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Introduction

This manual is compiled of descriptions for each unique functional page within the Effort
Reporting System (ERS). The manual is broken down into eight different sections to assist the
user of the Effort Reporting System. Each section of the manual is broken down into smaller sub-
categories that serve as a guide to the effort form. The user will learn about the operation of the
Effort system, which will include an explanation of the buttons and hyperlinks.

Within each section, the user is introduced to the different functional processes through the logic
flow of the system. The screens pertaining to each process are sequentially presented along with
the various options (link, button, and input field) on the screen.
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1. Getting Started

This section is an overview of the general features of the Effort Reporting System.

1.0

11

1.2

1.3

14
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Effort Reporting System Process Flow Diagram

ERS Log In: To access the Effort Reporting System, the user will be directed to enter an
assigned User ID and Password into the designated input fields. The system
administrator should provide the User ID and Password, and the user will be prompted to
change their password after the initial login. This Option is not available for users
who use their university wide sign on and password (LDAP or WEBSAC).

ERS Introduction Page: Once the user successfully logs into the Effort Reporting
System, the specified user will be identified on the Introduction Page.

ERS Menu Options: According to the system role designation, appropriate menu
options will be presented to the user on the left side of the screen. Presented on this
page is a comprehensive presentation of the ERS Menu Options.

User Profile: The specified user will be identified with their various system related
attributes. An abbreviated and comprehensive User Profile is available to the user. From
both User Profile screens, the user can select to change their ERS Password and e-mail
address. This option is not available for users who use their university wide sign
on and password (LDAP or WEBSAC).



1.0 Effort Reporting System Process Flow Diagram
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1.1 ERS Log In

Screen Description:

To access the Effort Reporting System, the user will be directed to enter an assigned User ID and
Password into the designated input fields. The system administrator will provide the initial
password. After the initial login, the user will be prompted to change their password through the
User Profile screen, further referenced in section 1.4. The User ID and Password can be an
alpha and/or numeric sequence, and should not be case specific. If an invalid User ID or
Password is entered, the user will be directed to an error screen.

Questions or issues relating to system access should be addressed to the system administrator.
A help desk phone number should be listed on the screen. NOTE: This screen may not be
displayed for users who use their university wide sign on and password (LDAP or
WEBSAC)

M Tulane
University

User ID:
395156951

Password:

Imk

Effort

| Login |

Help Desk

phone
(xxx) 326-9532

email
ershelpdesk@maximus.com

SECURITY: “You are about to view perzonal information. Your information will be protected by encryption as i travels
across the web. To continue to protect the privacy of your information, you should completely exit your
broveser before you leave your computer. If you do not exit completely, the brovwser's caching capabilties
may enable the next person using your computer to view your personal information.

Input Field Descriptions:

User ID: Enter the assigned User ID provided by the system administrator. The
User ID can be an alphanumeric sequence, and does not have to be
case specific. If an invalid User ID or Password is entered, the user
will be directed to an error screen.

Password: Enter the assigned password provided by the system administrator. The
user will be prompted to change the password after the initial login. The
password can be an alphanumeric sequence, and does not have to be
case specific. If an invalid User ID or Password is entered, the user
will be directed to an error screen.
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1.2 ERS Introduction Page

Screen Description:

Once the user successfully logs into the Effort Reporting System, the specified user will be
identified on the Introduction Page. The user’s name and system specific role (for example,
Departmental Coordinator, Certifier, etc.) will be displayed at the top of the screen. According to
the system role designation, appropriate menu options will be presented to the user on the left
side of the screen. Using the two links in the page, the user can access their system profile or an
online glossary of terms related to the Effort Reporting System.

The user will be presented with a Status/My To Do List. This list gives the user a running status
bar as to the Completion Status for the current effort reporting period and a separate status box
that allows the user to see the current status of Pre Reviewed, Certified, and Post Reviewed
effort forms that are assigned to the user.

By using the Status Box hyperlinks, the user can reach an individuals effort form in as few as two
clicks!

aTuI:me Certification

University

Departmental Coordinat
CERT | 1000LASTNAME, FIRSTNAME 1000

You have logged in a5 a Departmental Coordinator. You have access to the options as specified in the menu on the left side of the screen.
= + Ta vairwr ar upditie your perscnad profile, ehek hes
* To view the depanments you s in charge o, click here

® Toview a glosgary of terms commaon 10 the system, chick s

Comgletion Satus: #% for Currerd Repurting Poriond

Totnd ()out gt () forms compisted; () pendng fre Reviews (| pendng Cemficanon; () pending Fost Aeview ST fome
delrvpent

Pt | puears | ol | e | SRR
[Sgis) Effort
Cauton’ It iw strongly recommended not 1o use the Back and Forwsrd buttons of your browser whils m ERS. Using the buttons could cause unpredictable results in screen display
Link Descriptions:
Profile: The user will be directed to their system profile where they can change

their e-mail address, password, and other system related attributes.

Glossary: An online glossary of terms and descriptions relating to the Effort
Reporting System will be presented to the user.
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1.3 ERS Menu Options

M Tulane
University

| CERT I

Assignment
Motification
Fre Review
Certify

FPaost Review

Reporting

Screen Description:

According to the system role designation, appropriate menu options will
be presented to the user on the left side of the screen. Presented on
this page is a comprehensive listing of the ERS Menu Options.

Menu Options:

Assignment: The user can change assignments of Pre Reviewer, Post
Reviewer, or Sub Department Coordinator and rights for the entire Sub
Department; or to assign Pre Reviewer, Certifier, and Post Reviewer for
an individual or assign an individual to another Sub Department.

Notification: Allows the user to choose a pre-existing e-mail to notify
users via email of an action to be taken.

Pre Review: Allows the user to enter the Pre Review All mode to
review the Effort Forms for any employee in the department or sub
department, to enter Pre Review mode to review only Effort Forms for
which the user is assigned as Pre Reviewer, or to enter the View Read
Only Effort Forms mode to review only Effort Forms for which the user
is assigned to your department or sub department, but charges to
accounts in another department.

Certify: This option allows the user to access his/her Effort Form for
certification and/or to certify for any employee for whom the user has
been assigned as Certifier.

Post Review: Allows the user to enter the Post Review All mode to
review the Effort Forms for any employee in the department or sub
department or to enter Post Review mode to review only Effort Forms
for which the user is assigned as Post Reviewer.

Reporting: This section offers Completion Reports, Effort Results and
Administrative Reports.

Other Options available to the user on the log-in screen:
Profile: The user will be directed to their system profile where they can
change their e-mail address, password, and other system related

attributes.

Help Topics: FAQ's, Tutorials, Manuals, and a Glossary to assist the
user in the Effort Reporting Process.

About ERS: This information is an introduction to Effort Reporting in
Universities and Web-based Effort Reporting.

Log Off: This option allows the user to exit the Effort Reporting
System. The user is returned to the Log In screen.
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1.4 User Profile

Screen Description:

The user is presented with their ERS User Profile in an abbreviated (“Short Version”) format. The
specified user will be identified with their various system related attributes. From this
abbreviated User Profile screen, the user can select to change their ERS Password and e-malil
address. Upon selection, the user will be redirected to a new screen where the new designated
Password or e-mail address can be entered into the system. Questions or issues relating to
system access or User Profile should be addressed to the system administrator. A help desk
phone number should be listed on the login screen for your convenience.

A more comprehensive User Profile is available to the user, and can be accessed with the
selection of the “Full Version” link. NOTE: This Screen may not be applicable to Users who
use their university wide sign on and password (LDAP or WEBSAC).

Tolane Certification
University @ﬂ“

If you are directed to this page when you logon to the s!‘mem you are using a temporary password. In order to continue using Effort Reporting System,
plhizase change the passeord by dicking on the ‘Change® lin

Bre Beviwn |ERS ID Card Full Varsion

e Employee 1D F5155551
Employee Name 3711LASTNAME, FIRSTNAMETT11
Sub Dept 42454
Reporting User ID 295155351
Password = Change
Email Address syedatithussaind@Eyshoo com

Link Descriptions:

Change: The user will be redirected to the appropriate screen to designate a new
Password or e-mail address. For security reasons, the Password is
masked with asterisks.

Full Version: The user will be directed to the more comprehensive User Profile screen.

8 Copyright © 2006 MAXIMUS, Inc.



Screen Description:

This is the comprehensive (“Full Version”) User Profile for the specified user. From this
comprehensive User Profile screen, the user can select to change their ERS Password and e-
mail address. If the user is still utilizing a temporary password assigned by the system
administrator, the 'Y’ designation will be assigned next to the “Is Temporary Password?”
information line. Upon selection, the user will be redirected to a new screen where the new
designated Password or e-mail address can be entered into the system. Questions or issues
relating to system access or User Profile should be addressed to the system administrator. A
help desk phone number should be listed on the login screen for your convenience.

To return to the abbreviated User Profile screen, the user must select the “Short Version” link.
NOTE: This Screen may not be applicable to Users who use their university wide sign on
and password (LDAP or WEBSAC).

Talane Certification @ - AR
ﬁumm‘w E!} l"‘t & A

1 you are directed to this page when you logon to the system, you are using a lemporary password, In order to continue using Effort Reparting System,
plase change the password by clicking on the ‘Change’ link.

|EFFE 1D Card Shon Version

Employee 10 995155551
Employee Name 371 1LASTNAME, FIRSTNAMEST
Sub Dept 42454
Hegoniny Dept 42454
Divislon OT
Company MED
Usaer ID 395155551
Password * Change
Email Address syedinfhusssn@Gy shoo.com
Titla Code
Jdah Titla

s Temporary Password? N Change
ERS Rale Tithe {Long) Depanmental Coardinator
EHS Hobe Title (Shorg DC
Link Descriptions:
Change: The user will be redirected to the appropriate screen to designate a new

Password or e-mail address. For security reasons, the Password is
masked with asterisks.

Short Version: The user will be directed back to the abbreviated User Profile Screen.
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2. Assignments

This section will introduce the process of Assignments through the logic flow of the ERS system.
After the user selects the Assignments menu option, various options will be presented on the
screen. Below is a breakout of the Assignments section, which is cataloged by the respective
functional screen descriptions of the Assignments process. NOTE: When assignment changes
are made an e-mail will be sent to the user, to notify him/her of the assignment change.

2.1 Change Sub Department Assignments: The user is electing to change Sub
DC/Update Sub DC Rights, or change Sub Department Pre Reviewer/Post Reviewer.

2.1.A Change Sub DC/Update Sub DC Rights
2.1.B Change Sub Department Pre Reviewer
2.1.C Change Sub Department Post Reviewer

2.2 Change Individual Assignments: Allows the user to change the Pre Reviewer,
Certifier, or Post Reviewer on an individual basis; or assign the individual to a different
Sub Department.

2.2.A Change Pre Reviewer

2.2.B Change Certifier

2.2.C Change Post Reviewer

2.2.D Assign to a Different Sub Department

2.A Search for an Employee: Allows the user to search for a specific individual outside of
the user’'s domain.

10 Copyright © 2006 MAXIMUS, Inc.



2.1 Change Sub Department Assignments

Screen Description:

Once the user selects the “Assignments” menu option, the user will be directed to select from the
two options, “Change Assignments for Department or Sub Departments” or “Change
Assignments for Individuals”. By selecting “Change Assignments for Department or Sub
Departments™, the user is electing to change Sub DC/Update Sub DC Rights, or change Sub
Department Pre Reviewer/Post Reviewer. To change Sub Department Assignments, the user
should select the “Change Sub Department Assignments” option to proceed with the
Assignments process.

N Certification
University

To aszign Sub DC, Pre Reviewer, or Post Reviewer for the entire Depanment or 8 Sub Deparimerd, click onc

Change Assi for or Sub D

= 7 To change szsignmerts for indiidusl(s), click o

Change Assignmants for Individuals

Link Descriptions:

Change Assignments The user can change Sub DC/Update Sub DC Rights, or change Sub
for Department Department Pre or Post Reviewer.

or Sub Departments:

Change Assignments The user can change the Pre Reviewer, Certifier, or Post Reviewer on

for Individuals: an individual basis; or assign the individual to a different Sub
Department.

Return to Home: The user will be redirected to the home page of the Effort Reporting
System.

Copyright © 2006 MAXIMUS, Inc. 11
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Screen Description:

Once the user selects the “Change Sub Department Assignments” option, the user will be
directed to select a Sub Department. The user will only be presented with Sub Department(s)
assigned to the user. The respective Sub DC, Pre Reviewer, and Post Reviewer for that
department will be displayed next to the department name. In addition, the Sub DC Rights and
the Pre Review requirements will be displayed with the ‘Y’ or ‘N’ designation. To select a Sub
Department, select the radio button next to the listed Sub Department name. Hit “Proceed” to
continue.

ﬁTula_mE B Certification

University
= Yo h ! .
W are in charge of the following sub depanmentiz). Flease select from the following list and chck Proceed 10 continue with the Assignments process.
i 4202

Fre feview Sub Depariment Assignments Sub DC Hights

Conwy | St Sub Depariment | Sub OC | Pror Rievitman I Post Reviman ‘Allawe Mo Pree Review Edit Pro Reviewss Edit Contifier Edit Post Reviewer

Fioat Finview 42458, FTILASTNAME, FIRSTNAMES 11 1LASTNAME, FIRSTNAME! | ZRBLASTNAME, FIRSTNAMEISSS N N N N

#poning —

Button Functions:
Back: The current activity will be terminated. The information

populated within the screen will not be saved and the user will be
directed to the previous screen or phase within the Assignments
process.

Proceed: The user can proceed with the Assignments process. You must
select a department in order to proceed.

12 Copyright © 2006 MAXIMUS, Inc.



Screen Description:

Once the user selects the Sub Department, the user will be presented with relevant information
for the selected Sub Department. The respective Sub DC, Pre Reviewer, and Post Reviewer for
that department will be displayed. In addition, the Sub DC Rights and the Pre Review
requirements will be displayed with the 'Y’ or ‘N’ designation. The user will have three options to
choose from: “Change Sub DC/Update Sub DC Rights”, “Change Sub Department Pre
Reviewer”, and “Change Sub Department Post Reviewer”.

@’[LiI]ane  Certification

IVersity

CERT I
You have selected cost center 42454 . Physiology
Anh d
= ¥ 1his is correct, select the option and chick Proceed. ¥ this i3 not correct, please click Back to select another cost center
Teview
| Current Sottings For Sub Department 42454 . Physiology
o | Siib Sub DC Rights
| Sub Deparment Sub DC [ Pra Reviewsr | Post Reviawnr Allow Mo Pre Raview  Edit Pro | Edlit Canifier |
iy 42454 STTILASTNAME, FIRSTNAMETT 11 [ILASTNAME, FIRSTNAME! ZEISLASTNAME, FIRSTNAMEZES N N [ N N
ou have following options to adjust cusrent Sub Depariment Assignments. Please select an appropriate option to continue:
[= Change SubDC / Update SubDC Rights Far 42458
[ 2] Change Sub Department Pre Reviewer For 42454,
o Change Sub Depanment Post Revewsr For 42454,
SEED

Button Functions:

Back: The current activity will be terminated. The information populated within the
screen will not be saved and the user will be directed to the previous screen or
phase within the Assignments process.

Proceed: The user can proceed with the Assignments process. You must select an option
in order to proceed.

Copyright © 2006 MAXIMUS, Inc. 13
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2.1.A Change Sub DC/Update Sub DC Rights

Screen Description:
Once the user selects the “Change Sub DC/Update Sub DC Rights” option, the user will be
directed to select an individual to designate as the Sub DC. The user must reconfirm the Sub
DC status for the individual already designated as the Sub DC. If the requested individual is
not within the specific domain (or not available for selection), the user may search for the
individual by selecting the “Assign somebody not in your domain” option presented on the screen.

‘{Lhﬂa;ne ' Certification
Tiversily

You have selecled the option - Change SubDC /7 Update SubDC Rights for Sub Depariment:

To change Sub O, you may choose ong from the fallowing options:
+ Assign sesakney nat in your damain | ar

® Assign somebady fram the following kst

Frar Rauimw

Fiapoding

C  [BBALASTMAME. FIRSTHAMESS4
c
-
-
=
IS
C © | 44EA
0 43458
c 42454
e e e
= [TIASTMAME, FIRSTNAMES?S 42480
© aTLASTNAME, FIRSTNAMESTA 42454,
e S
— o
s 4245,
C SBLASTNAME, FIRSTNAMESS FEITTY
© SELASTNAME, FIRSTNAMES 42468
© OA0LASTMAME, FIRSTNAMES0 42464
€ SBILASTNAME, FIRSTNAMESS! 42454
€ BE0LASTNAME, FIRSTNAMESZ 12454
© SHELASTNAME, FIRSTNAMESSS 4246A
© BRLASTNAME, FIRSTNAMESS 43454
€ SSLASTNAME, FIRSTNAMESSS 42454
€ SEGLASTNAME, FIRSTNAMESS 12454
© GELASTNAME, FIRSTNAMESST 12858
© SHLASTNAME, FIRSTNAMESSE 43454
€ SEOLASTNAME, FIRSTNAMESS 42454
© BBLASTMAME, FIRSTHAME® 42454
© BLASTNAME, FIRSTNAMES 12858

Link Descriptions/Button Functions:

Assign somebody To select an individual not listed or outside of the user's domain, the

not in your domain: user will be directed to another screen to search for the individual.
Upon location of the individual, the user can make the Sub DC
designation.

Dynamic alpha The Effort Reporting System presents the listing of individuals in

grouping: alphabetical order. The list may be presented in multiple screens. The

starting and ending alpha sequence is presented at the top and bottom
of the screen, and the user can navigate the list by selecting a specific
alpha link.

Back: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the
previous screen or phase within the Assignments process.

Proceed: The user can proceed with the Assignments process. You must select
an option in order to proceed.

14 Copyright © 2006 MAXIMUS, Inc.



Screen Description:

Once the user designates an individual to be the Sub DC, they will be directed to set the Sub DC
Rights for the selected individual. The specific Sub DC Rights are listed with radio buttons,
enabling or disabling Sub DC Rights. The options will allow the Sub DC to assign no Pre
Reviewer to specific individuals, or change the individual's Pre Reviewer, Certifier, and Post
Reviewer. Upon completion, the user will be directed to a confirmation screen affirming the Sub
DC designation.

@Tul;me B Certification

University
| CERT I
Summary For Sub Department 42458
= Sub Depatment A2454, - Physiolagy
Sub DC: IDOOLASTHAME, FIRSTHAMEI000
Current Role for 1ODOLASTNAME, FIRSTNAME 1000 i5: No Role in ERS
Role for 1MLASTNAME . FIRETNAME 1000 afler assmgnemind will b Sub DT

Please Specity the SubDC Rights fur Sub Department 42458

Allow Sub DE 1o aasagn No Prs Reverwor' 1o misaduals? T Yes © o
[Allow Sub DG to change Pre Revowsr 10 mdmiduals?  Yes © o
\Adlow Sub DIC to change Certifier 10 mdwiduals? © Yes & Ho
Allaw Sub DC to change Past Reviewar to indviduals? T Yes ™ No

W the above information is corect, plesse click Apply 1o apply the change snd procesd. To sslect another employes, click Back

EDEED

Button Functions:

Back: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the previous
screen or phase within the Assignments process.

Apply: The update or modification will be applied to the system.

