UMBC Effort Reporting Quick Reference Guide

What is Effort Reporting?

The federal government requires an effort report when an
individual is compensated by or has agreed to contribute time to a
federally sponsored project. All faculty members who serve as
Principal Investigator on sponsored agreements are personally
responsible to certify the amount of effort that they and their
employees spent on sponsored activities.

Effort is defined as the amount of time spent on a particular
activity. It includes the time spent working on a sponsored project
in which salary is directly charged. Individual effort is expressed
as a percentage of the total amount of time spent on work-related
activities (instruction, research, administration, etc.) for which the
University compensates an individual. Effort reporting is the
mandated method of certifying to the granting agencies that the
effort charged to each award has actually been completed.

Who is required to complete Effort Reports and When are
they Due?

Government regulations set by the Office of Management and
Budget (OMB) in 2 CFR 200.430. For all 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.

Effort Reports are due based on the following:

March 37 - Fall-Pay Periods 71-14
September 30 - Spring -
Pay Periods 15 - 26
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Where to Start?

Preparing for Effort Certification begins at the time of the award.
e DBE’s should be processed with the correct distribution at
the beginning of the award.
¢ Monitoring throughout the certification period
e Communicating with P.I.

Tools and Supporting Documentation to use to assist with
certification:

e Award documents with approved budgets

e Payroll Reports

o Effort Report Quick Guide

NOTE: The status for a successtully certified Effort
Report changes from “Open” to ‘Finalized”
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1. To access Peoplesoft from myUMBC, follow the navigation
below after you have logged on. Click on the ‘Guide’ tab to
display the screen below.

\) ( : 1
J MB “ I i . TammyRoss ¥ LogOut

Profile Guide Events Groups Help

Hide this bar »

Tofiice Your Profile

A collection of tools to simplify how you view your UMBC data.

& Faculty Center

Advising & Student Support « About - Your name, addresses, and other contact and persenal info

o

@y Arts, Culture & Entertainment

a Athletics & Recreation Personal Links
@ Biling & Personal Finances +  Employee Time Sheets - Digital Measures

; ; » Digital Measures FAQs »
@ Books, Goods & Services »  Promotion & Tenure Review . D:_m‘“an E?jw::i R .

! Classes & Grades

(% Community News & Opinion Administrative Systems

48 Computing & Technology + Person Lookup * Human Resources System
@ Diversity +  Student Administration * Report Exchange (REX)
@ Facilities & Operations * Docusign Select the 'Financial Services &

@ rencial Senvices & A )—? Aceomny’ Link
¥ Financial >ervices ccounting
Classes & Grades »

& Food & Dining

Teaching Schedule + Academic Dates & Deadlines
# Health, Wellness & Safety View class times and locations, view class rosters and Browse courses offered for a semester
wiait liste manana arada rasters
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UMBC - Tammy Ross v  Log Out

Profile Guide Events Groups

Hide this bar »

- =

“Financial Services & Accounting’

ETA BT i
Topics » Toolkit for Administrative Professionals = PeopleSoft Finance ‘Select the "PeopleSoft: Finance' Link
(© Faculty Center (A8 - Report Exchange (REX)
» E-Travel Request Form Web based access to UMBC's data warehouse

Advising & Student Support

o

@ Atts, Culture & Entertainment +  Financial Administrative Reports

- : « OSP Grants.Gov Package Upload
e Athletics & Recreation Upload a OSP Grants. Gov Package

@@ Billing & Personal Finances

E Books, Goods & Services

& Ciasses & Grades Division of Administration and Finance »

= i i -
@? Community News & Opinion adminfinance umbc edu/ - Administration : 9th Floor (map) (410) 455-2939

c G T The Division of Administration and Finance is here to suppert the UMBC community; to serve the University's core
ol CofgiTnG S Toetneiogy missicn of teaching, research, and service: and to sustain the resources of the University.

a Diversity

Facilities & Operations n . :
d > Financial Services »

V3 Financial Services & A i
financialservices.umbc edu/ - Administration : 3rd and 4th Floor (map) financialservices@umbc_edu - (410) 4565-3882

