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UA Research Administration Forum — January 9, 2019

Effort reporting for departments

Departmental Effort Report Monitoring

Facilitators: Sponsored Projects & Contracting Services; Tara Gonzalez and Tabatha Holan
Discussion Panel:

Tomas Alvarez, Hydrology & Atmospheric Sciences;

Jason Challenger, Medicine;

Chris Duggan, Aerospace & Mechanical Engineering

Effort reporting — what Post-award reviews them for

Collaborative Q&A

Federal shutdown,

Training and outreach updates

Future forum topics

How often do you meet with Pls?
Meet with PI’'s monthly, quarterly or as needed.

Tomas: Open door policies, ongoing meetings
Chris: Open door, many meetings soon after monthly reports are sent.
Jason: Monthly for active

By working with the PI’s regularly, we minimize errors and the effort is more accurately accounted.

How often do you update Payroll Distributions (PD)?
Tomas: constant meetings as faculty desire.

Chris: Reports show start/end and planning discussions happen for the current semester. Don’t put in
Position Distributions too far in the future.

Jason: meets with Pls when a grant is new or one ends soon to discuss PDs. Don’t do it too far in the
future (more than a couple months).

Payroll distribution is updated as needed,
When there is a new award

An award is ending





There is a change in effort.
Update it as soon as possible, but typically not more than a month in advance.

While having the conversation/meeting with the PI

How do you Prepare for Effort Reporting?

What do you do to get more in the front of effort reports?

Preparing for Effort reports — Thomas Alverez

Run a report of the funding of the Graduate Research Assistants/Associates and compare it to the PI’s
directives. If there is a discrepancy, | have the Pl meet with the business office and resolve the
discrepancy. This is done usually the first week.

Starting to run reports for the next certification already.
Review the payroll expenses for the Effort Period

Agents sent to PI’s on their accounts with PEL’s information on a monthly basis for their review

Preparing for Effort reports — Jason Challenger
Almost all of the work involved with the effort certification process is complete before the effort
certification reports are created.

First, we meet regularly with our PI’s and/or send them financial reports on a regular basis. We discuss
current and future effort for themselves and the people they fund during these meetings. Current, new
and ending projects are discussed.

We maintain detailed excel spreadsheets, what we call “funding plans”, with all of their accounts and
the corresponding effort and funding with the starting and ending dates. We can quickly and easily
identify the effort and funding for any account for any time frame which includes each effort
certification time period. Jason brings the funding plan Funding plans are ready before the effort certs
are issued.

Q from Rachele Peterson: What if someone from another department needs to add someone from
UAHS who has clinical effort? Need as much advance notice as possible

If investigator is over the salary cap, who covers that cost share? Ultimately a UAHS. Cost sharing
discussions should happen at the proposal stage to identify who will cover this.

Preparing for Effort reports — Chris Duggan
Check continuation account

Look at cost share, sometimes on effort report





Run PELs, remember to use A2 so it moves the payroll

Also helpful to FY end Payroll split. Good for RA/GRA/TA

It aligns better with the effort report

Analytics > Financials > General — Financial Management >Cost Share

Tara commented

How do you track effort reports?

Thomas Alvarez’s Method
Week the reports are generated, after all effort reports created, filter the action list inbox to only see
effort reports,

Action list > filter

Again, GRAs are the ones to watch closely. If a Pl wants to change a grad student from one
account to another, Tomas asks the reason for sake of compliance. Is one project out of funds?

1. Copy all the effort reports and paste in an excel file. To clear the filter, simple click the “clear
filter” button in UAF. In the excel worksheet, create a separate tab for each Pl and move related
effort reports over to the PI’s tab.

2. Review and reconcile each tab with backup documentation and make any notes for the Pl to
review

3. After each PI’s accounts have been reconciled and approved at the department level, emails are
sent to the Pl and follow up with the Pl on approval as needed.

Jason Challenger’s Method
1. Compare the funding plan spreadsheet with the effort certifications.

In most cases they match and effort reports are approved.

In the event they do not match, investigate and adjust where it is necessary. | will typically wait a week
or two before contacting other units to approve. This allows them time to review and approve the
report for their accounts. Then, | will contact other business managers if they have not approved the
report timely. Finally, I'll begin contacting the PI’s for their approval.

Q: How much time is spent creating these spreadsheets? How many accounts do you have? Jason: If
funding is simple, don’t do the spreadsheet and just use a database. Several Pls had many accounts. In
the long run, maintenance of the spreadsheets is simple. Some Pls have 20-40 accounts so set up can be
significant. In the long run, the spreadsheets save a significant amount of time.

Tomas points out the difference that Jason spends more time up front and Tomas spends more time on
the back end.





2. The approach taken to obtain the PI's approval depends on the individual and this is learned
through experience.

Tactics include: discussing and approving during financial meeting, emailing with instructions and
document numbers, emailing with a screenshot of the report, contacting the Admin for assistance, and
even text messaging.

