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Effort Certification and Reporting Technology (ecrt) is designed to help you comply with
the provisions of TTUHSC's effort reporting policies, federal policy OMB Uniform
Guidance (UG) section 2 CFR 200.430, NIH Salary Limitation on Grants, and other
relevant agency policies that govern the need to provide certification of an individual's
effort pursuant to his/her sponsored and non-sponsored programs.

TTUHSC's effort certification process is simplified and standardized as a result of this
technology.

The system can be accessed from:
e ecrt
e WebRaider Portal > Business Affairs tab > Links to Financial Systems > Effort
Certification and Reporting Technology (ecrt)
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The link may also be found in the F&A Work Tools tab.The Welcome page is displayed.
Click Continue.
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Welcome to ECRT

Welcome to Effort Certification and Reporting Technology (ecrt).

ecrt which is designed to help you comply with the provisiens of TTUHSC's effort reporting policies, federal policy OMB Uniform Guidance 2 CFR 200.430, NIH Salary Limitation on Grants, and other relevant agency
policies that govern the need to provide certification of an individual's efforf pursuant to histher sponsored and non-sponsored programs.

TTUHSC's process is simplified and standardized as a result of this technology ... keeping the process simple for you, the end user. So, log in and get started. You will be certified before you know it

e = Cick Continue |

Navigation
The primary method of navigating within the system is using the navigation menu bar

along the top of the screen. The navigation menu bar is on every screen of the
application, allowing you to move from one page to another quickly. The Home menu on
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the far left returns the user to the Work List from anywhere in the application. There are
also clickable links available on certain pages of the application that allow you to select
for navigation to other pages.

The Left Navigation Bar that is available on the Work List page contains useful links to
training documents and other reference material. These links are also displayed in the
Links drop-down menu in the navigation menu bar which is available at the top of every
page of the application.
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The Work List page for the Faculty/Certifier lists the tasks that require your attention in
the Statements Awaiting Certification tab. Next to the tab name is the number of items
displayed on the page. This list shows all statements for which you have certification
responsibility.

To access a statement from the list, select your name from the Statement Owner
column. This will direct you to your effort statement page. Selecting the Due Date,
statement Type, or Status of a specific statement will also direct you to your effort
statement.
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» Effort Ceriification certifying statements, processing statements, or following up on outstanding statements. To view and resolve the specific task, select the
Timelines link in the task description.
» Salary Cap
Calculator
Training Center
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» How to Certify My ‘Statement Owner Department
Researchers

Myers, Shannon 201189 - 20119 - Finan iment Building

You may also access your statement by selecting My Statements from the Certify
navigation menu located in the navigation menu bar at the top of the screen.

TTUHSC Finance Systems Management March 2025 Page 2/7



Certify My Statement in ecrt - Certifier Role

Certify My Statement

The Effort Statement page displays three panes containing information relevant to the
certification process:

e the Work List pane;
e the Statement Information pane; and
e the Effort Statement pane.

T TEXAS TECH UNIVERSITY
A HEALTH SCIENCES CENTER.

Home

Work List

Statements Requiring Certification

Statement Information
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ifled, Not Processed

In Progress

Recently Completed

Base Effort Period: '

(Quarterly) Status: Effort Statement Building

[INFG - This Effort Statement cannot be certified because it is in the Effort Statement Building status. ]
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Grant/ FOP [-] Payroll H Cost Share Computed Effort Certified Effort Certify?
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Grand Total 100.00% 0.00% 100.00% 101%
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The top left pane is the Work List. The Active list in this pane shows your name,
department number, and department name.

Work List

Statements Requiring Certification

Benny C 26190 - Clinical Research DataVWarehouse
Lbk
Active List

In Progress

Recently Completed
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The top right pane on the Effort Statement is the Statement Information pane. There are
multiple expandable/collapsible lists in the pane. The first list is the Statement Owner
list. Click the arrow to the left of Statement Owner to expand the list.

The Statement Owner list displays demographic information about you - your title, the
Primary Effort Coordinator, your home department, and your email.

Titke: Executive Director-CROW Effort Coordinator Erin

Department 26190 - Clinical Research D... Email chip. _
w ENoN Slalements =

» Meeding certification

P In progress #

b Historical

Statement Owner List

The next list, titled Effort Statements, contains information about all of your statements.
A gold star will appear next to the Effort Statements label if there are any statements for
you. The statements in the Effort Statements list are grouped into three additional lists.

The first list is the Needing Certification list which contains any statements in a Not
Certified, Not Processed status. The certification due date (the end date of the
Certification Period) and the status of the statement are displayed.

