UNM Effort

Certification
Iraining

Pre-Review Stage



Why do we Certity?

o Effortis a mechanism to confirm salaries and wages
charged to a sponsored project in relation to the
work performed and committed to the agency in

proposal.

o UNM is required to assure Federal and other award sponsors that the
allocation of salaries charged are fair, consistent and timely with the effort
performed.

« Potential financial penalties for non-compliance

* Expenditure disallowance - department would be responsible to
repay the charges to the agency

« Non-compliance on A-133 audit - could impact future funding

« Applies to non-timesheet employees only
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What is Effort

o Effortis the time spent on a sponsored project, itis
expressed as a percentage of the employees’ total
University related duties

o Effort must equal 100% cumulative total

* Includes teaching, research, service

 Does not include any activities outside of University related
work

o Cannot exceed 100% if working on multiple projects

0 Itis not measured on a standard 40 hour work week, but on the
actual time worked.

o Tolerance threshold of +/- 5%
« Original award agreement and time worked
 Recently approved Effort Certification Policy will be
added to UNM Faculty Handbook
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Tips tor Reviewing Effort

e Effortisreported as an average over the reporting
period (may be impacted by the number of months
the award is active)

« Compare reported effort percentage to proposed
effort in original award document

« Variances that may require agency prior approval:

o
o

Absences (generally 3 months or more)

Significant reductions of the Pl and/or Key Personnel effort (25% or
more)

Note: It is the PI’s responsibility to work with the Pre-award office
to obtain sponsor’s prior approval
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System generates effort
certification reports twice a
year. Accessible in Lobo Web at
my.unm.edu employee tab .

Under
Review

Pre-review stage- Email
notification sent to Pre-
reviewer, FYI to PL.

30 days to complete review

Effort Process Flow

process.
Pre-revi . . Awaiting Certification Stage - Certified Certified record is | Completed
re-reviewer Pre-reviewer reviews I Certifier looks at ertifie P
requests labor report and approves. Certification record and certifies its locked and cannot be Record is Locked
distribution to Email notification —) accuracy. ——) modified without
correct effort. sent to Certifier. approval. Email
30 days to complete notification sent to PI l
certification process and Pre-reviewer. Request to unlock
Awaiting record must be
Refresh - Awaiting submitted to C&GA.
Update Refresh - Special exception
Update memo requires
Labor re- Dean/Director
distribution approval.
¥

processed, new
report generated
for certification
after Update
process. Back to
Pre-reviewer

Needs correction.
Notifies staff labor
redistribution needed.
Back to Pre-reviewer

Re-distribution
processed after record
unlocked.

Awaiting
Refresh -
Update

Record requires Pre-
review and Re-
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Effort Certification Process

 Reports are displayed by employee

e Certification reports distributed and certified semi-
annually through LoboWeb
o Pre-Review Stage
« 30 calendar days after reports are generated
o PI Certification
* Begins when Pre-Review stage is completed
 Ends 60 calendar days after reports are generated
o Email notification at all stages
* Pl copied on initial email for Pre-Review
« Reminder and delinquent notifications will also be sent

 Pre-Review must be completed prior to Certification
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Navigation T1ps

e Scroll Bar

o Click F11 if you have multiple items listed under sponsored projects and
cannot see the scroll bar

 Expand the columns

o Click on the line you would like to expand and drag the line to make the
column larger

e Sort columns

o Click on the top of the column you would like to sort by, you can sort by
any of the columns listed

* View routing queue

o Select Routing Queue link on the left panel, to view all individuals in the
gueue and what actions have been or need to be taken

o Note: The employee name will appear on routing queue as cetrtifier, the
only time they will be required to certify is if they are also the PI

View Effort Breakdown by Pay Period
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Accessing Reports

*  https://my.unm.edu/cp/home/displaylogin - to log into LoboWeb

 Select the Employee tab - Click on Lobo Web

Home  Campus Life  Library UNM E-Mail = Student Life My Courses S00PTLANIR  Finance