Jason: Not every Pl is the same so you have to figure out what works for each person. Some have to sit
down and approve while in the meeting with Jason.

Chris Duggan’s Method
1. Run analytics report “Outstanding Effort Certifications Details” and export to excel

Financials>General — Sponsored Projects>Outstanding Effort Certifications.
Click hyperlink: Outstanding Effort Certifications Details

2. Add Pl name, Sponsor name and account name and sort by Pl (manual cut and paste sort)
Tara/Tabatha will edit the report to add these

3. Review with payroll representative

4. Approve as Fiscal Officer, prioritize approval where other departments are involved

5. Check UAFinancials Outstanding Certifications by Chart/Org/Report, sorted by outstanding
approvers for real time status of reports
Chris prioritizes effort reports that involve other departments to make sure everyone has time to
approve by the deadline.

6. Email individualized list with instruction to PI's along with updated monthly reports

7. Where effort may be in question, ad hoc route back to self to allow for second review by FO

What challenges have you encountered?

Pl has left the University

e Though the PI has left, it is still their responsibility to approve their effort report(s)

e Email screenshot of the effort report(s) and ask for them to review and approve. Then SPCS
Compliance (Tara or Tabatha) will super-user approve for them and then ad hoc route to a new
Pl if applicable.

e After approval is obtained forward their reply email to SPCS Financial Compliance Services, along
with the screenshot(s) sent and ask them to approve on the PI’s behalf.

e If Plis nonresponsive, seek a key personnel/Co-Pl who have knowledge of whom is working on
the project(s).

e Forward email/inform SPCS Compliance Service and they can routing for you.

Sometimes Pls leave and come back as DCCs. Provisioning instructions are on the Research Gateway
Website (RGW) at ??7?.





Pl is on travel and can’t VPN in to UAF/time zone issue:
e Email a screenshot of the effort report(s) and ask for them to review and reply that they
approve
e After approval is obtained forward their reply email to SPCS Compliance group, along with the
screenshot(s) sent and ask them to approve on the PI's behalf.

Getting PI’s to approve when in the field for long period of time
Sometimes the screenshot method is effective.

You can put a note in the effort report about extenuating circumstances or otherwise communicate with
SPCS and document the situation for future audit.

Getting PI’s to approve when the Effort Report is not generated in the home department.
e To avoid this error, when adding an account line do not enter the effort percentage or the salary
amount. Add line first, then update the fields.

This is a known bug and instructions are forthcoming.

If the report is someone in your department but the Pl is in another department, work with the lead unit
to coordinate.

Tabatha added a tip about doc search for an employee.

Tara: Some employees are frustrated by being contacted many times by many people in the case of
working with multiple departments

SPCS Postaward: What we look for when reviewing effort reports
e All accounts are reviewed according to cost principles
o Reasonable, allowable, allocable, consistently treated
e Review the balance of the account with increased effort
o Isthere enough budget to cover the salary as well as the associated ERE and F&A?
e Account end date
o Isit within the project’s period of performance?
o If account is expired, review the closeout timeline and whether or not SPCS will be able
to invoice or draw-down funds
o Has a final Financial Report been submitted to the sponsor?
e If the account is an E-Verify account, ensure the employee is E-Verified.
e |f expenses are moved to a Federal/sub-federal account will be looking for error certification or
a note that answers the following questions:
o Describe in detail the expenditure(s) that are being transferred
o How did this expenditure benefit the project?
o How the error occurred?
o Why is the error correction late?
e Reasonable justification for a significant changes in effort
e Review the balance of the account with increased effort
o Isthere enough budget to cover the associated ERE and F&A?
e Account end date





o Isit within the period of performance?
o Has a final Financial Report been submitted to the sponsor?

e Does the Cost Share source and name on the cost share account name match the employee and

the source being moved to?

o [fitis determined that any changes are needed, the effort report will be ad hoc routed to the
Fiscal Officer for changes. Post award will hold off on approving until after the department has
made adjustments and all approvals from FO and PlIs are obtained.

Resources

UA Financials
e Qutstanding Certifications by Chart/Org/Report
e Docsearch: Document type “ECD” filter by org code, fiscal year, and/or employee ID
e Effort Detail tab on effort reports

Analytics
e Financials>General — Sponsored Projects>Outstanding Effort Certification
e Financials>General — Sponsored Projects>Ad Hoc Effort Certification

Research Gateway
e http://rgw.arizona.edu/administration/managing-projects/effort-reporting

e http://rgw.arizona.edu/administration/managing-projects/effort-reporting/effort-reporting-
policy
e http://rgw.arizona.edu/administration/managing-projects/effort-reporting/effort-reporting-

procedure
e Micro learning videos *coming soon*

SPCS Financial Compliance Services
e Tara Gonzales tgonzale@email.arizona.edu 626-6660
e Tabatha Holan tholan@email.arizona.edu 626-6442

NCURA FRA/PRA conference coming in March in Las Vegas.