Copyright © 2006 MAXIMUS, Inc. 15
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Screen Description:
Once the user designates the Sub DC for a specific Sub Department along with the Sub DC

Rights, the user will be directed to reconfirm the Sub DC designation. If an individual has been
replaced as the Sub DC, this reconfirmation will notify the user that the individual was released of
their Sub DC designation and provide their new ERS role. If the individual was reconfirmed as
the Sub DC, that action will also be displayed on the screen.

Tulane Certification = A
B Uy @?}‘ S

| sz I Assignment Confirmation
5 o 1D0DLASTMAME, FIRSTNAME000 haz been sssigned to coordinate for Sub Deparnment 42454
¥ Pl click on Apply hutton 1o complete this assignmint
» - [ Acely ]
=
Button Function:
Apply: The update or modification will be applied to the system.

16 Copyright © 2006 MAXIMUS, Inc.



Screen Description:

Summary of the Sub DC assignment along with the updated Sub DC Rights are presented to the
user with the opportunity to review the information before proceeding to another assignment. For
each Sub Department, the respective Sub DC, Pre Reviewer, and Post Reviewer will be
displayed. In addition, the Sub DC Rights and the Pre Review requirements will be displayed
with the Y’ or ‘N’ designation.

ETulane_ Certification

University
AMOOLASTHARE, FIRSTHAME1000 has bean successfully assigned as Sub DC for Sub Deparment 42454
| Current Suttings For Sub D A5
Sub Departmant Assignments Sub DC Rights
| Sub Department Sub DC | Pra Raviawar | Pust Raviewar [Allow No Pra Review |Edit Pra Raviewer |Edit Cortifier |Edit Post Raviewer
42454, 10000/ LT 1000 1L L 1 [2E35L A N N N ]
Tep Ta corlinue 10 work on other assignment options for the same Sub Department, pleace click on Procaed
Toa wisk an aaig) far ancthine Sub Dip: . plvase click on Retum
To et assignment, chek on Exit
L it T Ratum L Procesd §
Button Functions:
Exit: The current activity will be terminated.
Return: The user will be directed to work on assignments for another Sub
Department.
Proceed: To continue to work on other assignment options within the same Sub
Department.

Copyright © 2006 MAXIMUS, Inc. 17
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2.1.B Change Sub Department Pre Reviewer

Screen Description:

Once the user selects the “Change Sub Department Pre Reviewer” option, the user will be
directed to select an individual to designate as the Pre Reviewer. The user must reconfirm the
Pre Reviewer status for the individual already designated as the Pre Reviewer. If the
requested individual is not within the specific domain (or not available for selection), the user may
search for the individual by selecting the “Assign somebody not in your domain” option presented
on the screen.

‘ow have selacted the optlon - Change Sub Dept Pre Reviewer for Sub Depanment

To ehangs Sub Depanment Eﬁm Rovitwov, you may choose ono for tho fllowing aplions: Dvnamic A|Dha Groupinq

Feepaning

=
T r | WIELASTNAME, FIRSTNAMETNNZ aza5a
© [I00ALASTNAME, FIRSTNAMEINS la2450,
[ 1004LASTHAME, FIRSTNAME1004 42454,
- 100SLASTNAME, FIRSTNAME100S aMa54
© IRLASTNAME. FIRSTNAMETOE a225n
£ [1007LASTNAME, FIRSTNAME 1007 42454
- 1000LASTHAME, FIRSTHAMC 1000 42454,
C [OILASTNAME, FIRSTNAME DS FTTEY
(o 1MLASTMAME, FIRSTNAMET aaRA
r 1010LASTNAME, FIRSTHNAME1010 42454,
- 1011LASTNAME, FIRSTNAMEIDT1 ana5A
 [IMILASTNAME, FIRSTNAMETDTZ FTCrY
£ [I01ILASTNAME, FIRSTNAMEID1S ls245A
r 1014LASTNAME, FIRSTNAME1D14 42454,
al 1015LASTNAME, FIRSTNAMEIDIS A58
C [IMELASTNAME, FIRSTNAMEIDE la228n,
r 101TLASTNAME, FIRSTNAME1017 42454,
- 1018LASTNAME, FIRSTNAMEID1E A58,
 [I019LASTNAME, FIRSTNAMEIDNS FETEEY
c [ICBTLASTNAME, FIRSTNAME 1087 A58
© [IEBLASTNAME, FRETNAME 1088 42458
£ [1089LASTNAME, FIRSTHAME 1063 42454,
[ 1DLASTHAME, FIRSTHAME1DD 42458,
c [IAOLASTHAME, FIRSTNAME 1050 A58

Link Descriptions/Button Functions:

Assign No Pre The user has the option of not assigning a Pre Reviewer for the
Reviewer: selected individual(s). If selected, the Certifiers will be able to certify
their Effort Forms without going through the Pre Review process.

Assign somebody To select an individual not listed or outside of the user’s domain, the

not in your domain: user will be directed to another screen to search for the individual.
Upon location of the individual, the user can make the Sub DC
designation.

Dynamic alpha The Effort Reporting System presents the listing of individuals in

grouping: alphabetical order. The list may be presented in multiple screens. The

starting and ending alpha sequence is presented at the top and bottom
of the screen, and the user can navigate the list by selecting a specific
alpha link.

Back: The current activity will be terminated. The information populated within
18 Copyright © 2006 MAXIMUS, Inc.



the screen will not be saved and the user will be directed to the
previous screen or phase within the Assignments process.

Proceed: The user can proceed with the Assignments process. You must select
an option in order to proceed.

Copyright © 2006 MAXIMUS, Inc. 19
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Screen Description:

Once the user designates an individual to be the Sub Department Pre Reviewer, they will be
directed to confirm the Pre Reviewer’s department assignment and new ERS role for the selected
individual. Upon completion, the user will be directed to a confirmation screen reaffirming the Pre
Reviewer designation.

I Certification @ 8t 40,
EUné\m’w ‘& L, iy .

s
| CERT I
g Summary For Sub Depanment 42458
Sub Depatmant 42454, . Physickagy
Sub Dept Pre Revewsr IDOOLASTNAME , FIRSTNAME 1000
Cuerent Role for 1000LASTHAME, FIRSTMAMEI000 is Sub DC
Role for 1000L E, E1000 afler wll by, Sub OC

W the sbove information 1 conecl, please chek Apply 1o apply the change snd proceed, To select anciher employee, click Back.
‘Waming: Applying 1he assignment changes for the entire Sub Depticost center will ovenwrile the @xisting indrsdual assignments

Loacc L Sy ]

Button Functions:

Back: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the previous
screen or phase within the Assignments process.

Apply: The update or modification will be applied to the system.
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Screen Description:

Once the user designates the Pre Reviewer for a specific Sub Department, the user will be
directed to reconfirm the Pre Reviewer designation. If an individual has been replaced as the Pre
Reviewer, this reconfirmation will notify the user that the individual was released of their Pre
Reviewer designation and provide their new ERS role. If the individual was reconfirmed as the
Pre Reviewer, that action will also be displayed on the screen.

@Tul:_me B Certification

University

| CERT |
£ Assignenent Confirmation
- 100LASTHAME, FIRSTNAMEN000 has been assigned to Pre Review for Sub Deparment 42454,

Please chok on Apply bulton 1o complete this assignment

- L ety ]

Button Function:

Apply: The update or modification will be applied to the system.
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Screen Description:

Summary of the Pre Reviewer assignment along with the updated Pre Reviewer rights are
presented to the user with the opportunity to review the information before proceeding to another
assignment. For each Sub Department, the respective Sub DC, Pre Reviewer, and Post
Reviewer will be displayed. In addition, the Sub DC Rights and the Pre Review requirements will
be displayed with the “Y’ or ‘N’ designation.

TSl Certification ﬁ 1
@Ulk\m’iv % ‘ i

1 1MODLASTHAME, FIRSTHNAME1000 has been successfully assigned as Pre Reviewar for Sub Department 42454
| Current Sattings For Sub Dapanmant 42454 . Physiology
Sub il Sub DC Rights
[Sub Departmant | Sub DC PreReviewer | PostHeviewer [Allow No Pre Review [Edii Pre Reviewer [Edit Certifier Edit Post Reviewer
42454, TOMOLASTMAME, FIRSTNAMEIDDD |1000LASTNAME, FIRETNAMEIIOD JEIELASTMAME, FIRSTNAMETE L] N M N
= To contmise 10 woek on cher assignment options for the same Sub Depariment, please click on Proceed
Towork on | for another Sub Dep , please click on Retum
To exit azzignment, chick on Exht
Leat T rveun T procued J
Button Functions:
Exit: The current activity will be terminated.
Return: The user will be directed to work on assignments for another Sub
Department.
Proceed: To continue to work on other assignment options within the same Sub
Department.
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2.1.C Change Sub Department Post Reviewer

Screen Description:
Once the user selects the “Change Sub Department Post Reviewer” option, the user will be
directed to select an individual to designate as the Post Reviewer. The user must reconfirm the

Post Reviewer status for the individual already designated as the Post Reviewer.

If the

requested individual is not within the specific domain (or not available for selection), the user may
search for the individual by selecting the “Assign somebody not in your domain” option presented

on the screen.

@Tulz_me g
University

You have salacted the option - Change Sub Dept Post Reviewer for Sub

[ . . N‘u‘u‘qn !él;ﬂ

To ehange Sub
sign somebedy ol in your domain. . of
s

Certification

Depatment Post Bearwer, you miay choose one from he fallowing options:

hody fram the following
2. 12-13

13

© 1000LASTRAME , FIRSTNAME 1000 42458,
(sl 1001 LASTRAME, FIRSTNAMEID01 A58
© [IDTILASTNAME, FIRSTNAMEID02 12454
© [I003LASTNAME, FIRSTHAME 1003 42450
fal 1DM4LASTHAME , FIRSTNAME 1004 42458,
(s 1DOSLASTHAME , FIRSTNAME 1005 AJEA
© [IO0BLASTHAME, FIRSTRAME 1006 4454
r [1O07LASTNAME, FIRSTNAME 1007 42458
© [1008LASTMAME, FIRSTIAME 1008 42458
ol 100SLASTHAME, FIRSTNAME 1009 42458,
(ol 1DOLASTMAME, FIRSTHMAME 100 4458
 [1010LASTNAME, FIRSTNAMEIDTD 42458
o [I011LASTNAME, FIRSTNAMEION1 42450
[ 10G2LASTHAME , FIRSTNAME 1002 42458,
[nl 1083LASTHAME, FIRSTNAME 1083 A58
© [ELASTNAME FIRETNAMEIES eIy
© [1085LASTHAME , FIRSTHAME 1085 42450
[ 1D0GLASTHAME, FIRSTHAME 1006 42458,
[al 103TLASTHAME, FIRSTNAME 1087 A58
© UEELASTNAME  FRSTNAME 15 42458
[ 1039LASTHAME , FIRSTNAME 100 42458,
[ 108LASTMAME, FIRSTMAME1D3 A58,
© [IDALASTNAME, FRETNAMEID 2458

i

m

Link Descriptions/Button Functions:

Assign somebody
not in your domain:

Dynamic alpha
grouping:

Back:

Proceed:

Copyright © 2006 MAXIMUS, Inc.

To select an individual not listed or outside of the user's domain, the
user will be directed to another screen to search for the individual.
Upon location of the individual, the user can make the Sub DC
designation.

The Effort Reporting System presents the listing of individuals in
alphabetical order. The list may be presented in multiple screens. The
starting and ending alpha sequence is presented on the top and
bottom of the screen, and the user can navigate the list by selecting a
specific alpha link.

The current activity will be terminated. The information populated
within the screen will not be saved and the user will be directed to the
previous screen or phase within the Assignments process.

The user can proceed with the Assignments process. You must select
an option in order to proceed.
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Screen Description:

Once the user designates an individual to be the Sub Department Post Reviewer, they will be
directed to confirm the Post Reviewer's department assignment and new ERS role for the
selected individual. Upon completion, the user will be directed to a confirmation screen
reaffirming the Post Reviewer designation.

University

@Tulz_me B Certification

[eerT ] ” .
Summary For Sub Department 42458
Sub Depariment. ' 42454, - Physiclogy
Sub Dept Post Reviewsr IDOOLASTNAME, FIRSTNAME1000
Current Role for |UJJLASfW(:. FRSTNAMEIDD i3 Sub DC
Role for 1DOOLASTNAME, FIRSTNAME 000 after asssgramont wal bo Sub OC

W the above information 18 comect, please chok Apply 1o apply the change and procesd. To select another employes, chck Back
Warmnlng: Applying the assignmert changes for the entire Sub Dept/cast center will overaite the existing indsidusl sssignments.

D

Button Functions:

Back: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the previous
screen or phase within the Assignments process.

Apply: The update or modification will be applied to the system.
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Screen Description:

Once the user designates the Post Reviewer for a specific Sub Department, the user will be
directed to reconfirm the Post Reviewer designation. If an individual has been replaced as the
Post Reviewer, this reconfirmation will notify the user that the individual was released of their
Post Reviewer designation and provide their new ERS role. If the individual was reconfirmed as
the Post Reviewer, that action will also be displayed on the screen.

Tlane Certification [T T
EUn'wersiw ﬁﬁ*& L

i Assignment Confirmation
0001 ASTHAME, FIRSTMAME1DO0 has hesn assignod 10 Post Reviow for Sub Dopamont 42458
Please click on Apphy buttan to complete this szsignment
=  Apply |
Button Function:
Apply: The update or modification will be applied to the system.
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Screen Description:

Summary of the Post Reviewer assignment along with the updated Post Reviewer rights are
presented to the user with the opportunity to review the information before proceeding to another
assignment. For each Sub Department, the respective Sub DC, Pre Reviewer, and Post
Reviewer will be displayed. In addition, the Sub DC Rights and the Pre Review requirements will
be displayed with the “Y’ or ‘N’ designation.

GHTeW Certification @{&
University o

1MOLASTHAME, FIRSTNAME1000 has baen successfully assigned as Post Reviewer for Sub Depanment 42454

| Currant Sottings For Sub Department 42450 - Physiology

Sub Sub DT Rights
|Sub Deparment | Sub DC Fre Reviewer [ Fost Reviewer [Allow No Pre Review [Edit Pre Reviewer Edit Certilier Edit Post Reviewer
245 (10001 X 1000 10001 . FIRSTNAMET00 [1000LASTHAME , FIRSTNAMED N N N N
T contmes to work on other assignmnt options for the same Sub Deparmet, plesse ehek on Procesd
To wotk on assig for ancther Sub Dep  pleuse click on Ruturm
To eut igglgﬂm?"l, chck on Exit
[LEit T rotum T procesd |

Button Functions:

Exit: The current activity will be terminated.

Return: The user will be directed to work on assignments for another Sub
Department.

Proceed: To continue to work on other assignment options within the same Sub
Department.
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2.2 Change Individual Assignments

Screen Description:

Once the user selects the “Assignments” menu option, the user will be directed to select from the
two options, “Change Assignments for Departments or Sub Department " or “Change
Assignments for Individuals”. The “Change Assignments for Individuals” option allows the user to
change the Pre Reviewer, Certifier, or Post Reviewer on an individual basis; or assign the
individual to a different Sub Department. To change Individual Assignments, the user should
select the “Change Assignments for Individuals” option to proceed with the Assignments process.

Tu]e;ne B Certification

University

& Sub Digiantment, click o

To changa assignrants for individual(s), click on;

Changu Assdgnmiznts b Individisaks

Link Descriptions:

Change Department The user can change Sub DC/Update Sub DC Rights, or change
or Sub Department Department or Sub Department Pre or Post Reviewer.
Assignments:

Change Assignments The user can change the Pre Reviewer, Certifier, or Post Reviewer on
for Individuals an individual basis; or assign the individual to a different Department or
Sub Department.

Return to Home: The user will be redirected to the home page of the Effort Reporting
System.
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Screen Description:

Once the user selects the “Choose Individual Assignments” option, the user will be directed to
select a Sub Department for the individual(s) whose assignment is to be changed. The user has
the option of selecting more than one Sub Department. If more than one Sub Department is
selected, a single pool of individuals will be generated.

ETqu_me Bl Certification
Un

versity
CERT I
I fou are in charge of the following sub depariment(s). Please select from the following list and click Procead 1o contwue with the Assignments process.
nt
4242
ol Check A) Clear AN
[ saleston . SubDeparmentMame |
— r 42458, Physiology
B L 8ci L procood |

Button Functions:

Check All: The check boxes of the listed Sub Departments will be populated.
Clear All: The check boxes of the listed Sub Departments will be deselected.
Back: The current activity will be terminated. The information populated within

the screen will not be saved and the user will be directed to the previous
screen or phase within the Assignments process.

Proceed: The user can proceed with the Assignments process. You must select
an option in order to proceed.
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Screen Description:

Once the user selects the Sub Department(s), the user will be directed to select the individuals
from a list drawn from the previously selected department(s). The user has the option of
selecting more than one individual. When more than one individual is selected, a single

assignment will apply to all of the selected individuals.

Certification

: AL ""il;
ﬁﬁiﬁ [ Sl ﬁ’a

il Please sefect the employees and click Procead to continue the indmdual assignment

& Chock All tnar Al
0 EmployssMame | SubDepartment | Pmfledews: | Canffier | PosAsvewsr  Alismate Sub Dopt

£ [ 225ILASTNAME, FIRSTNAMEZZSZ | 42454  [IDDDLASTMAME, FIRSTNAMEION) | Z250LASTNAME, FIRSTMAMEZZS?  |IDDOLASTNAME, FIRSTNAMETDDD

= I 225ALASTHAME, FIRSTHAMEZIS! 254 [ID00LAS | FIR 1000 |Z2SALASTMAME, FIRSTNAMEZISA | IDOOLASTMAME, FIRSTHAMEIDOD

= [ Z2S5LASTHAME, FIRSTHAMEZZSS 4245 [IDOOLASTMAME, FIRSTNAMEIOND (22550 F 285 |1000L , 100
I MFOLASTRAME, FRSTNAME2230 42488, NODOLASTNAME, FIRSTMAMEIDDD | 2430LASTNAME, FIRST 2430 1000U FIF 1000
|7 7 LASTHAME, FIRSTNAMEZ807 FETTT [|OOLASTNAME, FIRSTNAMEIOND | [7HI7LASTNAME, FIRSTNAMEZED? | \DDLASTNAME, FIRSTHAMEND
™ 2E05LASTMAME, FIRSTNAMEZ25 42454 [IDNLASTHAME, FIRSTNAMEIOND | 7025LASTHAME, FIRSTNAMEZRDS | ID00LASTNAME, FIRSTNAMEIDND
T B26LASTNAME, FRSTNAMEZAZS 4245 [IDOOLASTNAME, FIRSTNAMEIOND | 20Z6LASTNAME, FIRSTNAMEZNCE |\DDOLASTNAME, FIRSTNAMEID0D
I [BI7LASTNAME, FIRSTNAME282T A48 IDOOLASTNAME, FIRETHAMETDOD | 227LASTN 1000 F E1000
T ZEZBLASTNAME, FIRSTNAMEZS 2458 OLAS A F 0L AF TOLe \F 1000
M EELASTNAME, FIRSTNAMEZ 42458 _'Ill'lllA‘ﬂm_fm‘th‘ﬂ“ ;‘.mlAslNM_FIHSINAMl-M _'||u]lAHINM_HHK‘NAMI:|LI[I
[ ALASTHAME, FIRATRAMEZRS0 42458 [IOO0LASTNAME, FIRSTNAMETO0D | 2RI0LASTNAME, F 2830 10001 £, F 1000
[ 2B31LASTNAME, FIRSTNAMEZO! 4254 [10DOLASTNAME, Fi 1000 [2831L F 231 |[ID00LASTNAME, FIRSTNAME100D
I 2B32LASTNAME, FIRSTNAMEN 42054 [IDDOLASTNAME, FIRSTNAMEIODD  ZBIZLASTMAME, FIRSTNAMEZEIZ | I0OOLASTNAME, FIRSTHAMEID0D
I DEILASTHAME. FIRSTHAMEZS33 H2U5A 1D0OLASTHAME, F 1000 [2833L [+o00L ; 1000
[ [ZEMLASTHAME, FIRSTHAMEZS34 42854 TOOOLASTNAME, FIRSTNAMEIDOD 2034 A 1001 .F 1000
I PEISLASTMAME . FIRSTNAME S A2EA VOLASTNAME . FIRSTNAMEIOND | JHIAL E. F =¥ (MIILAST . FIRST lii1]
I SE30LASTHAME, FIRSTHAMESE30 [Ty IDIOLASTHAME, FIRSTHAMEIDDD  |SE30LASTHAME, F 1000L
T SE3ILASTHAME, FIRSTHAMESSS] 42854 TO0LASTNAME , FIRSTRAME 1000 SEITLASTNAME F T000LAS .
T SAT2LASTNAME, FIHES THAMESHS! 42458, MINLASTRAME | FIRSTRAME D SEIZLASTNAME , FIRSTNAMESETY TINLASTNAME , FIRSTNAME1ID
I SO54LASTMAME, FIRSTNAMESO5S 2054 1DIOLASTMAME, FIRSTHAMETD0D | SESALASTNAME, FIRSTNAMESGS!  1000LASTNAME, FIRSTRHAMETD00
I SS8BLASTHAME, FIRSTHAMESESS A IDIOLASTHAME, FIRSTHAMEIDDD | SBBBLASTHEME, F 1000L
T SEHFLASTNAME, FIRS THAMESSET 42854 TO0LASTNAME , FIRSTRAME 1000 SEEILASTNAME F 1000LAS
L ach T proceed ]

Button Functions:

Check All: The check boxes of the listed Sub Departments will be populated.

