre Reviewer ¢ Certifier & Rovlcww’ Sub Dept’ Status +
[Al v
] | Burrows, Kim 61390 04 | Miller,Cris Grey, John Miller, Cris. 61390  Assigned to an Alternate Sub Department
1  Codae,Doyle 61390 02 | Benjamin,Deck CodaeDoyle | Miller,Cris
1 Codae Kathy 61570 01 Miller,Cris. Power, Max Miller,Cris.
[ Ferguson,Ter 61570 04 | Miller,Cris Ferguson,Ter | Miller,Cris Eligible for PI Line ltem
[ | Friedman, Mary 61390 01 Miller, Cris. Friedman,Mary | Miller,Cris
[ | Jungbluth,John 61390 01 Benjamin,Deck | Jungbluth,John | Miller,Cris
] | Maximus, Demo&1570 61570 01 Miller,Cris. {1PI's) Miller,Cris. Eligible for PI Line Item

Select the “Enable Selected Forms as Line Item Forms” option and click Proceed.
Notice the “**” next to the employee name, alerting the Departmental Coordinator
that the form is eligible for Line Item Certification.

Change Individual Assignments

You have selected to change the assignment setting for the following employees

If this is comect, select the option and click Proceed. If this is not correct, please click Back to select other employees.

Emolovee Name P T ——— [T —— Alternate Sub Dept

Ferguson, Ter ** 61570 Miller,Cris Ferguson,Ter Miller, Cris

= Line Item certification can be enabled for this individual.

You have following nghts to change the assignment settings for the above individuals. Please select an appropriate option to continue:

Change Pre Reviewer.

Change Certifier.

Change Post Reviewer.

Assign to a different Sub Department.

Move back to criginal Sub Department.

Enable Selected Forms as Line ltem Forms |

I —

Notice the current Certifiers. Individuals listed under Certifier column are Principal
Investigators identified on the sponsored account from which the selected
individual(s) are paid. To change the certifiers, check the box and click Proceed.
Otherwise, click Proceed to finalize the assignment.
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Individual Assignments - Line ltem Forms

You have selected to make the form for the following individuals a line item form.
The Certifier for the following employees will be changed to the Pl by each account on the form.

Employee Name | Sub Department Sponsored Account Certifier
Ferguson, Ter 61570 61570-35810 - LLS Codae.Doyle
Ferguson,Ter 61570 61570-67930 - MEMORIAL SLOAN-KETTERING CANCER GENE THE Codae,Doyle

2 Check this box, if you would like to change the certifiers for each line item.

Please click Proceed to continue with assignment process. To Select another Individual, click Back

Once all the Certifiers have been identified, the system will present the confirmation
with the employee name, sponsored accounts and assigned Certifiers.

Change Individual Assignments

The forms for the following individuals have been re-assigned to be line item forms with the PI's identified by account for
certification.

Displaying 2 of 2 records

Employee Name & | Sub Department # Sponsored Account = | Certifier s

i |l || ||| |
Ferguson Ter 61570 ' 61570-35810 - LLS ' Codae.Doyle

Ferguson, Ter . 61570 . 61570-67930 - MEMORIAL SLOAN-KETTERING Codae,Dayle
CANCER GENE THE

To continue to work on other assignment options for the same group of individuals, please click on Continue
To work on another individual in the previously selected sub departments, please click on Return
To exit to the assignments main page, click on Exit

After the form has been designated as a Line Item Form, the system will display the
number of Pls under the Certifier column.

Employee Name 4 S 4 | Pre Reviewer ¢ Post  |Altemate ,
o " | Department ™ | Code ™ = Reviewer * | Sub Dept ~

[AI] v

[ | Burrows,Kim 61390 04 Miller,Cnis. Grey, John Miller,Cns. 61390 Assigned to an Alternate Sub Department
] | Codae,Doyle 61390 02 |Benjamin,Deck Codae,Doyle | MillerCris

] | Codae Kathy 61570 01 Miller,Cnis. Power, Max Miller,Cns.

(] | Ferguson,Ter 61570 04 Miller,Cris (1PIs) Miller,Cris Eligible for Pl Line ltem

(] | Friedman,Mary 61390 01 Miller,Cns Friedman,Mary = Miller,Cris

(] | Jungbluth,John 61390 01 Benjamin,Deck | Jungbluth,John | Miller,Cris

[ | Maximus.Demo&1570 61570 01 Miller,Cns (1PI's) Miller,.Cns Eligible for Pl Line Item
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If the user clicks on the link, current information about the employee, his/her
sponsored accounts and assigned certifier(s) will be presented.

Line ltem Assignments

Displaying 2 of 2 records
Employee Sub . . .