Federal Shutdown — advice is

If project can be conducted without daily federal oversight, you can likely proceed.
Contact SPCS if you

February Topic is Subawarding
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Payroll, Labor Ledger,
and Effort Certification

January 9, 2019
Presented by Tara Gonzales and Tabatha Holan






Objectives

Payroll processing at the UA

Labor Ledger and General
Ledger

Salary Expense Transfers

ERE (Fringe Benefits)

Grad pay and Tuition Benefit
Effort Reporting






Payroll at

the UA

PeopleSoft HR (UAccess Employee)
Bi-weekly for all employee types

Funding via Position Distribution
Request

Position Distribution applies the
funding percentages to the biweekly
pay

Sends a file to UAccess Financials
Labor Ledger biweekly

Payroll is split at fiscal year end





e Receives the biweekly file from

UAccess Employee
U.ACCE§S ; * Loads the detail into the accounts
Fina nC|aIS E with person detail

* Feeds summary level data to
UAccess Financials General Ledger

Labor Ledger






» Salary Expense Transfers done for

UACCESS m" after the fact corrections
Financials B - Anaytics
La bor Ledger * Payroll Expenditures Listing

* Labor Ledger Entries Subject Area






e Used in UAccess Financials to move pay
e Payis grouped by month, in the month and

Sa Ia ry fiscal year it was “earned” not posted

e Pay posted in October but coded as earned

Expe nse in July will show up in July SET view

* Although the pay is grouped by month,
portion of the month can be moved by

Tra n Sfe rs changing the transaction amounts in the

document






* Employee Related Expense (ERE) are the
expenses the University is responsible for as
an employer.

E R E * ERE is comprised of FICA, Retirement,
Unemployment Compensation, Worker's
Compensation, Liability Insurance,

( F rl nge Health/Dental/Life Insurance, and Dependent

Care Assistance

Be n EfltS) e Rather than direct charging all the individual

components, a composite rate is computed for
groups of employees






Currently have 5 ERE types, published on the
FSO Payroll website

The rates are renewed each year with DHHS
FSO calculates and prepares

Using a rate system is easier and less volatile
than direct charging the individual
components

Posted in Labor Ledger daily

ERE
(Fringe
Benefits)





Grad Pay and
Tuition

Remission/
Tuition Benefit

Tuition benefit is applicable to Fall
and/or Spring academic terms

Not available for Summer or
Winter terms (Supp Comp)

Switched to direct billing from
ERE rate in 2016

SET is the only way to move Grad
pay. Effort reports no longer work

because tuition benefit is directly
billed.





Proposal Stage:

recommended for tuition benefit

* Exclude tuition benefit from the
Grad Pay and Modified Total Direct Cost (MTDC)
Tuition F&A base
Remission/ g e 8% inflation per future year is

Tuition Benefit

10





GRA FTE Tuition Budget

Grad Pay and

gl 0.50 or above Full Base Tuition Amount
Tuition

Less than 0.50 Half of Base Tuition Amount

Remission/
Tuition Benefit ‘\ budget shortfall

Uncertain Use Full Amount to avoid

11






Effort Verification: Why do we do it?

Required by OMB Uniform Guidance Subpart E §200.430 - Compensation -
Personal Services for any employee who received fed or subfed pay

il
|

After the fact verification of payroll distribution for all employees paid on
fed/subfed awards done on a periodic basis

Payroll timecard approval is not effort approval

Approval must be done by department business office and PI, Co-Pl, employee, or
- someone else with firsthand knowledge of the work done on the project

12

y 9



http://www.ecfr.gov/cgi-bin/text-idx?SID=ed90f54836feb6a994f657188eb05e33&node=2:1.1.2.2.1&rgn=div5



Effort Verification at the U of A

ﬁ Semi-annual reporting: January — June, July — December

Electronic reports are generated in UAccess Financials

\/ Route to the fiscal officers of the accounts and then the principal
investigators

Any changes made will route to the SPCS Postaward team for review

13

y 9





Institutional Base Salary

et Salaries and wages paid to an employee from any university source as
ax payment for services provided under their employment agreement

Does not include clinical incentive pay, cash awards, or supplemental
compensation

¥z Supplemental compensation is separately certified on a second report

14

y 9





Total University
Effort

* All professional
activity for which an
individual is
compensated by the
University of Arizona

e Totals 100%
* No “overtime” effort

100% of compensated time

m Teaching m Sponsored Projects

m Public Service m Other activities

15






Changesto

Effort

Reports

Fiscal officer or Pl can change the
report to fix the distribution

Effort reports with changes route to
SPCS Postaward to review for
allowability, grant balance, etc.

