fz=! TEXAS TECH UNIVERSITY
|J.J-| HEALTH SCIENCES CENTER

ecrt - Effort Coordinator Training

Finance Systems Management

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), 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.

ecrt Basic Information

The Process Timeline chart below reflects one whole quarter of effort reporting and
certification for TTUHSC. The top section of the chart shows the breakdown of each
period. Highlighted in yellow on the left side of the chart are the roles of the Effort
Coordinator and the Pl/Certifier. The activities that are performed by each role are
shown in the center of the chart divided by each period.

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

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

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

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

Process Timeline

3 Week Certification Post Certification
Period Period

Post
Prf\p:;: & Certification
g Activity

Effort
Coordinator

| |
PI/Certifier pecsorat () "o’
Effort Researchers
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In this example Process Timeline chart, actual dates have been added associated with
each of the actions that are occurring during this quarter of effort reporting and
certification.

Date Action

Period of Performance.
Effort Statements are building in ecrt.

Period Close.

March1 - May 31

June 1- June 10 No Action. Waiting for payroll to load on 10th day after month/quarter end.
Pre-Review Period.
June 11 - June 30 Statements are ready for Effort Coordinators to review.

Allow up to five days for Labor Redistribution to process.

Certification Period Begins.

Julya . PI's and Certifiers are notified that they have effort statements to certify.
(22 days for certification period) [ Effort Coordinators begin to process certified statements.
July PI's and Certifiers who have not certified receive a reminder to certify.
(15 days before certification is due) | Effort Coordinators continue to process certified statements.
July 17 PI's and Certifiers who have not certified receive a second reminder to certify.
(5 days before certification is due) | Effort Coordinators continue to process certified statements.
July 22 PI's and Certifiers who have not certified receive a final reminder to certify.
(Certification is due) Effort Coordinators continue to process certified statements.

Post Certification Activity.
August 1 Follow-up on Labor Redistributions, Sponsor Notices, etc.
Initiate Escalation Policy - list of non-certifications sent to Deans and Vice Presidents.

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

Notification Information

Period of Performance . . . . .
Email Sent to Effort Coordinators to remind them to review their effort statements as they build.

Sent to Effort Coordinators to inform them to review final effort statements before any

Pre-Review Email certification activity takes place.

ecrt will automatically send email notifications to individuals who have certification
Certification Period Start |responsibilities. These emails are sent on the 1st day of the certification period. Effort

Email Coordinators will receive an email with a list of all certifiers within their department who
need to certify statements.

Certification Period Three reminder emails are sent to the Certifiers.
Reminder Emails The Effort Coordinator will receive an email with a list of who still has to certify.

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

Search

At the top of every screen is a search box that allows you to search for data within the
system. This feature allows you to search for an employee, department, grant or FOP.
You will only be able to search for departments, individuals, grants, and FOPs that are
associated to you and your departments (ORG Level 5).
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If there are multiple possible results based on the text entered, a message appears
below the search box displaying the number of possible results. You can continue to
enter text to narrow the results or you can select the magnifying glass icon, which
directs you to the Look-up page with the results from the search.

== TEXAS TECH UNIVERSITY
#. HEALTH SCIENCES CENTER. Search
Home Certify Administration ns
Halpful Links Work List for Deborah . 9
» Effort Reporting /.
OP 65.07 Welcome to the ecrt effort reporting system. The tabs below list all of the effort certification tasks that require your attention - whether it is / K
» Effort Certification certifying statements, processing statements, or following up on outstanding statements. To view and resolve the specific task, select the link in e £t L \
Timelines the task description.
» Salary Cap
Calculator.xds ——
Training Center
» How to Certify My Statements Awaiting Certification _
Effort
» How to Certify My Type Employee Id Name (Last, First) Date
Researchers
WHELPI Process Certification Statement R1 Ellen 07/08/2018 1:29 PM
» E-Mail ecrt Support
Process Certification Statement R1 Daiton 07/03/2018 12:18 PM
Process Certification Statement R1 Subash 07/03/2018 12:18 PM
Process Certification Statement RO Swetha 07/03/2018 12:18 PM

From the Look-up page, you can select the correct element or continue entering

information to yield a single result, at which point you are directed to the appropriate
page for the data element.

7 TEXAS TECH UNIVERSITY Weopedeomh et

\J HEALTH SCIENCES CENTER.

Manage Administration

Look-up Page 9

The Look-Up page allows you to search for Employee, Grant(s), EQ e name or number are entered the system displays the possible matches in three separals lists - one
for Employee, one for Departments, and one for Grants and FOP e list and be taken to the appropriate page - the Effort page, the D or
the Grant/FOP Summary page. The Grant/FOP Summary page d E nte r Sear C h ly one result, you will be directed to the appropriate page automatically.

The Enter and Tab keys do not allow selection of data.

