Departmental Administration of ERS 
ERS Roles 
Authorized individuals may be granted access to ERS to perform a range of activities, if they are assigned to an ERS role.

Departments set up ERS roles by assigning them with specific permission(s).  Permissions are created to define functions that can be performed on groups of reports, e.g., “all reports for home department 814200.”  A role may be assigned one or more permissions.  

ERS roles are defined by assigning them permission(s)
Roles are designated with specific permission(s) by defining a function and a resource for each role.  
Permission = function + resource

Once departments establish roles, they may add or remove one or more individuals to that role over time.  The role generally remains static once it is created; although a role could be redefined if desired.
To assign permissions it is necessary to understand what comprises a function and a resource.

ERS Functions 
There are seven distinct functions inherent within ERS.  Each function has specific activities that a person assigned the function is authorized to perform.

ERS Functions and their related authorized activities are identified below in Table 1:  ERS Functions and Authorized Activities.
Table 1:  ERS Functions and Authorized Activities
	ERS Function:
	Authorized Activities:

	Viewer
	· Access ERS

· View effort reports before or after certification

· Cannot input comments or changes or certify the report.



	Reviewer 
	· Access ERS

· View effort reports before or after certification

· Edit effort reports (only before it is certified)

· Add comments

· Cannot certify a report



	Certifier
	· Access ERS

· Review effort reports before or after certification

· Edit effort reports 

· Add comments

· Certify effort reports



	Coordinator


	· Receive notification

· Access ERS

· Track completion of certification

· Follow-up on incomplete or late efforts

· Perform selected system administration tasks



	Security Administrator
	· Access ERS System Administration Menu

· Access the Security Administration task

· Grant and revoke ERS access for users



	System Administrator
	· Perform various tasks on the system administration menu

· Define reporting periods

· Define other system options



	Operations
	· View Message log to monitor the progress of database updates and overnight processing


ERS Resources 
A resource is a value that identifies an effort report.  The six resource types that are defined to ERS shown in Table II:  ERS Resource Types and Codes.
Table II:  ERS Resource Types and Codes
	Resource Type
	Code

	Employee ID - of the employee on the effort report
	E

	Home department code - of the employee on the effort report
	H

	Funding source – one for each FAU associated with a sponsored project line on the effort report
	F

	Sponsored project – one for each project ID associated with a sponsored project line on the effort report
	S

	Funding source – fund department  - one for each FAU associated with a sponsored project line on the effort report
	B

	Funding source – account department – one for each FAU associated with a sponsored project line on the effort report
	A


Permissions are set up on the ERSPermission and ERSUsePermission menus.  For example, ERCOORD-BIOLOGY be set up as follows:  
F = coordinator (COORD)

R = HOMEDEPT (H) – 814200

Permissions are then “gathered” into ERS roles on the ERSRolePermission menu.

TO DO:  Define ERS Roles 
1. Define permissions by designating desired function and resource type for each permission.

2. Bundle one or more permissions and assign to ERS roles, as appropriate.

3. Define permission/roles on ERSRolePermission menu.

4. Assign appropriate department personnel to ERS role.

ERS Coordination

ERS notifies users when Effort Reports are ready for review and available to view, review, edit, comment and certify.  The notification process is simply an aid to let users know when the reports are ready and available to them. 

ERS Notifications
Depending on the reporting schedule (i.e., if the campus does monthly, quarter or semester end effort reporting or some combination) ERS will send the following types of email notification to everyone assigned to an ERS Coordinator role:

· Effort Reports have been generated and are ready for review and certification.

· Effort Report(s) is past due for certification.

· Effort Report that requires multiple certifications has not been certified by all parties

· Periodic reminders:  if Effort Reports aren’t completed by (date), they will be past due.

Departments need to assign notification and coordination duties to an ERS Coordinator.

Setting up your ERS Coordination function 

· Define ERS Coordinator to ERS by setting up permissions.

· Assign departmental ERS Coordinator to that role.

· Develop departmental notification procedures and schedule to ensure that certification of all department Effort Reports occurs in a timely manner.

· Decide on notification flow (e.g., coordinator to viewers, reviewers, certifiers, etc.)