Effort reports no longer work for
moving regular grad pay due to direct
billing of the Tuition Benefit (Supp
Comp is okay)

Per University policy, once a report is
fully approved, the period is closed
and salary can no longer by moved

16





Changesto

Effort

Reports

Exceptions

Recreating reports later on to transfer
between accounts implies our
approval process is not functioning
correctly, and that people may be
“rubberstamping” effort reports rather
than truly examining and certifying the
distribution.

However, exceptions do exist.
Requests should be sent to SPCS
Financial Compliance Services for
review.

17





e Examples of Exceptions

* Funding for a period arrives
after or withdrawn after the
report was certified

Cha nges to ' e The project is in deficit and the

Effo rt . only way to clear the deficit is
B by revisiting the certified
period to move effort to cost

Re pO rtS share or discretionary account

* Unallowable expenses were
discovered after the report
was certified

18






Creation

and Due
Dates

Created in Financials through a
batching process

SPCS Compliance Services sets up
parameters

About 5,500 e-documents created
every six months

Due date of 30 days from
document create day

100% compliance required

19





Roles and

Responsibilities

e Department Business Office

Reconcile accounts regularly

Reconcile effort report to financial
records, identify and research
discrepancies

Meet/discuss changes with P,
follow up with Pl approvals

Meet approval deadlines
(remember 30 days is for business
manager and the PI)

20





Roles and

Responsibilities

* Principal Investigator / Project
Director

e Reviewing and providing after the
fact verification of effort/worked
performed on fed/subfed awards
for percentages displayed.

e Contact fiscal officer/business
manager for any clarification or
modifications if needed.

21





e SPCS — Postaward Services
e Review reports with changes
* Follow up with departments

Roles and ; * SPCS — Compliance Services
ST . * Creation of reports
RESpO“SlblIltles * Follow up with departments and

Pl as needed
e Superuser approvals as needed
e Answer to auditors
e HHS/NIH Salary Cap Review

22






Known Bugs






*CHART

UA

gl Universityo..

UA

Pl Universityo..

TO

*CHART

UA

University o.

UA

University o.

SUB-
TACCOUNT ACCOUNT *OBJECT

1123020 —-- 1360
Classified St_.
LAW COLLE
1123020 —--
LAW COLLE
SUB-

TACCOUNT ACCOUNT

30195610 —- 13606)

Classified St_.
USPTO Pro -

s Yes * Account Expired Pverride

3019610  CS006 13606)

Classified 5t
USPTO Pro—  Cost Share,

:Yes ™ Account Expired Cwverride

SUB-OBJECT PROJECT

E-OBJECT PROJECT

ORG REF ID

ORG REF ID

* POSITION

PAY FY

1836668 2018

1836668 2018

* POSITION

1836668

1836668

PAY FY

2018

2018

FRINGE

PAY PER PAY HRS BENEFIT “AMOUNT  ACTIONS
12 0 View 12,83215
12 0 View 24942

081.57

Known Bugs

KATTS-330 — Wrong object code is moved on
system generated ST after Effort report
approval. SPCS Compliance fixes.





EFFORT SUMMARY

ADD NEW DETAIL LINE

TCOHART = ACCOUNT EUE-ACTOLET EFFORT SAL ASTY B TIOMS
ua vl @ 3021861 @ © 10 m
FEDERAL ANLD FEDERAL PASS THROUGH ACLOUNTS
CHA " ACCOUMT ¥ SR ALY FoR) EFF ALARY
“CHART * ACCOUNT SUB-ACCOUNT EFF
ua vl @ 3021861 | © ©
FEDERAL AND FEDERAL PASS THROUGH ACCOUNTS K B

* Effort report does not route to the Business Manager or Pl if a value is entered in

effort field when adding a new line
e Just add the chart code and account number without an amount, and this&s)sue is

avoided o





Training & Resources

Contact SPCS Compliance for one-on-one
training, invite us to your business manager
meeting

*Coming Soon* Micro Learning ‘

https://rew.arizona.edu/research-
resources/training/administrators

Research Gateway:

https://rew.arizona.edu/administration/managing-
projects/effort-reporting

Using the Financials system:

select the Effort Certification topic:

https://upktraining.uits.arizona.edu/odstrack/content/financials/toc0.ht
ml




https://rgw.arizona.edu/research-resources/training/administrators

https://rgw.arizona.edu/administration/managing-projects/effort-reporting

https://upktraining.uits.arizona.edu/odstrack/content/financials/toc0.html
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Agenda

Effort reporting for departments

* Tara and Tabatha will facilitate a discussion
with Tomas Alvarez, Hydrology &
Atmospheric Sciences; Jason Challenger,
Medicine; Chris Duggan, Aerospace &
Mechanical Engineering on how they
monitor effort reports at the department
level

Effort reporting — what postaward reviews them
for

Collaborative Q&A — Federal shutdown, training
and outreach updates

Future forum topics






How often do you meet with Pls?