Clear All: The check boxes of the listed Sub Departments will be deselected.

Back: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the previous
screen or phase within the Assignments process.

Proceed: The user can proceed with the Assignments process.
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Screen Description:

Once the user selects the individual(s), the user will be presented with the available assignment
options. For each selected individual, the respective Sub Department, Pre Reviewer, Certifier,
Post Reviewer, and Alternate Sub Dept information will be displayed. In addition, the user will

have the four following options to choose from: “Change Pre Reviewer”, “Change Certifier”,
“Change Post Reviewer”, and “Assign to a different Sub Department”.

Jiifil  Certification
University
'. s I You have selected 1o change the assignment setting for the following employees.

[ this is comect, select the option and chick Procead. K this is not coerect, please click Dack to select ather employess.

s © CmployesName |[SubDeparmant | PreReviewsr | Cenifier [ PostReviewsr | Altamato Sub Dept

[2252LASTHAME, FIRSTHAMEXISD 42454 ID00LASTHAME, FIRSTMAME 1000 225NASTNAME, FIRSTNAMEZ252 1000LASTMAME, FIRSTMAME1000
e Z254LASTRAME , FIRSTNAMEZ2SY 42854 1000LASTNAME, FIRSTNAME 100D ZISALAS ok 1254 T000LAS
= [J255LASTNAME , FIRSTNAMEZ2SS 42454 IOLASTNAME, FIRSTNAME 1000 JESLASTNAME, FIRSTNAMEZZSS TOLASTNAME, FIRSTNAME 1000
i MIALASTNAME | FIRSTNAME2430 42454 A000LASTNAME , FIRSTNAME 1000 24ALASTNAME, FIRSTNAME2430 1000LASTNAME , FIRSTNAME 1000
You have following rights 1o change the assignment settings for the above indrmduals. Please select an appropeiate option (o continue.
- Change Pre Reviewer,
c Change Certifier,
& Change Past Riniewir
I

Assign to a dfferent Sub Depattmert

Lo Yoo

Button Functions:

Back: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the previous
screen or phase within the Assignments process.

Proceed: The user can proceed with the Assignments process.
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2.2.A Change Pre Reviewer

Screen Description:

Once the user selects the “Change Pre Reviewer” option, the user will be directed to select an
individual to designate as the Pre Reviewer. The user must reconfirm the Pre Reviewer
status for the individual already designated as the Pre Reviewer. If the requested individual
is not within the specific domain (or not available for selection), the user may search for the
individual by selecting the “Assign somebody not in your domain” option presented on the screen.
Also, the user has the option of not assigning a Pre Reviewer for the selected individual(s). If
selected, the Certifiers will be able to certify their Effort Forms without going through the Pre
Review process.

@Tulqne_ Certification

University

You have salacted the option . Change Pre for the salected employ

To change Pre Rew miry choose ane from the fallowing options
s can cenify the forme without Pre Revewer reviewing the fams), or

Dvnamic Alpha Grouping

16

o 1000LASTHAME, FIRSTNAME 1000 42458
~ 1001 LASTNAME, FIRSTRAMEIOD 42458,
(ad TRLASTNAME , FIRSTRAME 1D ATdAA
r~ 100OLASTNAME | FIRSTNAME 1003 A58
[+ IDIMLASTHAME, FIRSTHAME D04 42454
[ I5LASTNAME, FIRSTNAME 1005 42458
Ll OOELASTNAME, FIRSTRAME 1006 42458
(ad 1007 LASTNAME , FIRSTRAME D07 41458
~ IO0BLASTMAME , FIRSTNAME 10083 42454
3] 1009LASTHAME , FIRSTHAMEIDD? A4S,
) 1DDLASTNAME ., FIRSTHMAME 100 42458
(o 10BSLASTNAME , FIRSTNAME 1085 42454
[ 1086LASTHAME , FIRSTHAME 1006 42454
o 10ETLASTHAME, FIRSTHAME1087 42454
(ol 1EELASTNAME, FIRSTNAME0GS 2854
(o IEELASTNAME . FIRSTNAME 1059 42454
(o IDBLASTNAME, FIRETMAME 108 42454
[ 1D0LASTNAME, FIRSTNAME 1090 424548,

DED

Link Descriptions/Button Functions:

Assign No Pre The user has the option of not assigning a Pre Reviewer for the
Reviewer: selected individual(s). If selected, the Certifiers will be able to certify

their Effort Forms without going through the Pre Review process.

Assigh somebody To select an individual not listed or outside of the user's domain, the

not in your domain: user will be directed to another screen to search for the individual.
Upon location of the individual, the user can make the Pre Reviewer
designation.

Dynamic alpha The Effort Reporting System presents the listing of individuals in

grouping: alphabetical order. The list may be presented in multiple screens. The

starting and ending alpha sequence is presented at the top and bottom
of the screen, and the user can navigate the list by selecting a specific
alpha link.

Back: The current activity will be terminated. The information populated within
Copyright © 2006 MAXIMUS, Inc. 31



CONFIDENTIAL

the screen will not be saved and the user will be directed to the
previous screen or phase within the Assignments process.

Proceed: The user can proceed with the Assignments process.
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Screen Description:

Summary of the Pre Reviewer designation and the updated Pre Reviewer Assignments are
presented to the user with the opportunity to review the information before confirming the
assignment. In addition to the Pre Reviewer Assignments, the current and the intended role for
the selected Pre Reviewer will be listed before the assignment is confirmed.

@’mane  Certification

IVersity

You have selacted 1001LASTNAME, FIRSTHAME1D01 to ba the Pre Raviawsr for following amployaas:
nt [ Employeeame  Sub Department
" TEILASTNAME, FIRSTNAMET2 A4
2254LASTNAME, FIRSTNAMEZ254 42454,
Z2SELASTNAME, FIRSTNAMEZ2SE 42454
2AFLASTMAME, FIRSTMAMEZAI 42458

g Fole for WO1LAS X;
Current Rale for 1001LASTNAME, FIRSTRAMETDD1 16 Fra Revewsr
Role for 1001LASTNAME, FIRSTNAME1001 sfter assignment will be: Fre Reviewer

To select another employes, click Back

Lokl Aly

Button Functions:

Back: The current activity will be terminated. The information populated within
this screen will not be saved and the user will be directed to the previous
screen or phase within the Assignments process.

Apply: The update or modification will be applied to the system.
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Screen Description:

Once the user designates a Pre Reviewer for the specified individual(s), the user will be directed
to reconfirm the Pre Reviewer designation. If an individual has been replaced as the Pre
Reviewer, this reconfirmation will notify the user that the previous individual was released of their
Pre Reviewer designation and will provide their new ERS role. If the same individual was
reconfirmed as the Pre Reviewer, that action will also be displayed on the screen.

Il Certification @ PR
@Unm'w !3- [

r The robe(s) of the following employee(s) for ERS Access may be updated as shown in the table below. Please chck on Apply to complete this assignment
| ERSlewillbe
= 1000LASTHAME , FIRSTHAME 1000 SLBDC
=
Button Function:
Apply: The update or modification will be applied to the system.
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Screen Description:

Summary of the Pre Reviewer Assignments are presented to the user with the opportunity to
review the information before proceeding to another assignment. For each Pre Reviewer, the
assigned individual and their Sub Department will be displayed. In addition, the respective Pre
Reviewer, Certifier, Post Reviewer, and Alternate Sub Dept information will also be displayed.

ETulanE B Certification

University
[cerr )
100114 , Fl 1001 has been assigned as Pre for the following
[Sub Depanmont | PreReviewer | Cemifler | PostReviewss  Alwrmate Sub Dopt
2252LASTNAME , FIRSTNAMEZ252 42454 1001LASTNAME, FIRSTHNAMEID01  225ZLASTNAME, FIRSTNAME2252  |1000LASTNAME, FIRSTHAME100O
225ALASTNAME, FIRSTNAMEZ2SA 42454 10011 P 254U P 1000L A
E [Z255LASTNAME, FIRSTNAMEZISS A2458 100  F ML P =T55 000U .F 111]
= 2ALASTNAME , FIRSTNAME2430 42454 1001 LASTNAME, 1001 243007 e, F 2430 1000LASTNAME | FIRSTNAME 1000

spuies, plirase click on Procoed
priond growip of Sish Departments, please chek on Hetum

e ]
Button Functions:
Exit: The current activity will be terminated.
Return: The current activity will be terminated. The information populated within

the screen will not be saved and the user will be directed to the previous
screen or phase within the Assignments process.

Proceed: To continue to work on other assignment options for the same Sub
Department.
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2.2.B Change Certifier

Screen Description:

Once the user selects the “Change Certifier” option, the user will be directed to select an
individual to designate as the Certifier. The user must reconfirm the Certifier status for the
individual already designated as the Certifier. If the requested individual is not within the
specific domain (or not available for selection), the user may search for the individual by selecting
the “Assign somebody not in your domain” option presented on the screen.

ETulane B Certification
University

Coity

L

Fepaning

o TO00LASTHAME, FIRSTNAMEIO0D FETTEN
© [i00ILASTAME, FIRSTNAMEION 245
e T s
o {4245
© DALASTNAME, FIRSTNAMETINS YTy
£ [IDDSLASTNAME, FIRSTHAMED0S 2454
= Setr—adlions Tl Lol e L i
K= £205A
T MELASTNAME, FIRSTNAMETIR Ta2agn
£ [I00ALASTMAME, FIRSTHAMEIDNS 42454
¢ |[IDOLASTMAME, FIRSTHAMEIDD 42454
© [ID10LASTNAME, FIRSTNAMETDND 2254
 [IOMLASTNAME, FIRSTNAMEIDN 22284
e [I01LASTMAME, FIRSTHAME 1012 13454
[ E7LASTNAME, FIRSTNAMEIDE! 2488
© [INBLASTINAME, FIRSTAMEINSS 4245
e 10B9LASTNAME, FIRSTNAME1002 42454,
s 10BLASTHAME, FIRSTHAME1DE A245A
c IULASTNAME, FIRSTNAMETDE a225A,

Link Descriptions/Button Functions:

Assign somebody To select an individual not listed or outside of the user's domain, the

not in your domain: user will be directed to another screen to search for the individual.
Upon location of the individual, the user can make the Certifier
designation.

Dynamic alpha The Effort Reporting System presents the listing of individuals in

grouping: alphabetical order. The list may be presented in multiple screens. The

starting and ending alpha sequence is presented on the top and bottom
of the screen, and the user can navigate the list by selecting a specific
alpha link.

Back: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the
previous screen or phase within the Assignments process.

Proceed: The user can proceed with the Assignments process.
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Screen Description:

Summary of the Certifier designation and the updated Certifier Assignments are presented to the
user with the opportunity to review the information before confirming the assignment. In addition
to the Certifier Assignments, the current and the intended role for the selected Certifier will be
listed before the assignment is confirmed.

@Tfﬂm B Certification

IVersity
S You have selected 10000 ASTHNAME, FIRSTHAME 1000 to be the Cenifies for following employees:
i [ EmployeeMome  Sub Depanment
n THILASTMNAME . FIRSTMAMETISD 42458
= Hole Adjustment for TO00LASTHAME, FIRS TNAMETOON
Currerd Role for 1000LASTHAME, FIRSTNAMEIDOD s Sub DC
hew Role for IDDOLASTNAME, FIRSTNAME 1000 sfer ssgagnment wall be: Sub DC
et To sefect another employee, click Back
Button Functions:
Back: The current activity will be terminated. The information populated within

the screen will not be saved and the user will be directed to the previous
screen or phase within the Assignments process.

Apply: The update or modification will be applied to the system.
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Screen Description:

Once the user designates a Certifier for the specified individual(s), the user will be directed to
reconfirm the Certifier designation. If an individual has been replaced as the Certifier, this
reconfirmation will notify the user that the previous individual was released of their Certifier
designation and will provide their new ERS role. If the same individual was reconfirmed as the
Certifier, that action will be displayed on the screen.

ETulanE B Certification

University
: _:1 The raleds) of the following employee(s) for ERS Access may be updated 38 shown in the 1able below. Plesse click on Apply 1o complete this sseignmant
gt  oswee
= 225 ASTNAME, FIRSTMAMEZ2S2 NONE
= =
Button Function:.
Apply: The update or modification will be applied to the system.

38 Copyright © 2006 MAXIMUS, Inc.



Screen Description:

Summary of the Certifier Assignments are presented to the user with the opportunity to review the
information before proceeding to another assignment. For each Certifier, the assigned individual
and their Sub Department will be displayed. In addition, the respective Pre Reviewer, Certifier,
Post Reviewer, and Alternate Sub Dept information will also be displayed.

ETulane B Certification

University
=2
i 1000LA L I 1000 has been assigned as Certifler for the following employees.
= |SubDapadmant | PeaReviewar | Cemfic || PostReviewsr  Altarmate Sub Dapt
225ILASTNAME, FIRSTNAMEZZ52 | 42454 1D0ILASTNAME, FIRSTNAMEI0O  100OLASTNAME, FIRSTNAMEIDOD  [1000LASTNAME, FIRSTNAMEIDOO |
To conlinue to work on oiher assignment options for the same group of employees, pleass click on Proceed
To work an assignmenits for darent group of Sub Depanments, please click on Retum
Pol Review To exit assignment, chck on Exit
e fexit I rotirill procosd

Button Functions:

Exit: The current activity will be terminated.

Return: The user will be directed to work on assignments for another Sub
Department.

Proceed: To continue to work on other assignment options for the same Sub
Department.
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2.2.C Change Post Reviewer

Screen Description:

Once the user selects the “Change Post Reviewer” option, the user will be directed to select an
individual to designate as the Post Reviewer. The user must reconfirm the Post Reviewer
status for the individual already designated as the Post Reviewer. If the requested individual
is not within the specific domain (or not available for selection), the user may search for the
individual by selecting the “Assign somebody not in your domain” option presented on the screen.

aTulamE Certification

University

= To chan oid le;mnml'[mcl :n:\.r:?;.l-...;.eu.- fram the foBawang options: DVnamiC AIDha GrOUDinq

Agsign somabody not in your don
Pre Review * Agzsign somebody from the foliowing st

10 1
ettty 0 x
Feat fnview

Feporting

© [IDOOLASTNAME, FIRSTNAME 1000 DA
[l 1001 LASTNAME, FIRSTNAME OO0 2858,
- TRZLASTNAME , FIRSTNAME 1002 42458,
© [ 1D0ILASTHAME, FIRSTNAME 1003 42454,
c IDMLASTNAME FIRSTNAME1004 Ty
=] T0SLASTNAME, FIRSTNAME 1005 A2A5A,
L TIELASTNAME | FIRSTNAME 1005 42458
Lad 1007 LASTHAME | FIRSTMAME 1007 47458
¢ |[IDDELASTHAME, FIRSTNAME 1008 42454,
¢ [IDDILASTNAME, FIRSTNAME 1009 DIEA
(g TOLASTNAME . FIRETNAME 1D 42858,
c 1OLASTHAME | FIRSTNAME 1010 42454,
€ [IDTILASTHAME, FIRSTNAMETDT! w2054,
© [IDIZLASTNAME, FIRSTNAMEID1Z Ty
[ =] 1013LASTNAME, FIRSTNAMEIDT3 L2250,
[ 1014LASTNAME , FIRSTNAME 1014 A2458,
© 101ELASTHAME, FIRSTHAMEID1S 4345,
[IDIELASTNAME, FIRSTNAMEID1E Dz
(o 0BT LASTNAME , FIRSTNAME 1067 42454
ol 1DBALASTNAME | FIRSTNAME 1068 la2454
€ [IDSSLASTNAME, FIRSTNAMET00S 42454
© [IDBLASTMAME, FIRSTHAMEIDS a245A
(ol 1FOLASTNAME, FIRSTNAME 1050 FFITTY

Link Descriptions/Button Functions:

Assignh somebody To select an individual not listed or outside of the user's domain, the

not in your domain: user will be directed to another screen to search for the individual.
Upon location of the individual, the user can make the Post Reviewer
designation.

Dynamic alpha The Effort Reporting System presents the listing of individuals in

grouping: alphabetical order. The list may be presented in multiple screens. The

starting and ending alpha sequence is presented on the top and bottom
of the screen, and the user can navigate the list by selecting a specific
alpha link.

Back: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the
previous screen or phase within the Assignments process.

Proceed: The user can proceed with the Assignments process
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Screen Description:

Summary of the Post Reviewer designation and the updated Post Reviewer Assignments are
presented to the user with the opportunity to review the information before confirming the
assignment. In addition to the Post Reviewer Assignments, the current and the intended role for
the selected Post Reviewer will be listed before the assignment is confirmed.

GTulgme B Certification ﬁ-ﬁ
University g

" i You have selected WODLASTNAME, FIRSTHAMETD0D to be the Post Reviewer for following employees:
Z252LASTNAME, FIRSTNAMEZ2SD 42454
i ole far 1000L. L F
Currerd Role for 1000LASTNAME | FIRSTNAME1000 is: Sub DC
W Role for 1000LASTNAME, FIRSTMAME1000 sfier sssignmert will be Sub DC
Lo To select another employee, click Back
oo hsely 3
Button Functions:
Back: The current activity will be terminated. The information populated within

the screen will not be saved and the user will be directed to the previous
screen or phase within the Assignments process.

Apply: The update or modification will be applied to the system.
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Screen Description:

Once the user designates a Post Reviewer for the specified individual(s), the user will be directed
to reconfirm the Post Reviewer designation. If an individual has been replaced as the Post
Reviewer, this reconfirmation will notify the user that the previous individual was released of their
Post Reviewer designation and will provide their new ERS role. If the same individual was
reconfirmed as the Post Reviewer, that action will also be displayed on the screen.