The second list is the In Progress list. The In Progress list contains any statements in
the Certified, Not Processed status or Effort Statement Building status. The third list is
the Historical list. The Historical list contains statements from any previous period.

.," Benny C

w Statemant Owner
Tithe Executive Director.-CRDW  Effort Coordinator Erin
Department: 26190 - Clinical Research D...Email: chip.
w Effort Statements
-+ Meeding cerification
w [n progress

Base 42212025 i Effort Statement Building
w Histonical &
Base 1173002024 & Certified, Processed
Base 83172024 A Certified, Procassed -

The Effort Statement Header displays your name and R number, the employee type, the
statement type, the Base Effort Period, the Due Date, and the Status of the statement.

Below the header is the Message Box that will under certain circumstances display
information about the statement.
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Below the Message Box is the Statement Action Bar, which is an area that contains a
variety of icons and links that allow you to perform certain actions:
* The List of Reports icon - allows you to run selected reports to which you have
access that contain more information about the data on the effort statement.
+ The PDF Report icon - generates the Effort Statement PDF that is used for a
Manual Certification.
« The $ Value link - displays the payroll dollars underlying the percentages on the
effort statement. Remember you can’t certify in $ Value mode.
« The Effort Calc link - is a tool that calculates a percentage of effort based on an
input of average hours worked.

Iana | Bor! Period: 120004 1o 0RTRISS Szun: [ et Siaterent [luiting

-

of S '
_ Effort Statement Header,
"" Message Box, &

f——— Statement Action Bar

The body of the effort statement contains the data that is critical to your certification.
The Grant/FOP column displays a list of all the Grants/FOPs that you were paid from.
The Payroll column shows the percentage that you were paid from a FOP for the period.
The Cost Share column shows the total cost share recorded for you for that FOP for the
period. The Computed Effort column shows the sum of the Payroll and Cost Share
columns. This is your total effort for the period.

Before you certify it is critical that you review all of the FOPs on your statement and
confirm that your effort is correctly documented. The Certified Effort column is where
you can make adjustments to your effort. It is pre-populated with a best guess based on
your payroll distribution, but you should certify based on how you actually spent your
time.

To change a percentage, click in the Certified Effort box and type the percentage of
effort you spent on the FOP. When you do make changes to your effort, it is helpful to
leave a note describing your changes in the Notes section. To leave a note, click the
Create New Note icon. Enter your note in the Create New Note text box and click Save
Note.
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The Grand Total of the Certified Effort column must be between 99% and 101%. When
you are comfortable with how your effort percentage is documented, click the Certify
Checkbox for each line or select the checkbox for all.

The Certify Checkboxes must be checked in order to certify that line of the effort
statement. After you have reviewed all lines of the statement and are ready to certify,
click the Certify button.

Grant/ FOP [-] ; Payroll ; Cost Share Computed Effort _ Certified Effort

Sponsored
H221199 CB Family Medicine Support Lubbock Cllck Certlfy
221199-512201-10 CB FM Supp Lbk
ward ot Checkboxes or
Sponsored Total: 15%
won sponsored select checkbox
101038-512201-10 Fam/Comm Med to Certlfy a” 451% e
101073-512211-10 SL Family Practice Residency Prog 16% #
131008-512252-10 Fam/Comm Med Dept Program Lbk 19/% L4
131008-512254-10 Fam/Comm Med Dept Program Lbk 298% 3% <
131078-512231-20 Family Med Lbk Designated Research 176% 0.00% 1.76% 2% e
Non Sponsored Total: 84.01% 0.00% 84.01% 85%
Grand Total: Grand TOtal 100.00% l | 100% |

P Notes # i

P Attachments & f

» Transactions # i i
Click Certify

» Activity Log

Review the Legal Attestation text and consider the effort that you are certifying. If you
agree with the statement, click the | Agree button.

Altestation
Certification Attestation Effort @
Frequency: Quarterly
Covered Individual: Location: Lubbock
Titls: Assistant Professor
Department: 51220 - 51220 - Family Medicine Lbk Effort Coordinator:
Email Period of Performance:
Status:

and effort certified this period reasonably refliect the work performed in the designated period, and that | have
at provides me with suitable means of verification that the work was performed.

| certify the salary cha
sufficient technical ko
| Agree || Cancel
| LAgEE | I—
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After you have certified, the In Progress list will update the status of your statement to
Certified, Not Processed. Your effort statement has been routed to the effort coordinator
for processing. If you have no other obligations to complete in the system, you can
logout by clicking the Sign Out button in the upper right corner.

Thank you for certifying your effort statement. For help with ecrt system navigation or
guestions regarding this training document, contact the Central Administrator at
EffortReporting@ttuhsc.edu.
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