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Online Effort Certification is integrated with other existing enterprise systems and
is reachable via the normal campus access of Self-Service in MyUT.

INSTRUCTIONS TO SIGN ON TO EFFORT CERTIFICATION

Effort Certification can be accessed through the Self-Service link in your "Employee" tab of

MyUT.

UToledo | UTMC

Account Maintenance  Parent/Guest Payment ~ Welcome Khayla Trego ~ Logout

Ut

e
. STUDENT I STUDENT RESOURCES I PHARM@CY EMPLOYEE COYID-19 UPDATES I UT COMMUNITY I LIBRARY I

UTMC UNIVERSITY DIRECTORY

MY TOOLKIT EMAIL AND UTAD ACCOUNT
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Provided by Micrasoh Exchange Server 2003
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Access your Utoledo Exchange email through this link.

MY BANNER

Banner 9 Administrative Pages (PROD)
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Click on the “Effort Certification” link from your “My Activities”
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Request Time Off
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https://banxe.utoledo.edu/EmployeeSelfService/ssb/hrDashboard%23/hrDashboard
myut.utoledo.edu

ONCE SIGNED ON TO EFFORT CERTIFICATION

Once you are signed into Effort Certification your landing page will be the “Certify
My Effort” tab (“Certify My Effort” tab on the Results Panel will have ahighlighted

underline).

It is here where your own Effort Report will be listed if you have any effort of
your own your own to certify (otherwise this page will be blank).

#& (g Egan, Celia

Employee Dashboard Effort Certification « Certify My Effort
Certify My Effort A% Proxy Super User
( Certify My Effort JReview Or Certify Reports
Certify My Effort
~  Period Report A | Start End A, ~ | Unlocked/ %,
con ¥ | Code Period ¥ | Date Date ¥ |t ¥ Locked Wl | Gomments
T 2015-3Q 2015 Third Quarter 11/15/2015 12/13/2015 Completed Locked
T 2018-1Q 2018 First Quarter 05/13/2018 06/10/2018 Completed Locked
T 2018-3Q 2018 Third Quarter 11/25/2018 12/23/2018 Completed Locked
T 2018-4Q 2018 Fourth Quarter 02/17/2019 03/17/2019 Completed Locked
T 2017-3Q 2017 Third Quarter 11/12/2017 12/10/2017 Completed Locked -
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PRE-REVIEW REPORTS FOR OTHERS ON YOUR TEAM

e Click on the “Review or Certify Reports” tab;
e Click on the “Advanced Search” Link if it does not automatically appear;
¢ In the Advanced Search Dialogue Box will pop up.

e to Select Attributes use the available selections from the Drop-
down Selection Boxes to choose attributes. For example toselect:

e “Chart of Account Code” = ‘T’ for the University of Toledo
(Always Required)

o “Effort Period Code” = 2020-3Q’ (use Effort Period Code
that you need toreview)

e Click on the “Go” Button and this will give you search results
for anyone you are responsible for;

e Also note the new search parameter of “Grant” that allows
search by Grant Code AKA Award ID found in MySP.

e Double-click on the line for the individual team member you
want to review and the Effort Report Detail willopen.

Employee Dashboard Effort Cemification Review Or Certify Reports
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Advanced Search

ID Name Chart of Account Code Effort Period Code
Enter 1D X Enter Name x v v
State Status Grant

| Clear || Close HG_T|

Main Manu
b i
Proposals
Awards San Date  End Dané  Origingl Funding Amaount

Oipioid Misuse sy Break Down ihe Bariers io Suicide: An Examination of Uinderiying Mechanieme | 4-00-2019 | 4-30-32032 | £4 80000

Budget Renewal
[Budget Type Mexl Budged Renewal Date
- ear Fully Funded projact (G Autnmatic) [Final Burgat Loaded

Index List Award Expenses Grid

Index Descnption Index Type:
206536 | Oipiosd Misuze May Break Down The Ba Award

Sponsors
Key Personnel

Grants Analyst
Analyst Name  Email Phong
Sraniae Meely | Shanfze WeehiilMoleds Fdy | 410-530-5714

Click Here To Go Back To
The Table of Contents




CERTIFY REPORTS

Once you have opened a report to view the Effort Report Detail there are
number of options you will have. You will see the Effort Report detail in the
middle of the screen with the "Sponsored" Effort and the "Non Sponsored"
Effort sections and all totaling 100% of Effort.