HOW Often * Meet with PI’'s monthly, quarterly
or as needed.
dO you * By working with the PI’s regularly,
g we minimize errors and the effort is
more accurately accounted.

meet with
Pls?






How often do you update Payroll

Distributions (PD)?

Manage Distribution Requests

Enter any information you have and click Search. Leave fields

Find an Existing Value

Search Criteria

Transaction Mumber: |= v|

Position Number: |I:>egins with v|
HR Posn DeptlD: | begins with v|
Class Indicator: |= v| |
UA Title: | begins with |
Effective Date: |= v|

Empl ID: |begins with v|

Incumbent Last Mame: | begins with v|
Incumbent First Name:|begins with v|
Request Status: |= v| |
Initiator NETID: | begins with v |

[l case Sensitive

Payroll distribution is updated as needed,
When there is a new award

An award is ending

There is a change in effort.

Update it as soon as possible, but typically
not more than a month in advance.

While having the conversation/meeting with
the PI






The best preparation for
tomorrow iIs doing your best
today.

H. Jackson Brown, Jr.

How do you Prepare for Effort Reporting?

What do you do to get more in the front
of effort reports?





Preparing for Effort reports — Thomas Alverez

 Run a report of the funding of the Graduate Research
Assistants/Associates and compare it to the PI’s
directives. If there is a discrepancy I have the PI meet
with the business office and resolve the discrepancy.
This is done usually the first week.

- Review the payroll expenses for the Effort Period

« Agents sent to PI's on their accounts with PEL's
information on a monthly basis for their review






Preparing for Effort reports — Jason Challenger

« Almost all of the work involved with the effort certification
process is complete before the effort certification reports are
created.

« First, we meet regularly with our PI's and/or send them
financial reports on a regular basis. We discuss current and
future effort for themselves and the people they fund during
these meetings. Current, new and ending projects are
discussed.

« We maintain detailed excel spreadsheets, what we call
“funding plans”, with all of their accounts and the
corresponding effort and funding with the starting and ending
dates. We can quickly and easily identify the effort and
funding for any account for any time frame which includes
each effort certification time period.






Preparing for Effort reports — Jason Challenger

Dechambre, Brett - EID 23XXXXXX position 18XXXXX ECD 6748148 ECD 8752628
| Fiscal Year | FY18 FY18 FY18 FY19 FY19 FY19 FY18 FY18
ERE 1.320 1.320 1.320 1.312 1.312 1.312

Start Date 7/3/2017  1/1/2018  4/1/2008| 7/1/2018  1/1/2019  4/1/201% 7/3/12017 1/1/2018
End Date 12/31/2017 3/31/2018  6/30/2018| 12/31/2018 3/31/2019 6/30/2019 12/31/2017 6/30/2018
Days 130 65 65 131 64 65

FY Days 260 260 260 260 260 260

FTE 1.00 1.00 1.00 1.00 1.00 1.00

Rate 48,000 48,000 48,000 48,000 43,000 48,000

Prorated Rate at FTE 24,000 12,000 12,000 24,185 11,815 12,000

3014040 Ryan White Part C 1D,8DD_DD‘ 5,400.00 10,800.00 5,400.00

ERE 1425600 7128.00
0.45000 0.45000

3027160 Ryan White Part C 540000 10,883.08 5231692 | 5,400.00" B 5,400.00
ERE 7.128.00 1427860 697580 | 7,084.80
0.45000 045000  0.45000 | 0.45000

4006170 Ryan White Part B 10,800.00" 5,400.00 | 5,400.00 B B B 10,800.00  10,800.00

ERE 1425600 7128.00| 7,128.00 - - -
0.45000 0.45000 0.45000

5319609 ID Pharmacy Gift Account 2,400.00 1,200.00 1,20000| 241846 1,181.54  1,200.00 2,400.00 2,400.00
ERE 3,168.00 158400 158400 317302 155018 157440
0.10000 0.10000 0.10000 0.10000 0.10000 0.10000

5319609 Sub Acct PARTB - - - 10,883.08 531692  5,400.00 - -
ERE - - - 14,278.60 697580  7,084.80
0.45000 0.45000 0.45000

| TOTAL 24,000.00 12,000.00 12,000.00 | 24,184.62 11,815.38 12,000.00 24,000.00 24,000.00

i|Variance 0.00 0.00 0.00 0.00 0.00 0.00

FTE 1.00 1.00 1.00 1.00 1.00 1.00

| TOTAL With ERE 31,680.00 15,840.00 15,840.00 | 31,730.22 15,501.78 15.,744.00

i|Variance 0.00 0.00 0.00 0.00 0.00 0.00
Summary Summary 6.15.18 Summary 4.3.18 Summary 2.13.18 Funding emails *

V X






Preparing for Effort reports — Chris Duggan

 Check continuation account to see if anything posted there
that needs to be moved.