Ferguson,Ter 61570 61570-35510 - LLS Codae,Doyle

Ferguson,Ter 61570 §1570-67930 - MEMORIAL SLOAN- | Codae,Doyle
KETTERING CANCER GENE THE

2.2.6 Disabling forms from Line item Certification

Forms enabled for Line Item Certification can be disabled by the user. Note the “**”

denoting in this case that a “Line Item certification for this individual cannot be
disabled because the form is certified or partially certified.”.

Change Individual Assignments

You have selected to change the assignment setting for the following employees

If this is correct, select the option and click Proceed. If this is not correct, please click Back to select other employees.

Enporsevems | supoontnan At 000

Codae,Doyle 61390 Benjamin,Deck Codae,Doyle Miller,Cris
Ferguson, Ter 61570 Miller,Cris (1 Pls) Miller,Cris
Maximus,DemoG1570 = 61570 Miller,Cris (1Pls) Miller,Cris

** Line Item certification for this individual can not be disabled because the form is certified or parfially certified. ‘

You have following rights to change the assignment settings for the above individuals. Please select an appropriate option to continue:

Change Pre Reviewer.

@ Change Account Certifiers.

Change Post Reviewer.

@ Assign to a different Sub Department.

Move back to original Sub Department.

Disable Line ltem Forms

[N —
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2.3 Line Item Certification Workflow

2.3.1 Pre Review

Notice the Header, which informs the user that this form is subject to Line Item

Certification.
Pre Review
Name: Ferguson Ter @ Employee ID: 101032222 Title: Research Technician, Sr
Sub Dept: 61570 - Infectious Disease Division: SC - Immunclogy Title Code: D4
‘ This Form is Subject to Line ltem Certification
=
&
Reporting Period: 123116 (07-01-2016 through 12.31-2016)
Commitment O Payroll Accounts Description Cost Transfer Cost Sharing Total§  Total %
— Sponsored Accounts
0% $9.696.90 50% 61570-35810 LLS $000 0% S000 0% $9,695.90 50%
0% $9699 21 50% 61570-67930 CA 59350 S000 0% 5000 0% $9699.21 50%
0% $19,396.11 100% Sponsored Subtotal $0.00 0% $0.00 0% $19,396.11 100%
(£ Add Account

When Proceed is selected, Pre Review Summary displays the name and date the Pre
Review was completed and provides the names and email addresses of the
individual certifiers assigned to certify sponsored accounts.

Pre Review
Name: Ferguson,Ter @ Employee ID: 101032222 Title: Research Technician, Sr
Sub Dept: 61570 - Infectious Disease Division: SC - Immunology Title Code: 04

This Form is Subject to Line Item Certification

Pre Review Complete
Miller,Cris on 07-30-2018
Emails have been sent to the Line Certifier(s)
Codae,Doyle <ers. maximus@gmail.com>

[@=D)

Reporting Period: 123116 (07-01-2016 through 12-31-2016)

Commitment O Payroll Accounts Description Cost Transfer Cost Sharing Total§  Total %
= Sponsored Accounts
$9,696.90 50% 61570-35810 LLS 5000 0% 000 0% $9,696 90 50%
5969921 50% 61570-67930 CA59350 5000 0% 5000 0% §9.699.21 50%
0% §19,396.11 100% Sponsored Subtotal $0.00 0% $0.00 0% $19,396.11 100%
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2.3.2 Certify

When the Certifier logs in, all the forms assigned to the Certifier will be listed
together. If the form is available for certification, there will be an & icon next to the
Employee Name. For Line Item form, the “Assigned Certifier” column will display as
“Multiple”. Clicking the @ icon will display the list of line Certifiers.

Certify Effort Forms

Reporting Period 123116

Displaying 5 of 5 records

Sub
TIUE Sub Pre Reviewed Post Reviewed Assigned
. Al v A v I

IN‘]
Ferguson, Ter Reseacth 61570 Infectious Pending  Miller.Crist :
- Technician, St Disease Certification Pl Line Item Certifiers
Codae.Doyle Pl 61350 Intemal Medicine | Pending Pre Codae Doyle
e -
Maximus,Demo61570 | P1 61570 In_fecllous Pre Review Miller, Cris Multiple (0]
Disease (Saved) Codas,Doyle 61570-67930 |
Reilley, Jill Research Asst 61390 Intemnal Medicine | Pending Pre Codae Doyle
| Review Williams Carter | 61570-35310 |
Ruan,Student Research 61390 Internal Medicine | Pending Pre Codae, Doyle
Associate Review

Notice after selecting a form, the user only has access to accounts for which he/she

is listed as assigned Certifier. Clicking the = icon will allow Certifier enter the effort
per month, ERS will calculate the average effort per reporting period.

