ERS System Overview 
Purpose and Features/Capabilities
Purpose

The Effort Reporting System (ERS) documents the effort distribution for employees paid from federal and federal-flow-through contracts and grants as well as for those employees whose salary is part of committed cost sharing.

It is an automated method for UC to meet the reporting requirements of OMB Circular A21, Section J.8.  

With ERS, the review and certification process for effort reporting is 100% electronic; although the system has the capability to print reports for review and/or government reporting purposes.

System Features

· Online and fully distributed access

· Web-based interface 

· Ability to interface with other existing enterprise systems to both gather and pass required information (e.g. Payroll, committed cost sharing) 

· On line editing and edit checks 

· Campus defined security and access controls 

· Electronically captured certification and report distribution 

· Ad hoc and management reporting capabilities

· Historical information and an audit trail
· Web-based training/compliance component

Capabilities

The Effort Reporting System (ERS) interfaces with others systems such as the Personnel/Payroll System and campus research administration systems to gather information concerning payroll and cost sharing.  It calculates effort distribution, produces reports, sends out notifications and reminders to appropriate parties, performs edits, generates management reports and provides a data extra mechanism to populate campus ad-hoc reporting tools, keeps a history of changes and corrections to Effort Reports and in general provides the tools and information necessary to ensure that the University is in compliance with effort reporting regulations.

More specifically, the system:

· Calculates distribution of effort for all employees paid from federal, federal flow through contracts and grants, including committed cost sharing.

· Displays effort detail which is clear and understandable to the user.

· Provides easy to use web-based reports.

· Captures certifications electronically so that the system can monitor compliance and maintain records.

· Provides a mechanism for processing corrections and re-certifying reports to enable timelier updating of efforts reports.

· Provides edits, notifications and reminders to assist individuals, academic department representatives and central offices.

· Maintains security and access controls and make use of existing campus security so that users can access the system based on logons and passwords that are already familiar to them.

· Maintains historical information.

· Provides flexibility in areas such as reporting period so that campuses may chose the reporting period that agrees with their academic schedule.

· Interfaces with existing campus systems to gather required information and to pass information to appropriate systems

How ERS is populated

Interfaces files that contain data from the following campus systems populate ERS:

· Payroll/Personnel System (PPS)

· Contract and Grant Systems

· Account Fund Profiles

· Financial Systems

· Cost Sharing Systems

· Local Security Systems

· Local e-mail systems

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 (e.g., at UCLA Info Ed supplies cost sharing information); however, the Payroll/Personnel System (PPS) is the system used by all campuses to capture payroll data.
For ERS processing purposes, PPS interface files should be created and loaded after each payroll compute.  Campus financial system interface files should be loaded to be in sync with the PPS interface files.

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.  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.  (For definition of terms, see Table I:  Payroll Terms Defined).

	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.


Table I:  Payroll Terms Defined
	Term:
	Definition:

	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 that is set up on the Employee Data Base (EDB) as well as every pay transaction which is processed contains a DOS code.

Although the DOS code is not displayed on the Effort Report, it is a key element in the behind the scenes calculations.



	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 passed onto the effort reporting system.



	Pay Type (aka Type Pay)
	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 passed onto the effort reporting system.




Processing

UC bases the effort reporting calculations on the actual charges which were made for compensation to sponsored projects and other fund sources.  The percent of effort is then calculated based on total charges.  

Employees, PIs and other faculty must regularly review effort in accordance with effort reporting cycles and determine/verify that the actual charges and cost sharing effort are correct.  The Effort Report must then be certified attesting to the fact that the effort reflected on the report is a reasonable reflection of work performed.

If the amount of effort that was directly charged to the sponsored project is incorrect, a review should be undertaken and appropriate transfers of payroll expense should be processed.

How ERS Calculates Effort
ERS looks at the pay transaction line in PPS to obtain source information in order to calculate the percent of effort and attribute it to the appropriate fund source.  Here’s how it works:

During the payroll compute process, PPS looks at the percent of pay that was on any given project, with exceptions (it excludes retroactive adjustments and overtime premium), and creates a calculated percentage (a new value called derived percent) that’s passed over to ERS. 


The derived percent field – contains data that represents the correct percent for that pay line as a proportion of an individual’s pay for the total period.

ERS then takes all of the pay for the reporting period (which spans multiple payroll periods) and: 

· Sorts it by fund;

· Sums it up by fund;

· Sums up all funds across the period. 