Tulane Certification ﬁ R SRy
Uniersity % A

Thr ralis) of the fallowing employoe(s) fo ERS Access may be updated as sheawn in the table below, Pleaso click on Apply to complote this sssignmon
mt
1000LASTNAME , FIRSTNAME 1000 SuaDC
Button Function:
Apply: The update or modification will be applied to the system.

42 Copyright © 2006 MAXIMUS, Inc.



Screen Description:

Summary of the Post Reviewer Assignments are presented to the user with the opportunity to
review the information before proceeding to another assignment. For each Post Reviewer, the
assigned individual and their Sub Department will be displayed. In addition, the respective Pre
Reviewer, Certifier, Post Reviewer, and Alternate Sub Dept information will also be displayed.

Tilane Certification I T
§ Uiy @5& %

15l I 1000LASTHAME, FI has heen assigned as Post Reviewer for the following employees.
2mt.ksmw: msmwc::_s: 42451_\ :EIJ]L.'}.:"‘"INAME. I'IRS'I'M[HIII _IMN"INAME. FIRSTMAME1000 1000LASTMAME, FIRSTMAME 1000
To cortinue to work on other assignment cotions for the same goup of employees, please click on Proceed
Cr Te work on stsiqnenands for dfarent group of Sub Depatmants, please click on Ratum
P To euit assignnent, chek on Exit
Button Functions:
Exit: The current activity will be terminated.
Return: The user will be directed to work on Assignments for another Sub
Department.
Proceed: To continue to work on other assignment options for the same Sub
Department.
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2.2.D Assign to a Different Sub Department

Screen Description:

Once the user selects the “Assign to a different Sub Department” option, the user will be directed
to select the specific Sub Department they wish to assign to the selected individual(s). The user
will have to initially select the group list in which the specific Sub Department resides. After the
menu selection for the selected group department is expanded, the user can select the desired
Sub Department.

LT Certification RN
B kv @A}k ks 4

[eerT )
i You have selocted the option - Assign the selecled smployees o another Sub Department
To assign an shemate Sub Depanment. plesze click on @ sign to expand the group list, then click on the link of the Sub Department 1o confinue
Chick on Back bution to select cther indsddusl azsignment optians
m 42454, . Physiology
= =3

Repariing

Button Function:

Back: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the previous
screen or phase within the Assignments process.
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Screen Description:

Summary of the Sub Department reassignment is presented to the user with the opportunity to
review the information before proceeding with the assignment process. The reassignment will
change the Pre Reviewer, Certifier, and Post Reviewer for the selected individuals. The default
Pre Reviewer, Certifier, and Post Reviewer of the newly assigned Sub Department will be
designated as the new Pre Reviewer, Certifier, and Post Reviewer — and if a Sub Department
does not have a default Certifier, then the default Certifier will be the specific individual.

ISl Certification ﬁ S
@Lhmmiw ﬁ" ‘ {"?1.,

You have selacted 1o assign the following employess to Sub Depanment 42454
atigAmant The Pre Reviewer and Certifier for the following employess will be changed to the default Pre Reviewer and Centifier for Sub Depantment 42454, If the Sub Depatment does not have a default
centifier, the default centifier will be the employes(s) themaehes,
[ Post Roviewor willbe
ZEALASTNAME, FIRSTMNAMEZZSZ | 42454 | [IDO0LASTNAME, F ¥ 1000 TEAASTI o F 252 1000LAS =y 1000 A2a54
W sherve information is corect, plesze click Apply. To select anather Sub Depstment &8 alternatve Sub Depstment, click Back
= D

Button Functions:
Back: The current activity will be terminated. The information populated within

the screen will not be saved and the user will be directed to the previous
screen or phase within the Assignments process.

Apply: The update or modification will be applied to the system.
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Screen Description:

Once the user applies the Sub Department assignment, the user will be directed to reconfirm the
new Sub Department designation. If the selected individual has been reassigned another system
role due to the Sub Department reassignment, this reconfirmation will notify the user that the
individual was released of their previous ERS role and assigned a new ERS role. If the same
individual was reassigned with the identical role, the reconfirmation will be displayed on the
screen.

Effort Reporting

System

My Profile + Help ¢ About | Log Off

The role(s) of the following employes(s) for ERS Access may be updated as shown in the table below. Please click on Apply to complete this
Assignment assignment

Pl [ Employes [ ERSlewilthe |

Pre Review [Benjamin,Deck

Cerlify

Post Review

Reporting

Button Function:

Apply: The update or modification will be applied to the system.
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Screen Description:

Summary of the Sub Department reassignment is presented to the user with the opportunity to
review the information before proceeding to another assignment. For each individual reassigned,
the respective individual and their specific ERS related information is displayed. The individual's
Sub Department, Pre Reviewer, Certifier, Post Reviewer, and newly assigned Sub Department
(Alternate Sub Dept) will also be displayed on screen.

Assignment
Notification

Pre Review

Cerlify

Past Review

Reporting

Effort Reportin o ;
Systemg ﬁ%r [\

Miller,Cris has been | as Post Revi for the foll

|Cadae Doyle 61390 |M\Her Cris \Cadae Daoyle \MlHer Cris

To continue to work on other assignment options for the same group of employees, please click on Proceed
Tio wiark on assignrments for different group of Sub Departrments, please click on Return

To exit assignment, click on Exit
I' Return [l Proceed |

Button Functions:

Exit:

Return:

Proceed:

The current activity will be terminated.

The user will be directed to work on assignments for another Sub
Department.

To continue to work on other assignment options within the same Sub
Department.
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2.A Search for an Employee

Screen Description:

When assigning an individual outside of the user’s domain, the system will display a search
screen. This option is engaged when the user selects the “Assign somebody not in your domain”
link. Through this screen, the user will be directed to set search parameters for the specific query
by Employee ID, Name, and/or Sub Department - using any combination of the three. The
entered values do not have to be case specific and can consist of either complete or partial
information. Upon completion of this form, the matching results will be listed on another screen.

csu
Effort

Reportin
S;:Smmg Search For An Employee

(Complete or Partial) Employee ID:
_I (Complete or Partial) Name:l
(Complete or Parial) Sub Department:

Change Sub Department Assignments

Please input complete or partial Employee 1D, Mame or Sub Department information and click on Search button to search the

employee you want to assign as the Pre Reviewer.

Input Field Descriptions:

Employee ID: The user should populate this field with values that are applicable to the
Employee ID of the intended individual. If the user does not enter an
Employee ID in its entirety, the Effort Reporting System will display
individuals whose Employee ID’s contain the value segment entered into
the field.

Name: The user should populate this field with values that are applicable to the
name of the intended individual. If the user does not enter a name in its
entirety, the Effort Reporting System will display individuals whose
names contain the value segment entered into the field.

Sub Department: The user should populate this field with values that are applicable to the
Sub Department of the intended individual. If the user does not enter a
Sub Department in its entirety, the Effort Reporting System will display
individuals whose Sub Departments contain the value segment entered
into the field.
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Button Functions:

Back: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the previous
screen or phase in the Assignments process.

Search: The user will be presented with a list of individuals that meet the criteria
entered through this screen. From there, the user can select the specific
individual.
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Screen Description:

The user will be presented with a list of individuals that meet the criteria determined through the
previous screen. From here, the user can select the desired individual and designate a specific
ERS role or assignment. The list will be presented in alphabetical order, and the search result
has a limit of 100 returns. If the requested individual is not present, please narrow the search
query.

csu

Effort
R;;;ng Please selzct an employee from the fallowing list

Change Sub Department Assighments

[ &  Michel Herminine 26370

[ Profie | [ = IMichel, Sally 110

Button Functions:

Back: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the previous
screen or phase in the Assignments process.

Proceed: The user can select the desired individual and designate a specific ERS
role or assignment.
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3. Notification

This section will introduce the process of Notification through the logic flow of the Effort Reporting
System. After the user selects the Notification menu option, various options will be sequentially
presented on the screen. Below is the breakout of the Notification section, which is cataloged by
the respective functional screen descriptions of the Notification process.

3.1 E-mail Options

3.2 Initial E-mail: Allows the user to send an e-mail to Pre Reviewers and Certifiers with no
pre review to start effort review.

3.3 Reminding E-mail: Allows the user to send e-mail concerning the Certify process of the
Effort Reporting System.

3.4 General E-mail: Allows the user to send group e-mail to all of the Sub Department

Coordinators, Pre Reviewers, Certifiers or Department Coordinators within the Effort
Reporting System.
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3.1 E-Mail Options

Screen Description:

Once the user selects the “Notification” menu option, the user will be directed to select from one
of the three general categories, “Initial E-mail”, “Reminding E-mail”, or “General E-mail”. The
“Initial E-mail” option allows the user to send e-mail notifying Pre Reviewers and Certifiers with no
pre review to start effort reviews. The “Reminding E-mail” option allows the user to send e-malil
concerning the Certify process of the Effort Reporting System. The “General E-mail” option
allows the user to send group e-mail to all of the Sub Department Coordinators, Pre Reviewers,
Certifiers, or Department Coordinators within the Effort Reporting System.

Send Initial Email ta Pre Reviewsre and Cartifiers with no Pre Review

= Notify Pre Reviewars and Cerifiere with No Pre Review to stan eSart reviews

Heminding E-mail:

il Serad Rerninding E-rmail to Pre Reviewass - Bomind Pre R o complite pre s = fiar this following neporting presiod(s)

oy * Curment * Pricr ot & Prioa

& w

e Send Reminding C-mail to Caniflers - Remind Cenifiers to complete effont forms witfch are ready fo be centiffed for the following reponting period(s)

& Currend * Prigs * Curent & Priog
Send Reminding E-mail 1o Post Reviewers - Reming P03t Revewers 10 fnish post redewing efort forms which are ready and require to be post reviewad 1or the fllowing
toparting periads(s)

* Curmnd * Prim * Cumnrt & Prine

Send Rerninding E-rmail 1o Division Heads - Rermnd drision beds (o follow up oo Sorms that haas ben pre ivsd bit b nol bien corified for the fllowing reporting penad(s)
+ Curment * P + Currint & Prioe

General E.mall:

Send E-mail
* Send E-mail &

PRt 1o Home.

Link Descriptions:

E-mail Link: The user will be presented with the appropriate e-mail template. The
template will contain a customized listserv of individual e-mails and
subject line.

Return to Home: The user will be redirected to the home page of the Effort Reporting
System.
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3.2 Initial E-mail

Screen Description:
Once the user selects the “Notification” menu option, the user will be directed to select from one
of the three general categories, “Initial E-mail”, “Reminding E-mail”, or “General E-mail”.

The “Initial E-mail” option allows the user to send e-mail notifying Pre Reviewers and Certifiers
with no pre review to start effort reviews. “Initial E-mail” is used at the start of a current reporting
period.

tial Fmail ta Pra Reviewers and Cartifiers with no Pre Review

= Notify Pre Reviewars and Cerifiere with No Pre Review to stan eSart reviews

Heminding E-mail:

R
= Surdd Rerninding E-rmail to Pre Reviewass - Somind Pre R b complete pre nndewing effort forms far thie following reporting pesiod(s)
Y * Current * it * Curreed & Prine

R Send Reminding C-mail to Caniflers - Remind Cenifiers to complete effont forms witfch are ready fo be centiffed for the following reponting period(s)

® Current * Prios & Cumrent & Prite

Send Reminding E-mail 1o Post Reviewers - Reming P03t Revewers 10 fnish post redewing efort forms which are ready and require to be post reviewad 1or the fllowing
toparting periads(s)
* Cumint * Primn * Cunrint & Prine

Send Rerninding E-rmail 1o Division Heads - Rermnd drision beds (o follow up oo Sorms that haas ben pre ivsd bit b nol bien corified for the fllowing reporting penad(s)
+ Curment * P + Currint & Prioe

il o All Sub Departirerd Coordinators
All Prie Rinewsrg

+ Send E-mal All EviEwers
# Send E-rmail to Cikher Depanment Cooedinstors

PRt 1o Home.

Link Descriptions:

E-mail Link: The user will be presented with the appropriate e-mail template. The
template will contain a customized listserv of individual e-mails and
subject line.

Return to Home: The user will be redirected to the home page of the Effort Reporting
System.
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Screen Description:

Once the user selects from the “Initial E-mail” category, the user will be presented with a
customized e-mail template. The listserv of individual e-mail addresses will be presented on the
template with a check box next to each address. The user has the option of excluding the
individual from receiving the specific e-mail by deselecting the check box next to the specific
individual. The Subject and the Body may be pre-populated, but the Effort Reporting System
allows the sender to make amendments and further customize the e-mail. The sender is also
presented with the option of sending a copy of the e-mail to his or her own e-mail account by
selecting the “Check the box to send a copy to me” option on the template.

(T Certification RV 4
Eu:h-emiw @.ﬂ; QSN

feert
i Subject: [Time te do PreRevew or Certily with no Prel
It's time to do PreReview or Certify with no PreRevew.
Please ga to hilp 110 1 31 4 BB GenmcERS and Profmcs o
= Body: Cenify all ESort Foens that have been assigned to you
Uil G Chuck the box to send a copy to me
— e e
You can unchieck the husxes below t doselec srpmlﬁ:l r::lpinnbﬁ =
Swnel to:
P 100005 .F "egyudarith
F 1001LAS f 001 coms
Button Functions:
Cancel: The current activity will be terminated. The information populated within

the screen will not be saved and the user will be directed to the previous
screen or phase in the Notification process.

Send E-mail: The Effort Reporting System will send the e-mail as populated by the
user, and will be presented with a confirmation screen after the action is
executed.

Check All: The check boxes of the listed Pre Reviewers or Certifiers with no pre

review will be populated.

Clear All: The check boxes of the listed Pre Reviewers or Certifiers with no pre
review will be deselected.
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Screen Description:

Once the user selects the “Send E-mail” option, the user will be presented with a confirmation
screen. If the e-mail was successfully sent, the user will be shown the screen below and will
have the option to go back to the Notification homepage. If not, ERS will display an error
message.

Effort Reporting ﬁ B @

2 out of 2 email(s) have been successfully sent out.
CEM ERS Please click here to go back.

Assignment
Notification
Pre Review
Certify

Post Review

Reporting

Link Description:

Here: The user will be redirected to the Notification homepage.
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3.3 Reminding E-mail

Screen Description:
Once the user selects the “Notification” menu option, the user will be directed to select from one
of the three general categories, “Initial E-mail”, “Reminding E-mail”, or “General E-mail”.

The “Reminding E-mail” option allows the user to send e-mail concerning the Certify process of
the Effort Reporting System. Current Reminding E-mail can be used to notify the Certifier that
their Effort Forms are ready to be certified, whereas Prior Reminding E-mail can be used to notify
Certifiers of delinquent Effort Forms. Both can be achieved through the selection of Current &
Prior Reminding E-mail.

(e Certification ®§$
University 5

CERT Initial F-mail:

Sand Initial Fmail ta Pre Raviewsre and Carifisrs with no Pra Review
. uld = Notify Pra Reviswars and Carifiers with No Pre Review 1o start afiart reviews
»

Heminding

Pre Review

Sord 1y ool £ Panr Renvinweesrss - Romind P Risvir t this folliwing sporting presiod(s)
Cwitty * Cur * P
m w
R Send Reminding C-mail to Caniflers - Remind Cenifiers to complete effont forms witfch are ready fo be centiffed for the following reponting period(s)

& Currend * Prigs * Curent & Priog
Send Reminding E-mail 1o Post Reviewers - Reming P03t Revewers 10 fnish post redewing efort forms which are ready and require to be post reviewad 1or the fllowing
toparting periads(s)

* Curmnd * Prim * Cumnrt & Prine

Send Rerninding E-rmail 1o Division Heads - Rermnd drision beds (o follow up oo Sorms that haas ben pre ivsd bit b nol bien corified for the fllowing reporting penad(s)
+ Curment * P + Currint & Prioe

General E.mall:

* Zend Eornanl bo All Sub Departmerd Coordinators
+ wry

# Send E-mail Diepanment Coordinstors

PRt 1o Home.

Link Descriptions:

E-mail Link: The user will be presented with the appropriate e-mail template. The
template will contain a customized listserv of individual e-mails and
subject line.

Return to Home: The user will be redirected to the home page of the Effort Reporting
System.
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Screen Description:

Once the user selects from the “Reminding E-mail” category, the user will be presented with a
customized e-mail template. The listserv of individual e-mail addresses will be presented on the
template with a check box next to each address. The user has the option of excluding the
individual from receiving the specific e-mail by deselecting the check box next to the specific
individual. The Subject and the Body may be pre-populated, but the Effort Reporting System
allows the sender to make amendments and further customize the e-mail. The sender is also
presented with the option of sending a copy of the e-mail to his or her own e-mail account by
selecting the “Check the box to send a copy to me” option on the template.

Jlii  Certification

University
[cert)
Subject: [Feass finish prereviawing affat farme
t
Pre Aeview Dady:
Cartty
Fout Riview r Chick the box to send a copy to me
Fieparting
All
You can uncheck the boxes balow 1o deselect specific recipients.
Send To: F ID00LASTNAME, F 000" <5y yahoo, cams

F -100LASTHAME . F 1001 *<syedanihuss: com>

Button Functions:

Cancel: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the previous
screen or phase in the Notification process.

Send E-mail: The Effort Reporting System will send the e-mail as populated by the
user, and will be presented with a confirmation screen after the action is
executed.

Check All: The check boxes of the listed Pre Reviewers will be populated.

Clear All: The check boxes of the listed Pre Reviewers will be deselected.
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Screen Description:

Once the user selects the “Send E-mail” option, the user will be presented with a confirmation
screen. If the e-mail was successfully sent, the user will be shown the screen below and will
have the option to go back to the Notification homepage. If not, ERS will display an error
message.

el Effort Reporting
ompliant Stat :
el (BB

2 out of 2 email(s) have been successfully sent out.
CEM ERS Please click here to go back.

Assignment
Notification
Pre Review
Certify

Post Review

Reporting

Link Description:

Here: The user will be redirected to the Notification homepage.
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3.4 General E-mail

Screen Description:
Once the user selects the “Notification” menu option, the user will be directed to select from one
of the three general categories, “Initial E-mail”, “Reminding E-mail”, or “General E-mail”.

The “General E-mail” option allows the user to send group e-mail to all of the Sub Department
Coordinators, Pre Reviewers, Certifiers or Department Coordinators within the system.

Certification

Initlal E.mail:
- Moty Pre Revewers and Cenifiers with Mo Pre Rewew 1o s1an o revews

Reminding E-mail:

P -
12 i Send Reminding E-mail to Pre Reviewars - Remind Pre Reviewers 1o complete pre reviewing effert forms for the following reponting penod(s):
it * Current * Prio « Cument & Prior
- ]
Feparning Send Reminding E-mail to Certiflers - Remind Cenifiers to complete effort forms whieh are ready to be certiffed fot the following reporting period[s)

w Cument = Prior * Curent & Priot

Send Rerminding Exmail to Post Reviewers - Remind Post Revewers 10 firish post revewng effort forms which are ready and require to be post reviewed for the followng
mopating peaods(s)
* Cainent * Priar ® Curment & Prios

Sond Rerninding E-mail to Division Hieads - Rernind dosion hrads 1o Sllow up el forms thal hive been pre risdiwied bul hive not been codded for the followeng roporing perind(s)
* Current + Pror * Current & Pnor

Ganaral E.mall:

All Sub Depanment Coordnators
All Pre Revigwers

Centifigrs

Post Reviewsrs

Dther Depatment Coardinators

# Send E-mai

DRt to Homa

Link Descriptions:

E-mail Link: The user will be presented with the appropriate e-mail template. The
template will contain a customized listserv of individual e-mails and
subject line.