June 13, 2011

= 53]

Human Resources

General Information

+ HR Main Page

+ efaN

+ Salary Structure Table

+ Standard Timesheet for Staff (PDF)
« Standard Timesheet for Staff (Excel)

Career Development

« Career Development Main Page
+ Education and Training

+ Career Ladders

Staff Resourcas

Counseling Assistance and Referral Services (CARS)

Dispute Resolution

Leshian, Gay, Bisexual, Transgender, and Questioning (LGETQ)
Resource Center

HR Consulting Services

Office of Equal Opportunity (OEQ)

Training (Employes and Organizational Development - EQD)
wellness (Emplayee Health Promotion Program - EHPP)

. .

= 53]

Benefits

Insurance
+ Dental Insurance

+ Eligibility and Enrallment

+ Life Insurance

+ Medical Insurance

+ Prescription Drug Insurance
+ Wision Insurance

Education
+ Educational Benefits

Refirement

+ Alternative Retirement Plans (ARP)

+ Comparison of ERA and ARP Retirement Plans
+ Educational Retirerment Board (ERB)

+ Retirement Manager

Loboweb For Employees @EE

UNM Account Suite will be unavailable Wednesday, June 15, 7AM - 5PM
During this time access to

"Make Bursar Payment'

will be unavailable,

Thank you for your patience as we work to improve this service.
Please refer to the IT Alerts board

(http:/fitalerts unm.edu)

for additional information or updates.

Please contact the IT Customer Support Services

with questions at 277-5757,

..' The University of New Mexico

4 LoboWeb
What is Loboweb?

Lobo'web is the place for employees to view/update personal infarmation, benefits and
deductions, pay information, tax forms and mare.

Enter LoboWeb

Due to scheduled backups, LoboWeb is unavailable Saturday 7100
pri - 9:30 prn,

BE=

UNM Business Applications
Transaction and Real-time Query Systems

+ Internet Mative Banner
+ LoboWeb
+ LoboMart
+ UNMIghs
+ Warkflow

Reporting
+ E-Print
+ Hyperion

Banner Resources

+ Banner Autharization Requests

+ Report a Duplicate Person/Mon-person
+ Search Class Schedule

+ Search Course Catalog

+ Electronic Forms

+ Purchasing Department Wehsite

Space Management

« Self-Service: Space Information & Floor Plans
« Discover Viewer: Reports

+ Space Management Website

+ Contacts: space@unm.edu or 277-3500

Whats New in HR QR

+ House Bill 129 - Return-to-Work Retirees
+ Refirement Representatives an Campus - TIAA-CREF, WALIC, and Fidelity
+ Ergonomics - Feel Better at Wark

OEX

Banner Announcements
No current announcements,

OEE

Employee and Drganizational Development

Employee and Crganizational Development (EOD) provides a variety of organizational
development services to UNM employees, Our Training Pragrams cover all aspects of work at

EEE

Banner Training
Training Databazes

+ New Banner training database (BANTR)
+ Old Banner training database (TRNG2)
+ LoboMart Training

Job Aids and Standard Operating Procedures

Learning Central iRegister for courses and manage your learning plan)
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Select Effort Certification

Student  Financial Aid AsGA06TEER Payment  Finance
Search | 50 I

Employee

Welcome to LobovWweb for Employees! You can view personal information such as benefits and deductions, leave balances and direct deposi
Demographic Self-Service Information {i.e. home address)
Emergency Contacts
Annuities and Donations
W Farms
Direct Deposit Information

Pleasze remember that history will build beginning January 2, 2008, Information such as prewvious pay stubs or job history prior to January 2C

Should vou hawve any questions, be sure to call us at the Banner HRE/Pavyroll Support Center at 2727-HRPR {4727). Hours of operation will E