· Create notification mechanisms (i.e., email lists, listservs, etc.) to notify department staff, administrators, faculty and Principal Investigators about status of Effort Reports

Coordinator Duties

· Notify appropriate administrators and certifiers upon receipt of email from ERS that Effort Reports have been generated for the reporting period and are ready to view.

· Track status of Effort Reports (e.g., open, certified, re-opened) and report to administrators.

· Identify incomplete and/or late Effort Reports and notify appropriate individuals to take action.

· Follow-up as required.

· Campus/departments may add additional duties here

Ensuring certified effort is consistent with actual salary expense charged to the fund source
ERS verifies, on a monthly basis, that certified effort is consistent with the actual salary expense charged fund source.

During each ERS production process ERS reviews all transaction processed after the close of the last cycle.  If there have been any changes to any payroll transactions that apply to prior reporting periods, ERS will perform a new calculation for that prior period.  
The system will then compare that result against the original effort report.  If the percent of effort, as certified by the employee is different, a new Effort Report will be generated and the ERS Coordinator will be notified to take appropriate action.
Administrators will be aided in monitoring the need for adjustments through the use of edit report from ERS.

Typical situations in which an out-of-balance might occur, how ERS responds and what the required response is from administrators are illustrated in the Table III:  Ensuring Certified Effort is Consistent with the actual salary expense charged to the fund account.

Table III:  Ensuring Certified Effort is consistent with the actual salary expense charged to the fund account
	Situation:
	What ERS Does:
	Required Response:

	Transfer of payroll expense on a federal or federal flow-through fund is processed for an employee
	ERS calculates a new Effort Report for the applicable period and compares the new report against previously certified Effort Report.

Result:  the two are equal


	No action.

	Transfer of payroll expense on a federal or federal flow-through fund is processed for an employee
	ERS calculates a new Effort Report for the applicable period and compares the new report against previously certified Effort Report.

Result:  the two are not equal.

ERS flags an out-of-balance situation, issues a new Effort Report and notifies the ERS Coordinator that the Effort Report must be reviewed and re-certified.
Once corrected, the out-of-balance situation will drop off subsequent ERS edit reports.


	ERS Coordinator notifies appropriate personnel to review situation and take appropriate action. 
Re-certification should occur within the same 120 day window required for allowable cost transfers.
If cost transfers and resultant effort report adjustments occur beyond 120 days of the issuance of the Effort Report, that report is subject to additional scrutiny and “facts and circumstances” review.



	An administrator or certifier realizes that an Effort Report was certified in error

	ERS is a repository for previously certified Effort Reports.  A complete historical record of all Effort Report is available online, real time, anytime.
	Administrator/Certifier accesses Effort Report online, re-opens the report and inputs the correct information, saves the report and re-certifies.
The Certifier must document the business justification for the recertification.  Adequate justification might include verifiable administrative or clerical error, failure to include cost sharing activities, and any other justification deemed appropriate by campuses.  


	Certifier changes the “original payroll %” on the current Effort Report because the amount reported does not reflect actual effort.  

	ERS recalculates effort and compares it to the original payroll record.  Recognizing that an out-of-balance situation exists, ERS notifies the ERS coordinator via an Edit Report.


	ERS Coordinator analyzes out-of-balance situation and, if appropriate, processes a transfer of payroll expense so that the fund charged in error is corrected.
Transfers of payroll expense must be processed through PPS by administrators who have been access and authority to do so.




The Process Flow charts on the next three pages detail steps….
Process Flow

[image: image1.png]Proposed Process Flow
Effort Report s correct as

issued
Payll PAR o
Pay Compite Gestas
l ves
Coortnator Sysem sands B
noffies noffication anhnev:ﬂ?\
reviewsrs Coordinators. P

Reviewsis ravisn
raport

Records Not
Used

Effort Reportis
coact st e

Employee. P, o1

L

Supenisor,
ceries reports

Sytem updstes
racord 52
compleed





[image: image2.png]Proposed Flow

Effort Report Recalculated Because
Depsmmertars — Payroll PAR Transfer of Expense Processed
o — created After Original Report was Certified
expense
Does ot Rapart . te Resords ot
Recalaiated Sptem | oY - Used
efortmateh >+ | racalaiates efort
ceritad

et

Effot Report System zends Coordinator
Joract sz carifc. Sptem reisues notfoston notifas
o o oo o Rapar ot e
iscusa,
System Notes
Record = System updstes Employee, Revieness review
Recertfid for acord 55 Supenisr, or Pl raport
Liter Aut completed ceries epors





[image: image3.png]Proposed Process Flow.