J Food & Dining

#) Health, Wellness & Safety Procurement »

2. To access Effort Reports, Click on Campus Work Center.

B My Homepage X S &=
&« c o GJ @ nhttpsy/fsuat-web.psfs.umbc.edu/psc/fsuat/EMPLOYEE/ERP/c/NUI FRAMEWORK.PT | e @ | | Q Search n ® @ =
£¥ Most Visited @ Getting Started ) Latest Headlines @ Review Procedures -.. [J Federal Register | Unif.. @ Establishing / Maintai... Jii§ VPN Upgrade Wednes... [X] Unum Benefit Menu UMBCTickets

» Employee Self Service

Campus WorkCenter Approvals

Page 4 of 9



UMBC Effort Reporting Quick Reference Guide

Campus Work Center x I&Es]
&« C & https://fsuat-web.psfs.umbc.edu/psp/fsuat/EMPLOYEE/ERP/c/UM_MENU_1.UM_ % | | Q search vy INn® @ =
L Most Visited @ Getting Started )\ Latest Headlines @ Review Procedures - ... Federal Register | Unif... @ Establishing / Maintai... i VPN Upgrade Wednes... [¥] Unum Benefit Menu [l UMBCTickets

Favorites ¥ Main Menu ¥ Employee Self-Service ~ Campus Work Center A& Home

T i All ~ Search Advanced Search @
UMBC Finance NavBar

Campus Work Center 0 « New Window | Help | Personalize Page
Main || Reports/Queries Welcome to Campus Work Center

2 My Work C o~

Edit Fittersl]  Welcome to the WorkCenter. This WorkCenter has one "Task Panel" and one "Work Area”. The "Task
Panel" is on the side displaying the pagelets assigned to the WorkCenter page and the "Work Area”
displays transaction pages such as this page.

< Requisition Approvals
T Requisitions

Each pagelet may have the following actions depending on its configuration: Hide/Show, Reload,
< Payment Request Approvals Personalize
-
Payment Requests for Review Within each pagelet there may be "Open the content in a new window", "Collapses a group of links" and
= Payment Requests Pending "Expands a group of links" actions available depending on the pagelet
Approval

< Journal Approvals
& Journals Pending My Approval

=  Full Worklist

@ Links c ov

Requisition
Purchase Orders
Vouchers/Payments

Effort Reporting
UMBC Travel

b
!
D
> Journals
P
b
b Welcome Page

=T =T =T —

3. Then follow this navigation from the Links Menu in the
PeopleSoft Finance Campus Work Center:

Effort Reporting - Effort Reports — Search

UMBC Finance d AddTo = @

Peoples NavBar
Campus Work Center 0 « New Window | Help | Personalize Page
Main | Reports/Queries Welcome to Campus Work Center
48 My Work C o~

Edit Filters =~ Welcome o the WorkCenter. This WorkCenter has one "Task Panel” and one "Work Area” The "Task
. Panel” is on the side displaying the pagelets assigned to the WorkCenter page and the "Work Area”
Regquisition Approvals displays transaction pages such as this page
Requisitions
Each pagelet may have the following actions. onitsc
Payment Request Approvals Personalize.

Sh Reload,

Payment Requess for Review Within each pagelet there may be "Open the cantent in & new wi
Payment Requests Pending "Expands a group of links"
Approval

ndow", “Collapses a group of links" and
jelet

actions available depanding on the p

Journal Approvals

Journals Pending My Approval

R Links S o~

b Requisition
I Purchase Orders

Vouchers/Payments
b Journals
Effort Reporting
Effort Reporis T

Effort Reports - Search * iSeIect the "Effort Reports - Search” Link
b UMBC Travel
b Welcome Page
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4.In the Year field, enter the Semester Year you desire to search.

