ERS Pilot Communications Materials


Preparation Phase Communications Packet
	Audience
	· Campus Work Groups

· Management Services’ Officers

· Grant Administrators

· Departmental Staff
· Research Administration



	Objective of the Communication

	Support Administrators and Campus Work Groups Prepare to Implement ERS

	The Message
	· What the project schedule means to me.

· With whom do I need to communicate?

· Identifying users who need to be trained.

· Transition issues:  moving from paper to electronic effort report processing

· Timing

· When do I need to communicate with users?

· When do my employees need to be trained?

· When does system access need to be set up?

· Opportunities for streamlining internal processes.

· Understanding ERS roles (include assigning people to roles).

· Understanding the difference between approving roles and setting them up in the system. 

· Transition Issues and What ERS Means to me



	Action Items
	· Review Preparation Phase Communications packet

· Supplement/customize Preparation Considerations List and suggested handouts as required

· Set-up on-going meetings between project team, campus work groups (central and departmental users) throughout Preparation Phase

· Document decisions made in Preparation Phase

· Create and deliver appropriate communiqués to audiences regarding decisions, action items, next steps, progress, etc.



	Deadlines
	At campus discretion



	Index of Materials
	· Preparation Considerations List

· Suggested Hand-outs

· Preparation Considerations
· ERS Reporting Periods

· How ERS is Populated

· How Individual Pay Transaction are Identified for Inclusion/Exclusion

· Notifications



	How to access materials

	UCOP ERS website

www.ucop.edu/sysdev1/ers/


	Recommended use of products to create “communications events”


	Use “Preparation Considerations” to orient work groups and administrators to tasks and activities they need to engage in during the ERS Planning Phase.

Use “ERS Reporting Periods” as background material to inform decision on specifying reporting periods and processing cycles.
Use “How ERS is Populated” as background material to inform discussion about ensuring all appropriate data is current and available to populate ERS on its regular reporting cycle.
Use “How Individual Pay Transaction are Identified for Inclusion/Exclusion” to educate campus work groups on ERS selection criteria for reporting funds charged on effort reports.
Use “Notifications” to educate campus work groups on notification process; and to help them identify which notifications require campus customization.


	Recommended mode of delivery

	During project work group sessions.


Preparation Considerations

System Administration

Populating ERS

· Ensure that all sponsored projects are correctly identified for inclusion in the effort reporting system

· Ensure cost sharing data is correct and is retrievable by ERS
· Ensure interfaces to ERS exist and work

Processing cycles

· Ensure fund tables are current and complete

· Schedule interface updates occur before each payroll compute:  For ERS processing purposes, PPS interface files should be created and loaded after each payroll compute.

· Ensure campus financial system interface files are loaded in sync with the PPS interface files. 

Reporting Periods

· Specify ERS reporting periods.  Options include:

· Monthly reporting

· Quarter reporting

· Semester reporting

· Annual reporting

Compliance Requirements and Monitoring

· Develop central office and departmental processes and procedures for monitoring compliance with Effort Reporting requirements

· Determine reports needed to monitor compliance:
· Gain familiarity with ERS ad hoc reporting tool and create reports to support compliance monitoring for central offices and departments

· Develop routine, campus-specific reports, if required

· Develop central office procedure to address repeated out of compliance situations with departments.
· Develop department escalation procedure to deal with non-compliance of end-users with effort reporting requirements.
· Communicate compliance monitoring processes, procedures and role expectations to central office, department administrators and end-users at any and all opportunities.
Department Readiness

ERS Roles

· Assign ERS Roles to designated staff and end-users.
· Identify and train all appropriate personnel based on ERS Roles.
· Meet with department viewers, reviewers, coordinator and security administrator to discuss schedule and tasks.
Access to ERS

· Identify all departmental ERS users.
· Ensure they have proper equipment.
· Ensure ERS users have user IDs and passwords that will allow them to access the system.
· Ensure all staff and end-users have system access according to their ERS role and assign IDs.
ERS Workflow/Processes

· Determine new ERS processing, workflow and procedures, including how to handle:

· Transitioning from paper to electronic process

·  Consistent reporting of effort

· Transfers of payroll expense

· Cost transfers and resultant effort report adjustments that go beyond 120 days (and are subject to additional scrutiny and “facts and circumstances” review)

· Effort Reports subject to multiple department certification

· Effort Reporting for inter-campus payments

· Employees who have no salary directly charged to federal funds but for whom an effort report is needed

Notifications

· Create procedures/process for ERS notification when reports are ready for certification or are past due, between:

· Central offices to department coordinators and other administrators

· Department coordinators to all certifiers

· Administrative reviewers

· Determine if departments can use existing list serves or mailing lists; if not develop lists to manage the notification process

· Ensure that everyone who needs to receive notifications has an email account

· Customize text for notifications and reminders that are automatically generated by ERS and delivered to ERS users using standard e-mail transport services.

