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Course Overview

Field

Description

Audience

This course is for any of the following end users of the PeopleSoft system:

= Persons identified as trainers to teach the Pl how to electronically certify
effort reports
»= Principle Investigators on active grants

Prerequisites

A basic knowledge of computers is required. You need to be familiar with using
a web-browser to browse web-pages. An accounting background may prove
useful, but is not necessary for using PeopleSoft for different accounting
functions. No other experience is required.

What is covered
in this Class?

The purpose of this course is to provide basic knowledge on how to certify effort
reports in PeopleSoft.

After completing this course, you will be able to:

= Principle Investigators will be able to use this documentation to certify
effort reports for Fall/Spring Semesters.

= Access and understand the sections PS Finance for purposes of
certifying effort reports.

= Navigate PeopleSoft menus and individual screens related to Effort
Reports.

= View data in PeopleSoft pertinent to effort reporting.

Hands-on practice will be combined along with the demonstration of certifying
effort reports in PeopleSoft.

Length

The length of this course is up to 2hours.

August, 2006

Page 3

C:\Documents and Settings\darnold\My Documents\susan dawson\Peoplesoft_Effort Reporting_Ver1.3.7.doc




UMBC

' DELTA
AN HONORS UNIVERSITY IN MARYLAND Initiative

Introduction

PeopleSoft is a web-based application that is used to store and process UMBC's data resources. It
provides a large suite of integrated software applications that manage data and communications for
human resources, accounting and finance systems. The PeopleSoft system provides us with accurate,
timely information ensuring sound business recommendations and decisions. This will ultimately enable
us to serve all our clients (internal and external) better.

Learning Objectives

The purpose of this course is to provide knowledge on how to certify effort reports in PeopleSoft, along
with information and tools to effectively navigate and find information in PeopleSoft.

After completing this course, you will be able to:

= Identify tools necessary for the Pl to be successful

= Access and understand your Effort Reports in the database.

= Navigate PeopleSoft menus and individual screens necessary to certify effort reports.
= View data in PeopleSoft using search features, reports and inquiries.
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Module 1: Why Complete Effort Reports

The purpose of this module is to inform you of the reasons for completing Effort Reports.

At the end of this module, you will know:

e Who is required to complete effort reports

e Why effort reports must be completed

e What information is included in an effort report

e How are they currently being done?

e When are effort reports due?

e Consequences of not completing effort reports
August, 2006 Page 5
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Who is required to complete effort report?

Government regulations, set by the Office of Management and Budget (OMB) in Circular A-21
"Cost Principles for Educational Institutions" states for professorial and professional staff, the
reports will be prepared each academic term, but not less frequently than every six months. For
other employees, unless alternate arrangements are agreed to, the reports will be prepared no
less frequently than monthly and will coincide with one or more pay periods.

Why effort reports must be certified:

Government regulations, set by the Office of Management and Budget (OMB) in Circular A-21
"Cost Principles for Educational Institutions” require that the University maintain records that will
substantiate the effort of each individual charged to a sponsored project. Therefore, time records
must be carefully maintained. A-21 states that the payroll distribution system will (1) be
incorporated into the official records of the institution, (ii) reasonably reflect the activity for which
the employee is compensated by the institution, and (iii) encompass both sponsored and all other
activities on an integrated basis. Of the options available for documentation, according to A-21,
the After-the-Fact Activity Records Method has been determined to be the method most easily
adaptable to the Campus environment.

What information is included in an effort report?

Reporting period.
Chartfields.

Total period salary.
Sponsored
Non-Sponsored
Percent of total salary.

How are they currently being certified?

Business manager’s print the effort report

Business Manager then gives them to the PI for verification and approval

PI signs and certifies the effort report

The Business Manager sends the effort reports to Contracts and Grants to act as the Pl and
certify the effort reports

When are effort reports due?

e January 30 - Fall Pay Period 1 — 14
e August 30 - Spring Pay Period 15 - 26

Note: This process could take weeks. By the time the process is finished the distribution can sometimes

change

Consequences of not certifying effort reports.
e Loss of Government funding
e Sponsor can request funding to be returned
e Auditors determining the expenses are unallowable
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Module 2: How to Complete Effort Reports

This module will teach you the steps required to electronically certify effort on a Grant using PeopleSoft.
At the end of this module, you will be able to:

Know what information is required prior to certifying effort on a Grant.
Locate Effort Reports assigned to a specific Principal Investigator
View an Effort Report.

Research an individual's percentage of effort.

Complete and finalize an Effort Report.

Certify and SAVE.

Print the Master Report Listing.
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Supporting Documentation needed for Certifying Effort Reports:

The following is needed to certify effort on a Grant. You may need to bring the following documentation
to assist you.

1. All grant research agreement letters and Award Information Sheets for which you, are the Pl and
have exerted effort for the time frame of to .
e You may have not received a salary from an award during this time frame, but if the grant
life falls within the above time frame and you have effort bring that award information with
you.

Names of Graduate Assistant budgeted and paid on the above grants during this above period
Names of Faculty budgeted and paid from the above grants during this period

Any awards that you are the Pl in another dept at UMBC, with the name of the contact for the
department.

| | |

How to get the necessary Information:

e Navigation to Payroll Report
Payroll Reporting — Payroll Report Search

e Proposal with budget as submitted to Sponsored Programs including percentage of effort

You need to have access to Peoplesoft FS to certify effort reports
You need to be a Pl on the grant to certify effort reports
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Accessing PeopleSoft
If you only certify effort reports every six months you should perform step 1 below.