Personal Information
Update racefethnicity information; update addresses, emergency contact information, and directory information; opt-out of public dis
Fake Bursar Payments
Pay Bursar billed insurance, parking tickets, etc. by credit card, checking or savings account.
Benefits and Deductions
Retirement, Health, Flexible Spending, Miscellaneous, Beneficiaries, Benefit Statement
Pay Information
Direct Deposit, Earnings History, Deductions History, Pay Stubs
Tax Forms
W Form, W2 Statement
Jobs Summary
List of Jobs and Associated Transactions
Leave Balances
List of Leave Balances
Time Sheet (Approvals and ¥Yiewvs Only)
Departmental Time Entry Approvals and Yiew
Effort Certification & Labor Redistribution
Mew! Certify effort against sponsored projects or initiate/approve labor redistributions.

RELEASE: 8.4.1 1/2/772012




Select Review or Certity Reports

Certify My Effort

Review or Certify Reports

Proxy or Superuser

Open Items @]

SUNGARD HIGHER EDUCATION

Effort Report Actions

Certify My Effort

COA od Code | Report Period

z Refresh Lo

Start Date

End Date

More Actions ¥ &

Status

Unlocked/Locked

Banner Effort Certification (Release 8.3.0.5)
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Click Advanced

earch

EfortCartfication | i Lobor Redisrbution

Sgn Out

|7Hep = |

Certify My Effort

Proxy or Superuser

Open Items

Ffart Report Actions R Refresh [

1§l More Actions = &

Search Tips

You can search using the defaNt s=arch attribute displayed in the ssarch field or you can sslact Advanced Search and add multiple s2arch attributes t@ further refine your ssarch.

Your search will return the best ks lts when you are mare spadific with your search aiteria using multiple saarch attributes,
b Advanced Search

Click advanced search to view

search options

1/27/2012

Displaying 0 rows.




Select Attribute to Begin
Search

Effort Certification | | Labor Redistribution Hn Ok

Effort Report Actions ""f Refresh 5 |0 |

More Actions » &

Certify My Effort

e—— Rcview or Certify Reports

Search by 1D
Select Attribute | v

Proxy or Superuser

Close Clez Go

@ Advanced Search &

Displaying O rows.

Search Tips

You can search using the default search attribute Nsplayed in the s=arch field or you can select Advanced Search and add multiple search attributes to further refine your search.
Your search will return the best results when you are more speific with your search ariteria using multiple search attributes.

b Advanced Search

Open drop down menu to

select the search attribute

Open Items @

SIMAADIY LIEHED BN I ATION Ranner Fifart Certifiration (Release B.3.0.51
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Open Search Drop Down
Box — Chart of Accounts

Effort Certification | | Labor Redistribution

Mare Actions * &

Effort Report Actions A oo
Certify My Effort P @ Refresh (5 i

RIS Review or Cerfify Reports

SclectAtribute__ Open drop box, select

Proxy or Superusar

Chart of Account Code | *
Effort Period Code
Effort Period Description
First Name

D

Chart of Account Code to
begin search

Close Clez Go

7| Q Advanced Search & |

Search Tips

‘fou can szarch using the default search attribute displayed inthe s2arch field or you can select Advanced Search and add multiple search attributes to further refine your search,

*Your search will return the best results when you are more spedfic with your search criteria using multiple s2arch attributes.

b Advanced Search

Open Items @]

Displaying 0 rows.
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Search for Reports to Review

 Select Attribute drop down
o Chart of Accounts - type “U” and hit Go. System wiill

display all records that you have access\to view
Effor Cerffication | | Labor Redistribution it i