Return to Home: The user will be redirected to the home page of the Effort Reporting
System.
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Screen Description:

Once the user selects from the “General E-mail” category, the user will be presented with a
customized e-mail template. The listserv of individual e-mail addresses will be presented on the
template with a check box next to each address. The user has the option of excluding the
individual from receiving the specific e-mail by deselecting the check box next to the specific
individual. The Subject and the Body may be pre-populated, but the Effort Reporting System
allows the sender to make amendments and further customize the e-mail. The sender is also
presented with the option of sending a copy of the e-mail to his or her own e-mail account by
selecting the “Check the box to send a copy to me” option on the template.

Tulane Certification R/ ek
ﬁthmmiw @& _?-‘""

[eerm]

Subject: |i:ﬂ’ort Forms
e Body:
*y
Frit Review r Check the box to send a copy fo me

You can uncheck the boxes balaw to deselect spacific recipients.
Send to:
F -10nLASTNAME, F 1001 "<syudarth ooz
F =ux NLASTNAME . FIRETNAME 1000 <syedarfhussarS8i@yahoo com>

Button Functions:

Cancel: The current activity will be terminated. The information populated within

the screen will not be saved and the user will be directed to the previous
screen or phase in the Notification process.

Send E-mail: The Effort Reporting System will send the e-mail as populated by the
user, and will be presented with a confirmation screen after the action is
executed.

Check All: The check boxes of the listed Pre Reviewers will be populated.

Clear All: The check boxes of the listed Pre Reviewers will be deselected.
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Screen Description:

Once the user selects the “Send E-mail” option, the user will be presented with a confirmation
screen. If the e-mail was successfully sent, the user will be shown the screen below and will
have the option to go back to the Notification homepage. If not, ERS will display an error
message.

Effort Reporting ﬁ B @

2 out of 2 email(s) have been successfully sent out.
CEM ERS Please click here to go back.

Assignment
Notification
Pre Review
Certify

Post Review

Reporting

Link Description:

Here: The user will be redirected to the Notification homepage.
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4. Pre Review

This section will introduce the process of Pre Reviewing an Effort Form through the logic flow of
the ERS system. After the user selects the Pre Review menu option, various options will be
sequentially presented on the screen. Below is a breakout of the Pre Review section, which is
cataloged by the respective functional screen descriptions of the Pre Review process.

4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.A

4.B

4.C

4.D

62

Pre Reviewed Effort Form by Status/My To Do List: By selecting Pre Review from the
Status/My To Do List the user is electing to view a list of Effort Forms to Pre Review from
the user’s domain that is from the “Current” or “Delinquent” reporting period.

Pre Review Effort Form by Assignment: By selecting “Pre Review All", the user is
electing to Pre Review an Effort Form from a pool of the entire department(s) or sub
department(s) in the Pre Reviewer’'s domain. The “Pre Review” option only allows the user
to Pre Review an Effort Form specifically assigned to the Pre Reviewer within the
department or sub department. The “View Read Only Effort Forms” allows the user to
review only Effort Forms for which the user is assigned to your department or sub
department, but charges to accounts in another department.

Pre Review Effort Form by Reporting Period: By selecting a specific reporting period, the
user is electing to Pre Review an Effort Form applicable to the respective start and end
dates.

Pre Review Effort Form by Department: By selecting a certain department(s), the user
will be presented with a pool of Effort Forms drawn from the selected department(s).

Pre Review Effort Form by Employee: By selecting an employee, the Pre Reviewer will
be presented with the appropriate Effort Form of the selected individual.

Pre Reviewing an Effort Form: The user will be provided with a functional explanation of
the buttons respective to the Pre Review Effort Form, and instructed on how to properly
populate the various input fields within the Form.
4.6 Defining A Cost Transfer: The user can populate the appropriate time period
for the Cost Transfer and then define the cost transfer by applicable Pay Period,
Account, and Natural Account.
Summary of the Pre Reviewed Effort Form: The user is presented with the opportunity to
review the information populated to the Effort Form before proceeding to another Effort
Form.
Adding Accounts to the Effort Form
Populating the Effort Form in Percentage Format

Rounding

Pre Review Effort Form — University Summary
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4.1 Pre Review Effort Form by Status/My To Do List

Screen Description:

This screen presents the user with a list of individuals that have not yet been Pre Reviewed. By
selecting an individual, the Pre Reviewer will be presented with the appropriate Effort Form of the
selected individual. Only one employee’s Effort Form can be selected at a time. On the screen
the user is shown the individuals Name, the Reporting Period that is pending Pre Review, the
individuals Sub Department, Title Code, and the Pre Review, Certified, and Post Reviewed
Status. NOTE: If accessing effort forms through the Status/My To Do List please proceed
to section 4.6 for a continued sequence.

ETulane B Certification

University
CERT )
' [ Heme AP Codelsub Dopilits CouslPie Reviewsd? Ceritedz Pust Reviswo i
A 25 04305 42454 dadads N (saved) N N
42458 nul M (saved) N N
L2858 dasada N (saved) N N
® Rev 42854 dddadd M (saved) N N
AMEA dddadd M (zaved) N H
AMEA dddadd M (zaved) N H
AMEA dddadd M (zaved) N H
P 0EA 0l M (saved) N N
AMEA Adda M (zaved) N N
e
Link Description
Dynamic alpha The Effort Reporting System presents the listing of individuals in
grouping: alphabetical order. The list may be presented in multiple screens. The

starting and ending alpha sequence is presented at the top and bottom
of the screen, and the user can navigate the list by selecting a specific
alpha link.

Name: The user may click on an employee name to bring up the effort report of
that employee.
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4.2 Pre Review Effort Form by Assignment

Screen Description:

Once the user selects the “Pre Review” button from the menu options, the user will be directed to
select from the three options, “Pre Review All", “Pre Review”, or “View Read Only Effort Forms”.
By selecting “Pre Review All", the user is electing to Pre Review an Effort Form drawn from a pool
of the entire department(s) or sub department(s) in the Pre Reviewer's domain. The “Pre
Review” option only allows the user to Pre Review an Effort Form specifically assigned to the Pre
Reviewer within the department or sub department. By selecting “View Read Only Effort Forms”,
the user is electing to view the effort forms of individuals outside of their department.

@Tul:_me B Certification

University

I CERT I

Ti t Fi :
o — BTo Pre Review Efan Forma for All Employees In your domain:

Motification
Tire Teview To Fre Revew Cfon Forms for Employess assigned to you:
[ Pra Review

PEat Roview

Heponing Wiew Raad Onby Effar Forms

Link Descriptions:

Pre Review All: The pool of Effort Forms (from which the Pre Reviewer can choose to
Pre Review) will be drawn from the entire department(s) or sub
department(s) in the Pre Reviewer’'s domain.

Pre Review: The pool of Effort Forms (from which the Pre Reviewer can choose to
Pre Review) will be drawn only from the Effort Forms assigned to the
Pre Reviewer.

View Read Only This option allows you to view employees that charged an account(s)

Effort Forms: belonging to your sub department. However, the individual is outside of
your domain. Therefore, you do not have access to modify the form. If
modifications to your account(s) are needed, you have the option to
email the Pre Reviewer of the form to request that he/she modify it
accordingly to reflect the effort performed.

Return to Home: The user will be redirected to the homepage of the Effort Reporting
System.
Help: A related online help description will be presented to the user in a new

web browser window. To return to the Effort Reporting System, the
user can either close the online help window or select the browser
window in which the Effort Reporting Screen is shown.

64 Copyright © 2006 MAXIMUS, Inc.



FAQs: An online aide with frequently asked questions related the Pre Review
process will be presented to the user in a new web browser window. To
return to the Effort Reporting System, the user can either close the
online help window or select the browser window in which the Effort
Reporting Screen is shown.
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4.3 Pre Review Effort Form by Reporting Period

Screen Description:

Once the user selects the “Pre Review All", “Pre Review” or “View Read Only Effort Forms”
button, the user will be directed to select an Effort Form to Pre Review by predetermined
Reporting Periods. The applicable start and end dates for each period are specified next to the
respective highlighted reporting period link. By selecting a specific reporting period, the user is
electing to Pre Review an Effort Form applicable to the specified start and end dates. Note, the
current period is identified with an arrowhead and “Current Period” designation.

Tilane Certification RS 4
[ @ﬁ? (AT

You hive sidoctid 10 P Review All Emplayees in your domain, Plase select a ieporting povicd fiom the fallowing list and contin

Current Petiod B 043005 AB A0S-04-30
20050201 2005:04-30

Link Description:

Reporting Period: The pool of Effort Forms (from which the Pre Reviewer can choose to
Pre Review) will be drawn from the specific Effort Reporting Period
chosen. The format of the Reporting Period sequence is
month/day/year.
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4.4 Pre Review Effort Form by Department

Screen Description:

Once the user selects the applicable Reporting Period for Pre Review, the user will be directed to
select an Effort Form to Pre Review by departments or sub departments specifically assigned to
the Pre Reviewer. By selecting a certain department(s), the user will be presented with a pool of
Effort Forms drawn from the selected department(s). The user has the option of selecting more
than one department or sub department. If more than one department or sub department is
selected, a single pool of Effort Forms will be generated.

(I Certification il &0
l.hlivemiw ﬁﬁ _!‘-“" 'f'?i).‘

I o I You are m charge of the follewing sub departmentis). Please select from the follewng hst and chek Continue te proceed with the Pro Beaew process. You can optionally
— apply the Filtar options 1 namow down the salection
". Apply Filter: [1s Bl Bl
10 S D ) Sl Dot W 4 D 53] Do
o [ AM5A Physiology 2454 g
[ Cooorue Lo ]
Link Descriptions/Button Functions:
Apply Filter: Using a drop-down menu, Effort Forms can be filtered by department on

their Pre Review (Pre Review, Y or Not Pre Reviewed, N or N Saved)
and Certify (Certify, Y or Not Certified, N or Saved) status.

Check All: The check boxes of the listed departments or sub departments will be
populated.

Clear All: The check boxes of the listed departments or sub departments will be
deselected.

Up/Down Arrow: The displayed information will be sorted according to the selected

column in an ascending or descending manner by line entry.

Continue: Once the departments or sub departments are selected, the user must
click on this button to proceed with the Pre Review process. The user
will be presented with a list of Effort Forms, in which the user will select a
specific Effort Form to Pre Review.

Help: A related online help description will be presented to the user in a new
web browser window. To return to the Effort Reporting System, the user
can either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.
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4.5 Pre Review Effort Form by Employee

Screen Description:

Once the user selects the departments or sub departments to Pre Review, the user will be
directed to select an Effort Form to Pre Review by employee name. By selecting an employee,
the Pre Reviewer will be presented with the appropriate Effort Form of the selected individual.
Only one employee’s Effort Form can be selected at a time.

i Certification
University

Gpll 4
g Al

Raponting Perind 043005

Pleaze click on an emplayee’s name to Pre Review the Effort Forn

424EA ] M (saved) N
42454 prr] N {savad) N
42458 FrrTH] N (saved) N
42454 444444 N N
A245A 42484 ¥ N
42458, 444040 M (i) N
42458, FTTTrT] M {saved) N
42454 dadadd ¥ N
42458 T N (saved) N
42454 T N N
42454 T N (saved) N
42454 . N (saved) N
42454 444444 ¥ N
42454 444444 N (saved) N
42454 444444 N N
42454 444444 ¥ i
42454 444444 ¥ i
42454 . ¥ N
42454 444444 ¥ N

Link Descriptions:

Dynamic alpha

grouping:

Name:

Work on another Sub
Dept group:

Work on another

Reporting Period:

Help:
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The Effort Reporting System presents the listing of individuals in
alphabetical order. The list may be presented in multiple screens. The
starting and ending alpha sequence is presented at the top and bottom
of the screen, and the user can navigate the list by selecting a specific
alpha link.

The user may click on an employee name to bring up the effort report of
that employee.

The user will be redirected to the previous screen in which the user will
be directed to choose the departments or sub departments to Pre
Review.

The user will be redirected to the screen to choose the appropriate
Reporting Period to Pre Review. Once the Reporting Period is
selected, the user will be directed to the department/sub department
selection screen.

A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.
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4.6 Pre Reviewing an Effort Form

Screen Description:

After selecting the Effort Form to Pre Review, the user will be presented with information
consistent with the selections made through the previous screens. Thus, the specific Reporting
Period, department (or sub department), or other information previously selected will be reflected
in the Effort Form. Appropriate input fields should be populated to Pre Review the Effort Form.
The user can also add accounts and populate input fields in a percentage format. Upon
completion, the Pre Reviewer can finish the Pre Review if Cost Transfers were not entered into
the system. Otherwise, the Pre Reviewer will be directed to another screen to confirm and date
the Cost Transfers entered into the Effort Reporting System.

For Effort Forms designated to complete the University Summary Form, please refer to
section 4.D, Pre Review Effort Form — University Summary, for detailed information.

S 25A i me e s | COSt Sharing has
— e .- - been disabled for
| Aca Accours, || _input as w || uUpdate Form || Reset form Tulane.
Payrall Accounts Cost Transfar Cost Sharing

Sponsored Accounts
5234458 6% DEDC-3700-2 Gene Proj 5[1000.00 % s [ 3449 9%
489% [ Bore Marrgw §|1000.00 £ ] 0% 2020000 %

179% 23035074 Coll Bagis l{llllll 0% ) 0% $6 600 00 17%

& £00 0

$20,144 5 % Total Sponsored Accoumnts: §2.,000.00 % oo 0% $30,144 58 s
Mon-Sponsored Accounts

1% 141433002 GENERAL s[o.00 % ] 0% 500,01 1%

§10500 1 27% 2606 3000-4 Unrestricted §|-2000.00 5% § |0 o 0% $2 /0000 2%

§11,300.01 /% Total Hon-Sponsored Accounts: §.2,000.00 5% 000 0% §9.300.01 %

£19, 44459 0% Grand Total: $0.00 0% 000 0% 3944499 100%

Notes

Input Field Descriptions:

Cost Transfer/Cost When in “Input as $” mode, the user should populate these fields with

Sharing: numeric values of no more than two decimal places. Negative values
should be marked with the negative sign in front of the value. By
entering Cost Transfers or Cost Sharing values, the user is amending
the payroll amount. The sum of each column, if an entry is populated to
the Effort Form, must equal zero. The information can also be
populated in a percentage format available to the user through the
“Input as %” button. When in “Input as %" the user must use whole
numbers. Note, the user must be in “Input as $" mode to proceed
with the Pre Review process. The default presentation of the
Effort Form is in the “Input as $” mode.

Notes: The user can populate this field to enter necessary documentation
relating to the Effort Form. The populated information will be made
available to other users who have access to this specific Effort Form
through the entire Effort process.

Salary Cap: The user may notice a Salary Cap message at the top of the page or
see a CAF next to an account. Some agencies, such as the National
Institute of Health (NIH), provide a salary cap limit for certain awards.
Employees that perform effort on grants, which are subject to the NIH
Salary Cap rules, must make sure that they have a Cost Share or Cost
Transfer in order for payroll to accurately reflect their effort.
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Companion Cost
Share:

Button Functions:

Add Account:

Input as %:

Update Form:

Reset Form:

Exit Form:

Save Form:

Proceed:

Help:

Top/Previous/
Next/Last Form:

70
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The user may notice a £5 next to an account. Cost sharing has been
recorded in these accounts via payroll. Changes or adjustments to
these accounts require a cost transfer to be made.

The user can add additional accounts to the Effort Form. The user will
be directed to another screen initiating an account search to locate the
desired account.

The user can populate the Cost Sharing or Cost Transfer information
using percentage values instead of dollar amounts. Note, the user
must be in “Input as $ mode to proceed with the Pre Review
process. Also, if dollar amounts have been entered, the user can view
their respective percentage values by shifting to the “Input as %” mode
or by clicking on “Update Form”.

The Effort Form will be refreshed with the appropriate subtotals and
percentage values.

The Effort Form will be reset — removing any current amendments. All
input fields will be cleared, and the user can repopulate the Effort Form
to Pre Review the Effort Form.

The user will be redirected to the previous menu and the system will
direct the individual to select another Effort Form to Pre Review. The
system will not save changes, and the user can return to Pre Review
the Effort form at a later time.

The system will save any changes made to the Effort Form. If the user
selects to leave the form and return at a later time, the user will be
presented an Effort Form with the changes from the last time the “Save
Form” option was selected.

The user can proceed with the Pre Review process. Note, the user
must be in “Input as $ mode to proceed to the next screen.

A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.

The user can navigate within the Effort Reporting System to view
additional Effort Forms to Pre Review. Note, the user will only have
access to Effort Forms specifically assigned to the individual to Pre
Review.
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Link Descriptions:

Payroll Amount The user will be presented with detailed payroll information of the

Link: related payroll link. Below is a sample of the Payroll Amount screen.
To return to the Effort Form, the user can close the browser window.
The user can filter the payroll detail by Account ID by using the filter at
the top of the screen.

Payroll Details
Reporting Period: 043005

Mame: Codae, Doyle Ermployes 1D: 167982222 Title: Tulane Title
Sub Dept: 42454 Division: DT Title Code: 444444
Change to | all H e
Eﬂnrl
N e o e
0600-3700-2 02/01/2005 02/28/2006 0600 3700 0060 $781 66 $1042.21 26055 §78166
0600-3700-2 03/01/2005 03/31/2005 0600 3700 2 0060 D $701 66 04221 §26055  §70166
0600-3700-2 04/01/2005 04/30/2005 0600 3700 2 0060 O $781 66 §$1042.21  $26055  §78166
SubTL: $3,126.63 $781.65 $2,344.98 6%
0995-3008-3 02/01/2005 02/28/2005 0925 3008 3 0010 O §6.400.00 §8533.33 $213333 $6.40000
0995-3008-3 03/01/2005 03/31/2005 0955 3008 3 0010 O 4$6.400.00 $8533.33 $2,133.33 $6,400.00
0995-3008-3 04/01/2005 04/30/2006 0995 3008 3 0010 O $640000 $8,533.33 $2,133.33 $640000
SubTL: §25,599.99 $6,399.99 $19,200.00  49%
2323-5674-2 02/01/2005 02/28/2005 2323 5674 2 0060 O $220000 $2933.33  $733.33 $2,20000
2323-5674-2 03/01/2005 03/31/2006 2323 5674 2 0060 O $220000 $2933.33  $73333 $220000
2323-5674-2 04/01/2005 04/30/2005 2323 5674 2 00BOD O $220000 $2933.33  $73333 $220000
SubTL: $8,799.99 $2,199.99 $6,600.00 17%
2 02/01/2005 02/28/2005 1414 3300 2 000 O $166 67 $222.23 $55.86  §1BB 6T
1414-3300-2 03/01/2005 03/31/2005 1414 3300 2 0060 O $166 67 §222.23 $55.56 H1BEET
1414-3300-2 04/01/2005 04/30/2005 1414 3300 2 0060 O $166 67 §222.23 55586  §166 67
SubTL: $666.69 $166.68  $500.01 1%
2525-3300-4 02/01/2005 02/28/2005 2525 3300 4 0010 0O $3600.00 $4,800.00 $1.20000 $3 60000
2525-3300-4 03/01/2005 03/31/2005 2525 3300 4 0010 O $3 60000 $4,800.00 $120000 $§3 60000
2525-3300-4 04/01/2005 04/30/2005 2525 3300 4 0010 O %3 60000 $4,800.00 %1,20000 $3 60000

SubTL: $14,400.00 $3,600.00 $10,800.00  27%

5593 305 13,1431 339,044.99]_100%
( Close Window
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The user will be presented with detailed account information of the
related account link. Below is a sample of the Account Detail screen.
To return to the Effort Form, the user can close the browser window.
Note, only Sponsored Accounts will have a detail link.