Reviewer makes changes &
Certifier certifies changed
report. No transfer of expense
is processed.

Payiol PAR v .
Pay Compute ) st £R N

vas
Coordinator Spiment iz Records ot
R notfosion | | System produces Rece
e Coordinators anlins rapart

Reviewars s
feport. Make changes,
244 commerts and
Update sstem

[System isues st
[message — Charged

Employee,
Supenizor, or Sytem updstes
P cetifes record a5
changed rsports completad

ettt & oered
ffortnot matehec





Designating Who Can Certify for Others

Within the Security and Access Control module administrators can designate who will certify for others at a department level by fund number and/or sponsored project.  Departments can designate several employees who can certify for others.  It is up to the individual to know which effort reports they should certify.  For non-professional staff titles this would likely be a direct supervisor or someone with first-hand knowledge of the work performed.  

The system provides a distinction between professorial and professional staff and non-professional staff.  This distinction allows a department to indicate that all effort reports for professorial and professional staff should be certified by the individual named in the report while reports for non-professionals should be certified by those authorized to certify for the department or fund number.

Effort reporting for Intercampus Payments
When an employee has multi campus appointments, it will be necessary to do a “manual intervention” with regard to effort reporting in order to ensure that effort is reported and certified in timely manner.

Campus should work out their own administrative procedures to handle effort reporting for employees with multi campus appointments.  Typical situations, with suggested manual intervention processes and procedures are detailed in Table IV below.

Table VI:  Suggested Procedures for Processing Effort Reports for Multi Campus Appointments

	Situation:
	Recommended Action:

	The employee receives pay on federal contracts and grants from both campuses.  
ERS generates an Effort Report at both campuses.
	Employee should complete Effort Reports at each campus and consider their certification to be 100% of their time at that campus.
(This is consistent with the approach used for part time employees who may work only 50% time but certify effort as 100% of the total.)


	The home campus pays the employee on federal contracts and grants but the visiting campus does not. 
ERS will automatically issue an Effort Report at the home campus.


	The Effort Report issues by the home campus could be used by the employee to certify effort at both campuses. 
In this situation, the employee should indicate the FAU to which the effort should be charged at the visiting campus in the comment field on the Effort Report.


	The home campus does NOT pay the employee on federal contracts and grants but the visiting campus does.

ERS will not automatically generate an Effort Report at either campus.


	Since an Effort Report is not generated automatically at either campus, there are two options:

1. The home campus could request that an Effort Report be generated even though the employee is not paid from federal funds. That Effort Report could then be used by the employee to certify effort at the visiting campus. The FAU should be indicated in the comment field on the Effort Report.  
OR
2. The visiting campus could set the employee up on their EDB, Without Salary, so that they had an employee ID. The payments would continue to be made by the home campus and transferred but since the employee had a valid ID at the visiting campus, the visiting campus could request that an effort report be generated at that campus, which the employee could then certify. In this case, the user could click the "add another FAU" button, and select the actual FAU to which the effort was being charged and complete the effort report like any other report. 
(Setting the employee up on the EDB is necessary because Effort Reports can be issued only for employees; however, non-employees can access the system as users, e.g. as reviewers or certifiers.)




ERS Reports

Reporting and Administrative tools (reports)
Fully developed information on ERS Reports is pending development of administrative report.
Ad Hoc Reports

ERS provides the ability for campuses to extract data from the Effort Reporting System so that it can be loaded in their campus data warehouse systems.   Once loaded, campuses may use their own ad hoc reporting capability to analyze and report on Effort Reporting. 
Campuses will need to create their own data models to integrate effort reporting data with their campuses systems; and, decide how and where to store data, how to access data, what tools to use to extract and report information, etc.

(Campuses add your ad hoc reporting training modules info here)
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.
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