Information
biology| h

] Acive ran FOP: inacive Grant  FOP
No search results found 51150 - Cell Biology Biochemistry Lbk 231012-511557-20 - Cell Biology Biochemistry - Harc ~ No search results found

231012-511515-20 - Cell Biology Biochemistry - Harc

]

Select Correct

Search Element
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Navigation

The system can be accessed from:
e ecrt
e WebRaider Portal > Business Affairs tab > Links to Financial Systems > Effort
Certification and Reporting Technology (ecrt)

T TEXAS TECH UNIVERSITY
JIH_ HEALTH SCIENCES CENTER

WebRaider

Home HSC / Business Affairs

Employee

= Commonly Used Links = Click Effort
bRl Links to Financis Certification and

Commonly Used Links

F&A Work Tools Calendar System Links Reportlng Technology
Cognos Cash Receipts (eC rt)

Forms Center Chrome River - PCard and Trave ontracting

Business Affairs
News Center Cognos Effort Certification
Supervisor Training Center Contract AR/Billing General Services
Contracting

Payroll & Tax

My Content User Groups Property
Effort Certification and Reporting Purchasing
Cognos Department Homepages fechnology (eer) Purchasing Card
ePrint
The link may also be found in the F&A Work Tools tab.
The Welcome page is displayed. Click Continue.
Welcome, | Sign Out

Welcome to ECRT

Welcome fo Effort Certification and Reporting Technology (eert).
ecrt which is designed to r\elp you ‘comply with the provisions of TTUHSC's effort rspumng policies, federal policy OMB Uniform Guidance 2 CFR 200.430, NIH Salary Limitation on Grants, and other relevant agency policies that gover the
need to provide d programs

TTUHSC's process is swmmrﬂed nd ol KeEDmg the process simple for you, ihe end user So, log in and get started You will be certfid befors you know

Continue P | C—

Navigation Menu Bar

The primary method of navigating within the system is using the navigation menu bar at
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 the far left
returns the user to the Work List from anywhere in the application.

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
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Links drop-down menu in the navigation menu bar which is available at the top of every
page of the application.

Welcome, Deboran

Navigation Menu

TSign Ot

'~ TEXAS TECH UNIVERSITY
). HEALTH SCIENCES CENTER.

Home Certify Administration

Helpful Links Work List for Deborah
» Effort Reporting
OP 65.07 = Welcome to the ecrt effort reporting system. The tabs below list all of the effort certification tasks that require your attention - whether it is
» Eﬂoﬂ_Cemﬁoeuon certifying statements, processing statements, or following up on outstanding statements. To view and resolve the specific task, select the link in
Timelines the task description.

» Salary Cap
Calculator.xis

Training Center

» How to Certify My Statements Awaiting Certification
Effort

» How to Certify My
Researchers . .

pisdae Left Navigation e

» E-Mall ecrt Support h

Process Cerif B ar Dalton 07/03/2018 12:18 PM

07/08/2018 1:29 PM

Process Certification Statement Subash 07/03/2018 12:18 PM
Process Certification Statement RO Swetha 07/03/2018 12:18 PM
Process Certification Statement R1 Nam 07/03/2018 12:17 PM

Work List Page

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

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

l+== TEXAS TECH UNIVERSITY
{4/ HEALTH SCIENCES CENTER.

s Statements Awaiting
> St Raporig Certification tab

OP 65.07

Welcome, Deborah | Sign Out
r Search Criteria

Administration

o 5 . . o Do L Bfttertification tasks that require your attention - whether it is K
» Effort Certification certifying statements, proces§ihg statements, or following up on outstanding statements. To view and resolve the specific task, select the link in e £t e \
Timelines the task description.
» Salary Cap
Calculator.xis —_—

Training Center . - N
» How to Certty My Statements Awaiting Certification (20) Effort Tasks (16)
Effort . —

» How to Certify My
Researchers

IHELPY Deborah A - RO 51150 - 51150 - Cell Biology Biochemistry Lbk ~ 10/22/2018 o Effort Statement Building
Wan H -R1 51300 - 51300 - Pediatrics Lbk 7/23/2018  Base 9
» E-Mail ecrt Support € Not Certified, Not Processed v
Hwangeu - R1 51300 - 51300 - Pediatrics Lbk 71232018  Base £ Not Certified, Not Processed P
Babu -R1 51300 - 51300 - Pediatrics Lbk 7/22/2016  Base ‘63 Not Certified, Not Processed, Re- @
Opened by Labor Redistribution
Ashly - R1 26110 - 26110 - Grad School of Biomed Sciences 7/23/2018 Base £ Not Certified, Not Processed )

Lbk

The Effort Tasks tab contains the list of effort processing tasks and Payroll Adjustment
Reconciliation tasks that you are responsible for resolving. This tab will appear only if
you have tasks and the Work List page will default open to the Effort Tasks tab. To
resolve a task, click a task and be taken to the appropriate page for action.
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EXAS T
EALTH

CH UNIVERSITY
CIENCES CENTER.

Home Certify

o T E
~J- H S

Helpful Links Work List for Deborah

» Effort Reporting tab
OP 85.07 ; Welcome to the ecrt effort reporting system. The tabs 4

» Effort Certification certifying statements, processing statements, or followifig Up ON OUISIGNGING Stalements. 10 View and
Timelines the task description.

» Salary Cap —
Calculator.xis y

Training Center

» How to Certify My Statements Awaiting Certification
Effort

N\,
require your attention - whether it is / ¢
esolve the specific task, select the link in - £ \

» How to Certify My Type Employee Id Name (Last, First) Date
Researchers
IIHELPI Process Certification Statement Ellen 07/08/2018 1:29 PM
» E-Mail ecrt Support
Process Certification Statement ‘ ﬁi 07/03/2018 12:18 PM
Process Certification Statement ubash 07/03/2018 12:18 PM

Salary Caps

In the event that a sponsor has a mandatory salary cap, an individual’s salary above the
salary rate cap is considered an unallowable cost that cannot be charged directly to the
grant. The unallowable portion of salary over the cap is considered cost sharing and
must be charged to a non-sponsored, non-federal fund. A separate salary cost-sharing
fund must be created for each grant that is subject to the salary cap limitation.