To access PeopleSoft, follow these steps;

1. Clean the cache files. Open Internet Explorer. Clic
option.

2} UMBC: An Honors University in Maryland - Microsoft Internet Explorer

File Edit View Favorites

Help

J J Iﬂ @ _;j /':\J Search ‘“fln:( Favorites eMedia @

/DELTA

Initiative

ools — Internet Options on the menu

Address |€| hikkp: v, urnbe, eduf

| Links >

v|G0

A-Z Index | Calendar | Directory | Maps

UMBC

AM HOMNORS UNIVERSITY IN MARYLAND

ACADEMIC

Log in for personal info

BJ RESOURCES

Prospective Students
Current Students
Alumni

Wisitars

Parents
Business/Employers

International

Getting Ready for a Birthday Bash for

Darwin

E When UMBC history professor Sandra Herbert first saw the

s LIl i 5
Aug. 26-Sept. 4

40

Exceptinn?l
by example

orientation

e

SEE MORE

i BY cAMPUS LIFE
| Retriever Fest, 825
| Playfair, 8/26

E Graduate Student Assn.
i Cookout, S50

B WHAT'S NEW

i President Hrabowski's State of
| the University Sddress

| UMBC Research Mews

E MD Yoter Informetion
 Clearinghouse

o
% Inctray

ﬁ Local inkranet

3 Effort Reports- ... <3 UMBC: An Honor, .,
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Internet Options
General | Securty | Privacy | Content | Connections | Programs || sdvanced
Home page
% Y'ou can change which page to uze for pour home page.
Address: iy, umbe, eduy
[ Usze Current ] [ Usze Default ] [ Usze Blank ]
Temporary lnternet files Click Delete Cookies
Fages wou view an the Internet are stared in a special falder

for quic &g later.

Click Delete Files

ﬁettings..;/]/ |

The History folder containz links to pages pou've wvizited, for
quick access to recently viewed pages.

Drays to keep pages in histon: 20 = Clear Higtorn

[ Colors. .. ] [ Fonts. .. ] [ Languages. .. ] [.-'fxccgssibilit_l,l...]

[ Ok ] [ Cancel ]

2. Goto myUMBC, by entering the URL http://my.umbc.edu or clicking on myumbc on the UMB.
The following screen is displayed.

file Edt View Favorites ook Help

7 Login - Microsoft Internet Explorer EEx
"
i

. N | © < 2 o
OEack ) |ﬂ @"‘ WD sk Favorkes @ et ) J

Address 4] hitps:fjwebauth,umbe. sdujumbcLogin v B unks >

UMBC HOME | CALENDAR |MAP | COMPUTING | LIBRARY | SEARCH

The web resource you are accessing requires authentication.
Please enter your Name* and Password in the spaces provided.

Name*: |tchrown

Password

* You can enter your full name (e.g. John Smith), the username of
your primary UMBC account (jsmith1), or your Student ID Humber,

If you haven not registered for 3 MyUMBC Account, please visit
accounts.umbe.sdul

Usage of UMBC computing resources is governed by the UMBC Policy
for Responsible Computing and this notice.

Remember to LOGOUT!
PopUMBC credentisls can provide you with essy sccess to rmany of UMBC's web ssrvices in
s safe, secure manner. Howsusr, it is important, especially if you are using a shared web
browser, such as those in libravies and internet cafes that you DESTROY thesze
credentisls before lesving the terminal.

lu Look for this logo an many of UMBC's web pages, or, visit this
th  URL httpy/ /webauth.umbe.edu, and choose "Logoot”.

&

5 &4 Local intranet
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3. Enter your UserID in the Name field.
4. Enter your Password, and click on the Login button. You are taken to the myUMBC home

page.

2 myUMBC: Start - Microsoft Internet Explorer

File Edit ‘ew Favorites Tools Help :f
- — i k!

@Back M > ) Iﬂ Iﬁ __lj /,JSEarch ‘i‘\'( Favarites @Medla ‘;{ <]~ L_’s Le

Address |ﬁ:| https: iy, umbe, edufuPortaljrender, userLayoutRootMode, UP v| Go |iLinks *

Lagged in as Tina «

&-Z Index | Directory | Calendar | Maps

Search: @

Academics Administration Campus Life Personal Senvices shurtcuts:| Select a shortout M ‘

Spotlight Spotlight Friday, August 25, 2006 | Featured Events
Aug 26 Retriever Fest
UMBC at 40 p P f =
® Extreme Socializing-Playfair 10 am.
Mail (J ®s It's your first day at UMBC and you probably don't know wery many people. This Aug 26 welcome Week - Plavfair
® . ' high-energy session is the easiest way to meet vour new classmates, Wear 6 p.m.
L &) comfortable shoes! §130-10 pom, ak the Retriever Activities Center - \
Calendar by Aug 26 Transfer Student 'Might Cut
- 8 p.m.
Blackboard Aug 28 Transfer Student Welcome
11 a.m. Cookout
Announcements
Weather 84° Aug. 28 New Student Book. —
n Welcome Week 11:15 a.m. Discussion
» E-billing Lo In Problem
m President Hrabowski's State of the University Address A.ug 28 elcome Week Hypnotist
m Imparkant Fall 2006 Tuition and Fee Infarmation 8:30 p.m.
HUW’(IEIIWQ do? » 30th Anniversary T-shirts and Sweats in the Bookstore More Events. .
Next » | Jumpto: n Fd 3
In The Mews = DOM: a dance concert for inanimate things... Homepage
" Kudos ?ﬁptim?g 8f9 @ Bpm  FORMER LIMBC PITCHER AMY SADOWL PLAYTNG
Sl ealre/bance PROFESSIOMALLY TN THE METHERLANDS
DA 5 X
ey — . S:m‘g:;‘:_gl‘;r’“ the Heart: Photographs by = TEM QUESTIONS WITH MELANIE DENISCHUK b
& é ‘g Local intranet