Effort Report Actions % Refresh More Actions ¥ &

Cetify My Efiort L2 5l

nmpraw—— Re\iew or Cerify Reports

Search by ID

Proy or Superuser

)4
| Gt of At Code | v | |U_k

Salect Attribute | v
-

First Name

D

Last Hame
| State

Status

Close Clear Go

|3 Advanced Search = Displaying 0 raws,

Search Tips

You can search using the default s=arch attribute displayed in the ssarch field or you can select Advanced Search and add multiple search attributes to further refine your szarch,
Your search will return the best results when you are mare spedfic with your search aiteria using multiple search attributes,

b Advanced Search

o 1/27/2012 @ 14



elect from Employee List

e Highlight record, double click to view effort report
actions

 Note Status and State of each employee

|?Hep =
Effort Certification | | Labor Redistribution Hoan ok
Certify My Effort Effort Repart Actions & Refresh & open 5 More Actions ~ %
Review or Certify Reports > CCMACSRCERINAETsTelgS
Proxy or Superuser
Search Descriptions: Chart of Account Code = U =£|
| Q Advanced Search > Displaying 409 rows.
COoA | Period Code Report Period Last Name First Name | o Start Date End Date Unlocked,/Lixsgd
| u ; 201101 . January 1 -June SU. - : 100010869 i July 01, 2011 October 31, 2( Review i Unlocked
u 201101 January 1 - June 30 100015121 July 01, 2011 October 31, Review Changes Submitted
u 201101 January 1 - June 30 100015988 July 01, 2011 October 31, 2 - Review Unlocked
u 201101 January 1 - June 30 101242916 July 01, 2011 October 31, 2011 r Review Unlocked
u 201101 January 1 - June 30 100007589 July 01, 2011 October 31, 2011 Toked
u 201101 January 1 - June 30 101345875 July 01, 2011 October 31, 2011 Under Review Unlocked
u 201101 January 1 -June 30 101375126 July 01, 2011 October 31, 2011 Under Review Unlocked
u 201101 January 1 - June 30 100004537 July 01, 2011 October 31, 2011 Under Review Unlocked
u 201101 January 1 - June 30 100011532 July 01, 2011 October 31, 2011 Under Review Unlocked
u 201101 January 1 - June 30 100013694 July 01, 2011 October 31, 2011 Under Review Unlocked
u 201101 January 1 -June 30 100002181 July 01, 2011 October 31, 2011 Under Review Unlocked
u 201101 January 1 - June 30 101498757 July 01, 2011 October 31, 2011 Under Review Unlocked
Open Items @ u 201101 January 1 - June 30 101093169 July 01, 2011 October 31, 2011 Under Review Unlocked
u 201101 January 1 - June 30 100009750 July 01, 2011 October 31, 2011 Under Review Unlocked
u 201101 January 1 - June 30 101550699 July 01, 2011 October 31, 2011 Under Review Unlocked
u 201101 January 1 - June 30 101556036 July 01, 2011 October 31, 2011 Under Review Unlocked
u 201101 January 1 -June 30 100687156 July 01, 2011 October 31, 2011 Under Review Unlocked el
SUNGARD HIGHER EDUCATION Banner Effort Certification (Release 8.3.0.5)
1] Done " Trusted sites | Protected Mode: Off fa v 0% -

joile |l | =] SRR
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Column Definitions

Status column:

Under Review - report has been created and is available for
viewing

Awaiting Certification — Pre-Reviewer has reviewed and is
ready for certification

Completed - effort report has been certified and completed

Locked/unlocked column:

Locked - after an effort report is completed it is locked and
cannot be modified

Unlocked - effort report is available for change by members
of the routing queue

Awaiting Refresh - labor re-distribution has been completed
and has updated the payroll record, report needs to be
updated, reviewed and certified

Changes Submitted — when request change button is clicked

@16



Employee Effort Report

also displays the salary distribution

Certify My Effort

Effort Report >
Pay Period Summary
Comments

Routing Queue

Open Items @

v Effort Certification

Tolerance +/- 5% original award vs. effort worked
E-print reports will show status by Org, Pl and activity in dollars

