
Adding Sponsored Projects  
to the Effort Report 



Introduction 

Welcome to the Adding Sponsored Projects to the Effort Report 
module. In this module you will learn how to add an additional 
Sponsored Project to an Effort Report; and how to delete a project 
you added. 



Why Add Additional Sponsored 
Projects? 

ERS generates Effort Reports based on financial, payroll and cost 
sharing information from campus information systems. 
 
Occasionally an Effort Report is generated that does not include all 
sponsored projects on which an individual might be assigned and 
expending effort. This could happen if an employee has no salary 
charged to a project but needs to report cost sharing or when 
retroactive payroll charges are being processed. 
 
In these and other cases, it may be necessary to add a sponsored 
project to the ERS generated Effort Report. 
 



Adding a Sponsored Project to an Effort Report involves a simple 
four-step process: 
 
• Access the Add Additional Project function; 
 

• Locate the project you want to add by accessing a list of  
   established projects; 
 

• Add the project to the Sponsored Projects list on the Effort   
   Report; and, 
 

• Save the report. 



To add an additional 
sponsored project, 
you must first 
access the Effort 
Report of the 
individual for whom 
you are adding a 
project. Once you 
have located the 
Effort Report for the 
employee, click the 
Edit icon.  
 
When the Effort 
Report appears you 
are ready to add an 
additional sponsored 
project. 

Access the Add Additional Project function 



To add a sponsored 
project, click on the 
Add Additional 
Sponsored Project 
button. 
 
ERS generates the 
Add Additional 
Project screen on 
which all campus 
sponsored projects 
are listed. 
 
Your project must be 
set up on the 
campus financial 
system for it to 
appear on the list. 

Locate the project you want to add 



Begin the search for 
your project by 
typing in relevant 
information that will 
narrow the search. 
  
In this example, 
“med” is the key 
search word. 
 
Click the Filter 
button and ERS will 
generate a new list 
based on the search 
criteria. 

Locate the project you want to add (cont’d) 



Review the filtered 
list and identify the 
project you wish to 
add to the list of 
sponsored projects 
on the Effort Report. 
 
Click the Select 
button associated 
with that project. 
 

Add the project to the Sponsored Projects 
List  



ERS automatically 
inserts the project 
you selected onto 
the Effort Report. 
 
You may add more 
projects using the 
same procedure. 

Add the project to the Sponsored Projects 
List (cont’d) 



Troubleshooting: what if the 
project you want to add is not on 
the project list? 
ERS can retrieve only sponsored projects that have been previously 
established on the Financial System fund table. 
 
If ERS is unable to find the project you wish to add to the Effort 
Report, verify that the information you entered in the search field is 
correct and make changes as needed.   
 
If ERS is still unable to find the project you specified, then that 
project has not yet been established on the Financial System fund 
table. 
 



If you must account 
for effort on a project 
that is not on the list, 
you may do so by 
entering the project 
name and relevant 
information along 
with an explanation 
in the Comments 
field.  
 

Troubleshooting: what if the project you want 
to add is not on the project list? (cont’d) 



Click the Save 
button to save the 
updated report.  
 
Once you add an 
additional sponsored 
project you may 
enter the percent of 
effort expended on 
that project or exit 
the report and enter 
effort at a later time. 
 

Save the Report 



Anytime you 
manually add a 
project to an Effort 
Report, ERS creates 
an x box 
in the upper right 
hand corner of the 
project box.   
 
You can delete any 
project you have 
added by clicking on 
this box. 
 
System generated 
projects cannot be 
deleted. 

How to Delete a Project You Added 



If you previously 
entered effort for a 
project you are now 
deleting, the Effort 
Report will be out-of-
balance once you 
remove the project.    
 
You will need to 
Correct the out-of-
balance situation.  
An out of balance 
Effort Report cannot 
be saved or certified. 

How to Delete a Project You Added (cont’d) 



Conclusion 
 

This concludes the Adding Sponsored Projects to the Effort Report  
module. 
 
In this module you learned how to: 
 
• Access the Add Additional Project function. 

 
• Use the Filter function to locate the project you want to add. 

 
• Use the Select function to add the desired project to the 

Sponsored Projects list on the Effort Report. 
 

• Save the Effort Report once you have added a project. 
 

• Delete a project that you added. 
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