Glossary

A-21, J.8. Requirements - Issued by Office of Management and Budget--OMB Circular A-21, titled Cost Principles for Educational Institutions, provides guidance on requirements to document the distribution of charges for personal services by means of an effort certification process. The document is available online at  

http://whitehouse.gov/OMB/circulars/a021.html
After the Fact Reporting - A method of certifying effort described in A-21, providing for certification based on actual payments charged to sponsored projects.  The certification is to be done based on academic period but no less than every 6 months.

Certified Effort - That effort shown on an effort report which has been signed or certified by the employee or a person with first hand knowledge of the work performed. The purpose of the signature is to certify that work charged to a sponsored project was actually performed.

Certifier - A Certifier is someone who has first-hand knowledge of work performed on specific projects, and who signs the reports attesting to the fact that the work was performed.  For academic or professorial titles and professional or high level staff, the employee usually certifies his/her own report. Effort reports for non-professional employees are usually certified by the Principal Investigator or the employee's direct supervisor.

Committed Cost Sharing - Committed cost sharing can include mandatory cost sharing (cost sharing required by a particular funding agency) as well as voluntary committed cost sharing.  Voluntary committed cost sharing is cost sharing which was not required by the agency but which was volunteered by the Principal Investigator (University) and quantified in the proposal.

Compliance - Compliance has a number of components but as used in this document it means the accurate and timely completion of required certification.

Cost Sharing - Cost sharing can include committed cost sharing and non-committed cost sharing.  The University is under no obligation to report or certify non-committed cost sharing and as used in this document, cost sharing means committed cost sharing.

Department - A unit within a campus organizational hierarchy.  Within the context of this document, the term department is used in two ways.  Home department versus department which "owns" the account or full accounting unit. The department which "owns" the account is the department which is translated from the account or full accounting unit.  Each employee can have only one Home Department, and if the employee works for more than one department, the Home Department is determined using a campus-specific algorithm.  In an Effort Reporting System the Home Department is used for the purpose of identifying the Effort Report Coordinator who will receive initial notifications when Effort Reports are available.  The second use of the term department identifies a relationship between an account or full accounting unit and the department to which that account belongs.  With only rare exceptions, an account can belong to only one department.  Each payment transaction which is included in the effort report calculation contains an account/full accounting unit.  A translation from the account/full accounting unit identifies the department which is then used for purposes of security, access, and granting of roles, among other things.

Description of Service (DOS) Code - A three character code used within the Payroll/Personnel system to designate among other things the Type Pay and Pay Category.  Every appointment and distribution which is set up on the Employee Data Base (EDB) as well as every pay transaction which is processed contains a DOS code.  The Effort Reports are generated using the actual payment transactions, and those payment transactions are selected for inclusion either by the DOS code or by an attribute of the DOS code, such as Pay Category, or Type Pay.  Although the DOS code is not displayed on the Effort Report, it is a key element in the behind the scenes calculations.

DOS Code - See Description of Service definition above.

EDB - Employee Data Base is a module of the Personnel/Payroll System (PPS), in which information about an employee's relationship with the University, such as appointment, pay rates, and intended funding sources are entered.

Effort Report Coordinator - The Effort Report Coordinator is the equivalent of the current PAR Coordinator.  The person in this role will receive initial notifications of report availability and will most likely be the recipient of first level reminders.  The responsibility of this role varies from one department to another.

Exception Paid Employees - Exception paid employees receive pay each pay period based on the information contained in the EDB.  The department does not need to report time in order for the employee to be paid, but they can record adjustments or transfers of payroll expense without entering the information into the EDB.  There is no direct relationship between being an Exception Paid employee and the employee completing a timesheet.  A department could require an Exception Paid employee to complete a timesheet and they would then use that as backup to determine whether any adjustments to pay needed to be made.

Full Accounting Unit - The University's funding source(s) from which the employee is paid.  It is identified on the employee's pay distributions.  The format of the FAU may vary slightly between campuses with some parts of the FAU being required while others are optional.