Salary distribution is displayed as percentage; a pie chart graph

Effort Report Actions

Sponsored

Grant
3R39D New Mexico SAFE Program
3R96E Developmental Care Continuity Progr

Non Sponsored

Fund

300029 HU Clinical Residuals
300034 HU UNMH S0M General

’.I/ Refresh n

Fund
33904 3R390 - New Mexico SAFE Program
396E0 3R96E-Developmental Care Continuity

QOrganization
997006 Neo Stff #3
99702A Neo Dev. Care Admin,

More Actions ~ % Closz

Effort Categary
RESTRICT Sponsared Labar Charges
RESTRICT Sponsored Labar Charges

Effart Categary

Effart
529
13.94

Total Sponsored Activity 19.23%

Effort
61.61
19.16

Total Non Sponsored Activity 80.77%

w Effort Report Overview

Report Stalus || Dates

201101
Jan 1 - June 30 2011
Jul 01, 2011 - Oct 31, 2011

Awaiting Certification - Unlocked

w Funding Chart

»

3R96E Developmental Care Continuity Progr: 13.9%

(13.94)

Total 100.00%

Request Changes Certify Add New Funding

5.29%
61.61%

19.16%

» Proxy or Superuser

‘You are acting as a Superuser

e17



Pay Period Summary

 Select Pay Period Summary to view effort by pay period

o If grantis not active over whole effort certification period, this is where you
can view detail by month

Effort Certification | | Labor Redistribution

ew or Certify Reports

Effart Report
Pay Period Summary )
Comments

Routing Queue

Open Items @]
w Effort Certification

Sign Out

Effort Report Actions ".’, Refresh &5

I

Monthly - Reqular 3 2011 March 01, 2011 - March 31, 2011

Organization Grant

70780 Physics Astronamy Gen Admin

Monthly - Reqular 4 2011 April 01, 2011 - April 30, 2011
Organization Grant

70780 Physics Astronamy Gen Admin

Monthly - Reqular 5 2011 May 01, 2011 - May 31, 2011
Organization Grant

70780 Physics Astronamy Gen Admin

Monthly - Regular 6 2011 June 01, 2011 - June 30, 2011

Organization Grant

F07B04 Physics Astronomy Faculty #10 2RLB2 Investigations in Quantum Metr 21820 2RLB2 Quantum Metrology Ental RESTRICT Sponsored labar charge

Mare Actions ~ ¥ Clos=

Fund
200224 MUT & G

Fund
200224 MUT & G

Fund
200224 MUT & G

Fund

Effort Type

Effort Type

Effort Type

Effort Type

Payroll Percent

100

Payroll Percent

100

Payroll Percent

100

Payroll Percent

100

Effort Period Percent
16.318

Effort Period Percent
16.318

Effort Period Percent
16.318

Effort Period Percent

1841

w Effort Report Overview

Report Status || Dates

201101
January 1 -June 30 2011
Jul 01, 2011 - Oct 31, 2011

Awaiting Certification - Unlocked

w Funding Chart

18.41%

B1.59%

w Proxy or Superuser

You are acting as a Supenser

[«]
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Pay Period Summary

Select Monthly — Regular link to view FOAPA detall including
index

Atk | ‘
Lo

,ay.Reriod Monihly - Regular 12011

=l = =l e S
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Selecting and Adding Proxy Access

ottt | ] 2 e
Effrt Cerfficafion | | Labor Redistribution | o

Certiy My Effort Effort Repart Actions I :f Refresh o Cpe %

Review or Certfy Reparts PTOX\/ or Superuser

Proxy or Superuser > I
Superuser

D Act as an Effort Certification Superuser

proyy | Act as Proxy for someone
g~ —" that has given you authority
Update Proxy
-C'mtl;ia Browning, CEBROWNIN [I
Chelsea Walker, BWALKER 0
Barbara West, BWEST 0O
Add Proxy to give authority to
someone to act on your behalf
:.Open Items @ !
Andrew Frauenglass ‘ ‘
| e
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E-Print and Hyperion reports