Certify >
Name: Ferguson, Ter [o] Employee 1D: 101032222 Title: Research Technician, Sr
Sub Dept: 61570 - Infectious Dissase Division: SC - Immunology Title Code: 04

Reporting Period: 123116 (07012016 through 12.31.-2016)

Paymll Certified

Commitment Accounts Description Shanng Total % Effort % Status
%
1% 61570-35810 LLS 50% 0% E0% 50%  Pending Certification by Williams,Carter
0% 61570-67930 CA58350  Available for Certfication
| Effort Calculator o S

Sponsored Subid 100%

y Aug  Sept Oct lov

2“'5 B0 B |0 | '50

() Add Account

Notes

I | —

Once Proceed is selected the pre-defined Certifier Checklist will pop up to remind
the Certifier to review these items before certifying the form.
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Certifier Checklist

Have you reviewed these items?

Info on ERS V10

Effort Reporting Policy

Sponsored Programs
Remember Cost Sharing

Oid you report a change in effort?

o5e YWinoow

After reviewing the Certifier Checklist and selecting Close Window, the Attestation
statement is presented. The user clicks Certify if the information is correct.

Certify b

Name: Ferguson, Ter (0] Employee ID: 101032222 Title: Research Technician, Sr

Sub Dept: 81570 - Infecticus Disease Division: 5C - Immunology Title Code: 04

(=)

Reporting Period: 123116 (07-01-2016 through 12-31-2016)

Accounts Description Payroll % Cost Sharing % Total % Certified Effort % Status
61570-67930 CA 59350 50% % 50% 50% Available for Certification
Sponsored Subtotal 50% 0% 50% 50%
Notes
NIA

| confirm that the distribution of activity represents a reasonable estimate of all work performed by me during the
stated period or in the event that | am certifying effort for someone other than myself, that | have Suitable Means
of Verification, as indicated in the notes section on the previous screen, to certify on behalf of this employee.

I that falsification of effort may result in p ial disallowed costs, penalties and/or
actions under the federal False Claims Act.

The Certifier may select Notify button to send an email to the Pre Reviewer.
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Notify Pre Reviewer

m Codse, Doyle <srs.maximus@gmail. com=

- [Miller Cris =srs maximus@amail com= ¥ |
Regarding the following effort form:
Name: Ferguson,Ter

Empid: 181832222
reporting Period: 123116 {87-81-281f through 12-31-2818)

The final Certification summary is presented.

Certify »

Name: Ferguson Ter © Employee ID: 101032222 Title: Research Technician, Sr
Sub Dept: 61570 - Infectious Disease Division: SC - Immunology Title Code: 04
l Certification Complete J

Y =
Reporting Period: 123116 (07-01-2016 through 12.31-2016)

Accounts Description Paytoll - Cost Sharing - Total ¢oriifiod Effort % Status

61570-67930 CA 59350 50% 0% 50% 50%

Sponsored Subtotal 50% 0% 50% 50%

Certified by Codae, Doyle on 08-01-2018

Notes

| confirm that the distribution of activity represents a reasonable estimate of all work performed by me during the
stated period or in the event that | am certifying effort for someone other than myself, that | have Suitable Means
of Verification, as indicated in the notes section on the previous screen, to certify on behalf of this employee.

I that falsification of effort may result in p ial disallowed costs, penalties and/or
actions under the federal False Claims Act.

x| Make Ghanges | Noty |

If the form has been partially certified, the form will show “Certified” status for

current Certifier but the actual status for the form will display “Pending
Certification”.
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Certify Effort Forms

Displaying 5 of 5 records

Reporting Period 123116

Sub
PIER d Py lR iewed A d
hame T S =
Name

[0 v [t -]l T | | Lt 1] |
@. Ferguscm Ter Rejearch 61570 Infectious Certified Miller,Cris1 Codae . Doyle Multiple @
. Technician, Sr Diseaze
Codae Doyle Pl 61390 Internal Medicine  Pending Pre Codae, Doyle
Review
Maximus,Demob61570 | P1 61570 Infectious Pre Review Miller,Cris Multiple (0]
Disease (Saved)
Reilley, Jill Research Asst 61390 Internal Medicine | Pending Pre Codae,Doyle
Review
Ruan,Student Research 61390 Internal Medicine Pending Pre Codae,Doyle
Associate iew

Complete view of the effort form.

] Search Employee Effort Forms

® Employee

O Account

(101032222

Employee Id: 101032222

Name: Ferguson, Ter

Sub Effort Form
RpCode Depa nt Form Status Link
Pending
123116 61570 Certification View
123115 61570 Pending Pre View

Click on View link to view the effort form.
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This Form is Subject to Line ltem Certification
Effort Form Status

Review Process Review Flag Reviewed By Reviewed On
Pre Review Y (Pre Reviewed) Miller,Cris1 08-01-2018
Certify
Post Review N
Form Type (Flag) Pl Line ltem
Critical Status.