4 start

My UMBC HOME PAGE

5. Select the Administration tab.
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2 myUMBC: Administration - Microsoft Internet Explorer

© File Edit View Favorites Tools  Help

eﬁack < -\‘-) @ @ \{h pSearch *Favurites wMedia @ ﬁw:g' “i_g\;! |_J

i Address @ hktps: fimy .umbe, edufuPortalitag. 52a9d15085che1 89 render . userLayoutRootMode, uP?UP _root=root&uP _sparam=activeTab®activeTab=u1911511 V| Go | Links =

UMEC Harne | myUMEC | WebMail | Blackboard ‘ Help Diesk. Lagged in as Tina Carter-Brown | & Log Dut

4-Z Index | Directory | Calendar | Maps

Search: @

Shnrh:ut;:| Select & shortout hd |

Start Academics Administration Campus Life Personal Services

Administration

PS5 Training Site

Dielka Project 'Web Site
Financial Retriever and Reports Financial Applications
Finance

Human Resources
Ernail Listserve For Announcemerts {peoplesaft@listoroc, umbc.edu E-Travel Online Request Form

Wiew Financial Information with FINWeh
Admin Rights

OGP Grants,Gov Package Upload
Graduate School Imaging Systemn (ParaDocs)

‘b Admin

©2006 University of Maryland, Balkimore County + 1000 Hillkop Circle, Balkimore, MD 21250 + 410-455-1000 + Questions/Comments

é ‘ﬂ Local intranet

ENTER SCREEN CAPTURE O

EFi d m Admini

F MYUMBC Services TAB.

6. Click on the Finance link. The PeopleSoft Finance login page is displayed.

5. Enter your User ID ane/Password in the fields provided.

6. Click the Sign In button. The Home Page for the finance database will appear.
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UMBC

Personalize Content | Lavout

Menu
Search:

| 0

I My Favorites

I Refreyer

I Effort Reparting

' Payrall Reporting

l» Purchasing

1 Grants

b Projects

I Billing

I Accounts Receivable

I» Accounts Payable %

1 General Ledger

1 St Up Financials/Supply Chain

I Application Diagnostics

¢ Trea lanager

 Reporting Toals

I PeopleTols

- Chanag My Password

- i Personalizations

- My System Profle

- Iy Dictionary N
/ \

Menu: left Results/Information
navigation pane. display space.
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Navigating to Effort Reports
Search:
| : |®? 1. To access Effort Reports, follow this navigation from the main menu in
[» My Favorites . .
> Reliever PeopleSoft Finance: _
< Effort Reparting Effort Reporting > Effort Reports — Search
— Effort Reports
The Effort Reports Search page is displayed. The first time you will
= i y _ o X .
> Payroll Reporting have to enter *BU = UMBC1, it will automatically populate the next time.
[ Manager Self-Sernvice
[> Purchasing
[» Grants

2. Click the minimize button on the Menu to close the Menu.

2l Effort Reports - Search - Microsoft Internet Explorer

© File Edit View Favorites Tools Help

eEack = d Iﬂ @ ;j /':__‘J Search \ii?Favorites GMedia @ [‘:r_-:{v :_\_; W~ J

| Address |@ https:  Fsprd-web. ps.umbe. edufpspyfsprd/EMPLOYEE/ERP/C/UM_MENU_L,UM_ER._SRCH,GELFFolderPath=PORTAL_ROOT_OBJECT.UM_EFFORT_REPORTING,UM_ER_SF v| G0 iLinks *

PeopleSoft.

Home
[E3
Blew Window | Help | Custornize Page | B, 4

[ List Effort Rpts

‘BU Year Period EmpliD Name SeqNo Status

oot | [ 2005, Far 9] | & ]

. Partial Hide Line Show Member
Fund Dept Project Prog FIN Cert Team Name Detail Detail
[ la | la | | [ v|[1000008841 |CL NolanMichael P O |

Selectall | Deselectall|  PrintSelected| Printthis List|  Print options >

First [«] 1of 1 [ Last

Year Period EmpliD Name Seq Status Fund Dept Prog FIN Project .ﬁm % Distrib View Report
[0 1 2004 Fall 1000004545  SpencerJohn P 1 Open 1253 10138 03 CY430471 N 4223.340 9.66@

Bl save | ELReturn to Search | [=] Mtify | "
£ >

@ Done

o

¥ “ N 3
15 Start ¥4 Inbox - Outl,,. Tam In-tray H5 Brawn, Tina ... ‘3 Effort Repar...

From the Search Page, you narrow the reports that you will select by entering data in the various fields
provided on the search page. You can choose to enter as few or as many search parameters as you
wish. The recommended search parameters include Year, Period, Status, and Pl/Team Member.
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3. Inthe Year field, enter the Semester Year to search.
4. In the Period field, enter the Period (Fall PP 1-14/Spring PP 15-26),
5. Select the Open Status you desire.
6. Enter the Y/N from the Partial Cert drop down box. ('Y = Yes Partially Certified, N = Not Partially

Certified)

Enter the Pl employee ID in the PI/Team Member field. If you do not know the employee ID, use
the search icon (magnifying glass) to locate the appropriate data.