The sum of all effort for a given line is divided by the total effort for the reporting period and that result is shown as the "Original Payroll %" on the Effort Report.

For employees who were paid 100% time, the percent of effort and the percent of pay would be equal.  Since all Effort Reports must total 100% the system prorates the percent of time between funds if the employee was paid for other than 100% time. 

In a case where an employee works less than full time the system prorates the percent so that the Effort Report shows 100% effort.  By the same token, if a 9-month faculty is paid for more than 100% time while performing off quarter research, the system will also prorate the percent so that the Effort Report shows 100% effort.

For example: 

Employee A paid 50% time for the period:
25%
divided by
50%
=
50%
sponsored project

25%
divided by
50%
=
50% 
non sponsored project





=        100%
Total Effort

Employee B paid 110% time for the period (9-month faculty performing Off-Quarter Research):
75%
divided by
110%
=
68%
sponsored project #1

35%
divided by
110%
=
32% 
sponsored project #2





=        100%
Total Effort

Employee C paid 100% time for the period:
50%
divided by
100%
=
50%
sponsored project

50%
divided by
100%
=
50% 
non sponsored project





=        100%
Total Effort

Are payroll distributions and effort reported the same thing?
No.  Payroll distributions and effort reported are the not the same thing.  
The payroll distribution shows the allocation of an individual’s salary or the amount of hours worked for all fund distributions.

Effort reported shows the allocation of an individual’s effort contributed to sponsored projects to meet effort commitments agreed to in the award, whether or not reimbursed by the sponsor.  It is important to understand that the ERS calculation is based on percents of time paid and charged to each fund source; and any person who is less than 100% time will still be shown as 100% effort; if people work more than 100% time (i.e., the normal work week of 40 hours) the effort is still 100%.

Since the calculation is based on percent of time paid, payments such as stipends and/or bonus type by-agreements are not included in the calculation.  
Are percents charged in payroll the same as percents of effort?

No, the payroll percent shows the allocation of an individual’s salary.  This may be shown as a percentage of the total working hours in the month or may be shown as the total number of hours that an hourly employee has been paid.  
Edits
There are two general types of edits:

Effort Report edits:  Those which occur while online changing and/or certifying Effort Reports

Existing Edits:

· Prompt at the time of certification that effort does not add up to 100%

· Recertified Effort Reports require explanation in the comments field.

· Effort Reports with changes to the calculated percent of effort are prompted for an explanation in comments field.

Administrative edits:  Those which occur “off line” after Effort Reports have been certified and are considered complete.

Existing Edits: 
· Verify whether the certified effort is consistent with the actual expense charged.  Flag administrators that out-of-balance situation exist after comparisons of effort charged to a sponsored project and effort certified have been made.
· Identify Effort Reports which have not been certified by deadline.  

Triggers for Effort Report Generation
· Regularly scheduled effort reporting period (options include monthly, quarter and semester effort reporting.  Reporting periods are at the discretion of each campus.)
· Transfers of payroll expense on federal or federal flow-through funds trigger the issuance of a new Effort Report for re-certification.  
· On-demand.  Most common situations:  when an employee has been erroneously excluded from effort reporting; an employee is terminating and you need an Effort Report be issued for the period or the portion of the period for which the employee worked so that it can be certified prior to their departure 

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
	Home Department ER Coordinator
	Batch process – RPI (Report Period Initiation)

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

Due Date
	Home Department ER Coordinator
	Batch process – Daily Maintenance

	Report reissued due to late arriving pay
	REIS
	S
	Report Period

Employee ID
	Home 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
	Home 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
	Home 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


Reports
Reporting and Administrative tools (reports)

Fully developed information on ERS Reports is pending development of administrative report.
Ad-Hoc Reporting Capability

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.
Audit Trail

ERS creates an audit trail of all web transactions for the purpose of tracking all web accesses to the Effort Reporting System and its data.  Accesses include login and general navigation within the site as well as a variety of specific activities such as Effort Report review, approval, notification review, etc. This transaction trail includes all transactions, whether or not data is actually updated as a result of the transaction. The transaction trail includes such information as the web-address of the transaction initiator, timestamp of the transaction, transaction type or other identifier(s) of the page/screen from which the transaction was generated, UserID of the individual initiating the transaction, and any relevant detailed data from the transaction.

Electronic signature

An electronic signature supported by individual logon IDs and passwords provides documentation and an audit trail for certification of effort.
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