Effort Form as of 08-01-2018 at 02:20:37 PM

View Pre Review Screen | View Certify Screen |
Reporting Period: 123116 (07-01-2016 through 12-31-2016)
. Past Post
: Pre Review " : A
Commitment  Payroll Accounts Description Rg;;w s Pre Review CEE'ftrf;d Rg':lw Rg\g:lw Total Certified by  Certified on
Transfer Sharing Transfer  Sharing

Sponsored Accounts

5969690 5000 5000 5969690 50969690 5000 5000 $9.696.9
e g, HS0EI0 LS 0% 0% 50% 0% 0% 0%
5969821 - S00D 5000 5969921  S969921 000 5000  $9.699.21

L giersi CAs9%D o0 n% 2 o2l A i 22l CodaeDoyle 08012018
s1o3m11 000 00 SWICM  SUJCN 00 000 S103K1

Sponsored Subtotal

Add Attachment (+)

This Effort Form indicates that the other Certifier has already certified their account
on this form and the only available account to certify is the one this Certifier is
responsible for.

Certify
Name: Ferguson, Ter @ Employee ID: 101032222 Title: Research Technician, Sr
Sub Dept: 51570 - Infectious Disease Division: SC - Immunology Title Code: 04

Reporting Period: 123116 (07-01-2016 through 12-31-2016)

ed

% Status.

Cost s
Commitment Accounts Description Pﬁ!"‘ﬂ)" Sharing Total % %ﬁ_‘z
%

Sponsored Accounts

1% 61570-35810 LLs 0%  50% [50% 3 Avsilable for Certification
0% £1570-67930 CA59350 50% £0%  Ceriified by Codae,Doyle on 08-01-2018

Sponsored Subtotal

£ Add Account

Notes
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This Certifier is also presented with an Attestation statement and has the same
options to click Certify if the information is correct and Notify if they choose to send
an email to the Pre Reviewer.

Certify
Name: Ferguson Ter @ Employee ID: 101032222 Title: Research Technician, Sr
Sub Dept: 61570 - Infectious Disease Division: SC - Immunology Title Code: 04

(=T
Reporting Period: 123116 (07-01-2016 through 12.31.2016)

Accounts Description Payroll % Cost Sharing % Total % Certified Effort % Status
61570-35810 LLS 50% 0% 50% 50% Available for Certification
Sponsored Subtotal 50% 0% 50% 50%
Notes
NIA

| confirm that the distribution of activity represents a reasonable estimate of all work performed by me during the
stated period or in the event that | am certifying effort for someone other than myself, that | have Suitable Means
of Verification, as indicated in the notes section on the previous screen, to certify on behalf of this employee.

I that falsification of effort may result in potential disallowed costs, penalties and/or
actions under the federal False Claims Act.

5 v o [ ey

If changes were made by this Certifier, an email will be sent to the Pre/Post
Reviewer.

Certify
Name: Farguson Ter @ Employee ID: 101032222 Title: Research Technician, Sr
Sub Dept: 61570 - Infectious Disease Division: SC - Immunology Title Code: 04
( Certification Complete |
Williams,Carter on 08-01-2018

_
(@ =
Reporting Period: 123116 (07-01-2016 through 12-31-2016)

- Description Pa"ygoll Cost %I:aring ngll Cerli‘lit:f Effort Status
— Sponsored Accounts
61570-35810 us 50% 0% 50% 50% Certified by Williams, Carter on 08-01-2013
Sponsored Subtotal 50% 0% 50% 50%
Notes
NiA

I confirm that the distribution of activity represents a reasonable estimate of all work performed by me during the
stated period or in the event that | am certifying effort for someone other than myself, that | have Suitable Means
of Verification, as indicated in the notes section on the previous screen, to certify on behalf of this employee.

I understand that falsification of effort statements may result in potential disallowed costs, penalties and/or
actions under the federal False Claims Act.
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Upon Exit, the Certify Status of the form is updated for the Certifier.

Certify Effort Forms

Reporting Period 123116

"
- Sub Sub Department Form Post Reviewed Assigned
® & % ® iewed % rified * s * ®
e . DSt Hanie i i o = o

.[AH] %] o o .. .[Aj\] = A = s o . [ -

F Ferguson, Ter Research 61570 Infectious Disease  Certified | Miller,Cris1 Williams, Carter Multiple @
=7 Technician, Sr

Displaying 1 of 1 records

2.3.3 Project Certification

ERS can also be configured to Certify by Project. When this featured is enabled,
Certifier will have “Certify By Project” menu option and a separate “Project
Certification” section in “My Status/To Do” list.