8. Click the Show Member Detail box — if want the Pl name in the data.

9. Click Fetch

~

NOTE:

Only Effort Reports that have a status of Open or Ready can have information changed at the row level.
Effort Reports marked Old Seq No or Old X Seq are rows that were previously Finalized (Old Seq No) or
previously Canceled (Old X Seq) and a retro-pay transaction has subsequently been processed. Newer
Sequences exist for these employees, and these old rows cannot be modified.

View Report
e After entering the search criteria, and selecting Fetch, the list of effort reports that meet your
search criteria is displayed at the bottom of the screen. Before you continue, you should
locate, and have available, the information included in the “Information necessary for
completing effort report” page
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2l Effort Reports - Search - Microsoft Internet Explorer

File Edit Vew Favorites Tools Help
@Back = ‘_J @ @ :_h pSEarch *Favurites *Media @ E,;%v :\ﬁ - I_J

address F@ https: {Fsprd-web, ps.umbc edufpsp/Fsprd/EMPLOYEE/ERF /cfUM_MENU_1,UM_ER_SRCH, GEL?FolderPath=PORTAL_ROOT_OBJECT.UM_EFFORT_REFORTING.UM_ER_SF % | Go

PeopleSoft.

| Links ¥

B A

(=3
Mew Window | Help | Customize Page | ne

{ List Effort Rpts

‘BU Year Period EmpliD Hame SeqNe Status
st ja [zl [rar ¥ | @ ]

Fund Dept Project Prog FIN Egzial Team Hame HideFineyShow MemBer
| la | & | & | | [ ~|[1oo000s841 QL NatanMichael P

Print Selected| Printtnis List|  printoptions >

Selectall | Deselect Al

. Partial Gross -
Seq Status Fund Dept Prog FIN Project Cent Amount .rm View Report

Year Period EmpliD Name
SpencerJohn P

9.66 [&F

1 Open 1243 10138 03 Cva430471 N 432323,

[ 1 2005 Fall 1000004545

| %
<

B save | L Return to Search | [=] notify |

¢
é ‘ﬂ Local intranet

B Pecplesoft_.. @ i, 11:24 AW

@ Done
A Effort Repor... | 2 myUMBC: A... 2} Effort Repor...

8 Inbox - Outl... :; In-tray * Brown, Tina ...

1. To View the desired report, click on the View Report icon. The selected report is displayed.
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Effort Report - screen overview.

2l Effort Reports - Microsoft Internet Explorer

File  Edit ‘Wiew Favorites Tools  Help ':;'

J J |ﬂ @ _h /__\J Search '*i:(FavUrites GMedia @ E:“:v ; = _J

ﬂddr355|@ https:ffFsprd-web. ps.umbc, edufpspfeprd_3/EMPLOYEE/ERP jic/IUM_MENU_1.UM_ER_EE.GEL?Page=UM_ER_EE&Action=&EUSINESS_UNIT=UMEC1SEMPLID=100 ¥ = = Links * '@ -
PeopleSoft. -~
=
BU: UMBC1 Year: 2005 Period: Fall Employee: 1000004545  SpencerJohn P SeqNo: 1 & & X - )
Title: SYSTEMS AMALYST Gross Salary: 43 733.83 Status: Open Cornmments Print Options
Detail Distribution ! =flort % [4] []
Distribution udit Info Project Team
Fund Dept Prog AN ‘Project Gross Salary Dist% Effort % Diff % Comments Certify
Health Care
1253 10138 CHPDM 031 00000859 E\f:fehousmg 127580 280  2.80 Comments = Sponsored Section —
a divided by line detall
Board of ]
1253 10138 CHPDM 031 ooo01469 Mursing 4411.03 10,09 1009 Camments = ( Chartﬂelds)
Phase Il Agre
Fv06 DHMH
1263 10138 CHPDW 031 ooon1sea oL (Data 2640443 60.38  60.38 Comments [=1
Warehouse)
Fv06 DHMH
1263 10138 CHPDMW 031 ooon15a0 E‘I;igcutive TAB9.23  17.08 17.08 Comments =
Direc
Sickle Cell
1253 10138 [ CHPDM 031 cvaanart  STORES 422334 966 | -0.86 Comments [ = i
De *ail Distribution Find |view sl | B First 4 o6 1 [ Last
Fum Dept Prog FIN Project Gross Salary
0.00 Entered: 30.35 To Apply: 9.65
)

=] ‘:j Local inkranet

own, Tina . 3 - =} Effort Repor, 7} Effor

Screen Hewagler Informatlon con3|sts of BU* (UMBCl) Year (2005), Perlod (Fall), Employee (emplld)
Seq No ( 1))\ Title, Gross Salary, Status (Open)

SPONSORED,FUNDING

Line Item made \p of chartfields called: Fund, Dept#, Prog Fin, Project, Distribution of Gross Salary

NON-SPONSORED FUNDING
Includes all non grant related funding
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Certifying Effort

Rules for Effort Percentage

There are a few basic rules that must be followed for data entered onto this page:

1)
2)

3)

4)

5)

6)

7

The Effort Percent for any given row must be between zero and 100%.

For a Sponsored row, the Effort % must be equal to or greater than the Dist % (which is the
percentage of total gross pay for that particular row). You can save a row with an Effort % lower
than the Dist %, but you cannot finalize it that way. If the Effort % must be lower, then a retro-pay
transaction must be processed in HR to lower the Dist % before the row can be finalized.

Effort Percent in the Non-Sponsored Funding section is broken into three categories:
Instructional/Non-Sponsored Research, Administrative and Sabbatical. The Effort % entered for
each should represent that amount of time spent in that category across ALL non-sponsored
funding rows combined.