The red CAP icon indicates that salary cap cost sharing is required. The red CAP icon
appears on the statement next to the appropriate account name only if the Adjusted
Cap Salary exceeds the salary cap amount associated with the sponsor for the Period
of Performance. For the cost-sharing account, if the amount of cost-sharing on the
account exceeds the calculated salary cap cost-sharing amount, the CAP icon will be
green. If the cost-sharing amount is less than the calculated salary cap cost-sharing
amount, the icon will be red.

The Salary Cap Calculator link, which is available on the Left Navigation Bar of the
Work List Page or in the Links menu drop-down list, is a good tool designed to assist
the Certifier in determining how much the current salary rate is over the NIH salary cap
and how much will need to be recorded as cost sharing.

Award Total 7.00% 3.00% 10.00% 10%
H221138 CPRIT Anti
Activity Yr 3
221138-511564-20 Clpimben Red CAP 0.00% 8.28% o 8%
Neuroblastoma AL‘tVr h .

ICOn 1.72% 1.72% 9 2%

101201-511564-20 CS CPRIT Anti-
Neuroblastoma Activ + C4F
Award Total. 8.00% 2.00% 10.00% 10%

H221147 CPRIT -
Manufacture/Formulation and IND-
directed Toxicology of D-threo-PPMP as

Multifunctional Glucosylcera Yr 1
221147-511562-20 CPRIT - 0.00% 8.28% 5] B%
Manufacture/Formulation Yr1 * CAP Green CAP
101226-5 CPR[T BM |C0n 1.72% 1.72% 9 2%
Manufactife + €4° h
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Hovering over the CAP icon, the sponsor name, sponsor type, and the calculated
minimum required cost share will display two possibilities for the Salary Cap calculation
— By Payroll Dollars and By Computed Effort. Clicking the CAP icon will display the Cap
Alert page.

Activity Yr 3

221138-511564-20 Ciﬂ“““j _828 CI'Ck Red CAP 8.28% © 8%
Neur ActYr RalC
101201-511584-20 CS CPRI Sponsor name: Cancer Prevention and Researc! 1.72% 5] 25

Texas (CPRIT) Sponsor type: NIH
Meuroblastoma Activ ¥ AP

By Payroll Dollars

Al salary Cap—$4,821.19 2.00% 10.00% 10%

Adjusted Cap Salary - $60,351.99

H221147 CPRIT - Computed Effort — 103.55%

ManufacturefFormulation and IN  payroll— g 28%

directed Toxicology of Dthre0-F|  Cost Snare percent required — 95.37% =

Multifunctional Glucesylcera YT | (1550, 351.09+8 28%)/54,321.19)-8.28%
221147-511562-20 CPRIT - Computed Effort 0.00% 828% o 8%
Manufacture/Formulation vr1 | Salary Cap — $4,821.18

Adjusted Cap Salary — $60,251.99

101226-511562-20 CS CPRI|  Computed Effort — 8.28% 1.72% 172% s 2%
Manufacture + ©4F Payroll — 0 65%
Cost Share percent required — 7.62% = ((560,351.99-
A $4,821.19)i$60,351.99)*8.28% 2.00% 10.00% 10%

H241583 Preclinical Studies of

The Cap Alert page contains three sections of important information: The first section
shows the ratio of support from the sponsor and the institution based on the certifier’s
salary.

In the middle section, the system will calculate the necessary payroll and cost share
amounts required to meet the committed effort based on two measures. The first
calculation determines the minimum amount of cost-sharing that should be present on
the statement based on the payroll dollars and the salary cap. The second method
calculates the distribution between payroll and cost-sharing based on the total
Computed Effort amount.

At the bottom of the page is a flex calculator. If the certifier intends to certify at a
different percentage, they can enter the percentage of desired payroll to determine the
additional amount of cost-sharing that should be present or the intended Certified Effort
to determine the distribution between payroll and cost-sharing.

Manage Administration Links

Cap Alert! ?

This FOP is subject o a salary cap limitation. This necessitates that effort put forth on this FOP is supported by both the institution and the sponsor. The salary cap limitation results in a percentage of all total certified effort to be cost shared by the institution. As a
result, salary charges that are driven by your effort may need to be adjusted

For this particular award, the salary cap limitation suggests the following relationship between institution and government supported grant effort:

92.01% = Percent of grant effort supported by institution

7.99% = Percent of grant effort supported by sponsor

For purposes ofthis award, it is derived that - at a minimum and assumina certified effor will equal the computed effort - the following rafios would be expected to be cerified.

By Computed Effort

[ CostShare % Computed Effort % Certified % § Info: The "Payroll %" to the left represents a salary amount of $398.32 and the "Cost Share %

represents a salary amount of $4598.82,
0.66 7.62 828 828

Itis acceptable if the Payroll % is less than what is indicated above and the cost share is more than what is indicated above. Such an outcome may indicate the presence of other cost sharing in addition to the salary cap cost sharing
Ifthe Certified % equals zero, then proceed to the FLEX CALC below. If you intend to certify at a percentage other than what is indicated above - which is permissible - please use the calculator below to determine the expected payroll and cost share percentages.
Input your expected cerfified effort in the shaded input field.