Compliant State University Home GEM Profie Logout

m Codae,Doyle

omp l:::ersnve - Reports [I]  Help \@\ - Certifier
@certify

Search Employee Effort Fo

= My Status | To Do

sl e
Project
Certification

Pending Pre Review

o Pending 0 ]
Individual
Certification

Pending Pre Review 3 2

Continue to the list of Projects that the Certifier should certify. The projects that are

Current | Prior(s)

® Employee @ Account

[

o

available for certification will have [ icon displayed next to it. The projects pending
Pre Review can only be viewed and will display = icon next to it.

Certify Project

Displaying 4 of 4 records

. Total Number of Employees
Certify & RP Code # = i"o B .E"d ¢ | Employees on ¢ | Employeesto ¢ Pending L] E!cn o [
Project Certify Certification L

[ v

5501075230  MOLECULAR | 123116 01/01/2003 12302016 2 1 0 i
STUDY

§1390-63630 GENEPROJ | 123116 0012003 1203002015 |5 1 0 0

§1570-63690  BONE MARRQ | 123116 03/01/2004 03152021 & 1 0 0

=) 6157067930 | CANCER 123116 DUD12006 12312017 |2 1 1 0

= GENE
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All the employees working on this project will be listed but only the effort form
subject to Line Item Certification by the Certifier is editable.

4 Project Certification
Reporting Period: 123116 (07-01-2016 through 12-31-2016)
Project ID: 61570-67930 Project Begin Date: 01-01-2006 Project Description: CANCER GENE
Child Account 1D; 61570-67930 Project End Date: 12-31-2017
‘ Unsaved Changes 1
=
— Employees Charging Project
Employee ID * Employee Name Job Role Appointment Commitment Payroll % Effort % Notes Status
101032222 Ferguson Ter or 90 0% 50% | [4% | Avalable for Certification
167982222 Codae Doyle Pl 120 0% 0% 0% Pending Individual Certification

S R W [ So—

Click = icon to enter notes as needed.

Add Note

Please enter the note below.

Reduced 164

11 of 800 characters used.

— -

Upon Proceed, the Certifier is presented with an Attestation statement. Select
Certify if the information is correct.
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< Project Certification
Reporting Period: 123116 (07-01-2016 through 12-31-2016)
Project ID: 61570-67930 Project Begin Date: 01-01-2006 Project Description: CANCER GENE
Child Account ID: 61570-67930 Project End Date: 12-31-2017
[ Unsaved Changes J
= Employees Charging Project
Employee ID * Employee Name Job Role Appoi C i Payroll % Effort % Notes Status
101032222 Ferguson Ter oT 9.0 0% 50% 40% E Available for Certification

I confirm that the distribution of activity represents a reasonable estimate of all work performed by me during the
stated period or in the event that | am certifying effort for someone other than myself, that | have Suitable Means
of Verification, as indicated in the notes section on the previous screen, to certify on behalf of this employee.

| understand that falsification of effort may result in p ial disallowed costs, penalties andior
actions under the federal False Claims Act.

Exit | Make Changes

The status displays Certified for the Line Certifier.

< Project Certification
Reporting Period: 123116 (07-01-2016 through 12-31-2018)
Project ID: 61570-675930 Project Begin Date: 01-01-2006 Project Description: CANCER GENE
Child Account ID: 61570-67930 Project End Date: 12-31-2017
[ Certification Complete J

=)

= Employees Charging Project

Employee ID + Employee Name Job Role Appointment Commitment Payroll % Effort % Notes Status

101032222 Ferguson Ter o1 90 0% 50% w% B Certified
r_______________________________________________________________________________|

‘Bt | Make Changes'

The effort form is partially certified and pending certification by other line
Certifiers.

Appendix 2: Line Item Certification



ERS v10.0 Central Administrator Manual

Review Process Review Flag Reviewed By Reviewed On
Pre Review ' (Pre Reviewsd) Miller. Cris1 08-01-2018
Certify

Post Review N

Ferm Type (Fizg) PI Ling Item

Critical Status

Effort Form as of 08-01-2018 at 06:05:36 PM

=)

Show Dollars Only | View Pre Review Screen

Reporting Period: 116 (07-01-2016 through 12-
N " Post Post
Pre Review Pre Review N -
Commitment Planned Payroll Accounts Description Cost Cost Pre Review CE";::':" RE;;T" Rg:':tw Total Certified by  Certified on

Transfer  Sharing Transfer  Sharing

- Sponsored Accounts

S000 SO0 S8EGEGD  5968AS0 S0O0D SO0 3969680
o S1570-35810 L= 0% 0% 50% 50% 0% 0% 50%
. 5968821 ! 5000 5000 5969921 S000 5000 3969921
0% i £1570-67930 CA 58350 prs o et prs o ety

sta3g61 SO0 000 S193WAM SITASSSD 040 SO0 S19.39641

Sponsored Subtotal

Add Attachment (]

Pre Reviewer Notes

Certifier Notes
Certifier Account Note

Codae.Doyle 61570-67930  reduced 10%

The other line Certifiers on the effort form follows the same process to certify the
project.

