Central Office Administration of ERS
Designation of a system “owner”

The functional system owner (or custodian) is responsible for ensuring the adequate functioning of the system, the availability, integrity, and security of the data and compliance with federal requirements for effort reporting.

The functional owner should designate a “process” owner who will maintain the integrity of the process, provide training to campus users, and interface with auditors on requests to review individual records or reports, etc
System ownership, custodianship and ownership of the process are at the discretion of the campus.
ERS Reporting Periods 

The Office of Management and Budget (per OMB Circular A-21) requires that effort be certified monthly.  However UC has obtained permission to certify effort on an academic reporting period basis.  Therefore the frequency with which Effort Reports are certified for different categories of employees is at the discretion of the campuses.
Campuses may have different reporting periods for different types of employees.  For example, a campus might have an annual reporting period for professorial and professional employees and a quarterly reporting period for non-professional employees.   

ERS has the capability to use different reporting periods in order to accommodate academic schedules.  Options include:

· Monthly reporting

· Quarter reporting

· Semester reporting

· Annual reporting

Campuses must determine their schedule and configure it to ERS.  

Quarterly effort reports for staff, 11-month appointees and 9-month appointees (paid over 9 months) show three months of effort.  For example:


Summer includes July, August, and September


Fall includes October, November, and December


Winter includes January, February, and March


Spring includes April, May, and June

Effort reports for 9-month appointees (paid over 12 months) show 4 months per quarter or 6 months per semester.  The system also allows campuses to issue a separate off-quarter research effort report for 9-month faculty performing research during their off-quarter, typically for Summer.


Off Quarter Research - For example, Summer includes only additional compensation DOS codes and payments made for June, July, August, and September.  Separate off-quarter reports may need to be provided throughout the year.


On Quarter system 

Fall - includes July, August, September, and October and excludes DOS codes for additional compensation 


Winter - includes November, December, January, and February 


Spring - includes March, April, May, and June

On Semester system

Fall - includes July, August, September, October, November, and December and excludes DOS codes for additional compensation 



Spring - includes January, February, March, April, May, and June

Regardless of the reporting period, the campuses should issue Effort Reports no more than 45 days after the close of the certification reporting period. Effort Reports are to be certified within 30 days of their issuance.  

It is necessary to run the reports shortly after the close of the period in order to allow time for one pay compute after the close so that any needed adjustments could be processed.
TO DO – Reporting Periods

1. Specify ERS reporting periods.

2. Work with System Administrator to set up cycles and synchronize with appropriate systems that interface to ERS.

Designation of Federal Funds and Impact of system tables on selecting and including appropriate fund sources in ERS.

It is the responsibility of each campus to ensure that all sponsored projects are correctly identified for inclusion in the effort reporting system.  Campuses are also responsible for identifying any non-federal funds which require effort reporting, as well.

ERS will create an Effort Report only when the employee has pay charged to, or cost sharing information imported for, federal funds as defined in system tables.  It is critical then that the system table designating federal funds be accurate and up to date.
Control and Audit Consideration

ERS ensures that adequate security and access controls are maintained through the use of logon/password controls, and the use of permissions (permission = functions + resource) bundled into authorized ERS roles.  (See ERS Roles for more detail).

Records of all actions updated in the Effort Reporting System, such as changes to percent of effort and/or addition of cost sharing information as well as certifications and comments are maintained in the system by logon of the person entering the changes and updates.  Changes and updates in the assignment of roles and access functions are also maintained by logon of the person entering the change.  These control-related records are easily accessible for audit purposes.
Location and duties of Effort Reporting Office of Record 

The office of record for Effort Reporting is (campus fill in here).  

The Office of Record is responsible for maintaining the records for the duration of their retention period (as defined in the UC Record Retention Schedule) and producing the ERS records in the event of an audit or inquiry.  Departments may be called up to provide back-up and supporting documentation of certified effort.

Retention of Effort Reports

While campuses must maintain records to meet the minimum requirement, campuses may retain records for longer, if desired.

ERS archives and stores historical records for all certified Effort Reports.   In addition, the system retains records of all changes (along with comments) for all Effort Reports.  These records are retrievable online by authorized users in the event of an audit.  