FLEX CALC

By Computed Effort

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

A cost sharing fransaction may need to be established to FOP for the revised salary cap cost sharing. Please consult with your effort coordinator or departmental administrator to process changes before certification

Below the body of the statement are expandable sections for Notes, Attachments,
Transactions, Activity Log, Email Log, and Certifiers and Approvers. The Notes section
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is available to facilitate communication among people who share access to a statement
— effort coordinator and Certifier/P1. When the certifier does make changes to their
effort, it is helpful to leave a note describing the changes in the Notes section. To leave
a note, they must click the Add a Note icon.

Leruly LNeCKDoXes
Grant/FOP [-] Payroll Cost Share Computed Effort (Certified Effort ™

Sponsored
H211121 Bridging the Gap/Patient Center
Year
211121-511151-20 Bridging the 3001% 0.00% 30.01% s 30 % =]
Gap/Patient Center Yr5
Award Total 30.00% 0.00% 30.00% 30%
Sponsored Total: 30.00% 0.00% 30.00% 30%
Hon Sponsored
101088-511151-10 Instructional Admin 63.89% 0.00% 63.89% S 64 % &
Med Curriculum
101181-511515-20 CBB Research 611% 0.00% 611% S 6% |
Non Sponsored Total: 70.00% 0.00% 70.00% T0%
Grand Total: 100.00% 0.00% 100.00% 100%
‘Get Help A dd Close - Certify Save
A
P Notes # 5
h ote
» Atachments &
P Transactions #
P Activity Log #
» Email Log *
 Certifiers & Approvers #

The certifier enters the note in the Create New Note text box and clicks Save Note.

[STONSOTET TOTar By T JooT

T

lon Sponsored
101088-511151-10 Instructional % 63.89%

J 64 % B
Med Curriculum Create New Note
101181-511515-20 CBB Researl % 611% 9 6% B
Hon Sponsored Total: Hote (max 4000 characters. 70.00% 70%
Extra text will be
Grand Total truncatedy: % 100.00% 100%

D 60N B

Click Save Note

b Notes # Save Note

A

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

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

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

» Accessing and viewing the statement

« Saving the statement
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* Placing the statement on hold

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

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

+ Emails about the statement being put on hold

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

message was initiated
+ Emails about the statement being returned to the certifier(s) or reopened.

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

P Activity Log #

a a A a
» Email Lag # o PDPIO

P Cerifiers & Approvers %

Effort Tasks

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

To review an effort statement waiting to be processed, click a task from the Effort Task
list and be taken to the appropriate page for action.
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== TEXAS TECH UNIVERSITY | Sign Oin
J HEALTH SCIENCES CENTER.

s Certy Effort Tasks

Helpful Links Work List for Pamela
» Effort Reporting
Or o Welcome to the ecrt effort reporting system. The tabs below list @ o
» Effort Certification certifying statements, processing statements, or following up on ouls!andmg stal
Timelines the task description.
» Salary Cap
Calculator.xis
Training Center
» How to Certify My Statements Awaiting Certification
Effort

certificatio s thal require your attention - whether it is \
i}nls To view and resolve the specific task, select the link in e 8t L \

» How to Certify My Employee Id
Researchers
UIHELPY Payroll Adjustment Debble 08/07/2018 4:22 PM
» E-Mail ecrt Support C“Ck a Task
Payroll Adju Mmmi"q Gregory, Darla 08/07/2018 4:22 PM

Processing an Effort Statement

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

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

Dollars Cost Transfer) o
Sponsored
H212182 Testing Tobacco Smoke and eCigarette Toxicity at the
Blood Brain Barrier Yr 7 to 11
212182-402611-20 Testing Tobacco Smoke Tox Yr7 to 11 40.00% 0.00% 40.00% J  a0% $ 0.00 0.0 % 0.00%
Award Total: 40.00% 0.00% 40.00% 40% $0.00 0% 0.00%
H242265 SD LWB Novel Class of Chemical Agents Active
Against Metastatic Triple Negative Breast Cancer
102112-402611-20 CS SD LWB Novel Chemical Agents 0.00% 7.50% 7.50% 9 0% . .
P oo 7.60% 7.50% B If Disagree, Click Do
Sponsored Total: 40.00% 7.50% 47.50% 40% NOt PrOCeSS
Non Sponsored
102018-402601-10 Pharmaceutical Scs 30.00% 0.00% 30.00% QO 30% $ 000 00% 0.00%
102043-402611-20 Pharmaceutical Sci Research Support 2250% 0.00% 2250% O  10% $ 204085 ° 00'% 7.50%
Non Sponsored Total: 52.50% 0.00% 52.50% 60% $2,040.85 0.00% 0.00%
Grand Total: 92.50% 7.50% 100.00% 100% $0.00 0.00% 0.00%
Cancel Labor Redistribution Process Do Process
Neadec
© Attach file
Attachments: N/A
Use the text field below to enter an Effort note. (4000 character max.) .
If Agree, click
|Save Effort Note|

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

If the individual correctly certifies to a percentage that is different than the computed
percentages, ecrt calculates the dollars related to the changes and shows them in the
Cost Transfer Dollars column. Click the Labor Redistribution Needed button because
a Labor Redistribution needs to be processed. This will move the status of the
statement to Certified, Labor Redistribution Required, or Pending. A Labor
Redistribution Notice is created in the Manage Effort Notifications Labor Redistribution
tab.

This serves as a reminder to process a Labor Redistribution in Banner based on the
review that you just performed. This is simply a list of tasks that can be manually
deleted (using the Red X) at any time.