Project Certification

Reporting Period: 123116 (07-01-2016 through 12-31-2016)

Project Begin Date: (1-01-2004 Project Description: LLS
Child Account ID: 61570-35810 Project End Date: 12-31-2017
[ Changes Saved ]
= Employees Charging Project
Employee ID * Employee Name Job Role Appointment Commitment Payroll % Effort % Notes Status
101032222 Ferguson Ter o1 20 0% 50% Available for Certification
124552222 Williams Carter Pl 120 0% T1% % Pending Individual Certification

) e i)

Click Proceed to continue. The line Certifier is presented with Attestation
statement.
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Project Certification

Reporting Period: 123116 (07-01-2016 through 12-31-2016)

Project ID: §1570-35810 Project Begin Date: 01-01-2004 Project Description: LLS
Child Account ID: 61570-35810 Project End Date: 12-31-2017
{ Changes Saved ]

)
=i
- Employees Charging Project

Employee ID Employee Name Job Role Appointment Commitment Payroll % Effort % Notes Status

101032222 Ferguson, Ter or 80 0% 50% 60% E Certified

I confirm that the distribution of activity represents a reasonable estimate of all work performed by me during the
stated period or in the event that | am certifying effort for someone other than myself, that | have Suitable Means
of Verification, as indicated in the notes section on the previous screen, to certify on behalf of this employee.

I that falsification of effort may result in p disallowed costs, penalties and/or
actions under the federal False Claims Act.
@ ake Changes'
Click Certify to complete Certification.
Project Certification
Reporting Period: 123116 (07-01-2016 through 12-31-2016)
Project ID: §1570-35810 Project Begin Date: 01-01-2004 Project Description: LLS
Child Account ID: 61570-35810 Project End Date: 12-31-2017
L Certification Complete ]
Employee ID + Employee Name Job Role Appointment Commitment Payroll % Effort % Notes Status
101032222 Ferguson, Ter ot 8.0 0% 50% 60% E Certified
_________________________________________________________________________________________|

The certification process is completed and the effort form is marked as Certified.

Appendix 2: Line Item Certification



ERS v10.0 Central Administrator Manual

Review Process Review Flag Reviewed By Reviewed On
Pre Review Y (Pre Reviewed) Miller, Cris1 03-01-2018
Certify ‘Williams, Carter 05-01-2018
Post Review N
Form Type (Flag) Pl Line Item
Critical Status

Effort Form &s of 08-01-2018 at 06:13:03 PM

=)

Reporting Period: 123116 (07-01-2016 through 12-31-2016)

" Post Post
Pre Review Pre Review - -
Commitment Planned Payroll Accounts Description Cost Cogt Pre Review Cg}:‘:d R(e:::;tw Rg:':tw Total Certified by Certified on
Transfer Sharing Transfer Sharing
= Sponsored Accounts
$9696.90 . $000 5000 58,696 80 51183711 5000 5000 $9,696.90
% “Tos 61570-35810 LLs 0% 0% £0% 50% 0% 0% 50% Wiliams, Carter ~ 08-01-2018
T §9698.21 v s000 5000 $9,698.21 $7,758.00 5000 5000 $9,60821 IR
0% 50% E1E70-67920 CA 50350 2% 0% 200 40% 0% % ey Cedee Doyle  08-01-2018
$19, 3% 11 S[I 00 Sﬂ 00 $19, Zl% 1 $19, 3% 11 S[I 00 sﬂ 00 §19,396.11

Sponsored Subtotal 400% 100%

100%

Add Attachment (+]

Pre Reviewer Notes

Certifier Notes

Certifier Account Note
Codas,Doyle g.:.g;g' reduced 10%
Williams Carter Eégzﬁ- increased 10%

2.3.4 Post Review

When the form is selected in Post Review via Status My-to-Do list or Post Review
Menu Option, Actual Effort % and Difference % is displayed.
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Post Review

Name: Ferguson, Ter (0] Employee 1D: 101032222 Title: Research Technician, Sr
Sub Dept: 61570 - Infectious Disease Division: SC - Immunology Title Code: 04

This Form is Subject to Line Item Certification

-
[d 2 [@=D)
Reporting Period: 123116 {07-01-2016 through 12-31-2016)

Commitment Accounts

Description % From Pre Review % Certified % Difference
= Sponsored Accounts
61570-35810 LLS 50% 60% 0%
61570-67930 CA 59350 50% 40% -10%
Sponsored Subtotal 100% 100% 0%

Certifier Notes
Certifier Account Note

Codae Doyle 61570-67930  reduced 10%
Williams,Carter  61570-35610  increased 10%

If Non-Sponsored accounts are available, they will be listed with input boxes for the

Post Reviewer to allocate effort and bring the form to 100% balance, if changes
were made by the line Certifiers.