Total Effort % for the Non-Sponsored Funding section can be less than the Dist % for that sector
or zero.

The Effort% box in the lower right hand corner, contains the total of percentage of effort entered.
If it is less than 100% ( see humber 6 )

The ‘To Apply:’ field in the small gray Effort % box in the upper right corner of the Non-Sponsored
Funding section indicates the total Effort % that must be distributed to either Sponsored or Non-
Sponsored categories. Total Effort% must equal 100%. Any changes entered dynamically
effects the Effort % in any of the fields on the page are modified.

The page can be saved if the total Effort % on the page is greater than 100%. This must be
corrected, however, so the total Effort % for the entire page equals 100% before the header
status will be updated to Ready for Review. Until then, it cannot be Finalized at the header level
by the Effort Reporting Administrator.
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Steps for Completing Effort Reports

A Effort Reports - Microsoft Internet Explorer

File Edit View Favorites Tools  Help l.;'

(€ \_) |ﬂ @ _;j /':\J Search ‘i:(Favorites eMedia @ [:’2' ; — _J

Address @ https: {iFsprd-mweh.ps.umbe. edufpsp)fsprd_3/EMPLOYEE ERP,

PeopleSoft.

Links > &0 -

JofUM_MENU_L.UM_ER_FE.GEL?Page=UM_FR_FE&Action=LR_EUSINESS_UNIT=UMBC1ZEMPLID=1001 % —) G0

E»
BU: UMBC1 Year: 2005 Period: Fall Emplovee: 1000004545  SpencerJohn P SeqNo: 1 & & ¥ o ke’
Title: SvYSTEMS ANALYST Gross Salary: 4373383 Status: Open Commments Print Optiohs

Detail Distribution ! Effort %

Distribution Y Auditinfo Y Project Team

Fund Dept Prog FIN *Project Gross Salary  Dist % Effort% Diff % Comments Certify
Health Care

1253 10138 CHFDM 031 0oooos59 \Ej\l’zt?ehousing 1,225.80 2.80 2.80 Comments =1
a
Board of

1253 10138 CHPDM 031 00001469 Nursing 4411.03 1008 10.08 Cormments =
Phase Il Agre
F'06 DHmMH

1253 10138 CHPDM 03 00001588 MOU (Data 2640443 6038 6038 Comments [=]
VWarehouse)
F06 DHRH

1253 10139 CHPDM 031 00001530 E‘“EZ;"CU“VE 7.469.23 17.08 17.08 Cornments =
Direc

Sickle Cell

1253 10138 CHFDM 031 CW430471
Program

a6 | | 666 Comments [ =

Detail Distribution Find | i 2
Fund Dept Prog FIN Project

Gross Salary
0.0a

o

T In-tray 7 Brown, Tina ... 3 Profile - Micr.... 2 Effort Repor. ..

1. Verify your supporting documentation to the payroll listed in the Sponsared section for each
project listed. If you need to see the payroll detail for any transaction, click the link under Gross
Salary. If the payroll matches the grant continue to two. If it doesn’t reconcile the difference.

2. Enter Effort Percentage in the appropriate fields.

3. Distribute the To Apply amount to the Non-sponsored section after all Sponsored rows are
complete.

August, 2006 Page 19
C:\Documents and Settings\darnold\My Documents\susan dawson\Peoplesoft_Effort Reporting_Ver1.3.7.doc



UMBC

/DELTA

AN HONORS UNIVERSITY IN MARYLAND Initiative

Payroll Drill Down

You can link directly to the detail for the Gross Salary, if you have questions about payroll distribution.
When you select the Gross Salary link for an effort report, you are taken to the HR Transaction Inquiry

screen.

24 HR Transaction Ingquiry, - Microsoft Internet Explorer |Z\rz‘
'l'f.

File Edit Wiew Favortes Tools Help

\_) J B @ \_h ;) Search \;‘:?Favnritas eMEd\a &3 E:fi(:v :\‘,’, L_J _J

Address ‘@ https:/ifsprd-web.ps.umbe . edu/psp/Fsprd_2/EMPLOYEE/ERPc/UM_MENU_1 UM_ER_EE_SRC.GEL?Page=UM_ER_FE_SRCRAction=URBUSINESS_UNIT=UMBC1BCHARTFIEL ¥

UMBC

Go | Links ™

Home

Mew Window | Heln | Customize Pace | &,

Detail
BU:  UMBC1 Year: 2005 Period: Fall Employee: 1000004545  SpencerJohn P SeqNo: 1

Sponsored  Fund: 1253 Dept: 10133 Project: 00000358 Prog FIN: 031 Total: 1226.800
HR Accounting Line Detail customize [Find | B First (4] 1 or 1 [M] Last
Bun ID Pay Period Acctg Date Acct Code Fund Dept Account ProaFIN Prog Oper Project Activity Res Type Res Cat Gross Amt
2006001  O7/09/20058 07N&2005 000149402 1263 10138 G010102 03 00000853 BUDODT SAL SAL 1225.800

B save | LLReturnto Search | [=] notify |

é ‘;J Lacal inkranet

L1 [

This screen verifies pay periods charged to the grant.
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Rules for Certifying

There are several security rules that apply to users on the Effort Reporting page for non-Effort Reporting
Administrators (Note — all of these security rules are waived for Effort Reporting Administrators, but
the Effort Percentage Rules apply to all users).