Sponsored Account Detail Information

Account ID: 0600-3700-2
Department’ SubDepartment: 42454
Description: Gene Praj
Short Description: Gene Proj
Grantor Code: 22222
Grantor Name: MIH
Project ID:
Project Begin Date:
Project End Date:

Wiew sponsored account details Budget Begin Date:

Budget End Date:
Pl Emp ID:

Pl Hame:

Award Date:
Aweard Year:
Status:

Award ID:

Close Window

72
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4.6.A Defining a Cost Transfer

Screen Description:

If the user logs a Cost Transfer during the Pre Review process of the Effort Form, the user will be
presented with the confirmation screen of the entered Cost Transfer. The screen will contain the
accounts impacted by the Cost Transfer and the amount to be transferred. The user is directed
to enter the Pay Period Begin Date and End Date for the transaction. The Begin and End Dates
for the entire reporting period are defaulted. All payroll transactions that are impacted by the
Begin and End Dates will be displayed for the accounts selected for the cost transfer

ting Poviod: DUH0 {@200/700% - (4 307005)
Cost Transfer Summary
MName: Cadan, Doyle Emplayes |0 167912222 Jab Tale: Tulane Title
Sub Dept 42458 Dmsson DT Title Code 4444844
+Amount - Amount
Account
0B00-3700-2 Gene Proj £1.000.00
[995-2000-1 Bone Marrow §1,000.00
2525-3300-4 Unrey’ Ancted 20000
Total 42 00000 §.2,000.00
Beqin Date (mmvddyy) oz~ #for /o5
End Date (mmiddiyy) o+ /[ /fos
Chek Procened (o defe (h ier, or Camoed 1o refin to Pre Riveew Effort Farm
_cance Proceed || Heip
Input Field Descriptions:
Begin/End Date: The format of the input field is Month/Day/Year. The dates will be pre-

populated with the dates for the entire reporting period. The user can
enter a specific date range. Date values should be positive integers
and the date related to the Cost Transfer must be within the Reporting
Period. If the Effort Reporting System does not accept the values
entered into the fields, the user will be directed to an error message

page.

Button Functions:

Cancel: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the
previous screen or phase within the Pre Review process.

Manual Trans: This option will direct the user to another screen to log multiple
transactions for each Cost Transfer.

Submit: The user has entered the Cost Transfer Period and has completed the
Pre Review for the specific Effort Form. The user will be directed to a
summary screen of the Pre Reviewed Effort Form in a read only format.
Information relevant to the Effort Form and the Pre Review process will
be displayed.

Help: A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.

Copyright © 2006 MAXIMUS, Inc. 73



CONFIDENTIAL

4.6.A Defining a Cost Transfer (Cont)

Screen Description:

After entering the Pay Period Begin and End Dates the user is presented with all impacted payroll
transactions for the accounts to be defined. The screen is split into two parts; the top part
contains a status box of the transactions that took place on the effort form. The status box lists
the Account, the Amount to Define, the Amount Defined, and the Amount Undefined. The Bottom
part of the screen lists all Accounts impacted, by Pay Period End Date, by Natural Account. The
user must define each transaction within the appropriate Pay Period. The user may not proceed
until the transactions are fully defined. Note: The user may add an account to define as long
as it was on the effort form, this feature has been provided, to allow for Cost Transfers on
different Natural Accounts within the same Account Number.

COST TRANSFER DEFINED

Heporting Pesiod: DI3005 @201/200% - 143007005

MName: Codae, Doyle Employee ID; 167902222 Job Tile: Tulane Title Wiew Effort [
Sub Dept: 42454, Divtgson: DT Titke Code: 444444

Cost Transfer 1D 10 be assigned: PRE 1150002440937 00

Accound Number Amouri to Define Defined | Undedined
302 Sio0m[ [
9 30003 I 1000 S| 0
262533004 $2.000.00  $2000 | 0

Eained/fcorual Basis

T T e e R e

060037002 0600 104221 [s00 [ 154221 500
95 i3 8% 53333 I:mll [D 03333 i)
252533004 s amom o [1oo0 T

Aga Account. | [setect Account =] [Natural account ]
0000000000000l 0 EenedAccrualBask |
R T e N T
0373172005 080037002 0600 1M221 [osoo  fo 154221 500
01995 30003 ws enn o o [ R ]
wooon o [foo 4300 400
—-:nm—_a

I Earmed/Accrual Basis

e ey ey e ey
[T 080037002 veon  tmazz1 [ [o 221 0
0995 30083 e esn: [so0 o LR 500
252533004 #5  aeom0 o [soo 4300 500

Add Account | [Butect Account =] [natural accoum |
. Jwoa [ s 5wl | 1

REASON glmll: 255 dlll!ﬁnﬂ
Destnbubion changed due 1o extended work on Sponscee d Prograrms
Proceed || Back Help
Input Field Descriptions
Debit/Credit: Open fields used for defining the transaction. The user does not need to

enter (+) or (-) before the entry. Debit/Credit entries automatically
updated in the Status Box at the top of the screen.

Button Functions

Cancel: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the
previous screen or phase within the Pre Review process.
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Reset Form:

Proceed:

Back:

Help:

Link Descriptions:

This option will clear the form and restore the Cost Transfer Values
back to zero.

The user has defined the Cost Transfer specific Effort Form. The user
will be directed to a summary screen of the Cost Transfer in a read only
format.

The user will be returned to the Effort Form. All information entered on
the Cost Transfer Screen will be lost.

A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.

View Effort Form:

Allows the user to view a snapshot of the Pre Review Effort Form

View Payroll Detail:

The user will be presented with detailed payroll information for the Effort
Form.

View Natural
Accounts:

The user will be presented with the Natural Accounts for Tulane
University and their short descriptions.
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4.6.A Defining a Cost Transfer (Cont)

Screen Description:

After defining the Cost Transfer the user is presented with a summary screen. The summary
screen allows the user to view the defined Cost Transfer. The user has the option to print the
Cost Transfer Summary if desired.

COST TRANSFER DEFINED
Reporiing Putiod: 143005 {20100 - U473/ 200%

Name: Codae, Doyle Employes I0: 167902222 Job Title: Tulane Tike
Sub Dept: 42454 Dmagion: OT Title Code: 444444

Cost Transter 10 Assigned: PRE-1T58002448937 00

| S|
Account Number Amount Defined
DREN7100 2 $1,000.00
0995.3000 1 41,000.00
2525 33004 $.2,000.00

- T amolAccwniBs |
(e T

5 200 3 ey B33 S00 L] U333
252533004 525 4400.00 o 1000 F800.00
O600-3710-2 o500 M2 s00 L] 1Bz
037312005 060037002 De0n 221 500 L] 1522
2525.3300.4 9525 4600.00 n 500 A300.00
04202005 094953000 3 0995 B 500 ] 901233
25253300 4 2525 4000.00 [} 500 A300.00
REASON
Distnbudion changed due 1o extended work on Sponsored Programss
| Cancel J[ Proceed )| Print Form )
Button Functions
Cancel: The current activity will be terminated. The user will be returned to the
Effort Form.
Proceed: The user will continue to the Pre Review Summary screen.
Print Form: Allows the user to print the Cost Transfer Summary for their own

records.
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4.6 Summary of the Pre Reviewed Effort Form

Screen Description:

Summary of the Pre Reviewed Effort Form is presented to the user with the opportunity to review
information populated to the Effort Form before proceeding to another Effort Form. Information
pertaining to the Effort Form, and any applicable Cost Transfers and Cost Sharing will be
reflected in the summary of the Effort Form. In addition to the information already presented in
the Pre Review Summary, a detailed breakout of the University Summary is presented to the user
for review. The date of the Pre Review and the name of the Pre Reviewer are also included in
the summary. Under the Cost Transfer Section, a detailed breakout of the Cost Transfer,
consisting of single or multiple transactions, is also included with the status of the export of the
Cost Transfer to the institution’s payroll system. Under the “Exported?” data field, a ‘Y’ or ‘N’
designation will be used to alert the user of the Cost Transfer status. Click on the Trans ID to see
the complete details of the Cost Transfer.

Tulane Universi
Reparting Period: 043005 02101 - 42021005

Narng: Codas. Doyle Ermployee ID: 167982222 Title: Tutane Title L B

0 fe=
SubDopt: 42454 Diision: DT Title Code: 444444 Yum A

Accounts Cost Tramsfer Cost Sharing Total § Total %
Sponsared Accounts

B% Gann ] $1000 00 % sm 0% 534w %

49% Beone Marrow £1000.00 % 000 0% §20.200.00 51%

17% 2303.8674.2 Coll Basis $0.00 0% 000 0% $6 600 00 17%

2% Total Sponsored Accounts: $2,000.00 % $0.00 0% §30,144.50 (L]
Mon-Sponsorad Accounts

1% 1414-330:2 GENERAL 000 % sm 0% som 1%

27%2525-3300-4 Unsestricted £-2000.00 £% 5000 0% £8,800.00 %

0% Tatal Mon-Sponsored Accounts: 42,0000 &4 401000 0% $9,300.01 2%

o Grand Total: £0.00 0% £0.00 0% 3944499 0%

Cost Transher
| T Trans. Bagin Data Trans. End Date | Expord? |
PRE.1 2005-04-30 N

20050201
The above cost transfer may require you to update your payrofll form to reflect changes,

Farm Pre Reviewed By IT11LASTHAME, FIRSTMAMEIT11

Fomm Pre Revmewed On a1
This Eflont Form has been successfully Pre Reviewed. W you would like 8 hard copy of the effort form, peess the prister icon in the top night comer. Press the POF icon 1o downdosd a PDF version of this effort
farm

(e )(_Hep
Tep Foum ) (_ Prev, Form

Button Functions:
Exit: The user will be directed to select another Effort Form to Pre Review
within a selected reporting period and department/sub department.

Print Form/Print The Effort Reporting System will print the summary of the Pre Reviewed

Button: Effort Form.

Top/Previous/ The user can navigate within the Effort Reporting System to view

Next/Last Form: additional Effort Forms to Pre Review. Note, the user will only have
access to Effort Forms specifically assigned to the individual to Pre
Review.

Print to Adobe: The Effort Reporting System will print the summary of the Pre Reviewed

Effort Form to Adobe Acrobat (PDF)
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4.A Adding Accounts to the Effort Form

Screen Description:

Each Effort Form consists of accounts that are specific to each individual. If an applicable
account is not listed within the Effort Form, the Pre Reviewer has the option of adding accounts to
the Effort Form. This option is engaged when the user selects the “Add Account” button on the
Effort Form. Upon selection, the user will be directed to determine the parameters of the initial
search by selecting the sponsor, Sub Department code, and fund attribute of the desired account.

Search Accounts

Please input as much information as possible to narrow down the search

Choose Account Type, and input CNAC Code or Org Code or Budget Chk

@ Sponsored Account
© Mon-Sponsored Account

CNAC Code:
Org Code:
Budget Chk:

If you do not have references to the account, click to search a proposal number.

Input Field Descriptions:

Sponsored/Non- The user must determine if the desired account is sponsored or non-

Sponsored Account:  sponsored. A radio button must be selected in order to proceed with
the process.

CNAC Code, The user should populate these fields with numeric values that are
Org Code, Fund applicable to a certain charge center(s). If the user does not enter a
Code: code in its entirety, the Effort Reporting System will display accounts

that contain the code segment entered into the field.

Button Functions:

Cancel: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the
previous screen or phase in the Pre Review process.

Continue: The user will be presented with a list of accounts that meet the criteria
entered through this screen. From there, the user can select the
specific account to add to the Effort Form.

Help: A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.

78 Copyright © 2006 MAXIMUS, Inc.



Screen Description:

The user can further specify the pool of accounts to select from and then add to the Effort Form
by account number, account description, or the account status. The Effort Reporting System will
automatically adapt to display only the applicable accounts. For example, if the user selects
“Active” from the Account Status drop-down box, the user will only be presented with accounts
(by description and number) that are active.

Add Account

You are going to add a Sponsored Account to Koehne,Potter. Please select an account to add to
the form. The account description and the status will be populated autoratically.

|Please select an account

Account (charged center + fund) |Se|ect an accountj

Account Description IACCDunt Descriptionj

Account Status IAccount Status 'I

Please select a valid account. Click here to start a new search.

Link Descriptions/Button Functions:

Account/Account The user can select the account by using the drop down boxes
Description/ categorized by account number, account description, or account status.
Account Status: Once a selection has been made, the other account attributes will

automatically be adjusted to reflect the most recent category selection.

Here: The current query will be terminated and the user will be directed to
initiate a new search.

Add Account: The new account will be respectively added to the sponsored or non-
sponsored subsection of the Effort Form. The payroll amount for the
new account will be zero; the user can make adjustments through the
Cost Transfer or Cost Sharing column. Added accounts will have an
icon next to each respective account description, and the user can click
on the icon to remove the account from the Effort Form.
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4.B Populating the Effort Form in Percentage Format

Screen Description:
Instead of entering Cost Transfer and Cost Sharing information in dollar amounts, the user can
enter Percentage values to record Cost Transfers and Cost Sharing. Please note, the Effort
Form must be in “Input as $” mode to proceed with the Pre Review process, and the sum of the
Cost Transfers and Cost Sharing must equal zero. The “Proceed” button is not offered as an
option on this screen.

Cost Sharing has
S Oer b T wiwe | Deen disabled for
Tulane.

(LA Account )| _tnput as § )| Unca

Payrall Accounts Cost Transfer Cast Sharing
Spomsered Accounts

% Fene Proj 2 ® §1,00000 50.00 8Mam 9%

o% Bone Marrow 3 % $1.000.00 5 % .00 $20. 20,00 51%

17% 33386743 Coll Basis o % 00 % $0.00 550000 7%

28,144 94 2% Total Sponsored Accounts: 5% §2.000.00 % $0.00 F30,144 98 s
Non Sponsored Accounts

V9 14 F30-2 GENERAL o % Ealii} % .00 $500.00 1%

§ | 7% 253539004 Uneastrictad -5 % $-2.000.00 % $0.00 4380000 2%

$11,300.01 % Total Non-Sponsored Accounts: 5% $:2.000.00 % 50.00 $9.300.01 %

$39,444.99 100% Grand Total: 0% $0.00 0% $0.00 $39,444.99 100%

Hotes

Return 10 Input &8 § mode in crder to proceed

Input Field Descriptions:

Cost Transfer/Cost The user should populate these fields with numeric data that reflect a

Sharing: percentage value. The user must use whole numbers only in “Input as
%" mode. Negative values should be marked with the negative sign in
front of the value. By adding Cost Transfers or Cost Sharing, the user
is amending the payroll amount. The sum of each column (in
percentage), if an entry is populated to the Effort Form, must equal
zero. The information can also be populated in a dollar format available
to the user through the “Input as $” button. Note, the user must be in
the “Input as $” mode to proceed with the Pre Review process.

Notes: The user can populate this field to enter necessary documentation
relating to the certain Effort Form. The populated information will be
made available to other users who have access to this specific Effort
Form through the entire Effort process.
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Button Functions:

Add Account:

Input as $:

Update Form:

Reset Form:

Exit Form:

Save Form:

Help:

The user can add additional accounts to the Effort Form. The user will
be directed to another screen initiating an account search to locate the
desired account.

The user can populate the Cost Sharing or Cost Transfer information
using dollar amounts instead of percentage values. Note, the user
must be in “Input as $ mode to proceed with the Pre Review
process. Also, if percentage values have been entered, the user can
view their respective dollar amounts by shifting to the “Input as $” mode
or clicking on “Update Form”.

The Effort Form will be refreshed with the appropriate subtotals and
dollar amounts.

The Effort Form will be reset — removing any current amendments. All
input fields will be cleared, and the user can repopulate the Effort Form
to Pre Review the Effort Form.

The user will be redirected to the previous menu and the system will
direct the individual to select another Effort Form to Pre Review. The
system will not save changes, and the user can return to the Effort Form
to Pre Review the Effort Form at a later time.

The system will save any changes made to the Effort Form. If the user
selects to leave the form and return at a later time, the user will be
presented an Effort Form with the changes from the last time the “Save
Form” option was selected.

A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.
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Link Descriptions:

Payroll Amount The user will be presented with detailed payroll information of the The user will be

Link: related payroll link. Below is a sample of the Payroll Amount screen.

related payroll lin

To return to the Effort Form, the user can close the browser window. To return to the E

The user can filter the payroll detail by Account ID by using the filter at
the top of the screen.

Repurtmg Period: I]-!SI]I]S
Mame: Codae, Doyle Ermployes 1D: 167982222 Title: Tulane Title
Sub Dept: 42454 Division: DT Title Code: 444444
Change to | all H e
Eﬂnrl
I e e e e s e
0600-3700-2 02/01/2005 02/28/2005 0600 3700 00&0 $781 66 $104221 26055 §78166
0B00-3700-2 03/01/2005 03/31/2005 0600 3700 2 0060 D $781 66 $104221  $26055  §78166
0600-3700-2 04/01/2005 04/30/2005 0600 3700 2 0060 O $781 66 $1042.21  $26055  §78166
SubTL: $3,126.63 $781.65 $2,344.98 6%
0995-3008-3 02/01/2005 02/28/2005 0995 3008 3 0010 O $640000 $8533.33 $2,13333 §6,40000
0995-3008-3 03/01/2005 03/31/2005 0995 3008 3 0010 O $6.400.00 $8,533.33 $2,133.33 $6,400.00
0995-3008-3 04/01/2005 04/30/2005 0995 3008 3 0010 O §6.400.00 $8533.33 $2,13333 $640000
SubTL: $25,599.99 $6,399.99 $19,200.00  49%
2323-5674-2 02/01/2005 02/28/2005 2323 5674 2 0060 O $220000 $2933.33  $733.33 $2,20000
2323-5674-2 03/01/2005 03/31/2006 2323 5674 2 0060 O $220000 $2933.33  $73333 $220000
2323-5674-2 04/01/2005 04/30/2005 2323 5674 2 006D O §220000 293333 73333 220000
SubTL: $B8,799.99 $2,199.99 $6600.00 17%
2 02/01/2005 02/28/2005 1414 3300 2 00s0 O $166 67 $22.23 $a5.86  §1BB 67
1414-3300-2 03/01/2005 03/31/2005 1414 3300 2 0060 0 $166 67 22223 $55.56  §166.67
1414-3300-2 04/01/2005 04/30/2005 1414 3300 2 0080 0O $166 67 $222.23 $55.86  §166.67
SubTL: $666.69 $166.68  $500.01 1%
2525-3300-4 02/01/2005 02/28/2005 2525 3300 4 0010 O $3600.00 §4,800.00 $1.20000 §3,60000
2525-3300-4 03/01/2005 03/31/2005 2525 3300 4 0010 O $3600.00 $4,800.00 $1.20000 $3 60000
2525-3300-4 04/01/2005 04/30/2006 2625 3300 4 0010 O $3600.00 $4,800.00 %120000 $3600.00
SubTL: $14,400.00 $3,600.00 $10,800.00  27%
| Totalss2.503.30[413.148.31/439 444.99] 1004
( Close window
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Account Numbers The user will be presented with detailed account information of the

Link: related account link. Below is a sample of the Account Detail screen.
To return to the Effort Form, the user can close the browser window.
Note, only Sponsored Accounts will have a detail link.