 Look at cost share and sees if anything needs to be moved,
sometimes moves on effort report
» Financials>general-Financial Management> Cost Share

 Run PELS, remember use A2 it’ll move the payroll
« Financials>general-Labor Ledger> Payroll Expenditure Listing with SET

Make your selections and click Go:

* Fiscal Year® Fiscal Period® Post Date Organization- Organization- Account Number Cost Share Source Balance Type Project Code
Code® H A t Code®
2019w 07 v Between “ ame —Select Valug-w L ooodl © —Select Value—  w
EE —Select Value- w —Select Value— w —Select Value— w AZAC w
Employee Id Employee Name Sub Account Level Code
- A t Fiscal Offi Numbe Cost Sh Type® Object Cod
—Select Valus—w  —Select Value- w Sﬁ::isor pr ST umber ost share Type 1 “ —Select Value- w
F’e —Select Value- w —Zelect Walue— w —Select Value— w
—Select Value- —Select Value— w

Position Humber
—Select Value—w

« Also helpful for FY end Payroll split. Good for RA/GRA/TA
« It better lines with effort report






- How do you
track effort

reports?






Thomas Alvarez’s Method

1. Week the reports are generated, after all effort reports
created, filter the action list inbox to only see effort
reports,

. Action list > filter

Action List Filter

Fa e
Document Title ||Effort Certification Exclude? [ ]
Document Route Status |A|| w | Exclude? []
Action Reguested |A|| w | Ex:clude?lj
Action Requested Group |N0 Filtering v | Exclude? []

Document Type | %) Ex:clude?lj

from: EI I:l
Date Created to: li |-_‘TI Exclude?
from: -_FI
Date Last Assigned Exclude? I:l
to: -_FI
I J
| filber | | clear | | reset || cancel |

V X





Thomas Alvarez’s Method

1. Copy all the effort reports and paste in an excel file.
To clear the filter, simple click the “clear filter” button
in UAF. In the excel worksheet, create a separate tab
for each PI and move related effort reports over to
the PI's tab.

A B C D
1 Id Type Title Status
> | 6746508 Effort Certification Effort Certification - Casey Erin Oswant, July-Dec Base Pay |ENROUTE
3 | 6748590 Effort Certification Effort Certification - Eric A Betterton, July-Dec Base Pay ENROUTE

QI .- | orgei | eoner | oo | vaties | ven | wisshoume | niv [SGHEE

2. Review and reconcile each tab with backup
documentation and make any notes for the PI to
review

3. After each PI’'s accounts have been reconciled and
approved at the department level, emails are sent to
the PI and follow up with the PI on approval as
needed.

V X





Thomas Alvarez’s Method

Id Type Title Status Action Requested Date Created Log
6746723 | Effort Certification Effort Certification - Nicole Christine Weber, July-Dec Base Pa ENROUTE | APPROVE 09:04 PM 01/23/2018 @I
6749949 | Effort Certification Effort Certification - Hannah L Bergeron, July-Dec Base Pay ENROUTE | APPROVE 09:24 PM 01/23/2018

The steps for approval are as follows:
1. Go up above to this email | sent you and click on the 1D of each Effort Report

2. Login to UAccess Financials at: https:/financials.naccess.arizona.edwkfs-prd/portal.js
e If you are off-campus you will need to use the UA VPN (h

s://vpn.arizona.edu) to login to UAccess Financials.
e If you have difficulty logging in from off campus please contact me and T will assist you.
3. The system will ask you to login with your UA NetID and password.
4. You will see the effort report showing pay distributions for that individual. If the distributions match the effort the individual worked for your account. please scroll
down and click the approve button.
e Review the notes that are in your effort report and if needed; please contact your business officer for assistance to change the distributions on the report
prior to you approving it.
e  Please ensure cost share effort is listed on the effort report. if valid.

We have interactive online training available to walk you through these above steps. Please login to the following links for training. using your UA NetID and password:
¢  Direct link for training on how to approve an effort report: https:/upktraining.uits.arizona.edw/odstrack/content/financials/tpe/b01¢6174-¢ 74e-46eb-abb7-
3fa90ceff3a6/topic.html?mode=T
¢ Link to more training for other aspects of effort reporting such as modifying the reports. ad hoc routing. and customizing your action list:

UA Effort Reporting Policy and Procedure, and other resources:

e http://sps.arizona.edu/financialcompliance/effortreporting/

wildcat
(2]

Tomds Alvarez






Jason Challenger’s Method

1. Compare the funding plan spreadsheet with the effort
certifications.

« In most cases they match and effort reports are approved.

 In the event they do not match, investigate and adjust where it
is necessary. I will typically wait a week or two before
contacting other units to approve. This allows them time to
review and approve the report for their accounts. Then, I will
contact other business managers if they have not approved the
report timely. Finally, I'll begin contacting the PI’s for their
approval.