Uounars Cost Transfer)

Percentage
Sponsored
H212182 Testing Tobacco Smoke and eCigarette Toxicity at the
Blood Brain Barrier Yr 7 to 11
212182-402611-20 Testing Tobacco Smoke Tox Yr7 to 11 40.00% 0.00% 40.00% J 40% $ 0.00 0.0 % 0.00%
Award Total: 40.00% 0.00% 40.00% 40% $0.00 0% 0.00%
H242265 SD LWB Novel Class of Chemical Agents Active
Against Metastatic Triple Negative Breast Cancer
102112-402611-20 CS SD LWB Novel Chemical Agents 0.00% COS'[ Transfe r O _ o% $-2040.8¢ 00 % -7.50%
Award Total: 0.00% q% $-2,040.85 0% -7.50%
Bponsored Toml: 40.00% Dollars 40% $2,040.85 0.00% 0.00%
Non Sponsored
102018-402601-10 Pharmaceutical Scs 3000% 0.00% 30.00% 9  a0% s 000 00% 0.00%
102043-402611-20 Pharmaceutical Sci Research Support 22.50% 0.00% 22.50% O 0% $ 2040.85 00 % 7.50%
Non Sponsored Total: 52.50% 0.00% 52.50% 60% $2,040.85 0.00% 0.00%
Grand Total: % $0.00

Click Labor

Redistribution Needed

' Attach file
Attachments: N/A

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

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

Payroll Adjustment Reconciliation

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

Click the Payroll Adjustment link to review and resolve the task.
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'+ TEXAS TECH UNIVERSII:I:Y

)%, HEALTH SCIENCES CENTER.

Home Certify Administration

Helpful Links Work List for Pamela 9
» Effort Reporting 2
OP 65.%

N
effort certification tasks that require your attention - whether it is / Y

» 15_::‘;;; ClICk Pay ro I I AdJ u Stm e nt ing statements. To view and resolve the specific task, select the link in ‘......_,.,‘.'\

» Salary
Calcule —
Training Center

» How to Certify My Staglments Awaiting Certification —

Effort
» How to Certify My Type Employee Id Name (Last, First) Date

Researchers
HELPH | Payroll Adjustment | R1 Darla 08/07/2018 4:22 PM

» E-Mail ecrt Support
Process Certification Statement R1 Rakhshanda 10/22/2015 8:19 PM

The Payroll Adjustment Reconciliation screen displays the details of the Labor
Redistribution and also the effects it has on the effort statement. The Effort Coordinator
can review how much the individual originally was paid and certified on each FOP — and
then review how the current Labor Redistribution will change those numbers.

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

Payroll Kajus!menf Reconciliation [¥)
The Payroll Adjustment Reconciliation page presents to administrators payroll and cost share transactions that impact historical Effort statements and allows them to determine how to treat those transactions. The actions a user can
take, by the of buttons below the summary, are by the s ot and the i assigned to the user's role.

Covered Individual: Darla Location: Amarillo
Title: Licensed Vocational Nurse Appointment:
Department: 52350 - Surgery Ama Effort Coordinator:
Email: darla. @ttuhsc.edu
Payroll iliation T n k for P Performance - 03/01/2018 to 05/31/2018

Period of Performance | Pay Period Adjustment Amount
03/01/2018 to 05/31/2018  03/01/2018 to 03/15/2018 - -35

Original Payroll and
Certification

$419.08
(80.00)
($0.00)

Change from
Labor Redistribution

222044-523551-30

lion Summary for Period of Performance - 03101/201l05/31/2015

132021-
8fb 05/31/2018 523511-35 $8,663.24 (8350.00)  gg31324 9116

$455.94
$9,119.18 $0.00 $9,119.18

$455.94 $350.00  ggos9a 884

$0.00 $0.00 $0.00

222044-
523551-30

otal $9,119.18 $0.00 $9,119.18 I $0.00 $0.00 $0.00
—_— »
| Post & Re-open | ¥ View Effort Statement

You will be returned to the Work List page, and the Payroll Adjustment Reconciliation
task is removed from the list.
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Manage

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

== TEXAS TECH UNIVERSITY Neloome: Deborsh15on 9wk
{2, HEALTH SCIENCES CENTER.

— |
Home Certify Manage Administration

Manage Home

%mw Work List for Deborah Uooue Manage menu

N
OP 65.07 ) Welcome to the ecrt effort reporting systeriet el Lt e t rd d d I g / s
» Effort Certification certifying statements, processing state: Manage Effort Notifications j k& statements. To view and r rOp OWn |St P SP— \
Timelines the task description.
» Salary Cap Effort Statements on Hold
Calculator.xis ——
Training Center
» How to Certify My
Effort
» How to Certify My Department Due Date Type Status Pl
Ressarchers Deborah 51150 - 51150 - Cell Biology Biochemistry Lbk ~ 7/23/2018  Base 6 Effort Statement Building

Sk S4200 £i200 b a

IHELPI

Look-Up page

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

Administration Links

Look-up Page Q@

The Look-Up page allows you to search for Employee, Grant(s), FOP(s), or Department(s). After at least three (3) characters of the name or number are entered the system displays the possible matches in three separate lists -

one for Employee, one for Departments, and one for Grants and § tch from the list and be taken to the appropriate page - the Effort statement page, the Department
The Enter and Tab keys do not allow selection of data

Dashboard, or the GrantFOP Summary page. The GranUFOP Su ough data to return only one result, you will be directed to the appropriate page automatically
21| | h

Lopez - No search results found - MRNA Processing in Reproduction and Fe H241184 - NCl/Pediatric Preclinical Testing Program

H211150 - Role of Cell Size and G1 Phase CDKS Ye: H211128 - NCl/Pediatric Preclinical Testing Yr 3
270 - 511569-20 - Understanding Polyspecific Dn 211230 - 511564-20 - NCliPediatric Preclinical Test Y|

‘E
15

Department Dashboard

The Department Dashboard page is broken into three tabs: People, Grants and FOPs,
and Department Information. At the top of the Department Dashboard page, the
department name and number are displayed above the search field. On the right side of
the page is a link to the Monthly Funding and Effort Information Report. The link opens
the PDF version of the prior month’s report for the department.