1)

2)

3)

4)

5)

In order to have access to the Effort % field and the Certification checkbox on a Sponsored
Funding row, the Employee ID for the person logged into the system (which is configured on the
User ID for that user) must be assigned as a PI to the Project ID on that row. The Project Team
is maintained by the Grant Accounting Office.

Clicking the Certify checkbox for accessible rows (based on the above rule), locks the Effort %
field for that row and records the User ID and the date/time stamp for the employee that checked
the box in the Audit fields. Audit fields can be viewed on the second tab in the Sponsor Funding
Section and via the Audit Hyperlink in the Non-Sponsored Funding section. Note that this
hyperlink only appears after the Non-Sponsored Funding section is Finalized.

After Clicking the Certify checkbox for any given row, you will be prompted with a separate page
asking you to acknowledge a certification statement by clicking Certify and Save. Clicking Cancel
returns you to the Effort Report without updating the status.

The Certify checkbox can be un-clicked by anyone that has access to click it for that row,
provided that the Effort Reporting Administrator has not Finalized the Effort Report at the Header
Level. If needed, the Effort Reporting Administrator can Un-finalize the Effort Report at the
Header Level, but this will require that an explanation be keyed into the Comments at the header
level.

Don't forget to update the search screen you must click the fetch button. This will allow you to
see how many reports are still open.
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Certifying Effort

2 Effort Reports - Microsoft Internet Explorer

Fil=  Edit View Favorites Tools  Help

\_) J @ @ \_;j pSearch k-E’ﬂ‘\'rFa\o’orites eMedia {‘3 D:;gv :\?_ E |_.J

Address @ https:/fsprd-web. ps.umbc, edufpspfeprd _3/EMPLOYEE/ERP cIUM_MENU_1.UM_ER_EE.GEL?Page=UM_ER_EE&Action=I&EUSINESS_UNIT=UMEC1EMPLID=1001 + Go Links ** @ ~

PeopleSoft.
=
BU: UMBGC1 Year: 2005 Period: Fall Employee: 1000004545  SpencerJohn P SeqNo: 1 & & XK o Lo’
Title: SYSTEMS ANALYST Gross Salary: 43,732.83 Status: Open Comments  Print Options
Detail Distribution / Effort % First (4] 1.5 of 5 (7] Last
Distribution % Auditinfo § Project Team
Fund Dept Prog FIN *Project Gross Salary  Dist% Effort% Diff % Comments —Certify
Health Care
Data
1253 10138 CHFDM 031 00000259 Warehousing 122580 280  2.80 Comments =
a
Board of
1253 10138 CHPDM 031 00001469 Mursing 441103 1009 10089 Cornments =
Phase Il Agre
FY06 DHMH
1253 10138 CHPDM 031 00001566 MOU (Data 2640443 E0DAE 6038 Corments =
Warehouse)
FY06 DHMH
1253 10138 CHFDM 031 00001580 '(‘gswﬁvg 7468.23 17.08 17.08 Cornments =
Direc
Sickle Cell
1253 10138 GHPDM 031 cvasoart  CoRR 422334 9.66 | -0.86 Comments  [] = U
Detail Distribution
Fund Dept Prog FIN Project Gross Salary
0.00 Entered: 3035 To Apply: 965
v

8 ‘:g Local inkranet

1. Click the Certify checkbox to certify a row, when you are ready to certify the distribution of
effort. The Sponsored Certification screen is displayed.

August, 2006 Page 22
C:\Documents and Settings\darnold\My Documents\susan dawson\Peoplesoft_Effort Reporting_Ver1.3.7.doc



UMBC

AN HONORS UNIVERSITY IN MARYLAND

=) Effort Reports - Microsoft Internet Explorer

File Edit View Favorites Tools Help e

@Back - E @ ::j pSEarch '-z:r\\?Favontes @@ e ) &2' :\ﬁ = I_J

Address E@ hitps:f Fsprd-web, ps.umbc, edu/psp,Fsprd_4/EMPLOYEE/ERP /c/UM_MENU_L.UM_ER_EE.GEL?Page=UM_ER_EESAction=UsBUSINESS_UNIT=UMBC1SEMPLID=1001 % Go | Links | @y~

PeopleSoft.

=

Mew Window | Help | Customize Page | J5),

Sponsored Certification

Certification Statement for Faculty/Principal hvestigators

| certify that this distribution of activity represents a reasonahble accounting of the activity
expanded by me (this individual) owver the period covered by this survey.

Certification Statement for Non Faculty

| certify that | hawve first hand knowledge of the total activity expended by this employee as
distributed during the period covered by this survey, Ifthe emplovee is the sole individual
with this knowledge of 100% of hisiher activity, the emplovee has cedificated the activity
distribution in the space provided below.

Press Certify and Save to accept. Otherwise press Cancel.

Certify and Save I Cancel I

#&] pone £y %4 Local intranst

2. Read the Certification statements, and click Certify and Save to otherwise click cancel. You are
returned to the Effort Report screen.