2. The approach taken to obtain the PI's approval
depends on the individual and this is learned through
experience.

« Tactics include: discussing and approving during financial
meeting, emailing with instructions and document numbers,
emailing with a screenshot of the report, contacting the Admin
for assistance, and even text messaging.

V X





Chris Duggan’s Method

1. Run analytics report “"Outstanding Effort Certifications
Details” and export to excel

. Financials>General — Sponsored Projects>Outstanding Effort
Certifications.

. Click hyperlink: Outstanding Effort Certifications Details
2. Add PI name, Sponsor name and account name and
sort by PI (manual cut and paste sort)

Account [Sub
Project Account |Effort

i [Director

Name
Acosta Jan-June Base View 8755780 Project 4021590 Not AME Admin Bgt: - 20% 5,076.94 1,624.62
Iriqui,Jesus M Pay Document Coordinator Study of the US
Institute
Not AME 4024190 Not AME The Study of - 4% 923.08 295.38
the United
States Institute

1121510 TLS - 12% 2,993.49 957.91

Enikov 2226800 IPSA RESEARCH- = 53% 13,247.13 4,239.08
EDUCATIONAL

4225310 Not AME Let's Talk - 11% 2,735.45 875.34
About Math:
Parents and
Teach

8755780 Total 100% 24,976.09 7,992.33




https://rice-financials.uaccess.arizona.edu/rice/kew/DocHandler.do?command=displayDocSearchView&docId=8755780



Chris Duggan’s Method

W

Review with payroll representative

4. Approve as Fiscal Officer, prioritize approval where
other departments are involved

5. Check UAFinancials Outstanding Certifications by
Chart/Org/Report, sorted by outstanding approvers
for real time status of reports

UACCESS Financials © Action List €, Doc Search 2 Christopher = pMenu =

Outstanding Certifications by Chart/Org/Report e

* University Fiscal Year: Report Mumber
2018 o L o 12
Orga
UA &a (1]
Search Clear Cancel
r - -
Searcn Regu |‘:g 1-100of 184 < First 1.2 MNext Last>
Fiscal
Certification Organizations Name ESVNoyen . | (EMimimnt LAty Flecal:. | Bapoct DOutstanding Approvers
15} MNumbe: e MHumber
UA-4204 Eval Shahar 15804404 B75204% 2018 BO2 Zhao Chen
UA-0705 Withrow Gil Wier 22071346 ET753447 2018 02 Withrew Gil Wier

V X





Chris Duggan’s Method

6. Email individualized list with instruction to PI's along
with updated monthly reports

7. Where effort may be in question, ad hoc route back
to self to allow for second review by FO






Below is the list of Effort Reports that need your approval for the January to June 2018 period. Please review and approve them in UA Financials by Friday, Sept 7. You can

access them in your UA Financial action list or click on each “View Document” link below and then on the “approve” button at the bottom of each report.

Your updated grant reports are attached.

Let me know if you have any questions before you approve them.

Perzon Mame Report Periad Title e-Doc Link Document Position Long Awiard Account Sponsor | Account Mame Original | Original Criginal F
MNumber Description Project MNumber Effort Salary - Benefit
Director
Name
Hao, Cing Jan-June Supplemental Wiew ‘8309293 Supplemental Hao,Qing 3022320 NSF ‘CAREER: Thermal Transport 100% | 10,712.05% 3,427.85
Comp Document Compensation, Fac Studies of Ind
‘8309293 100% | 10,712.05 | 3,427.85
Total
Medina Fabian Javier | Jam-June Base Pay View 8756124 Graduate Assistant Haa,Qing 3022320 NSF ‘CAREER: Thermal Transport S0% 4,825.00 627.25
Document Studies of Ind
AME 1122200 State EMNGR-AEROSP & MECH 50% 4,825.00 627.25
8756124 100% 9,650.00 1,254.50
Total
Jan-June S3upplemental View 8308729 Supplemental Comp, Hao,Qing 3022320 NSF ‘CAREER: Thermal Transport 100% 7i0.36 93.64
Comp Document ‘Grad Studies of Ind
‘8308729 100% T20.36 93.64
Total
Wang Sien Jan-lune Base Pay Wiew 8754512 Graduate Assistant Hao,Qing 3022320 NSF ‘CAREER: Thermal Transport S0% 4,825.00 627.25
Document Studies of Ind
AME 5641500 AME GEN AME GIFT 50% 4,825.00 627.25
Gift
8754512 100% 9,650.00 1,254.50
Total
Jan-June 3upplemental View 8308247 Supplemental Comp, Hao,Qing 3022320 NSF ‘CAREER: Thermal Transport 100% 720.36 93.64
Comp Document ‘Grad Studies of Ind
8309247 100% 720.36 93.64
Total
Xiao,Yue Jan-June Base Pay View 8754455 Graduate Assistant Hao,Qing 3017240 AFOSR Transport Property Studies of S0% 4,825.00 627.25
Document Structural
AME 2559374 Lower EMNGR AME SPECIAL TUITION 50% 4,825.00 627.25
Div LOWER DIV
8754455 100% 9,650.00 1,254.50
Total
Jan-June Supplemental View 8309225 Supplemental Comp, Haa,Qing 3017240 AFQSR Transport Property Studies of 100% B07.06 104.91
Comp Document ‘Grad Structural
2309225 100% 207.06 104,51
Total
¥u,Dongchao Jan-June Base Fay View 8753369 Graduate Aszistant Hao,Qing 3017240 AFQER Transport Property Studies of S0% 4,825.00 627.25
Document Structural
AME 2559304 Upper EMNGR AME SPECIAL TUITION 50% 4,825.00 627.25
Div UPFER DIV
8753369 100% 9,650.00 1,254.50
Total
Thank you,