The first tab on the Department Dashboard page is the People tab, which contains
information about all of the institution’s employees that have a relationship with the
department.

The Certification Summary Chart allows you to define the statistics to review. You can

select the Statement Type, either Base or Non-IBS, by using the checkboxes, the
Employee Type from a drop-down, and the Period from a drop-down.
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To the right of the Period drop-down is the Related Reports link. When first accessing
the page and no parameters are established, the chart shows the statistics for all
statement types and all employee types for the most recent Period of Performance. For
each status, it shows the number of individuals in the status and the percentage of the
total in each status.

Department
51150

[Search for Deu%{
E SEloC IR

gy Biochemistry Lbk -

Certification Summary Chart

Certification Summary Chart:  Statement Type Base [INonIBS Employee Type [Select] ~ Pericd [Select] -~
certifiers in this Department, for the current period of performance

The default search is for base Effort statements f;

£ MNotCertified, Not Processed 31

%5 Mot Certified, Not Processed, Re-Opened by Labor
Redistribution 2

.; Certified, NotProcessed

75.6%

24%
9.8%
7.3%

1
a
5 Certified, Processed 2 3
2 4.9%

25 Labor Redistribution Pending
& Auto Approved

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

Status Description of the Status

Effort Statement Building - This status indicates an effort statement is not ready for certification. This occurs during the period of
performance, when payroll and profile data are being loaded and the effort statements are being built.

Not Certified, Not Processed - This status indicates the effort statement is ready to be certified. Effort statements move to this status
when the Certification Period begins and the statement requires an individual to certify.

Certified, Not Processed - In this status, an individual has certified his/her effort statement, and it has been routed for review/approval
to the Effort Coordinator. The effort statement will remain in this status that review has been performed.

Certified, Processed - When the Department Administrator reviews/processes an effort statement, the status changes to this. All
certified effort statements should change to this status by the end of the certification period.

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

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

Labor Redistribution Pending - This is the status of a Certified, Processed Effort Statement when an cost transfer has been loaded into
ecrt, which will effect the computed effort percentages in that statement. Department Administrators
will review Payroll Adjustment Items and post the items to the effort statements.

Not Certified, Not Processed, ‘This is the status of an effort statement where a cost transfer was applied and now the statement
Re-Opened by Labor Redistribution - needs to be re-certified by the individual due to changes in the payroll percentages on the effort
statement.

Not Certified, Not Processed, -  This is the status of an effort statement that has been re-opened by an Effort Coordinator or
Re-Opened Central Administrator. Effort Coordinators will only be able to re-open an effort statement during
the certification period.
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The Covered Individuals List is below the Certification Summary Chart. Covered

individuals are assigned to a department based on the individual’s primary department
assignment.

The list is divided into four sections:

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

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

Home: Certify Manage Reports Administration Links
Department Dashboard for 51150 - Cell Biology Biochemistry Lbk -

=, @
51150 L)

Search for Department:
61150 - Cell Biology Biochemistry Lbk || Choose |

n nd FOP Denactment Information

Certification FOUF SectlonS IBS Employee Type [Select] 3 Perod [Select]

The default Department, for the current period of performance

& Effort Statement Building ./ 41 100.0%

Covered Individuals A, (If you would like to search for an apostrophe, please enter two apostrophes to return results)

+ Non-Sponsored 7

+ Non-Department 4
+ Terminated *

The Covered Individuals list can be filtered in four ways — name, employee ID, role, and
employee type. To apply a filter, select the funnel icon to see the list of filters. Then

select the appropriate radio button corresponding to the desired filter and select the
magnifying glass.

The Covered Individuals list contains 7 columns for additional information. For the
employee’s Role column, if a user has more than one role then hovering over the listed
role will display a list of all roles assigned to the person. The Statements column will
show up to 5 icons representing the individual's most recent effort statements. If you
hover the mouse over the icon of the effort statement the period and status of that
statement will display. To review the certification statement simply click the icon.

The Action column contains the magnifying glass icon. It provides a link to the Manage

Users page for that individual. The pen and envelope icon will send an email to the
individual.
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Home Certify Manage Reports Administration Links
Department Dashboard for 51150 - Cell Biology Biochemistry Lbk - - O
51150

Search for Department:
51150 - Cell Biology Biochemistry Lok [ ((Choose))

m Grants and FOPs Department Information

Certification ry_Chart: Type Base Non-IBS Employee Type [Select] K Period (Select] H _.4]
The default search is for base Effort statements for all certifiers in this Department, for the current period of performance

o Effort Statement Building ~/ 41 100.0%
Covered Individual A, (If you would like to search for an apostrophe, please enter two apostrophes o return resuits)

- Sponsored 2
Gregory D R1 Terminated Quarterly 222222

$88888 °_@

Yangzom D R1 Pl Quarterly Do S5Se o7
Jennifer D RO Quarterly S859 /{2
o w Covered sty ss saz
Wen g Individuals list e $$855% eda
Daniel C R1 Quarterly 09 S59908 L N7
Hwangeui R1 Quarterly T o\~

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

The Grant/FOP Name is a link to the Grant/FOP Summary page. When you hover over
the yellow icon to the left of the Name, it indicates that this is inactive.