3. Notice the Status is changed from Open, to Ready to Review.
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-2 Effort Reports - Microsoft Internet Explorer

Ele Edit Wiew Favortes Tools Help

€] => ] lﬂ @ jj /..7\’ Search ‘:_/‘?‘\'_(Favorites wMedia {‘3 <~ :/

= = L e

Acldress [€] httpsiijfspro-web. ps.umbe. edujpspiFsprd_S/EMPLOYEEJERP/cjUM_MENL_1 UM_ER_EE .GEL?Page=UM_ER_EE&Action=UEBUISINESS_UNIT=UMBC1SEMPLID=1000000011: | [£9 G0 Liks

_UMBC

Home

Mew Window | Help | Customize Page | o5,

~
nEEp

Effort Report

BU: UMBC1 Year: 2005 Period: Fall Employee: 1000000011 Brown Alyssa M SeqNe: 1 & & X o
Title: MAMAGER Gross Salary: 2,027.21 Status: Ready for Review Cornrnents  Print Options

Detail Distribution / Effort %
Distribution % Aucit Info

o Project Team

Fund Dept Prog FIN ‘Project Gross Salary Dist% Effort % Diff % Comunents Finalize
Chaoice
1253 10237 ShriverCtr 031 00000806 Pragrarm - 236.71 7.749 779 Comments

Baltimore Cit
Strengthening

1253 10237 ShriverCir 031 00oo0a1s and 280110 92 92.21 Comments
Enhancing Th

Detail Distribution inc B First [ o D Last
Fund Dept ProgFIN Project Gross Salary
0.00 Entered: 100.00 To Apply:

Effort % by Category =

Category Effort %
InstructioniMon-Spons Research

Finalize Comments

Administrative
Sahbatical
@ Done

I3

é ‘ﬁ Local intranet

Comments

There are a couple of points to make regarding Comments:

1) Comments can be added to each row in the Sponsored Funding section of the page, to the entire
non-sponsored section, and to the header section. Multiple comment entries can be made for
each of these areas. In other words, for any single row in the sponsored funding section, you can
have multiple comment entries by different users with different date/time stamps.

2) Comments can be added to any section by any user with write access to the page. No security is
applied to the comments link.

3) Comments cannot be deleted, but they can be modified.
4) A User ID and date/time stamp are added for the last user to modify each individual comment.

Note: If status doesn’t change the entered % does not equal 100%.

Status Open — Ready for Review - Finalized

August, 2006 Page 24
C:\Documents and Settings\darnold\My Documents\susan dawson\Peoplesoft_Effort Reporting_Ver1.3.7.doc



UMBC

AN HONORS UNIVERSITY

IN MARYLAND

ADDITIONAL INFORMATION:

Adding / Deleting Manual Rows

/DELTA
Initiafive

Manual rows can be added to the Sponsored Funding section to show effort spent against a grant where
no salary was distributed. All of the above rules regarding Effort % and Project Team security will apply
to those manual rows. Manually added rows can be deleted provided the row has not been finalized and
that the user trying to delete the row is on the Project Team for the Project on that manual row.

2 Effort Reports - Microsoft Internet Explorer

File Edit Vew Favorites Tools

Help

eBack - |£] @ _;\_| /:\J Search ‘i'\'_(Favorites emedia @) [_':v :; — _J

CEX
4:

Address @ hittps:fiFsprd-web. ps.umbc. edu/pspffsprd_2/EMPLOYEEERP,

PeopleSoft.

(=3

[ Effort Report

UM _MEMU_L,LM_ER._EE, GEL?Page=UM_ER_FE&Action=LaEBUSINESS_UNIT=UMBC1ZEMPLID=1001 ¥ & =

Home:

Title: DIRECTOR

Detail Distribution ! Effort %
Distribution Y  Audit Info

BU:  UMBC1 Year: 2005 Period: Fall

e Project Team

Employee: 1000000170 C'BrienJohn J

Status: Open

Gross Salary: 50,513.52

SeqNo: 1

Links > & -

Mew Window | Help | Customize Page | &, 2

v G X

Comments Print Options

Fund Dept

1253 10138 CHPDM
1263 10138 CHPDM
I_Jal_Ja

1253 10138 CHPDM
1253 10138 CHPDM
1253 10138 CHPDM
1253 10138 CHPDM
1253 10138 CHPDM

Proa FIN ‘Project

Gross Salary
Financial
031 00o00sE0n Analysis and 824.14 1.63
Rate Se
CHPDMMNew
031 aooot 277 Mexico State 216630
Univers
[(Ja_Ja
031 00001 356 Grant Offering 7878 01a
MOLI Betweaen
031 00001 466 UMBC/CHP DM 47.36
and UA
F0B DHMH
031 00001588 MO (Data
Warehouse)

031 00001584 12 660.46 2506
031 AHIP Consulting 3314.07

Agreement hetw

6065 | 56.79)

26.08

Dist % Effort% Diff % Comments

1.63 Comments

-4.28 Comments

Comments

-1.86 Comments

Comments

-6.56 Comments

Certify
=
! 7

FE 1
&=
& =
O HE
& =
O HE

[E4

é H Local intranet

1. Click the +to add arow.
2. Enter the fund, dept #, Prog fin and project # in the blank boxes. This will prompt the Effort % box

to appear.

3. Enter the effort % and check the certify box just as the other rows.
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Printing Master
List:
2} Effort Reports - Search - Microsoft Internet Explorer
File Edit Vew Favorites Tools Help 'f.'

eBack < \J |ﬂ @ _h ;\J Search ‘i:{Favnrites eMedia @ [::gv :_L_,

nddress|@ hitps:{ fFsprd-web, ps umbec. edu/pspFsprd/EMPLOYEEERPc/UM_MENU_1 UM_ER_SRCH.GBL?FolderPath—PORTAL_ROOT_OBIECT.UM_EFFORT_REPCRTING.UM_ER_SRCH v | [Ed Go  Liks »

UMBC

Search: Mews Window | Help | Customize Pane |, A

I () p—
[+ My Favarites List Effort Rpts
[ Retriever
[~ Effort Reporting

— Effort Reports ‘BU Year Period EmpliD Name SeqMNo Status

wecr]a [ wma [ra [ | \q ]