~

Post Review

Nomve: Maarmus. Demo @ Employea I0: 167504444 Titla: 71

Subs Dugt: 51570 - Infocious Dissase Divislon: SC - Immunalegy Title Code: 11

This Form is Subject to Line tem Certification

(43 (@&

Reporting Period: 123116 (07-01-2016 through 12-31-2015)

Commitment Accounts Description % From Pre Review % Caniffled % Difference
- Sponsored Accounts
55010-75230 MOLECULAR STUDY 10% 0%
G13%0-63690 GENE PROJ 21% 2% 0%
157063690 BONE MARRD 0% 9%

Sponsored Subtotal

§
2
#
#

Mon-Sponsored Accounts

21150-2332 CELLULAR |

= 5k o%
6135005160 MED GENERA 43% [43p 0%
Non-Sponsored Subtotal AB% AB% 0%

Certlfler Notes
Centifier Account Note

) e
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The Payroll Refresh feature allows for all payroll and cost transfers to be loaded in
one table and depending on the timing of Initiation, Retroactive Cost Transfer (RCT)
or Effort On Demand (EOD) process move these transactions into correct tables.

The payroll or cost transfer transactions to be processed can belong to
e any existing reporting period in the system, OR
e new reporting period to be initiated, OR
e future reporting period

3.1 Import data in ERSPAYROLLTEMP

Load data in table ERSPAYROLLTEMP via Admin - Data Management =2 Import
Data 2 Payroll Staging Table either manually or set it on auto scheduler.

Payroll Staging Table - ERSPAYROLLTEMP
Source File Import Settings - Complete - Update Settings @

Mot Scheduled Update Auto Import Settings

Manual Upload - Upload Now &

Import Logs - View Mow

Refer chapter Data Management, section Import Data for details.

3.2 Activate Payroll Refresh Process

Payroll Refresh process is executed when any of the following features available to
Central Administrator is engaged.

e [Initiation
Admin - Initiation

e Retroactive Cost Transfer (RCT)
Admin = RCT
e Manual Review Processing = Start
e Auto Process

e Effort On Demand (EOD)
Admin - System Settings —> Initiation Settings = Effort on Demand -
Manage
e Manual Refresh
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e Auto Refresh

3.3 Process Details

e Payroll Refresh scans begin and end dates of the transactions in
ERSPAYROLLTEMP table.

e The transactions identified to belong in any of following categories are
moved to ERSPAYROLLRCT table.

0 Prior reporting periods

O Current reporting period and effort form review process is in
progress.

0 Partially overlap with current reporting period

These transactions will be processed when RCT is executed either manually
or via auto process.

e The transactions with begin/ end date within future reporting period date range are
moved to the respective payroll table.

If a reporting period with begin and end date greater than current reporting
period is defined then it is considered a future reporting period. If future
reporting period is not defined, these transactions are not processed and sit
in the ERSPAYROLLTEMP table. These transactions will be processed when
the applicable reporting period is defined in the system.

Note: If the payroll table for the defined future reporting period does not
exist, it creates the table before moving the transactions.

e The transactions with begin/ end date within to be initiated reporting period
begin/ end date is moved to respective payroll (ERSPAYROLL<RPCODE>)
table.

Note: If the payroll table for the defined current reporting period does not
exist, it creates the table before moving the transactions.

In the case where a reporting period was initiated but no effort form
was accessed and payroll refresh process identifies transactions belonging to
the initiated current reporting period when Central Administrator engages
the Initiation process, the following page is presented.
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Initiation

Mote: Initiation of 123116 reporting period was successfully completed generating 27 effort forms.
As no effort form has been accessed yet, the 123116 reporting period can be re-initiated, if needed.

4 new payroll transactions belonging to the current reporting period was found in ERSPAYROLLTEMP table. Do you want to process them?
Yes No

———
Show Log

The message on this page notes the number of transactions applicable to the
current reporting period and gives an option to the Central Administrator to
process these transactions or ignore it.

Upon selection of “Yes” these payroll transactions are moved to the current
payroll table and following Initiation configuration page is presented to the
Central Administrator confirming the count of new payroll transactions
added and a note to complete initiation in order to process these new

transactions.
Initiation
( 4 new transactions have been added to the current reporting period 123116 payroll table (ERSPAYROLL123116) as a result of payroll refresh process.
( Complete Initiation in order to process the new payroll transactions and include it in the current reporting effort form review cycle.