Communications

· Annotate, edit and/or embellish UCOP delivered communications for specific campus needs

· Determine if additional communications are required and develop

· Develop ERS Website

· Develop methods for updating communications and providing status reports to end-users

· Develop procedures to gather, analyze and follow-up on feedback from campus audiences

· Schedule communication events

· Deliver customized communications events, per plan

· Solicit input from department administrators about their concerns and issues especially as relates to peak workload periods, preferred methods of accomplishing training, and implementation timing.  

Training

· Annotate, edit and/or embellish UCOP delivered training for specific campus needs

· Set-up Help Desk

· Identity campus trainers

· Train trainers (if campus opts to run training in group as opposed to stand-alone desktop self-training option)

· Deliver training

Suggested Handout:  ERS Reporting Periods 

The Office of Management and Budget (per OMB Circular A-201) requires that effort be certified monthly; however, UC has obtained permission to use academic reporting periods.  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 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.   

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

Staff, 11-Month and 9-Month (paid over 9 months) Appointees


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 the Summer.

9-Month Appointees (paid over 12 months)


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.


Fall for campuses on quarter system -  includes July, August, September, and October and excludes DOS codes for additional compensation 


Winter for campuses on quarter system -  includes November, December, January, and February 


Spring for campuses on quarter system - includes March, April, May, and June

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



Spring for campuses on semester system - includes January, February, March, April, May, and June

Suggested Handout:  How ERS is populated

ERS is populated with the following general types of data:

Payroll Information, such as:


Employee Name, ID, Home Department


Pay and Payroll Expense Distribution Information


Title Code


DOS Code

Contracts and Grants Information, such as:



Project Title

Financial Information, such as:


Fund Number


Fund Title

Campus Project Number
Sponsor Award Number
Sponsor Name

Principal Investigator

Cost Sharing Information, such as:


Fund Number


Employee ID


Cost Sharing Percent

Source systems for cost sharing data may vary by campus; however, the Payroll/Personnel System (PPS) is the system used by all campuses to capture payroll data.  

Suggested Handout:  How individual pay transactions are identified for inclusion/exclusion

The Effort Reporting System checks its input sources and identifies those employees receiving pay that was funded through federal funds or federal flow-through funds and/or who have cost sharing information imported from a campus system.  Once those records are known, 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 Pay Type.  

	IF:
	AND:
	THEN:

	An employee received “normal” pay for any and all of the following pay types:  regular, overtime straight and on-call during normal pay cycle


	That pay was paid on a federal fund, a federal-flow-through fund and/or cost sharing information was imported through campus cost sharing system


	An Effort Report is generated for the employee.


Suggested Handout:  Notifications

Notifications and reminders are e-mail message that are automatically generated by ERS and delivered to ERS users using standard e-mail transport services.

A set of notifications or reminder events are pre-defined in ERS.  Events occur at certain points in effort report processing and result in one or more messages being created and delivered to ERS users.  Each event has a code, a type, associated notification text, notification data and a recipient list.

Notification text is customizable for each campus.

A notification may be one of two types: generic or specific. Generic notifications are meant to be used to notify a group of users of the system that possess a specific role. 

Specific notifications are meant to be used to notify an individual user regarding a specific effort report. 

Notification Events

	Event Description
	Event Code
	Event Type
	Related data
	Recipient(s)
	Triggered by

	Normal report period initiation
	RNEW
	G
	Report Period
	Department ER Coordinator
	Batch process – RPI (Report Period Initiation)

	Reminder – report certification due
	RDUE
	G
	Report Period, Issue Date,

Due Date
	Department ER Coordinator
	Batch process – Daily Maintenance

	Report reissued due to late arriving pay
	REIS
	S
	Report Period

Employee ID
	Department ER Coordinator
	Batch process – IP (Interface Processing)

	Report reopened when in multi-line certification mode
	REOP
	S
	Report Period

Employee ID

Change On, Changed By
	Department ER Coordinator
	Manual reopen of ER with changes saved by user

	Report certification due within X days
	CDUE
	S
	Report Period, Issue date,

Due date,

PI,

Project
	PI
	Batch process – Daily Maintenance

	Report certification due summary
	CSUM
	S
	Report Period,

Issue date, Due date, PI, Project
	Department ER Coordinator (for PI)
	Batch process – Daily Maintenance

	Report certification overdue
	COVR
	S
	Report Period,

Issue date, Due date, PI, Project
	PI
	Batch process – Daily Maintenance
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