Fund Number - A Fund is a discrete monetary source. These funding sources are allocated for the purpose of meeting certain programmatic or contractual objectives and often have associated regulations, restrictions or limitations that require separate budgeting and accounting. 

NIH Salary Cap - The compensation limit which the National Institute of Health sets for employees paid from any of their funds.

Non-professional - Currently defined as non-exempt employees under Fair Labor Standards Act (FLSA), and therefore entitled to overtime pay for time paid in excess of 40 hours per week.  This definition could be revisited with perhaps some other method of distinguishing non-professional category.

Non-sponsored Funds - Funds which are not derived from sponsored projects.  Common non-sponsored funds include 19900, income, and fee funds.

PAR - Within this document, PAR is means Personnel Activity Report which is generated by the PAR system for effort certification purposes.

PAR Coordinator - An employee designated by a department and assigned responsibility for coordinating distribution, certification, and collection of PAR reports.

PPS - The Payroll/Personnel System used by all UC campuses.  It contains several databases and subsystems that departments and central offices use to process personnel actions, generate pay for employees and produce related reports.  In this document we will refer to EDB, PTR, Payroll PAR, and Expense Distribution--all components of PPS.

PTR - Payroll Time Reporting System--also known as OPTRS--Online Payroll Time Reporting System - A subsystem of PPS through which campus departments can report time and complete expense transfers.  Some campuses refer to this system as PTR, others call it ‘On-line Payroll Time Reporting System (OPTRS).

Pay Category - A field on the Description of Service (DOS) table identifying the general category of pay the DOS code represents.  Values are N=Normal or regular, L=Leave, A=Additional one-time pay, D=Differential, P=Perquisite, S=Suspense.  Only N pay categories are included in effort reporting.

Pay Type - A field on the Description of Service (DOS) table further identifying the type of pay the DOS code represents.  Values are 1=regular, 2=overtime straight, 3=overtime premium, 4=overseas premium, 5=on call, 6=not in use, 7=terminal vacation, 8=shift differential, 9=by agreement.  Only pay types of 1=5 are included in the PAR reporting.

Payroll Compute - The process that generates payroll checks as well as the Payroll PAR file.

Payroll Expense Distribution -  The file containing the payroll expenses.  It is created on a monthly basis from a combination of the Payroll PAR files from each of the Payroll Compute cycles from that month.  It is fed into the General Ledger.

Payroll PAR - The file containing the details behind actual payments to employees, generated as part of each Payroll Compute.

Percent of Time Paid - The percent of time associated with each payment transaction.  This percent is used to multiply the pay rate to calculate the gross to be paid for that particular pay transaction. An employee paid from multiple fund sources will have multiple Percents of Time Paid for each pay period.

Positive Paid - A method of paying employees based on the hours or percent time reported via PTRS or timesheets.  Entry of time worked is required in order for a positive time employee to be paid.

Professional - Currently defined as exempt employees under Fair Labor Standards Act (FLSA), and therefore not entitled to overtime pay for time paid in excess of 40 hours per week.  This definition could be revisited with perhaps some other method of distinguishing non-professional category.

Professorial - Academic employees including Principal Investigators.

Reporting Period - Period of time included in a particular PAR or Effort Report.

Reviewer - An employee authorized through the assignment of roles to review and modify effort reports.

Roles - A defined set of authorities. The use of  ‘Roles’ or areas of responsibility is a way of establishing different types of access within the Effort Reporting System (i.e. Reviewer, Certifier).
Sponsored Projects – Projects which are funded by outside sources as the result of a proposal and award.  In the context of this document the term commonly refers to projects funded by the various federal agencies.

Transfers of Payroll Expense - Transactions processed within Payroll Personnel System to transfer expense originally charged to one fund source to a different fund source.

Type Pay - Same as Pay Type - A field on the Description of Service (DOS) table further identifying the type of pay the DOS code represents.  Values are 1=regular, 2=overtime straight, 3=overtime premium, 4=overseas premium, 5=on call, 6=not in use, 7=terminal vacation, 8=shift differential, 9=by agreement.  Only pay types of 1=5 are included in the PAR reporting.