Please confirm the configurations below by selecting the checkbox.
— Reporting Period to be Initiated Edit

Rovortng peroa | stas Cooe | segnose | Enadate | Agency o | Cap amount | o |
A NIH

123116 01-Jul-2016 31-Dec-2016 185100.0 6.0
123116 B 01-0ct-2016 | 31-Dec-2016 MIH 185100.0 3.0
— Exclusion Rule (Required) Edit

where (acct_attr1 in (X))

Overhead Rule (Optional)

where acct_attr2 = oo

— Critial List (optionar "EG

Over Salary Cap
Check K-Award
Check Suspended Account
Check Commitment

T
Show Log

When new payroll transactions are added in the current payroll table it is
highly recommended to go through all the steps of Initiation else
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0 these transactions will not be reflected in the already generated effort
form, if any, or

0 effort form will not be generated if these newly added payroll
transactions qualifies an individual to report effort.

If the Central Administrator decides to ignore these transactions then it will
not be processed and these transactions will remain in ERSPAYROLLTEMP
table. These transactions will be processed at some point either by RCT or EOD
process when engaged via manual or auto process.

The following is a diagrammatic representation of the payroll refresh process.

Transactions are
moved to
ERSPAYROLLRCT
table

Do transactions belong
to prior periods or overlap
with current period?

Has the current
reporting been period
initiated?

Do transactions fully
belong to current period?

Transactions are
moved to current
period’s
ERSPAYROLL table

Is Future Period
defined?

Transactions stay in
ERSPAYROLLTEMP
table

Transactions are Do transactions fully
moved to future belong to the defined
ERSPAYROLL table future period?
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3.4 Log

The Initiation and RCT logs can be used to review the Payroll Refresh details. The
system logs the Payroll Refresh events with prefix Payroll Refresh when executed in
the background as a result of engaging Initiation or RCT manual/ auto process.

Admin 2 Initiation 2 Show Log

Initiation Process Log

Displaying 8 of 468 records
Level =+ Message * Time Stamp #

[All] B [All] B 2017-05-10 B

Manual INFO Payroll Refresh: 2 overlapped transactions are inserted into ERSPAYROLLRCT 2017-05-10 09:59:22
Manual INFO Payroll Refresh: 2 overlapped transactions are removed from ERSPAYROLLTEMP 2017-05-10 09:59:22
Manual INFO Payroll Refresh: 2 overlapped transactions are inserted into ERSPAYROLLRCT 2017-05-10 09:58:22
Manual INFO Payroll Refresh: 2 overlapped transactions are removed from ERSPAYROLLTEMP 2017-05-10 09:59:23
Manual INFO Payroll Refresh: Creating EOD table ERSPAYROLLOG3017 2017-05-10 09:58:23
Manual INFO Payroll Refresh: 4 future transactions are inserted into ERSPAYROLLOG3017 2017-05-10 09:59:23
Manual INFO Payroll Refresh: 4 future transactions are removed from ERSPAYROLLTEMP 2017-05-10 09:58:23
Manual WARNING  Payroll Refresh: 6 transactions in ERSPAYROLLTEMP have not been processed 2017-05-10 09:59:23

(Print | Close Window

Admin - RCT - Manual Review Processing - Start 2 View Log
Admin = RCT - RCT Results/ Exceptions = Log

RCT Process Log
Displaying 10 of 58 records
wvos— oo s S s
[All] 3 [all] E 2017-05-10 B
Manual INFO Fayroll Refresh: 2 overlapped Kansacions are insered into ERSPATROLLRCT 2017-05-10 12745
Manual INFO Fayrall Retresh: 2 clions are 1 ERSPAYROLLTEMP 0170510 102745
Manual INFO Fayrall Retresh: 2 clion: ERSPAYROLLTEMP 20170510 102745
Manual INFO Fayrall Refresh: 4 fufure ransactions are insered into ERSPAYROLLDGI0TT 0170510 102745
Manual INFO Payrall Refresh: 4 flture Wansachions are ramaoved fom ERSPAYROLLTEMP 20170510 102745
Manual VBRHNING Payrall Refresh: 6 ransactions in ERSPATROLLTEMF have not been processed 0170510 102745
Manual INFO Startto igentity RCT forms 20170510 102745
Manual INFO Found 1 emglorees that have RET 20170510 102746
Manual INFO Cushman Mary{0D56582)'s 123116 affan form has been identfied a5 case 10 20170510 102746
Manual INFO Kenafying process done 20170510 02T A8
=

Note: The Payroll Refresh events are not captured when using Effort On Demand
(EOD) as it does not have the logging capability.
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