Click on the “Certify” button to certify the report. A confirmation will appear
and after confirming the certify button will no longer be visible.

On the tabs above the Sponsored area you will see links for:

Pay Period Summary - shows the information for each pay event included in the
effort report along with working dates. This is the first tab we suggest you visit
when reviewing your effort.

Comments - you may add comments to an effort report.

Routing Queue - you may review actions routing queue members that are in
process, complete, or pending for the report.
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Employee Dashboard « Effort Certification = Effort Report

-

You are acting as Superuser

Schiefer, Isaac T. - ROD007482 x
Effort Report  Pay Period Summary Comments  Routing Queue Effort Report Overview 2
eport Status
Sponsored Sepo
2020-1Q
Grant Fund Effort Category thrge Effart 2020 First Quarter
Type May 17, 2020 - June 14, 2020
4157 In Vive Photoaffinity Labeling Using Casper Zebrafish for Target 206145 In Vivo Photoaffinity Labeling  DRGRESCH Organized i Awaiting Certification - Unlocked
Identification Usin Research
4217 Development of Attenuated Furoxans as Novel Therapies for 206212 Development of Attenuated DRGRESCH Organized DIRECT
Alzheimer's Disease Furoxans Research i nt Dates
Total Sponsared Activity 32.24% Begin Pre-Review
April 19,2020
Non Sponsored Certification Period
May 17, 2020 o June 14, 2020
Fund Organization Effort Category Charge Type Effart JPuC;\S; §$fgégrd
100000 Current Unrestricted 102300 Pharm-Med/Bio Chem DIRECT Pay Dates

HS - 3 January 05, 2020-January 18, 2020
Total Non Sponsored Activity 67.76% HS - 4 January 19, 2020-February 01, 2020
HS - 5 February 02, 2020-February 15, 2020
HS - 6 February 16, 2020-February 29, 2020
HS - 7 March 01, 2020-March 14, 2020
Total : 100.00% HS - 8 March 15, 2020-March 28, 2020
HS - 9 March 29, 2020-April 11,2020
UB - 2 January 04, 2020-January 17, 2020
Add New Funding m UB - 3 January 18, 2020-fanuary 31, 2020
UB -4 February 01, 2020-February 14, 2020
UB - 5 February 15, 2020-February 28, 2020
UB - 6 February 29, 2020-March 13, 2020
UB -7 March 14, 2020-March 27, 2020
UB -  March 28, 2020-April 10, 2020
HB - 3 January 11, 2020-January 24, 2020

Reguest Changer I Certify '
S

Empiores Des=ton DG Cemtioaion = Ene

N
| el ) corms g e
¥

“Wgpnanh Satmnce Carmpaan 12018 faruary 10 201 - Jeruaey 23, 3076

Gt Ferst e Tyme Pk Parzers

Fur e Tyme: Pt Paesen
Fer ot Troe Pzt Ve et bo
5 eGAL FREIPY S L
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On the right panel you will see pull-downs for the Effort Report Overview and for a
Funding Chart that represents the report detail.

Certify My Effort, Sidebars

Funding Chart s

e The Effort Report Sidebars provide support information and detail regarding the Effort Report.

e Report Status: Includes the Report Effort Period, Certification Dates, and Status of
Report.

e Please note the Certification Dates here represent the timeframe allotted to
perform the certification on the report and NOT the time worked.

e |mportant Dates: The dates shown represent:
e The Begin Pre-Review date (the first day of Pre-Review);
e the Certification Dates (same as in the Report Status above);
e and the Post-Review End date (the last day of Post-Review).

e Pay Dates: Represent every Pay Group and the Pay Number of that groupincluded in the
Effort Reporting period.

e The Funding Chart is a graphical representation of the effort percentages.
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POST-REVIEW A REPORT

During the Post-Review Phase a Pl may review effort reports that have been
certified. On the bottom, if the Post- Review Phase is open you will see a button

that says "Review." Click this button if you agree with the certified Effort Report.