Chris






What challenges have you encountered?

« PI has left the University

Though the PI has left, it is still their responsibility to approve their
effort report(s)

Email screenshot of the effort report(s) and ask for them to review
and approve

After approval is obtained forward their reply email to SPCS Financial
Compliance Services, along with the screenshot(s) sent and ask
them to approve on the PI’s behalf.

If PI is nonresponsive, seek a key personnel/Co-PI who have
knowledge of whom is working on the project(s).

Forward email/inform SPCS Compliance Service and they can routing
for you.






What challenges have you encountered?

« PI is on travel and can’t VPN in to UAF/time zone issue:
« Email a screenshot of the effort report(s) and ask for them to review
and reply that they approve

- After approval is obtained forward their reply email to SPCS
Compliance group, along with the screenshot(s) sent and ask them

to approve on the PI’s behalf.
« Getting PI's to approve when in the field for long period of
time






What challenges have you encountered?

Getting PI's to approve when the Effort Report is not
generated in the home department.

« To avoid this error, when adding an account line do not enter the
effort percentage or the salary amount. Add line first, then update
the fields.

EFFORT SUMMARY

ADD MEW DETAIL LIMNE

us | @ 3014580 @ o

FEDERAL AND FEDERAL PASS THROUGH ACCOUNTS






SPCS Postaward:
What we look for when reviewing effort reports

All accounts are reviewed according to cost principles
« Reasonable, allowable, allocable, consistently treated

Review the balance of the account with increased
effort

« Is there enough budget to cover the salary as well as the
associated ERE and F&A?
Account end date
« Is it within the project’s period of performance?

« If account is expired, review the closeout timeline and whether
or not SPCS will be able to invoice or draw-down funds

« Has a final Financial Report been submitted to the sponsor?

If the account is an E-Verify account, ensure the
employee is E-Verified.






SPCS Postaward:
What we look for when reviewing effort reports

If expenses are moved to a Federal/sub-federal
account will be looking for error certification or a note
that answers the following questions:

« Describe in detail the expenditure(s) that are being transferred

« How did this expenditure benefit the project?

« How the error occurred?

« Why is the error correction late?

Reasonable justification for a significant changes in
effort

Review the balance of the account with increased
effort
« Is there enough budget to cover the associated ERE and F&A?

Account end date
« Is it within the period of performance?
« Has a final Financial Report been submitted to the sponsor?

V X





SPCS Postaward:
What we look for when reviewing effort reports

Does the Cost Share source and name on the cost
share account name match the employee and the
source being moved to?

If it is determined that any changes are needed, the
effort report will be ad hoc routed to the Fiscal Officer
for changes. Post award will hold off on approving until
after the department has made adjustments and all
approvals from FO and PIs are obtained.






Resources

« UA Financials
« OQutstanding Certifications by Chart/Org/Report

« Doc search: Document type “ECD” filter by org code, fiscal year, and/or
employee ID

- Effort Detail tab on effort reports
« Analytics

« Financials>General — Sponsored Projects>Qutstanding Effort Certification
« Financials>General - Sponsored Projects>Ad Hoc Effort Certification

« Research Gateway

« http://rgw.arizona.edu/administration/manaqging-projects/effort-
reporting

« http://rgw.arizona.edu/administration/manaqging-projects/effort-
reporting/effort-reporting-policy

« http://rgw.arizona.edu/administration/manaqging-projects/effort-
reporting/effort-reporting-procedure

« Micro learning videos *coming soon*




http://rgw.arizona.edu/administration/managing-projects/effort-reporting

http://rgw.arizona.edu/administration/managing-projects/effort-reporting/effort-reporting-policy

http://rgw.arizona.edu/administration/managing-projects/effort-reporting/effort-reporting-procedure



Resources

SPCS Financial Compliance Services
« Tara Gonzales tgonzale@email.arizona.edu 626-6660

« Tabatha Holan tholan@email.arizona.edu 626-6442

IJUST LIKE TO HELP

HELPING'S MY FAWORITE
imgfiip.com




mailto:tgonzale@email.arizona.edu

mailto:tholan@email.arizona.edu
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