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Welcome to the Effort Reporting System

Once logged into the Effort Reporting System successfully, the user will be identified on the
Introduction Page (also known as Home Page). The user’s name and system specific role (for

example, Departmental Coordinator, PreReviewer, Certifier, etc.) will be displayed at the top
of the screen.
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ERS Introduction Page (Home Page)

1). “Effort Form Status” bar tracks the completion status of the current effort reporting period
2). “My Status / To Do” box allows the user to see the current status of Effort Forms under the
users responsibility.

3). “Search Employee Forms” box allows user to perform search of reports by Name or PennID

4). Announcements to ERS users are displayed in the “Messages” box
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Pre Review Function

Effort Forms i -

Once the user selects the “Pre Review” option under the Effort Forms menu item, the user will
be directed to select from the three options, “Pre Review All”, “Pre Review”, or “View Read

Only Effort Forms”.
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Effort Forms - Pre Review Function

“Pre Review All”, allows the DC to Pre Review an Effort Form drawn from a pool of the entire
department(s) or sub department(s) in the Department Coordinator's domain. The “Pre Review”
option only allows the user to Pre Review an Effort Form specifically assigned to the user. By

selecting “View Read Only Effort Forms”, the DC can view Effort Forms of individuals outside

of their department who have charged effort on a sponsored account “owned” by their depart-

ment.
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Pre Review an Effort Form

Before proceeding to the next report, user has a opportunity to review information populated in the
summary page. The user can add note or input cost share as a “$”” or “%” format. By entering Cost
Share, the user 1s amending the reported effort.

Note: Any necessary changes or adjustments should be completed in the Payroll Reallocations application before
proceeding forward with review of Effort Form.
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Sub Dept: 1320 - SCIENCE DEPARTMENT Division: 13 - ENGINEERING & APPLIED SCIENCE Title Code: NA
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Reporting Period: 063004 (01-01-2004 through 06-30-2004)

Owver Salary Cap
Payroll Accounts Description Cost Sharing Total § Total %

Sponsored Accounts

53979170 2% © 130-1301-4-537329-5010-2000-0011 5-R01-NS-0039679 - $2,834.38) 3% 542 626.08 45%
$24437 50 26% 130-1301-4-542114-5010-2000-0003 DAMDA7-03-1-0713 $0.00 0% 524 437 50 26%
59,000.00 0% @ '<04301#5424?0750107200070000 Cost Share DAMD $9,000.00 10%

$73,229.20 78% . Sponsored Subtotal $2,834.38 3% $76,063.58 81%
Cost Sharing Account
= Non-Sponsored Accounts
$21,250.00 22% 130-1301-1-000000-5010-4321-0000 GENERAL UNRESTRI - $-2,834.38 % 518 415.62 19%
$21,250.00 22% Non-Sponsored Subtotal $-2,834.38 -3% $18,415.62 19%
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Pre Review Effort Form — Institutional Summary (optional)

If an Effort Form is for a Clinician, the Pre-Reviewer will also be directed to the Institutional Sum-
mary. Through this screen, effort tied to non-sponsored funding will be itemized by non-sponsored ac-
tivities screen. Input fields should be populated with appropriate percentage values, reflecting the ef-
fort spent on that specific activity. NOTE: The Pre Reviewer is not required to complete the Institu-
tional Summary in order to Proceed with review.
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e Account ID Account Description Efort

52,148.78 S 400-4231-4-538527-5010-2815-14
A00-4231-2-014003-1511-2407-0000 CPUP INTERFUND 595
$1,715.00 % 400-4425-4-B413T5-5010-2810-15
306776 - 400-4231-2-014003-1522-3407-0012 CFUF INTERFUND @
S Sub Total 95%
$43,670.58 san 4004731301 4005-1511-3407-000
As a Pre Reviewer you have the aption to define in the details of the Institwtionally Funded Account at this time. “ou may either fill in the percents for each activity type or you may leave this for the Certifier to define. If you
§68,948.49 % choose to define the details of Institutionally Funded Account, plesse be sure that the total adds up to 35%.
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Payroll Adjustments, Suspense and Negative Effort

An adjustment to effort and payroll distribution i1s necessary if an Effort Form has charges in suspense
(object code 9501) or when a payroll errors, including negative effort. Prior to completing pre-
review, the Pre-Reviewer must clear payroll charges within the Payroll Reallocations (PR) application.
The adjustment will be included in the regenerated effort report. The Pre-Reviewer should verify that
the payroll and effort are correct after the adjustments and then complete Pre Review.
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Sponsared Accounts

)

$535.35 1% 130-1302-4 536709-5010-2000-0110 5-RO1-HLEE565-04 .00 0% $638.25 1%

56,300.00 0% 400-4626-4-540636-5010-2802-1680 . .

s Pre Review Effort Form Errors and/or Warnings

51.260.00 Fay 400-4526-1-D00000-5501-0000-0000

$1.260.00 2% “four input on the Pre Review Form caused the following error{s) andior warning(s) displayed below.
B Error(s) require the user to return back to the form and correct by clicking Correct Errors andior VWarnings below.

545,450.02 4% 130-1301-1-000000-5010-4321-0000 Warnings may be corrected or you may click Continue for warnings that need not be corrected.

38,022.24 13% 120-1301-1-D00000-5010-4321 0012

ml‘n.m o
. Add Account Shoum

Error Account be Actual

Notes

The adjusted total 3 amount of Control Salary/Suspenze/Payrol 400-4626-1-000000-9501-0000-0000 0.00 $1,260.00
Clearing Account (g) must equal 0 when completing Pre Review.




Certify

As a Departmental Coordinator you typically are only responsible for certifying your own effort
form. It is important that you consult your institution’s policies and procedures if it 1s necessary
to certify someone else’s form. In order to access an effort form in Certify mode, the effort form
must have been Pre Reviewed. The Certifier will be able to access the effort form through the
My Status/To Do or the Effort Forms Certify menu option.
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ERS Menu Options: Management “arseement i -

Assignments: The DC can change Pre Reviewer and Certifier for assignments individual forms
or change Department default role assignments for effort reporting.

Notification: Allows the user to send group e-mails to Pre Reviewers and Certifier within the Ef-

fort Reporting System

Print: Allows the user to print paper effort forms.
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ERS Menu Options: Reports "

Reports: Effort Reporting System (ERS) reports are classified under five categories: Comple-
tion Reports, Effort Results, Administrative Reports, Critical Review and Reconciliation and

Custom Reports. Available reports vary by individual user roles. Reports can be downloaded to
Excel or PDF file.
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Reporting
The following reports have been identified as those most likely to be of assistance in monitoring certi-
fication completion, managing the review process and role assignments.

» Employee Assignments - displays the current Pre Reviewer and Certifier assignments on effort forms

individual by Department

m Comprehensive Status Report - displays completion breakdown of effort forms in a department for

selected reporting period.
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ERS Menu Options: Help "*©@ -

The Help menu provides direct links to various resources to assist users throughout the Effort
Reporting Process.
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NEED HELP?

Detail instructions and links to reference materials: http://www.upenn.edu/
researchservices/effortreportingA.html

Using ERS, or if you are unsure where to get help for a specific question, email
ERS Help: ers_help@isc.upenn.edu