Employee Dashbgard Effort Ceriification Effart Repart
You are acting as Superuser
Franchetti, Matthew J. - ROO009386 print [l
A n v
Effort Report  Pay Period Summary Comments  Routing Queue Ftort Eeposs e
Fundinj g Chart Lad
Non Sponsored
Eifort
00.C1. estricted {22

Total Non Sponsored Activity 100%

Total . 100.00%

e
Request Changes ( Review ) Add New Funding m
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ADVANCED SEARCH

The Advanced Search allows administrative users to search using the Advanced
Search attributes to select Effort Reports matching search criteria.

There is a new ability to search by Grant Code (AKA Award ID). The Award ID may
be found in MySP.

R S TR —

L Hame Chart of Adcooumt Code Effort Period Code

“New!
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Here is a sample MySP screen shot:

| The University of Toledo
Main Manu A g
Propasals e
i S@Dste | EndDate  Ogingl FUnding Amount

Award Title
Opioid WMisuse May Break Down the Barmens 1o Suicide. An Examination of Underying Mechanisng | 4092019 | 4-30-3022 | 54,800 00

Research & Budget Renewal

% Budget Type Mext Budget Renewal [ste

REP109 | Wt fiear Fully Funded project (G4 Aufomatic)  Final Budget Loaded

Departmental

Request to Open a : :

Eesincied Index List Award Expenses Grid
Account) (aka
Eom)

Index Descnption index Type
206536 | Oipiosd Misuza My Break Down The Ba Pard

Spensors
Kay Personnel
Grants Analyst

Analysi Name  Email Phone:
Skaniae Mealy | Shaofse MeehRilMoleds Fdy | 419-530-5714

Click Here To Go Back To
The Table of Contents




12

ADDITIONAL REFERENCE DOCUMENTATION
ADDING COMMENTS

To add a new comment, click the "Comments" tab at the top of the Effort Report.

You can then type your comment in and click the “Add Comment” button. This will save
your comment to the report.

You will be able to see irevious comments below the comment box

Employee Dashboard Effort Certification Effort Report

=3 -

Effort Report  Pay Period Su'n'nary< Comments > Routing Quele

Enter your comments...

Remnaining character : 4000

Previous Comments

As Finance Administrator for the NURTURES grant, | am certifying for as she is no longer on our grant.

Posted on June 03, 2019 at 11:03:17 AM
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ROUTING QUEUE

The "Routing Queue" tab at the top of the Effort Report provides information on the
Grant Team Member and their Roles for that Effort Report.

It also will provide a Time & Date Stamp on the Certification and Post-Review when
completed.

i @ ellucian

Employee Dashboard Effort Certification Effort Report

Effort Report  Pay Period Summary  Commen

Kahaleh, M Bashar, Acknowledge, Pre-Reviewer

A Fending

E-mail

Meely, Shantae R., -ﬁ.cknnwledge
& Fending

E-mail

Phillips, Zachary P, Acknowledge, Pre-Reviewer
b Fending
E-mail

Kahaleh, M Bashar, Alternate Certifier
b Pending
E-mail

Wang, Yongging, Certifier
» Certified
E-mail [<EHEUSt 27, 2017 at 10:45:03 PM by Wang, Yongging_—
Kahaleh, M Bashar, Review, Post-Reviewer

& Pending

E-rail
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REQUEST CHANGES TO AN EFFORT REPORT

If you believe an Effort Report is INCORRECT you will need to go to the incorrect Effort
Report and click on the "Request Changes" button at the bottom of the screen.

You may request changes to an Effort Report by clicking on the "Request Changes"
button.

Use the Request Changes button to forward a request to the appropriate labor redistribution
initiator to change the effort report. This action will put the report on hold (no one may certify
or post-review the report) until changes are completed or cleared.

The email will only serve as a notification that changes are needed and the normal
departmental procedures for payroll changes should be followed.

It is good practice to also insert a comment when changes are requested to the effort
report.