Sponsored Account Detail Information

Account ID: 0600-3700-2
Department’ SubDepartment: 42454
Description: Gene Praj
Short Description: Gene Proj
Grantor Code: 22222
Grantor Name: MIH
Project ID:
Project Begin Date:
Project End Date:
Wiew sponsored account details Budget Begin Date:
Budget End Date:
Pl Emp ID:
Pl Name:
Award Date:
Award Year:
Status:
Aweard ID:

Close Window
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4.C Rounding

ERS Rounding Steps:

1. ERS applies rounding logic to all %’s within the appropriate columns on the Effort Form by
rounding up or down to the nearest whole number. For example, 5.4 = 5% or 5.5 = 6%.

2. ERS summarizes all %’'s within the appropriate columns (rounded to the nearest whole
number from Step 1 above) to see if they total 100%. If all %’s within the appropriate
columns total 100%, the Effort Form passes and ERS takes no further rounding action. If the
%’s within the appropriate columns does not total 100%, ERS proceeds to step 3.

3. ERS determines if the summed total %’s within each appropriate column are (A) greater than
100% or (B) less than 100%.

A. ERS Determines the Percentages are Greater than 100%.

ERS takes the first Non-Sponsored account (in account number order) to determine if it
has been rounded up per Step 1. If so, the Non-sponsored account is rounded down 1%.
If the Total % still does not sum to 100%, ERS will select the next Non-Sponsored
Account and perform the same routine. If there were no further Non-Sponsored Accounts
rounded up in Step 1, ERS will consider the first Sponsored Account (in account number
order) to determine if it has been rounded up per Step 1. If so, the Sponsored account is
rounded down 1%. The routine continues until the Total % sums to 100%. If the Total %
still does not sum to 100% after considering sponsored accounts that were rounded up in
Step 1, “Added Accounts” are then selected to round down to arrive at a summed total of
100%. Payroll Clearing Accounts and Suspense Accounts are not considered in
Rounding. (See Chart 3A for example) NOTE: ERS will only round 1% from each
account.

Chart 3A

The Non Sponsored 4 account was rounded up from 11.6% to 12% per Step 1. Step 2
summarized the percentages totaling 101%. Step 3A took the first Non-Sponsored account, #4
that was rounded up in Step 1 and further rounded the NonSponsored 4 account down 1% (from
12% to 11%) and summed the profile to arrive at 100%.

Actual % Step 1 & 2 Step 3A
Account Before ERS Final
Rounding Rounding Rounding
Sponsored 1 50.0% 50% 50%
Sponsored 2 27.0% 27 % 27%
Non Sponsored 3 12.3% 12% 12%
Non Sponsored 4 11.6% 12% 11%
Total | 101% | 101% | 100%
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4.C Rounding (continued)

ERS Determines the Percentages are Less than 100%.

ERS takes the first Non-Sponsored account (in account number order) to determine if it has been
rounded down per Step 1. If so, the Non-sponsored account is rounded up 1%. If the Total % still
does not sum to 100%, ERS will select the next Non-Sponsored Account and perform the same
routine. If there were no further Non-Sponsored Accounts rounded down in Step 1, ERS will
consider the first Sponsored Account (in account number order) to determine if it has been
rounded down per Step 1. If so, the Sponsored account is rounded up 1%. The routine continues
until the Total % sums to 100%. If the Total % still does not sum to 100% after considering
sponsored accounts that were rounded down in Step 1, “Added Accounts” are then selected to
round up to arrive at a summed total of 100%. Payroll Clearing Accounts and Suspense
Accounts are not considered in rounding. (See Chart 3B for example) NOTE: ERS will only
round 1% from each account.

Chart 3B

The Non Sponsored Account 4 was rounded up from 11.6 to 12% Step 1. In addition Non-
Sponsored 3 was rounded down from 12.3 to 12%. Step 2 summarized the percentages to total
99%. Step 3a took the first Non-Sponsored account that was rounded down in Step 1 and
rounded Non Sponsored 3 1% (from 12 to 13%) and summed the profile to arrive at 100%.

Actual % Step 1 & 2 Step 3A
Account Before ERS Final
Rounding Rounding Rounding

Sponsored 1 50.0% 50% 50%
Sponsored 2 25.0% 25% 25%
Non Sponsored 3 12.3% 12% 13%
Non Sponsored 4 11.6% 12% 12%
Total 98.9% 99% 100%
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4.D Pre Review Effort Form — University Summary

Screen Description:

If an Effort Form has effort associated with non-sponsored funding, the form will be directed to
the University Summary. Through this screen, effort tied to non-sponsored funding will be
itemized by non-sponsored activities. Input fields should be populated with appropriate
percentage values, reflecting the effort spent on that specific activity. NOTE: The Pre Reviewer
does not have to populate the University Summary.

Mame: Codae Doyle Employee ID: 167982222 Title: PI
SubDept: 61390 Division: SC Title Cade: 01
You have indicated that Codae,Doyle spent a total of 19% on University Funded Accounts.
21150 CELLULAR | 3%
6139005160 MED GENERA 16%

If this is correct, please distribute 19% among the following. If 2 percentage is already present, the PreReviewer has already populated the
fields. Please verify that the correct percentages were entered. Click Proceed to certify your effort or Cancel to retum to the Effort Form. For
rnare information click Help.

Enter Positive Integers anly for the following fields

ER!

n
=]
m
=

Instruction

Departmental Research
Administration

Other Institutional Activity

HU -funded NMH/NMFF Activity
HMEF Activity

Industry-Sponsered Clinical Trials

LLLLLL

Total: 27%

Input Field Descriptions:

Numeric Fields: The user should populate these fields with percentage values, itemizing
effort associated with non-sponsored funding by non-sponsored,
University activities. Values should be positive integers, no decimals.
The sum of the entries should equal the sum of the effort associated with
University Funded Accounts. ERS will not accept lesser or greater
totals, and for a detailed definition of each activity, click on the activity
link. By not populating the entry fields, the user has the option of
not itemizing effort by activity.
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Button Functions:

Cancel:

Proceed:

Help:

Copyright © 2006 MAXIMUS, Inc.

The user will be redirected back to the effort form. The
system will not save the changes made to the University
Summary.

The user can proceed with the Pre Review process.
Note: If the University Summary was populated the
sum of the entered values should equal the effort
associated with non-sponsored funding.

A related online help description will be presented to the
user in a new web browser. To return to the Effort
Reporting System, the user can either close the online
help window or select the browser window in which the
Effort Reporting Screen is shown.
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5. Certify

This section will introduce the process of Certifying an Effort Form through the logic flow of the
ERS system. After the user selects the Certify menu option, various options will be sequentially
presented on the screen. Below is a breakout of the Certify section, which is cataloged by the
respective functional screen descriptions of the Certify process.

5.1

5.2

5.3

5.4

5.5

5.6

5.7

5A

5.B

5.C

88

Certify Effort Form by Status/My To Do List: By selecting to Certify by Status/My To
Do List, the user is presented with a list of individuals that have not yet been certified for
the current or delinquent period.

Certify Effort Form by Assignment: The “Certify” option only allows the user to Certify
an Effort Form specifically assigned to the Certifier.

Certify Effort Form by Reporting Period: By selecting a specific reporting period, the
user is electing to Certify an Effort Form applicable to the respective start and end dates.

Certify Effort Form by Employee: By selecting an employee, the individual will be
presented with the appropriate Effort Form of the selected individual.

Certifying an Effort Form: The user will be provided with a functional explanation of the
buttons respective to the Effort Form, and instructed on how to properly populate the
various input fields within the Form.

Electronic Certification of the Effort Form: A summary of the Certified Effort Form is
presented to the user with the opportunity to review the information populated to the
Effort Form before electronically Certifying the Effort Form.

Summary of the Certified Effort Form: The user is presented with the opportunity to
review the Certified Effort Form before proceeding to another Effort Form.

Pre Review Details
Adding Accounts to the Effort Form

Certify Effort Form — University Summary
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5.1 Certify Effort Form by Status/My To Do List

Screen Description:

After choosing to Certify by Status/My To Do List, the user is presented with a list of individuals
that are available to certify. By selecting an individual, the certifier will be presented with the
appropriate Effort Form of the selected individual. Only one employee’s Effort Form can be
selected at a time. On the screen the user is shown the individuals Name, the Reporting Period
that is pending Certification, the individuals Sub Department, Title Code, and the Pre Review,
Certified, and Post Reviewed Status. NOTE: If accessing effort forms through the Status/My
To Do List please proceed to section 5.5 for a continued sequence.

Emm B Certification

University

Effort Farms Panding Cerilfication for Currant Reporiing Pasiad

[ tame T Coislsub DeplTiia CodulPo fevirun? oo Revirwoi?
Cottdy Al A, FIRSTNAMESG 435 4245A 442448 ¥ N N
Codas yle 4305 42454 444444 ¥ N N

Link Description

Dynamic alpha The Effort Reporting System presents the listing of individuals in

grouping: alphabetical order. The list may be presented in multiple screens. The
starting and ending alpha sequence is presented at the top and bottom
of the screen, and the user can navigate the list by selecting a specific
alpha link.

Name: The user may click on an employee name to bring up the effort report of
that employee.
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5.2 Certify Effort Form by Assignment

Screen Description:

Once the user selects the “Certify” button from the menu options, the user will be electing to
Certify an Effort Form. The “Certify” option only allows the user to Certify an Effort Form
specifically assigned to the Certifier.

University

ﬁTul;mE B Certification

BTo Cortify Effort Forms by Heparting Panod

P> Return {0 Har
| 3

Link Descriptions:

Certify: The user will proceed with the Certify process. The pool of Effort Forms
(from which the Certifier can choose to Certify) will be drawn only from
the Effort Forms assigned to the Certifier.

Return to Home: The user will be redirected to the homepage of the Effort Reporting
System.
FAQs: An online aid with frequently asked questions related to the Certify

process will be presented to the user in a new web browser window. To
return to the Effort Reporting System, the user can either close the online
help window or select the browser window in which the Effort Reporting
Screen is shown.
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5.3 Certify Effort Form by Reporting Period

Screen Description:

Once the user selects the “Certify” link, the user will be directed to select an Effort Form to Certify
by predetermined Reporting Periods. The applicable start and end dates for each period are
specified next to the respective highlighted reporting period link. Note, the current period is
identified with an arrowhead and “Current Period” designation. By selecting a specific reporting
period, the user is electing to Certify an Effort Form applicable to the specified start and end
dates.

E’Mane Certification

University

Cerity Effort Forms

Please select a reponting period from the following list 1o continue.

CERT I
Cartiy

[Reporting Periad] Start Date | End Date |

Currant Parlod b 043005 20050201 2005-04-30

Link Description:

Reporting Period: The pool of Effort Forms (from which the Certifier can choose to Certify)
will be based on the specific Effort Reporting Period chosen. The format
of the Reporting Period sequence is month/day/year.
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5.4 Certify Effort Form by Employee

Screen Description:

Once the user selects the Department and the Reporting Period, the user will be directed to
select an Effort Form to Certify by employee name. The Effort Forms available for Certification
will be under the header, “Effort Forms Available to Certify”, and the status of each Effort Form
will be designated with a ‘Y’ or ‘N” under the “Certified” header. By selecting an employee, the
Certifier will be presented with the appropriate Effort Forms of the selected individual. Only one
employee’s Effort Form can be selected at one time.

JUTCHN Certification @ oo
Emm‘w » l“‘“ 'f’?}.,

Centity Effurt Forms
rﬁm Reporting Poriad 043006
Cortfy Please chick on emplaye’s name to Ceniy Effort Form
Effort Forms Available to Certity
42458, 448424 ¥
42458, prassss N
P prome v
42858, ddadad N
Effort Forms not Avallable to Cerify
Hone
Link Descriptions/Button Functions:
First/Previous/ The user can navigate to view additional names not displayed on the
Next/Last: current screen.
Up/Down Arrow: The displayed information will be sorted according to the selected

column in an ascending or descending manner by line entry.

Work on another The user will be redirected to the screen in which the user will have an

Reporting Period: option to choose the appropriate Reporting Period to Certify. Once the
Reporting Period is selected, the user will be directed to the current
selection screen.

Help: A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.
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5.5 Certifying an Effort Form

Screen Description:

After selecting the Effort Form to Certify, the user will be presented with information pertaining to
the specific Effort Form. Appropriate input fields should be populated to Certify the Effort Form.
Please note, if the Payroll % is designated with an asterisk — the value has been adjusted through
the Pre Review process. The Total % values reflect the Payroll and Cost Sharing percentages.
The user can also add accounts and view the Pre Review Details.

For Effort Forms designated to complete the University Summary Form, please refer to
section 5.C, Certify Effort Form — University Summary, for detailed information.

Tulany University e

MName. Codae, Doyle Employes 1D, 167952222 Tile. Tutane Tithe
SubDept: 42434 Dmgsonc DT Tale Code: 4d4a44

| _upante Farm faset Form

Accounts Payroll % Cost Sharing % Total % Caonified Efon %
Sponsared Accatints
Gane Proj ¥ 0% % ils %
Bone Manow §1% * 0% &19 e1 %
Cell Basiz 7% 0% 17% 17 %
Total Sponsored Accounts: s 0% s s
Non Sponsored Accounts
141433002 GENERAL 1% 0% 1% ll %
252633004 Unrostrictod re 0% 2% 1!|| =
Total Non-Sponsored Accounts: ny % 2% 2%
Grand Total: i o% 0% A%
Notes
¥ changes are made to this form, please hit Proceed cr Save Form 1o presene the changes
* This: parcentage has boen adjsted theough Pro Rissew. Ta veow the detads, please chek on Pro Review Details bulten

Please deteming i the percentages are comae 1 [ thay are not camoct, hit the Hatify button to natify your Pre Redower [1he porcentages ae comect, chek on Procead button 1o continus

J [ otify [ telp

Input Field Descriptions:

Certified Effort %: Upon selecting the Effort Form, the Certified Effort % will be populated
with their respective percentages. If the Certifier agrees with the
Certified Effort %, the form can be Certified. Otherwise, the Certified
Effort % column should be amended to reflect the appropriate % values.

Notes: The user can populate this field to enter necessary documentation
relating to the certain Effort Form. The populated information will be
made available to other users who have access to this specific Effort
Form through the entire Effort process.
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Button Functions:

Pre Review Details:

Add Account:

Update Form:

Reset Form:

Exit Form:

Save Form:

Proceed:

Notify:

Help:

94
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Summary of the Pre Reviewed Effort Form is presented to the user. Any
applicable Cost Transfers and Cost Sharing will be reflected in the
summary of the Effort Form. Detailed breakout of the Cost Transfer,
single or multiple transactions will also be included. The date of the Pre
Review and the name of the Pre Reviewer are also included in the
summary.

The user can add additional accounts to the Effort Form. The user will
be directed to another screen initiating an account search to locate the
desired account.

The Effort Form will be refreshed with appropriate subtotals and
percentage values.

The Effort Form will be reset — removing any current amendments. All
input fields will be cleared, and the user can repopulate the Effort Form
to certify the Effort Form.

The user will be redirected to the previous menu and the system will
direct the individual to select another Effort Form to Certify. The system
will not save changes, and the user can return to certify the Effort Form
at a later time.

The system will save any changes made to the Effort Form. If the user
selects to leave the form and return at a later time, the user will be
presented an Effort Form with the changes from the last time the “Save
Form” option was selected.

The user can proceed with the Certify process.

The user can notify your Pre Reviewer via e-mail within the Effort
Reporting System.

A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.
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Link Descriptions:

Payroll Amount The user will be presented with detailed payroll information of the

Link: related payroll link. Below is a sample of the Payroll Amount screen.
To return to the Effort Form, the user can close the browser window.
The user can filter the payroll detail by Account ID by using the filter at
the top of the screen.

Reporting Period: 043005
Marme: Codae, Doyle Employee ID: 167982222 Title: Tulane Title
Sub Dept: 42454 Division: DT Title Code: 444444
ChangetoIAII j =)
Efforl

e | St ool o o 255 S
0B00-3700-2 0240142005 02/28/2005 0500 3700 0060 §781.66 §1.04221  $26055  §7E1EG
0600-3700-2 03/0142005 03/31/2005 0600 3700 2 00RO 0O $781.66 §1.04221  $26055  $7E1.EG
0B00-3700-2 04/01/2005 04/30,/2005 0600 3700 2 0060 0O §781.66 §1.04221  $26055  $7B1EG

SubTL: $3.126.63  $781.69 $2,344.98 6%
0995-3008-3 02/01/2005 02/28/2005 0995 3008 3 0010 0O %5,400.00 $3,533.33 §2,133.33 $6.400.00
0295-3008-3 03/0142005 03/31/2005 0995 3003 3 0010 0O %6,400.00 $3,533.33 $2,133.33 $6,400.00
0995-3008-3 04/01/2005 04/30,/2005 0995 3008 3 0010 0O %6,400.00 $8,533.33 $2,133.33 $6,400.00

SubTL: $25,599.99 $6,399.99 $19,200.00  49%
2323-5674-2 02/01/2005 02/28/2005 2323 5674 2 0060 0O %$2,200.00 §293333  $733.33 $2.200.00
2323-5674-2 03/0142005 03/31/2005 2323 5674 2 0060 0 %$2,200.00 $2933.33  $733.33 $2.200.00
2323-5674-2 04/0142005 04/30/2005 2323 5674 2 0060 0 %$2,200.00 §293333  $733.33 $2.200.00

SubTL: $8,799.99 $2,199.99 $6,600.00 17%
1414-3300-2 02/01/2005 02/28/2005 1414 3300 2 0O0G0 O  $16667 522223 $85.86  $166.67
1414-3300-2 03/01/2005 03/31/2005 1414 3300 2 0060 O  $16B.67 $222.23 $55.66  $166.67
1414-3300-2 0440142005 04/30/2005 1414 3300 2 0060 O 16667 §222.23 $55.56  $1BEE7

SubTL: $666.69  $166.68  $300.01 1%
2525-3300-4 020142005 02/28/2005 25256 3300 4 0010 0O %3,600.00 $4,800.00 §1,200.00 $3600.00
2525-3300-4 03/0142005 03/31/2005 2625 3300 4 0010 0O %3,600.00 $4,800.00 §1,200.00 $3,600.00
2525-3300-4 04/0142005 04/30,/2005 2525 3300 4 0010 0O $3,600.00 $4,800.00 §1,200.00 $3600.00

SubTL: $14,400.00 $3,600.00 $10,800.00 27%
| Total]s52,593.30[$13,148.31[39,444.99 _100%

[ Close Window
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The user will be presented with detailed account information of the
related account link. Below is a sample of the Account Detail screen. To
return to the Effort Form, the user can close the browser window. Note,
only Sponsored Accounts will have a detail link.

‘Wigw sponsored account details

Sponsored Account Detail Information

Account ID: 0600-3700-2
Department’ SubDepartment: 42454
Description: Gene Proj
Short Description: Gene Proj
Grantor Code: 22222
Grantor Name: MIH
Project ID:
Project Begin Date:
Project End Date:
Budget Begin Date:
Budget End Date:
Pl Emp ID:
Pl Name:
Award Date:
Award Year:
Status:
Award I1D:

96
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5.6 Electronic Certification of the Effort Form

Screen Description:

A summary of the Certified Effort Form is presented to the user with the opportunity to review the
information entered to the Form before electronically certifying the Form. If the user does not
agree with the information presented, the user will have the option of returning to the Effort Form
to make necessary adjustments. In addition, a detailed breakout of the University Summary is
presented to the user for review.