Home

— HRE Transaction Post
— HR Transaction Inguiry Hide Line Show Member

I> Payroll Reporting Fund Dept Project Prog AN Pl Team Mbr Name

[ Custamers

[ Custamer Contracts | |Q

[> Purchasing

[+ Grants

[ Projects

[ Billing

[> Accounts Receivable

[> Accounts Payahle

[» General Ledger

[ Allocations

[» Set Up FinancialsiSupply
Chain

[> Tree Manager

[> Reporting Tools

[ PeapleTools

— Chanige My Passward

— My Persanalizations

— My Systern Profile

— My Dictionary

Detail Detail

e | e | |@ [too0000042 | QL DurantMark R ¥

Fetch |

Effort Reporis

Select All ‘DeselectAII| Print Selected(| Printthis List

Pl/Team

Year Period EmplD Name Mbr

Seq Status Fund Dept Prog FIN Project

Save | L Return to Search | [=] rlotify

|€

<

@ =] \j Local intranet

1. Click the Print this list button.
2. Click the arrow next to Print Options. This takes you to Process Monitor.
3. Click detail beside the crystal report titted UMERLIST. View log/trace and print.

|»
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MODULE 3: Different Scenarios Issues

If the have completed the effort reports and the status

Status Scenario Input Resolution
Open | Multiple Pls on an Effort% must be entered Check other tab in effort report to see the
effort report by each before the effort other PlIs that need to certify other projects
report will can be finalize
Open | Effort% not equal to | Effort% (less than or Change the Effort% to equal 100% or Put
100% after certifying | greater than 100) and in a RETRO to change the distribution so
certify the effort report can be finalyzed
Open | Effort Report A RETRO was processed | The distribution on the new effort report
reopened to a Seq 2 | to cause the effort report to | needs to be reevaluated to determine the
after being finalized reopen effort%
Open | No effort reports are | The search criteria ie. BU, | Clean you computer cache files.
in the list after you Year, Period and Pl/Team 1. Microsoft Explorer — Tools —
fetch Mbr... Internet Options
e delete cookies
o delete files
2. Close Internet Explorer and
reopen.
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Situations may occur while preparing to certify effort reports that may be out of your control, or that you
may require assistance. Below are examples of what may happen, and how to respond if it does.

Issue

Potential Cause

How to react

User does not have the Effort
Reporting Menu item on their
screen in PeopleSoft Test.

The user has the wrong security
access in PeopleSoft.

Log into PeopleSoft using your
ID in the PeopleSoft Test
Instance.

User does not have the Effort
Reporting Menu item on their
screen in PeopleSoft Finance
Production.

The user has the wrong security
access in PeopleSoft.

1. Ask the user if you can
reschedule the session.

2. Contact Tina (Grants and
Contracts) to get the user the
correct access.

A user cannot locate an effort
report they think they should
have

If this is happening in Test,
remember that the Test database
does not have up to date
information.

If this is happening in Production,

1. The search criteria may be
incorrect

2. Person’s distribution is not on
a grant ( They are not the PI
on the grant on the system)

1. Search for information using
different search criteria.

2. Go to payroll report and
search by emplid.

A user cannot locate any effort
reports that are still open

If this happens in HTST or HPRD
Peoplesoft has been updated
since the last time you logged in.

Clean you computer cache files.
1. Microsoft Explorer —
Tools — Internet Options
e delete cookies
o delete files

2. Close Explorer and
reopen
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Appendix 1. PeopleSoft Terminology

Below is a definition for each of the Search Criteria fields:

BU (Business Unit) — This is the Business Unit configured under the BU Setup page for Effort Reporting.
It is the only required field in this search view.

Year — Effort Reporting Year. This prompts from a list of Years that are configured for the above
business unit.

Period — Prompts for ‘Fall’ or ‘Spring.” On this page, it can be used independently from Year. In other
words, you can select any Effort Reports in a Spring period for all Years.

EmplID (Employee ID) — This prompts from the Personal Data table. It is the Employee ID to which that
each Effort Report is associated.

Name — This is a display only field for the above EmplID field.

Seq No- This is the Sequence Number for the Effort Report. Sequence numbers may be greater than
one in order to retain approval history. For example, if an effort report for an employee is either Finalized
or Canceled by the Effort Reporting Administrator, but then subsequent payroll transitions are processed
for that employee on Payroll IDs included in that Effort Reporting Period (i.e., Retro-pay transactions),
then the system saves the original row of data giving it a status of ‘Old Seq No.’ for Finalized rows or ‘Old
X Seq’ for Canceled rows. A new row with the next highest Sequence number is created and given a
status of Open. Note —if arow on an effort report has been finalized but the header has not, all
statuses for the same sequence number are reset to Open for the above situation.

Status — Indicates the Status of the Effort Report Header:
Open — Indicates the Effort Report still has unapproved detail rows.

Fund — Fund ChartField; this looks for detailed rows that use this Fund ID and shows all Effort Reports
that use that Fund.

Dept (Department) — Department ChartField; this looks for detailed rows that use this Department ID
and shows all Effort Reports that use that Department.

Project — Project ChartField; this looks for detailed rows that use this Project ID and shows all Effort
Reports that use that Project.

Prog FIN — Prog FIN ChartField; this looks for detailed rows that use this Prog FIN ID and shows all
Effort Reports that use that Prog FIN .

Pl / Team Mbr — Prompts from Employee IDs that are attached to Project Teams. Retrieves all for Effort
Report rows for employees that are associated with projects for which this person is on the Project Team.
Name - This is a display only field for the above PI1/ Team Mbr field.
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