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

Home Certify Manage Reports Administration Links
Department Dashboard for 51150 - Cell Biology Biochemistry Lbk - . O
51150 A

Search for Department
51150 - Cell Biology Biochemistry Lbk &) (‘Chioose’)

People I

Click Magnifying
Glass

Anatomy/Electron Microscopy IDC
Basic Sciences Support
Basic Sciences Support
H241021 CBB Cancer Research 01/13/2006

Grants and ;
— FOPs tab sy Y

= for Coloractal Cancer RO Beverly 01/01/2018  12/31/2018

H241918 Cell Line/Xenograft Rep Yr 3 R1 Charles 09/01/2016 08/31/2018

181402-511503-20 COG Clinical Trials Studies

The Department Information tab contains information about the Department’s Effort
Coordinators and the Department Relationships Tree.
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The names, phone numbers, and email addresses of the Department’s Effort
Coordinators are shown. The Primary Effort Coordinator is highlighted in yellow. This
individual will receive all of the effort processing tasks that are created when individuals
certify effort statements. The secondary effort coordinators are listed without
highlighting. Any additions or changes to this list will be made by the Central
Administrator.

The Action column in the Effort Coordinators list allows you to go to the Manage Users
page for the coordinator by clicking the magnifying glass icon and email the effort
coordinator by clicking the pen and envelope icon.

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

Manage Administration Links

Department Dashboard for 51150 - Cell Biology Biochemistry Lbk - 51150 "'ﬂf\f_ )
Search for Department -
”
People Grants and FOPs I Department Information I

Department Effort Coordinator(s:

| Phone i Ad
Chavez, Deborah A- RO0897735 8067432700 deborah.chavez@tiuhsc.edu -

Q A
Day, Karen J - R00526304 8067432700 karen.day@ttuhsc.edu Q@A
Fansler, Donna C - R00533609 Departm ent 8063564617 donna fansler@ttuhsc.edu Q A
Stallings, Donna G - R00529872 . 8067432700 donna stallings@ttuhsc.edu Q@A
Trompler, Ann K- RO0908426 I n fo rm atl on 8067432700 anntrompler@ttuhsc.edu Q@A

tab

Viewer(s)

i Phone ¢ Email | Action

None found

Department Relationships

;‘ 5115 - S0M Basic Sciences Lbk (M/A) Dep artm ent
[] 51160 - ImmunolagyMalecular Micro Lbk (Gauna Alicia L - RO0B98564) h 1 1
[£) 51170 - Pharmacology and Neuroscience Lbk (Morris Maria - RO0540831) Rel atl ons h I p S

[Z] 51180 - Physiclogy Lbk (Rolfe Cynthia K - ROOBISE34)
[£] 51150 - Cell Biology Biochemistry Lbk (Chavez Deborah A - ROD897735)

tree

Manage Effort Notifications

The Manage Effort Notifications page contains the Labor Redistribution tab, which has a
list of notifications that require your attention. To resolve an item on the list, select the
link in the Notification Detail column to be directed to the review page.

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

“CH UNIVERSITY
SCIENCES CbN T'ER.

Certify

Welcome | Sign Out

Reactive notification for - Ina awaiting review

One item found.

51150 - Cell Biology Biochemis...

=

X] Excel | &l XML | 4] POF | @ RTF

Click Red X

Effort Statements on Hold

The Effort Statements on Hold page allows you to select multiple certifiers and then

place them all On Hold at one time rather than

having to navigate to each statement

individually. When you click Save, each of the certifiers will be listed at the bottom
screen in the Certifiers with Effort Statements on Hold section.

To take an effort statement off Hold, you will have to go to the individual’s effort
statement and uncheck the On Hold checkbox. You can navigate to the individual’s
effort statement from the Effort Statements on Hold page, by selecting the magnifying

glass icon in the Statements column.

=~ TEXAS TECH UNIVERSITY
I HEALTH SCIENCES CENTER.

Home Certify Administration

Manage

[+] Effort Statements On Hold

School/Department: 52300 - Ob Gyn Ama
Employee Type: Quarterly

3/1/2018 to 5/31/2018

V-Valmmat Stephen | Sign Out
nter Search Criteria 4

Certifiers Available

Mary T -
Farren M -
Lalissa M -

Certifiers Selected to Hold

(Base) Kimberly A -
(Base)

(Base)

(Base)

Select from

Teresa E -
LesliL -

(Base)
(Base) <
(Base)

(Base)

Mary G -
Victoria A -

Certifiers Available

[ Save | —
Certifiers with Effort Statements o

Kimberly 5230 - 52300 - Ob Gyn Ama

Effort Statements On Hold

S S L O "

Quarterly 03/01/2018 - 05/31/2018

Select Magnifying _T
Glass

To reference the total number of effort statements On Hold, review the Certification

Summary on the Department Dashboard page.