E Print reports FRROECO01 and FRROECO01-HSC

Located in the fin_banp repository

o Provides a report of the effort distribution in dollar values to
correspond to the percentages displayed on the effort
certification reports

o Displays information by Org Code, PIl, and Grant

Hyperion report FRRHOZ05-Effort Certification Status
Located in the Finance Reports/Finance Production Reports

o List of employees in the effort queue

o Status and State of the record

o Action to be taken by Org

Hyperion report FRRHOCO05
Located in the Finance Reports/F Dept_School College/F C&G folder
o List of Account Administrators by Org
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Pre-Review Scenarios

Pre-Review completed — no change necessary

Pre-Reviewer needs labor re-distribution completed
to update record

Pre-Reviewer completes review, Certifier requests a
labor re-distribution to update the record

Note: All Pre-Reviewers must complete review to
move to Certification Stage
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Scenario 1 — Complete Pre-Review

No change necessary for this employee
Click Review button to complete Pre-Review stage
Email notification will be sent to Pl

Effort Cerfification

Review or Certify Reports

Effort Repart )
Pay Period Summary
Comments

Routing Queue

Open Items @

'-

Labor Redistribution

Sgn vt

Effort Repart Actions

Sponsored

Grant:
2R105 Strange: Particles & Heavy Ton Physi

Non Sponsored
Fund
WoZAMITEG
WOZAMITEG

f,' Refresh & m

Fund
21050 MR Strange Particles & Heavy Ton

Organization
03E AS General Administrative
70780 Physics Astronomy Gen Admin

Mare Actions * % Close

Effort Category Effort
RESTRICT Spansorzd labor charge 19.82

Total Sponsored Activity 19.82%

Effort Category Effort
187
3

Totall Non Sponsored Activity B0.18%

Total  100.00%

Request Changes Review Add New Funding

w Effort Report Overview

Report Status | Dates

201101
January 1 - June 30 2011
Jul 01, 2011 - Oct 31, 2011

Under Review - Unlocked

 Funding Chart

TE%
19.82%

T231%

w Proxy or Superuser

You are: acting as a Supenser

SUNGARD'HIGHER EDUCATION

Banner Effort Cn;lﬂétg [Zdé%g%2 ® 23



Scenario 2 —Pre-Review Effort Report

 Pre-reviewer identifies changes needed

 Select Request Changes button; system prompts user to
send an e-mail. Send emall to department labor re-
distribution initiator (if needed), include all necessary
information to complete labor re-distribution

? Help
Effort Certification | | Labor Redistribution Sign Out

7.87%

Request Changes Review Add New Furding
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Scenario 2 — Labor Re-Distribution

has been requested

o Status now Under Review-Changes Submitted and the
Review button no longer appears.

B Refresh 5 ore Actions ~ ¥ Closs w Effort Report Overview

w Proxy or Superuser |

Clear Changes
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Scenario 2 - Labor Re-distribution
completed by Initiator

« Labor re-distribution processed by department, has not updated
payroll records. Note message in upper right corner

- ~ % mmy -~ Page - Safety - Tooks - (g~ >

| ? Help - |
Sign Out

Maore Actions = M Closs w Effort Report Overview

Report Status Dates

201001
January v 1 o June 30, 2010
Apr 14, 2011 - Jun 30, 2011

Awaiting Certification - Unlocked

Effart Category Charge Type Effort &b Pay events are in process that
: 5 may affect this effort repart.

RESTRICT Restricted labar charges Direct 75

RESTRICT Restricted labor charges Direct 12.81

Total Sponsored Activity B7.81%

Effart Category Charge Type Effort
Is: L w Funding Chaft
Total MNon Sponsored Activity 12.19%

2
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Scenario 2 — Update Effort Report

« Changes have been applied and Awaiting Refresh, click the
Update Report button to show changes on the effort report

o0 Available for Pre-review after update is complete

o0 Status changes to Under Review — Unlocked and the Review action can

be taken

o Refresh

% | ; Mare Actions ~ # Close

Organization

SAFE 997HO0 Pediatrics CDD Faculty #C RESTRICT Sponsored Labor Charges
RESTRICT Spansored Labar Charges

Care 997006 Neo Staff #3

Organization
057006 Neo Staff #3
al 0a7024 Neo Dev. Care Admin.