NOTE: If you need to change ONLY distributions of previous pays you can find the
"Payroll Redistribution Request" form HERE to send to your grants accounting
analyst.

Employee Dashboard Effort Certification Effort Report

You are acting as Superuser

Dowling, Jamie L.

m -

£io vt vervien v
Effort Report  Pay Effort Report Overview

ary Comments Routing Queue

Sponsored Funding Chart A

Total Sponsered Activity 50%

Non Sponsored

Total Non Sponsered Activity 50%

Total : 100.00%

=
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https://www.utoledo.edu/offices/controller/payroll/pdfs/PAYROLL%20REDISTRIBUTION%20REQUEST.pdf
https://www.utoledo.edu/offices/controller/payroll/pdfs/PAYROLL%20REDISTRIBUTION%20REQUEST.pdf
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IF CHANGES ARE SUBMITTED

If you see "Changes Submitted" next to the Status on the summary panel or a yellow
warning triangle icon with the message "Pay events are in process that may affect this
effort report" on the Status tab of the Effort Report Overview Panel (upper right
corner in the Effort Report), then there are pay events that are still being processed
on your records and you will not be able to certify.

You can see that changes have been submitted and who submitted changes in the
Report Status area under the Effort Report Overview pull-down on the right panel.

You will not be able to perform effort certification tasks until these are completed or
cleared by clicking the ‘Clear Changes’ button.

Effart Repaort Cverview ~
Report Status

201940

2019 Fourth Quarter

February 16, 2020 - March 15, 2020

Changed by Lawrence, Lee

Employee Dashboard  +  Effort Cenification = Effort Report

You are acting as Superuser

EffortReport Py Period Summary Comments Routing Queus

Sponsored

Nen Sponsored

Important Datss

Click Here To Go Back To
The Table of Contents




16

WHEN CHANGES ARE COMPLETE

When changes are complete on related payroll records, the status on the summary
panel will be “Awaiting Refresh.” The Effort Report detail panel on the right side will
have an “Update Report” button which, when clicked, will refresh the report and
bring in all of the updated records with changes to the report.

Relevant buttons (i.e. ‘Certify’ or ‘Review’) will become visible so the certification
process may continue.

Effort Report Overview Ll

Report Status

201540
2019 Fourth Quarter

=Sy

February 16, 2020 - I

You are acting as Superuser

Ames, April L. - RO0013790 x

Effort Report Overview ~
Effort Report Pay Period Summary Comments Routing Queue

Report Status

Non Sponsored

Organization Effort Category Effort
100000 Current Unrestricted 102630 School of Population Health ORGRESCH Organized Research OST_ SHARE | |
Comments Exist
100000 Current Unrestricec DIRECT [ |
Update Repart
Total Non Sponsored Activity 100% =
Important Dates

Total : 100.00%

June 2
Pay Dates

Fg -2 Janu;
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ADD A PROXY

e From the main Effort Certification menu click "Proxy Super User" in the top right corner

Employee Dashboard Effort Certification = Certify My Effort
Certify My Effort 2% Proxy Super User

Certify My Effort Review Or Certify Reports

e C(Click on “Add a new proxy”
Type in the name of the employee you want to grant access to be able to be your
proxy/ delegate and click on their name. "Saved Successfully" will appear in top right
corner and their name will appear under "ExistingProxies"

@e + ego, Khayla 1

Employee Dashboard « Proxy or Super User Saved Successfully

Proxy or Superuser

Application Selection

Effort Certification b

At a5 a Superuser

C] Act s a Superuser

Act as a Proxy for

Self Trego, Knayla N. -[Controller ] v

Existing Proxies

Add a new proxy

Employee Name - [Home Organization]

Selectsinge/multiple names and dick on Delete Praries to remove from fst

(0 Hallauer, Laura L - [Controller ]
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ACT AS A PROXY

e Click on “Act as a Proxy for”

e Choose the user you are authorized to work on behalf for

e Click on "Navigate to Effort Certification" application at bottom right to
start acting as a proxy/delegate

Proxy or Super User

Click Here To Go Back To
The Table of Contents

18



QUESTIONS

Questions?

EffortReport@UToledo.Edu
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