5.In the Period field, enter the Semester (Fall (Payroll 1-14)
/Spring (Payroll 15-26),

6. Select the status “Open” to view reports that need to be
certified.

7.Enter the Pl Empl ID in the Team field. Please note that if you
enter an Empl ID in the “Empl ID” field, the search will only
retrieve the effort report for that employee. Never enter Empl
ID’s in both the “Empl ID” and “Team” fields. You may also
search by Project by entering the Project ID number in the
Project field.

8. Click Fetch. The results are displayed at the bottom of the

screen.
Effort Reports Personalize | Find | ¥ | B8 First ' 1-40f4
Year Period EmplID Fund Prog FIN Dept Project Team Gross Amount % Distrib View R
1 2017 Fall 3000403220 1253 022 10337 00011080 1000000187 6705.480 1{]D.O

9. To view the desired report, click on the view Report icon. The
selected report is displayed.
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Effort Report

BU: UMBC1 Year: 2017 Period: Fall Employee: 1000000 SeqNo: 1 & X

Title: Gross Salary: g4 g2 g5 Status: Open Comments  Print Options
Sponsored Funding

Detail Distribution / Effort % Find |View Al | 2| BR  First ‘¢ 120f2 * Last
Distribution Audit Info Project Team | [F=2H

Fund Prog FIN Dept “Project Gross Salary Effert % Diff % Comments Certify

To develop a
1253 022 10200 000106 MechEngin test method 482998 7.54 7.54 Comments [¥

+]
1253 022 10200 000113 MechEngin Train for 2.337.02 3.65 Comments o +]
Improved

Non-Sponsored Funding

Detail Distribution Find | View All | & | E First ‘& 1-20f2 ‘»’ Last Effort %

Fund Prog FIN Dept Project Gross Salary
1111 011 10200 MechEngin 52,115.95

1112 081 10251 Orientatio 430000 [ certify Gammants
otal Effort %

Select or Deselect all
ntered: 100.00 To Apply: boxes for Certification Select All Desslect All
_J‘L' Save |||[g" Return to Search =] Notif;_ﬂ

10. Distribute Sponsored Effort. If the “Dist %” properly reflects
the level of effort, enter Effort Percentage in the appropriate

field. If Effort does not appear to be correct, contact your
Business Manager.

11. Distribute Non-Sponsored Effort. Distribute remaining amount

of effort to the Non-sponsored section after all Sponsored rows
are complete.

** When properly completed, the “Total Effort %” should show
Entered: 100.00, To Apply: blank.

12. When you are ready to certify the distribution of effort, click the
certify checkbox for each individual row or you may click on
“Select All” if all are ready. Click “save”. The Effort Report
Certification screen will now be displayed. (shown below)

Page 7 of 9



& UMBC
% Effort Reporting Quick Reference Guide

Effort Report Certification

Certification Statement for Faculty/Principal Investigators

| certify that this distribution of activity represents a reasonable accounting of the activity (or
effort) expended by me (this individual) over the period covered by this survey.

Certification Statement for Non Faculty

| certify that | have first hand knowledge of the total activity (or effort) expended by this
employee as distributed during the period covered by this survey, If the employee is the
sole individual with this knowledge of 100% of his/her activity, the employee has certified
the activity distribution in the space provided below.

Press Certify and Save to accept. Otherwise press Cancel.

Certify and Save Cancel

13. Read the Certification statements, and click “Certify and Save” tO
save this transaction, otherwise click Cancel. You are
returned to the Effort Report screen.

NOTE: If you have additional lines to certify, repeat steps 10-12.
Once all lines are Certified, Status is changed from ‘Open” fo
‘Finalized”.

Statuses:
Open = Must be certified
Finalized = Successfully Certified by the PI(s)

Page 8 of 9



@ UMBC Effort Reporting Quick Reference Guide

What to do if....

If there is more than one Certifier, (for example, you have effort on
multiple sponsored and non-sponsored activities) contact your
business manager to coordinate full certification of effort with all

Certifiers.

For additional assistance please contact Amy Steinly-Marks at
asmarks@umbc.edu, or 410-455-2099 or visit our website for
additional information - https://financialservices.umbc.edu/cost-
accounting-analysis/
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