Effort Category

Effort Category

Charge Type Effort
Direct 4.24
Direct 15

Total Sponsored Activity 19.24%

Charge Type Effort
Direct 61.61
Direct 19.15

Total Mon Spansared Activity 80.76% |

| ReportStetus || Dates

w _Effort Report Overview

201101
Jan 1 - June 30 2011
Jul 01, 2011 - Oct 31, 2011

Awaiting Refresh - Unlocked

Update Report

1/27/2012 @27




Scenario 2 - Complete Pre-Review

Select Review button to complete this stage
Pl will receive emaill notification when record

is available to certify

Effort Cerfification | Labor Redistribution

Review or Certify Reports

Effort Report »
Pay Period Summary
Camments

Rauting Queue

Open Items @

w Effort Certification

SUNGARDHIGHER EDUCATION

12t 7|
Sign Out -

Effort Report Actions

Sponsored

| Grant

2R105 Strange Particles & Heavy Ton Physi

Non Sponsored
Fund

U024 MUTRG
0224 MUTRG

z Refresh

Wi

Fund

21050 MR Strange Particles & Heavy Ton

Organization
(136E AS General Administrative
70780 Physics Astronamy Gen Admin

Mare Actions = ¥ Closs

Effart Category
RESTRICT Spansored labar charge

Effart Category

Request Changes

‘ w Effort Report Overview

| | Report Status || Dates

0110t
January 1 - June 30 2011
Jul 01, 2011 - Oct 31, 2011

Under Review - Unlacked
| Effart
15.82

= Funding Chart

Total Sponsored Activity 19.82%
| Effart 3
0 7.87%
231 19.62%
Total Non Sponsored Activity 80, 18%
7231%
|
| w Proxy or Superuser

Total 100.00%

You are acting as a Supeniser

Review. | | Add New Funding

Banner Effort Certification (Release 83.0.5)
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Scenario 3 - Certifier Requests a Change

If effort needs to be corrected after Pre-Review Stage is
complete - select Request Changes to initiate an emaill

to desighated department personnel

o Email should include all necessary information to complete the labor re-

nnnnnnnn

distribution
o Existing report will be updated after labor re-distribution is completed

(]

* PI’s will receive email notification when updated record has been pre-

reviewed and is ready for certification

Effort Report Actions

Organization

nnnnnnnnnnnnnnnnnnnnnnnn

= Effort Report Overview

= Proxy or Superuser
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Clear Changes Requested

* |f Request Changes button was selected in error

 Click Clear Changes to restore report to original state to
continue process

~ Effort Report Overview

& Refresh (= 3 More Actions = M Close

Report Status || Dates

201001
January 1 to June 30, 2010
Apr 14, 2011 - Aug 31, 2011

Under Review - Changes Submitted

Organization | Effort Category Charge Type Effort
rueck 433C15 CHTM PI #6 RESTRICT Restricted labor charges Direct 3333 = Changed by Michael Schwantes
slectronics Brueck Adm 433000 CHTM PL #1 RESTRICT Restricted labor charges Direct 50

2230011 433C00 CHTM FT #1 RESTRICT Restrict=d labor charges Direct 16.67 |
Total Sponsored Activity 100.00%
Effort Category Charge Type Effort
= Funding Chart

Organization

Total Non Sponsored Activity 0.00%

0% 16:67%

~ Proxy or Superuser

Total 100.00%

Clear Changes
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Complete certification process
o0 Note: Certification will not be completed until all PI’s

