Module/Content Blueprint for ERS Training 
	#
	Module
	Content
	Status

	1
	Effort Reporting Policy/Compliance
	Effort Reporting Overview
Federal Policy and Guidelines

UC ERS Policy and Guidelines

· Fund sources subject to effort reporting

· Effort is included on the UC Effort Report

· Cost Sharing and Effort Reporting

· Committed Cost Sharing and the NIH Salary Cap

· Who can and cannot certify effort?

· How often must effort be certified?

· Tolerance level for accuracy

· Maximum % effort

Project Oversight and Effort Reporting:  The Role of the Principal Investigator


	Development for Pilot complete.

Module in Captivate.

Delivered 10/31/05

File name:  Policy Compliance Module.cp, .htm, .swf

	2
	The Effort Reporting System


	Orientation to ERS
Purpose

Features/Capabilities

Overview of ERS Functionality


	Development for Pilot complete.
Module in Captivate.

Delivered 10/31/05

File name:  Orientation to ERS.cp, .htm, .swf


	
	
	ERS Navigation Fundamentals 

Log-on

Edit mode

View mode

Navigation

The Effort Report

What’s on it

How it works

Sign-out


	Development for Pilot done. 

Module in Captivate.

Delivered 10/31/05

File name:  Navigation Fundamentals.cp, .htm, .swf

	3
	Review and Certification
	Quick Start:  Certifying an Effort Report 

What do you need to verify on the Effort Report?

Certifying the Effort Report


	Development for Pilot done. 

Module in Captivate.

Delivered 10/31/05

File name:  Quick Start Certifying Effort Report.cp, .htm, .swf


	
	
	Adjusting % of Effort

Adding a comment

Saving adjusted report

Certifying report


	Development for Pilot done.

Module in Captivate.

Delivered 10/31/05

File name:  Adjusting % Effort.cp, .htm, .swf


	
	
	Adding Additional Sponsored Projects(s) 


	Development for Pilot done.

Module in Captivate.

Delivered 10/31/05

File name:  Adding Additional Sponsored Project.cp, .htm, .swf


	
	
	Cost Sharing

Adjustments

Negative c/s offset


	In development.

	
	
	Reopening a certified report


	Development for Pilot done.

Module in Captivate.

Delivered 10/31/05

File name:  Reopening certified report.cp, .htm, .swf


	
	
	Certification within the +/- 5% tolerance threshold


	Developed.  Currently in Word.
Delivered 10/31/05

Document name:  Certification within 5 percent.doc



	
	
	When certification is required from more than one Principal Investigator (multiple certification)


	In development.


	
	
	Managing Project Lists (when certifying for others)

Setting up Projects Lists

Sorting by People, Fund, Project


	In development

	4
	Departmental Administration of ERS
	Defining Who Does What on ERS

· ERS Functions

· Authorized Activities

· ERS Roles 


	Developed.  Currently in Word.

Delivered 10/31/05

Document name:  Departmental Administration of ERS.doc



	
	
	ERS Coordination

· ERS Notifications

· Setting up your ERS coordination function

· ERS Coordinator duties

Process Flowcharts


	Developed.  Currently in Word.

Delivered 10/31/05

Document name:  Departmental Administration of ERS.doc



	
	
	Designating who can certify for others


	Developed.  Currently in Word.

Delivered 10/31/05

Document name:  Departmental Administration of ERS.doc



	
	
	Effort Reporting for Intercampus Payments  


	Developed.  Currently in Word.

Delivered 10/31/05

Document name:  Departmental Administration of ERS.doc



	
	
	Effort Reporting Compliance

· Monitoring Procedures

· Reporting Tools

· Ensuring certified effort is consistent with the actual salary expense charged to the fund source


	In development.

	5
	Central Office Administration of ERS


	System Ownership

ERS Reporting Periods

Designation of Federal Funds on System Tables

Control and Audit Considerations

Location and Duties of Office of Record

Retention of Effort Reports


	Developed.  Currently in Word.

Delivered 10/31/05

Document name:  Central Office Administration of ERS.doc

	6
	Security Administration


	How to set up access

How to remove access


	Development pending system development.

	7
	System Overview
	ERS Purpose, Features Capabilities

How ERS is populated

· How individual pay transactions are identified for inclusion/exclusion
Processing

· How ERS calculates effort

· The difference between payroll distributions and effort reported

· The difference payroll % and effort %

· ERS Edits

· Triggers for Effort Report Generation


	Developed.  Currently in Word.

Delivered 10/31/05

Document name:  System Overview Module1.doc

	
	
	Notifications

Notification Events


	Developed.  Currently in Word.

Delivered 10/31/05

Document name:  System Overview Module1.doc

	
	
	Reports

Reporting and Administrative tools
Ad-Hoc Reporting


	Fully developed information on ERS Reports is pending development of administrative report.  Currently in Word.

Document name:  System Overview Module1.doc

	
	
	Control and Audit Considerations

Audit Trail

Electronic Signature


	Developed.  Currently in Word.
Delivered 10/31/05

Document name:  System Overview Module1.doc



	8
	System Administration

	How to specify schedule of reporting periods

Control changes to communicate to administrators
	Development pending system development.

	9
	Resources
	Glossary

Data Element Source Information


	Developed.  Currently in Word.

Delivered 10/31/05

Document names:

Glossary.doc

Data Element Source Information fed to ERS.doc
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