ERS Pilot Communications Materials


Orientation Phase Communications Packet
	Audience
	· Executive Vice Chancellors

· Vice Chancellors of Research

· Academic Council

· Deans

· Chairs

· Academic Senate

· Principal Investigators

· Faculty

· Key Academic Personnel

· Campus Work Groups

· Management Services’ Officers

· Grant Administrators



	Objective of the Communication

	Orient campus leadership and administrators to ERS Project Initiative, ERS Features and Benefits, Project Timeline, etc

	The Message(s)
	· What is effort reporting?

· What policies drive effort reporting?

· Why do we need to do effort reporting?

· What is the Effort Reporting System (ERS)?

· What are the implications to workload for Faculty and Department Staff?  

· What is the timeframe for beginning to use ERS?

· Logistical information such as:  Campus work groups will be working with your MSO/CAO/CFOs to develop an implementation strategy for your department.   Someone will be contacting you to schedule session(s) during which you can see a system demonstration, ask questions about using ERS and learn more about the requirements for certifying effort.



	Action Items for Project Leaders
	· Review materials

· Annotate with campus information where noted

· Add campus specific language, directives, information to customize materials for campus use

· Establish plan for campus workgroups to contact MSO/CAO/CFOs to development implementation strategy

· Schedule system demos with appropriate user groups

· Demonstrate ERS to campus groups


	Deadline
	At campus discretion

	Materials Included in Package
	· Index to PowerPoint Slide presentation

· PowerPoint slide presentation

· Presenter’s Notes (see Notes Pages in PPT file)
· Guidelines for Performing ERS Demo

· Audience Hand-out


	How to access materials

	UCOP ERS website

www.ucop.edu/sysdev1/ers/
Communications and Training Tab

Click on Orientation Phase Communications



	Suggestions for customizing materials for campus needs

	See facilitators notes on PPT slide show file

	Recommended distribution of communiqué(s)


	At meeting

	Recommended mode of delivery

	Facilitated meeting(s) with small to medium-sized groups organized into groupings indicated in audience description (above).
Where appropriate combine groups in one meeting; e.g., Deans with Academic Senate; Research Administrators with Management Services’ Officers 




Index of Orientation Phase suggested slides.ppt

	Number
	Content

	1
	Title Slide – Orientation to Effort Reporting (ERS) Project

	2
	What Federal Sponsors Require

	3
	Why Do Federal Sponsors Focus on Effort?

	4
	What is Effort?

	5
	What is Effort Reporting?

	6
	What Effort Must Be Certified?

	7
	Who Must Certify Effort?

	8
	The Effort Report System (ERS)

	9
	What Is Changing?

	10
	What Isn’t Changing?

	11
	UC Systemwide Project Status

	12
	What’s Coming Next

	13
	ERS Demo


Guidelines for ERS Demo (Administrator View)

General ERS Demo Guidelines:

· Obtain support from knowledgeable project team member to run the actual demo.

· Schedule the use of an appropriate room.

· Arrange for proper equipment:  computer, projector, screen, etc.

· Obtain access to ERS, log-on ID.

· Determine if using “live” data or a training/demo region and make arrangements have access.

Suggestions for demonstrating system: 

· Log-on

· Enter at “Define Reports List” screen (need to select “When entering ERS, display the Search page” button in a previous logon session)

· Explain how report lists can be created by people, fund, projects, departments

· Create a new list

· Go to “Manage Report Lists” and select a report list to view

· Show how a report list can be sorted by column

· Show the various drop-down boxes on the “Effort Report List” screen

· Point out export, send and print buttons

· Describe view and edit functions

· Select an effort report to view

· Describe list of projects (sponsored, non-sponsored, totals, etc.)

· Show additional information shown in fly-over windows

· Explain original and adjusted percent columns for payroll and cost sharing

· Point out export, send and print buttons

· Demonstrate payroll detail by project drill-down

· Demonstrate all payroll detail drill-down

· Point out percent calculation detail and excluded earnings

· Show “Comments Log” tab

· Edit the selected effort report

· Change percent of effort in adjusted field

· Note out-of-balance situation

· Add an additional sponsored project

· Demonstrate multiple certification feature

· Demonstrate negative cost sharing feature

· Point out “Revert” and “Save” buttons

· Certify report

· Demonstrate “Report Version” (history) drop-down box

· Show how a certified report can be reopened

· Logoff

Suggested Handout
	What is Effort Reporting?
	Effort reporting is the mandated method of certifying to federal sponsors that the effort spent on a project substantiates the salaries actually charged to the project as well as those offered as cost sharing.  



	What Effort Must Be Certified?
	· Effort for those individuals who have contributed effort that has been directly charged to the federal or federal flow through fund.
· Any unfunded salary commitments (i.e., mandatory and voluntary committed cost sharing) should also be substantiated by effort certification with the same degree of assurance.



	Who Must Certify Effort?
	· Principal Investigators, faculty and professional staff must certify their own effort reports.  

· Effort reports for others may be certified by: “…a responsible person with suitable means of verification that the work was performed”.  



	What Is Changing?
	· No more paper chasing
· Online review and certification of Effort Reports

· Ability to certify committed cost sharing related to salaries



	What Isn’t Changing?
	· Fiduciary responsibility to granting agencies
· Reporting periods and cycles



	What’s Coming Next?
	(insert campus ERS project implementation plans here)
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