TTUHSC Finance Systems Management

April 2025

Page 18/21



ecrt — Effort Coordinator Training

Administration Links

Department Dashboard for 51150 - Cell Biology Biochemistry Lbk - e @
51150 Aa

RSB crants and Fops e

Certification Summary Chart: Statement Type [¥Base [[JNon1BS Employee Type [Select] ~ Period [Select] -
The default search is for base Effort statements for all certifiers in this Department, for the current period of performance

L,

Search for Department

5 NotCertified, Not Processed -/ 31 75.6%
Lr Certified, Not Processed 4 5 12.2%
& Cerlified, Processed 7 2 a.0%
45 Labor Redistribution Pending 2 2.9% Statements
£ Certified, Labor Redistriution Required or Pending 1 2.4%
IO ADRIOVED S AB, O H Id
I Il ©nHola 1 n 0

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

Park , Sangyi Stallings, Donna G - R00529872  R10400024 Quarterly & @ QA
Pasham, Mithun R @ QA

T e Visual Indicator that statements °am

WMeenakshi

Reynolds , Charles P Stallings, On HOId 2| 222 QA

Rosales , Rafael @ QA
LN

Rudine , Cullen T

Reports

The ecrt Reporting page is accessed by clicking the Reports menu label on the
navigation menu bar. The page contains three window panes across the top that show
the report Category, the list of Reports associated with the selected category, and a
Description of the selected report. To access the report, click the report name in the
Reports pane.

T’ TEXAS TECH UNIVERSITY

1 HEALTH SCIENCES CENTER.

ecrt Reporting

Category

Commitments - Commitment Listing Report
Management Certifiers Over Commitment Settings Report
Payroll/Cost Share Wonthly Commitment Summary Repart

[Tparameters | Results

i Employee:

i’ school / Department:

Expand Search

i FOP: @ Active ©) Inactive
i Filter By: @ mwarded © Proposed ©@ Awarded/Proposed
i Date By: @ Dates © Employee Type
i Dates: Start Date: End Date:
[mm/ddiyyyy] [mm/ddfyyyyl

Run Report
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Administration

The Manage Users link is the only link available to the effort coordinator in the menu
drop down list for the Administration label. The page presents a data entry search box.

You must search by last name only, first name only, ID number only, or by last name
then first name. Type in a minimum of three characters from the intended result, and
then pause for a few seconds.

The program will query the database, and download a list of matches to the search text,
which appears in a blue box under the search box. Put the cursor on the intended
result, click the mouse or hit the enter key and then click Choose.

Manage Administration Links

Manage Users 9

As an administrator, you have complete control in managing the roles associated to any system user. By selecting a user from the box below, you'll be able to activate or deactivate a user, manage the system roles they have access to
and manage their associated departments. Each of these operations allows further management of all system users.

The search can be conducted using first name, 1ast name, or 1D number. Results are produced more quickly using last name or ID number. Searching by first name then last name will not produce results. You must search by last
name only, first name anly, id number only, or by [ast name then first name

When you view this page, ifthere is a "loading data” indicator, then please wait as the screen populates with your data. If there is no "loading data” indicator, then please type the name of the persan you are searching for and wait for
the results to load. It may take up to three seconds to load your resuls.

Choose a user to administer.

- h m
Cornwall |

In the top section, you can see the basic user demographic information and their email
address. If any of this data is not correct, a change needs to be made in Banner. All ecrt
data is fed directly from Banner.

Web Site Access Audit Access Email Access Key TPE Designation Auto Process Effort
Aé{i:te Inactive A‘d‘\.\;e Inactive Aé{i:te Inactive Aé{i‘;e Inactive Active Inz;é{we Aéfi‘\}e Inactive ecrt S
First Hame: Gail Middle Initial: Last Name: Prefix: l— Suffix:
Title: Professor Appointment:
Location: Lubbock Phone:
Address:
Username: Code: Type:

Alternate Identifier:

N Email address
Job Position:

Job Description:
Commitment Level Code: |

Email(s) for Gail

Email Address

gail “@ttuhscedu

J._{g Add Email Address
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A list of the departments that the user is associated to is displayed in the next section. If
the user is an Effort Coordinator for a department it will be listed in the Effort
Coordinator Department Relationship section.

D i for Gail.

51150 - Cell Biology Biochemistry Lbk E 51150

Effort C. D i i kt}a\h

List of Departments

No Department found

The next section lists the FOPs that the individual has been paid from or has a
commitment to and associated grant numbers.

FOP(s) for
Basic Sciences Support 131005-511515-10
CBB IDC Recovery Research 181367-511515-20
CBB Research 101181-511515-20
Cell BilBiochem Instruction 101018-511515-10
Protein Amyloidgenisis in the Epididymis Mechanisms and Biological Significance Year 3 H211185
Protein Amyloidogenesis Epidid Yr 4 211232-511553-20
Protein Amyloidogenesis in the Epididymis: Mechanisms and Biological Significance Yr 4 H211232
Protein Amyloidogenesis in the Epidiymis Year 2 H211137
Protein Amyloidogenesis/Epidiy Yr 2 211137-511553-20
Protein Amyloidogenisis/Epidid Yr 3 211185-511553-20

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

Roles for Gail
Description Active
Auditor Auditor
Central Administrator Central Administrator PI ROle
Certifier Certifier
Designee Designee
T Access
| Pl Pl l
Primary Effort Coordinatar Primary Effort Coordinator
Reporting Reporting
Secondary Effort Coordinator Secondary Effort Coardinator
Temporary Certifier Rights Temporary Certifier Rights
Temporary PI Temporary Pl rights
Terminated Terminated

For information regarding effort reporting or grant compliance, please contact the
Research Integrity Office at 806-743-4752.

For questions about a specific grant, please contact the Office of Sponsored Programs
at sponsoredprograms@ttuhsc.edu, or by phone at 806-743-4569.

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