Certification Stage

Select Certify button

have certified

Certify My Effort

Effort Report >
Pay Period Summary
Comments

Routing Queue

Open Items @
= Ei%urt"(:erﬁﬁmlion

Effort Repart Actions

Drtricin Lillas

o
Sponsored
Grant

3R39D New Mexico SAFE Program

3R96E Developmentz| Care Continuity Progr

Non Sponsored

Fund

300029 HU Clinical Residuals
300034 HU UNMH S0M General

] 3 Mare Actions = X Clos2

Fund
33904 3R39D - New Mexico SAFE Program
396E0 3R9GE-Developmental Care Cantinuity

Organization
997006 Neo Staff #3
99702A Neo Dev. Care Admin,

Effort Category
RESTRICT Sponsored Labar Charges
RESTRICT Sponsored Labar Charges

Effort Categary

Effort
529
13.54

Total Sponsored Activity 19.23%

Effort
61.61
19.16

Total Non Sponsored Activity 80, 77%

b

w Effort Report Overview

.Repmtsmms ( Dates

201101
Jan 1 -June 30 2011
Jul 01, 2011 - Oct 31, 2011

Aviting Certification - Unlocked

w Funding Chart

(13.54)

3R96E Developmental Care Continuity Progr: 13.9%

Total 100.00%

Request Changes | | Certfy | | Add New Funding

5.29%
61.61%

19.16%

w Proxy or Superuser

You are acting as & Superuser
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Record 1s Locked

 Once effort has been certified, salary transfers for that period
will only be permitted in rare circumstances

o Ifitis necessary to adjust the salary charges for a previously
certified effort period, a detailed explanation of the need
for the salary adjustment and subsequent re-certification is
required

0 Request to open a previously certified effort report memo
must be completed and signed by Dean or Director

 Requests can be scanned or sent to your respective C&GA Manager

o Memos will be retained by Contract & Grant Accounting
 The Effort Report will need to be reviewed and re-certified
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Record is Locked

Self Services Labor Redistribution

e Labor Redistribution Actions b/ Refresh & i - K
Approvals PefSOﬂ SGOTCh
Prowy or Superuser i~
Search Descriptions: 1D = 100007589
TE‘.W_‘ Displaying 44 rows.
‘ Last Name | First Name D Pay Year Pay ID | Pay Number Sequence | Disposition
. : 010 F 3 0 70, Complete o
| 2010 SR 4 ] 70, Complete
2010 R 5 0 70, Complete
i 2010 L3 6 0 70, Camplete
| 2010 o 7 i 70, Complete
| 2010 R 8 0 70, Complete
010 L1 g 0 70, Complete
| 2010 R 10 0 70, Complete
| 2010 R i1 0 70, Complete
2010 R 12 0 70, Complete
2011 SR 1 0 70, Complete
01 SR 2 0 70, Complete:
= 011 SR 3 0 70, Complete |
g w01 R 4 0 70, Complete [
E ™ 011 SR 5 0 70, Complete E
Open Items @ lg 011 R i 0 70, Complete
Iv Effort Certification | 201 L 7 0 70, Complete
Elaine Bearer | 01 SR B 0 70, Complete |
| v
SUNGARD'HIGHER EDUCATION Banner Effort Certification (Refease 8.3.0.5)
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Record is Locked

e Banner PHAREDS

-

W'I

|

A RMIMGT Payroll eventis part of a locked Effort Cedification Feriod, no actions can be initiated.
o | | =1 | =osC=
F, I | |

I
=

1
.
L
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Potential Consequences®

« Abillity to submit proposals could be suspended
e List of non-compliant PI’s posted on UNM website

 Uncertified effort expenses moved to unrestricted
index

 *to be determined by Research faculty
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Contact Information

« Contact your Pre-Reviewer for general/procedural
guestions

e For all other questions

o Contact: Contract & Grant Accounting office - Main
Campus/Branches

o 277-4721

o Contact: Contract & Grant Accounting - Health Sciences Center
o 272-0163

o Orsend Emall to:
» Effort-Reporting@salud.unm.edu
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