Tulane University
provifing Period: GO0 12017005
Mame: Codse, Doyle Employee ID: 167982222 Title: Tulane Title
SubDepl- 42454 Division: DT Tile Code: 444444
Accounts Payroll % Cost Sharing % Total % Centified Effon %
Sponsared Accounts
Gene Proy it 0% % 18%
Bone Marow Ei1%” 0% 51% S1%
Coll Basis 1 0% 17% 17%
Total Sponsored Accounts: ms 0% s %
Non Sponsored Accounts
14143307 GENERAL 1% 0% 1% 1%
2525 33004 Uneestricted 0% 2% 16%
Total Hon.Sponsared Avcounts 3% 0% 1% A%
Grand Total: 111 % W00% 0%

* This percerdage has bean sdjusted in Pre Revew

W sl informiation sbove 13 correct, please chok on Certify, Chck on Retumn 10 retum to the indial form. Chck on Exit Form to retum to the list

| certify that this report reasonably reflacts the acthides for which I, or an employee for whom | have a sultable means of verifying
that the work was performed, am/is compensated from the Compliant State University for the period coverad by this repor,

Cenify )

I the micernation abowe does not reflect your Effort, Do Mot Centdy, Chick on Notify 1o emad your ESort Adrminestraton

Link Descriptions/Button Functions:

Certify: This is an electronic Certification of the Effort Form.

Exit Form: The user will be directed to select another Effort Form to Certify from the
available list.

Return: The user will be redirected to the Effort Form. The necessary

amendments can be made before Certifying the Effort Form.

Help: A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.

Notify: If the information on the Effort Form does not reflect your Effort, do not
Certify your Effort Form and Notify your Effort Administrator.
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5.7 Summary of the Certified Effort Form

Screen Description:

Summary of the Certified Effort Form is presented to the user with the opportunity to review the
information pertaining to the Effort Form. The date of the Certification and the name of the
Certifier are also included in the summary. In addition, a detailed breakout of the University
Summary is presented to the user for review. Upon completion of the Certification, e-mail will be
sent to the Post Reviewer and Certifier.

Tulana Univarsity

poriing Period: (43005 {2

Cetified Effort Statement

Mame: Coda, Doyl Employes 10 167962222 Tale: Tulare Title L= 8 .
SubDept: 42454, Devsion: DT Title Code: 44444 a2
Accounts Payroll % Cast Sharing % Total % Canified Fffant %
Sponsored Accounts
Gene Proj 0% 5 15%
Blone Marrow 519 0% s1% S1%
323 56742 Cell Basis 7% 0% % 7%
Taotal Sponsored Accounts: s 0% s #i%
MNon-Sponsored Accounts
1414.3300-2 GENERAL 1% 0% 1% 1%
22533004 Unrgstneted 2% 0% % 16%
Total Hon Sponsored Accounts: % 0% % 1%
Grand Total: 100 0% 100% 100%
Hotas:
A

1| certify that this report reasonably ref

activities for which I, or an employee for whom | have a suilable means of verifying that the work was performed, am/s compensated from the
Compliant State Univessity far thie period «

by this report.

hed By Codav, Doyle
Form Certified On 871172006
This Effort Form has been successfully Certified. ¥ you would like & hard copy of the eflan form, press the prirter icon in the top right comer, Press the PDF icon 1o download & POF version of this efiort form
Exit Form
Top Form Prev, Form )

Pre Revew Details

If you would Bke to make changes on this certified effort form, please click here

Link Descriptions/Button Functions:

Exit Form: The user will be directed to select another Effort Form to Certify from the
available list.
Print Form: The Effort Reporting System will print the summary of the Certified Effort

Form. The user can also use the printer icon at the top of the screen, or
the user can print to Adobe PDF.

Pre Review Details:  Summary of the Pre Reviewed Effort Form is presented to the user. The
selection criteria of the Effort Form, and any applicable Cost Transfers
and Cost Sharing will be reflected in the summary of the Effort Form.
Detailed breakout of the Cost Transfer, single or multiple transactions will
also be included. The date of the Pre Review and the name of the Pre
Reviewer are also included in the summary.
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5.A Pre Review Details

Screen Description:
Summary of the Pre Reviewed Effort Form is presented to the user with the opportunity to review
the information populated to the Effort Form during the Pre Review process.

Tulane Unheersity
feporting Period: (4005 20172005 - DAZZ005)
S
Narne: Codae, Doyle Employes I0: 167902222 Tithe: Tulane Title
Subept 42454 Division: 0T Titla Code: 444444
Payrall Accounts Cost Transfar Cost Sharing Tatal § Total %
Spansored Accounts
§2.344 -2 Gene Proj $100000 2% 0.00 0% $3344.20 9%
§18.20 m AT Bono Marrw $1000 0 I% oo 1% $20.20000 1%
$8.500.00 17% 2323 56742 Cell Basi 0o 0% 0.00 0% 38 £00.00 17%
§78,144.98 7% Totsl Spansorod Accaunts: 000 A% $0.00 0% 430,144,580 %
Hon-Sponsored Accounts
$400 011 1% 1414 2000:2 GENERAL s 0% 0o 0% $500 01 1%
$10,500.00 2T% 2525-3300-4 Unrestricted 200000 5% 0.00 0% A0 %
$11.300.01 % Tatal NonSponsared Accounts: $.2,000.00 A% $0.00 0% $9,300.01 2%
E:AILR ] 0% Grand Total: $0.00 {0 §0.00 0% §39.440.59 100%
Farn Pre Reviewsd By I7ILASTNAME, FIRSTNAMEST 11
Fom Pre Reviewsd Al D911/2006
Retym
Button Function:
Return: The user will be redirected to the Summary of the Certified Effort Form.
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5.B Adding Accounts to the Effort Form

Screen Description:

Each Effort Form consists of accounts that are specific to each individual. If an applicable
account is not listed within the Effort Form, the Pre Reviewer has the option of adding accounts to
the Effort Form. This option is engaged when the user selects the “Add Account” button on the
Effort Form. Upon selection, the user will be directed to determine the parameters of the initial
search by selecting the sponsor, Sub Department code, and fund attribute of the desired account.

Search Accounts

Please input as much information as possible to narrow down the search

Choose Account Type, and input CNAC Code or Org Code or Budget Chk

@ Sponsored Account
© Mon-Sponsored Account

CNAC Code:
Org Code:
Budget Chk:

If you do not have references to the account, click to search a proposal number.

Input Field Descriptions:

Sponsored/Non- The user must determine if the desired account is sponsored or non-
Sponsored Account:  sponsored. A radio button must be selected in order to proceed with
the process.

CNAC Code, The user should populate these fields with numeric values that are
Org Code, Fund applicable to a certain charge center(s). If the user does not enter a
Code: code in its entirety, the Effort Reporting System will display accounts

that contain the code segment entered into the field.

Here: Allows the user to search for an account to add to the Effort form by
using the proposal number.

Button Functions:

Cancel: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the previous
screen or phase in the Pre Review process.

Continue: The user will be presented with a list of accounts that meet the criteria
entered through this screen. From there, the user can select the specific
account to add to the Effort Form.

Help: A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.
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Screen Description:

The user can further specify the pool of accounts to select from and then add to the Effort Form
by account number, account description, or the account status. The Effort Reporting System will
automatically adapt to display only the applicable accounts. For example, if the user selects
“Active” from the Account Status drop-down box, the user will only be presented with accounts
(by description and number) that are active.

Add Account

You are going to add 2 Sponsored Account to Koehne,Potter. Please select an account to add ta
the form. The account description and the status will be populated autornatically.

Please select an account

Account (charged center + fund) |Se|ect an accountj
Account Description IACCDunt Descriptionj
Account Status IACCDunt Status 'I

Please select a valid account. Click here to start a new search.

Link Descriptions/Button Functions:

Account/Account The user can select the account by using the drop down boxes
Description/Account  categorized by account number, account description, or account status.
Status: Once a selection has been made, the other account attributes will

automatically be adjusted to reflect the most recent category selection.

Here: The current query will be terminated and the user will be directed to
initiate a new search.

Add Account: The new account will be respectively added to the sponsored or non-
sponsored subsection of the Effort Form. The payroll amount for the
new account will be zero; the user can make adjustments through the
Cost Transfer or Cost Sharing column. Added accounts will have an
icon next to each respective account description, and the user can click
on the icon to remove the account from the Effort Form.
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5.C Certify Effort Form — University Summary

Screen Description:

If an Effort Form has effort associated with non-sponsored funding — certain forms can be
directed to the University Summary. Only forms specifically designated by the Central
Administrator to utilize this feature will have access to the University Summary. Through this
screen, effort tied to non-sponsored funding will be itemized by non-sponsored activities. Input
fields should be populated with appropriate percentage values, reflecting the effort spent on that
specific activity. Note: Medical School Certifiers will have to populate the field for “Average
Hours Worked”.

Marne: Codag Doyle Employee 1D: 167982222 Title: PI
SubDept: 1390 Division: SC Title Code: 01

You have indicated that Codae,Doyle spent a total of 19% on University Funded Accounts.

21150 CELLULAR I 3%
6139005160 MED GENERA 16%

If this is correct, please distribute 19% among the following. If a percentage is already present, the PreReviewer has already populated the
fields. Please verify that the corect percentages were entered. Click Proceed to certify your effort or Cancel to retum to the Effort Form. For
mare information click Help.

Enter Positive Integers only for the following fields.

Instruction

Departmental Research
Administration

Other Institutional Activity
HU-funded NMH/NMFF Activity
HMFF Activity

Industry-Sponsored Clinical Trials

LLLLLLS

Total: 27

Ed

Input Field Descriptions:

Numeric Fields: The user should populate these fields with percentage values, itemizing
effort associated with non-sponsored funding by non-sponsored,
University activities. Values should be positive integers, no decimals.
The sum of the entries should be equal to the sum of the effort
associated with University Funded Accounts. ERS will not accept lesser
or greater totals, and for a detailed definition of each activity, click on the
activity link.
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Link Descriptions/Button Functions:

Cancel: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the previous
screen or phase in the Certify process.

Help: A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.

Proceed: The user can proceed with the Certify process. Note, the sum of the
entered values should be equal to the effort associated with non-
sponsored funding.

Reset Form: The University Summary Form will be reset — removing any current

amendments.  All input fields will be cleared, and the user can
repopulate the University Summary Form.
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6. Post Review

This section will introduce the process of Post Reviewing an Effort Form through the logic flow of
the ERS system. After the user selects the Post Review menu option, various options will be
sequentially presented on the screen. Below is a breakout of the Post Review section, which is
cataloged by the respective functional screen descriptions of the Post Review process.

6.1

6.2

6.3

6.4

6.5

6.6

6.7

6.A

6.B

6.C

6.D

104

Post Review Effort Form by Status/My To Do List: By selecting Post Review from the
Status/My To Do List the user is electing to view a list of Effort Forms to Post Review
from the user's domain that is from the “Current” or “Delinquent” reporting period.

Post Review Effort Form by Assignment: By selecting “Post Review All”, the user is
electing to Post Review an Effort Form from a pool of the entire department(s) or sub
department(s) in the Post Reviewer's domain. The “Post Review” option only allows the
user to Post Review an Effort Form specifically assigned to the Post Reviewer within the
department or sub department.

Post Review Effort Form by Reporting Period: By selecting a specific reporting
period, the user is electing to Post Review an Effort Form applicable to the respective
start and end dates.

Post Review Effort Form by Department: By selecting a certain department(s), the
user will be presented with a pool of Effort Forms drawn from the selected department(s).

Post Review Effort Form by Employee: By selecting an employee, the Post Reviewer
will be presented with the appropriate Effort Form of the selected individual.

Post Reviewing an Effort Form: The user will be provided with a functional explanation
of the buttons respective to the Post Review Effort Form, and instructed on how to
properly populate the various input fields within the Form.

6.6.A Defining A Cost Transfer: The user can populate the appropriate time

period for the Cost Transfer and then define the cost transfer by applicable
Pay Period, Account, and Natural Account.

Summary of the Post Reviewed Effort Form: The user is presented with the
opportunity to review the information populated to the Effort Form before proceeding to
another Effort Form.

Populating the Effort Form in Percentage Format

Rounding

Pre Review Details

Post Review Threshold
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6.1 Post Review Effort Form by Status/My To Do List

Screen Description:

This screen presents the user with a list of individuals that have not yet been Post Reviewed. By
selecting an individual, the Post Reviewer will be presented with the appropriate Effort Form of
the selected individual. Only one employee’s Effort Form can be selected at a time. On the
screen the user is shown the individuals Name, the Reporting Period that is pending Post
Review, the individuals Sub Department, Title Code, and the Pre Review, Certified, and Post
Reviewed Status. NOTE: If accessing effort forms through the Status/My To Do List please
proceed to section 4.6 for a continued sequence.

@Tul;me l Certification ﬁg& :
University ’

Effort Forms Panding Post Review for Current Reporting Period

dolSub Dol Tt CotelPen Reviewod?[Coned? Pt Reviewod?
4 (MIATH L2454 4484348 ¥ Y N
MINEH 42858, 4484248 Y Y N

4 [(MINH 42454 444444 ¥ Y N [sived)

Link Description

Dynamic alpha The Effort Reporting System presents the listing of individuals in

grouping: alphabetical order. The list may be presented in multiple screens. The
starting and ending alpha sequence is presented at the top and bottom
of the screen, and the user can navigate the list by selecting a specific
alpha link.

Name: The user may click on an employee name to bring up the effort report of
that employee.
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6.2 Post Review Effort Form by Assignment

Screen Description:

Once the user selects the “Post Review” button from the menu options, the user will be directed
to select from the two options, “Post Review All” or “Post Review”. By selecting “Post Review
All", the user is electing to Post Review an Effort Form drawn from a pool of the entire
department(s) or sub department(s) in the Post Reviewer's domain. The “Post Review” option
only allows the user to Post Review an Effort Form specifically assigned to the Post Reviewer
within the department or sub department.

'I'ulane B Certification

University

Post Review Effort Forms

I CERT |

Wio Post Rewew Effort Forms for All Employees in your domain:
Astgament pray e

Post Heview All
Hatification
Pre Aeview BTo Post Review Efiort Forms for Employees assigned to you:

= Post Reinrw
P finview = Retum N
»EAD

Feporing

Link Descriptions:

Post Review All: The pool of Effort Forms (from which the Post Reviewer can choose to
Post Review) will be drawn from the entire department(s) or sub
department(s) in the Post Reviewer’'s domain.

Post Review: The pool of Effort Forms (from which the Post Reviewer can choose to
Post Review) will be drawn only from the Effort Forms assigned to the
Post Reviewer.

Return to Home: The user will be redirected to the homepage of the Effort Reporting
System.
FAQs: An online aid where frequently asked questions related to the Post

Review process will be presented to the user in a new web browser
window. To return to the Effort Reporting System, the user can either
close the online help window or select the browser window in which the
Effort Reporting Screen is shown.
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6.3 Post Review Effort Form by Reporting Period

Screen Description:

Once the user selects the “Post Review All” or “Post Review” link, the user will be directed to
select an Effort Form to Post Review by predetermined Reporting Periods. The applicable start
and end dates for each period are specified next to the respective highlighted reporting period
link. By selecting a specific reporting period, the user is electing to Post Review an Effort Form
applicable to the specified start and end dates. Note, the Current Period is identified with an
arrowhead and “Current Period” designation.

University

@‘I‘ul;me jl Certification

'ost Review Effor Forms

f CERT, |

ou have selected to Post Review for all emplayees in your domain, Please select a reporting penod from the followang list and continue.

Currant Pariod B 43005 M060201 20050430

Link Description:

Reporting Period: The pool of Effort Forms (from which the Post Reviewer can choose to
Post Review) will be drawn from the specific Effort Reporting Period
chosen. The format of the Reporting Period sequence is
month/day/year.
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6.4 Post Review Effort Form by Department

Screen Description:

Once the user selects the applicable Reporting Period for Post Review, the user will be directed
to select an Effort Form to Post Review by departments or sub departments specifically assigned
to the Post Reviewer. By selecting a certain department(s), the user will be presented with a pool
of Effort Forms drawn from the selected department(s). The user has the option of selecting
more than one department or sub department. If more than one department or sub department is
selected, a single pool of Effort Forms will be generated.

{9 Certification =) F oo
B ey @& LA

Post Review Effort Forms
2 fou are in charge of the following sub departmant(s). Please select from the following list and click Continue to procesd with Post Rieview process. You can oplicnally
AR apply the Filier options 1o nasrow down the selection.
:"":“":" Apply Fitter: [1io H[we £ |
L Continge Hgip

Link Descriptions/Button Functions:

Apply Filter: Using a drop-down menu, Effort Forms can be filtered by department on
their Pre Review and Certify status.

Check All: The check boxes of the listed departments or sub departments will be
populated.

Clear All: The check boxes of the listed departments or sub departments will be
deselected.

Up/Down Arrow: The displayed information will be sorted according to the selected

column in an ascending or descending manner by line entry.

Continue: Once the departments or sub departments are selected, the user must
click on this button to proceed with the Post Review process. The user
will be presented with a list of Effort Forms, in which the user will select a
specific Effort Form to Post Review.

Help: A related online help description will be presented to the user in a new
web browser window. To return to the Effort Reporting System, the user
can either close the online help window or select the browser window in
which the effort reporting screen is shown.
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6.5 Post Review Effort Form by Employee

Screen Description:

Once the user selects the departments or sub departments to Post Review, the user will be
directed to select an Effort Form to Post Review by employee name. By selecting an employee,
the Post Reviewer will be presented with the appropriate Effort Form for the selected individual.
Only one employee’s Effort Form can be selected at one time. Note, the status of each Effort
Form is displayed with a “Y” or “N” under the “Certify” and “Post Review” columns. The status of
Cost Transfers is listed in the far right hand column with symbols of P, R, and E. Only Effort
Forms listed under “Post Review Required” need to be Post Reviewed.

Tulane Certification A= A0,
Eummm dﬁ?ﬂ& ?“' f&ﬁ

Post Review Effort Forms
CERT | Reporting Period 043005
A 2.3 -4 40-Co

Please chek on employee's name 1o Post Revew Effort Forrm

Post Roviewee?

Pt Hiswivw Biequired {Flan Formes Updated By Cerifieng
L8R 448288 ¥ ¥
v 42884 414442 ¥ ¥
42884 414442 ¥ N {Sied)
42884 diaza ¥ N
st Review Hut Required {Eflon | orms Not Updated By Certilier)
Hone
Not Awailable To Post Review (Efon Forms Not Certdfled)
ADOTLASTHAME, FIRSTHAMELOOT 42454 A44444 H L}
ARBELASTHAME, FIRSTNAMELOEE 42454 A44444 H L}
ADETLASTHAME, FIRSTNAME28T 2454 44444 M H
A200LASTHAME, FIRSTHAME 4203 42454 A44444 H H
A969LASTNAME , FIRSTNAME4989 42458 A44444 L L}
4991LASTNAME  FIRSTHAME4291 42458 A44444 N L}
A292LASTNAME , FIRSTNAME4902 42458 A44444 N L}
AG0LASTNAME | FIRSTNAME 4393 42454 d44444 N N
ATMLASTHNAME | FIRSTNAME 4394 42454 414444 N N
A995LASTNAME, FIRSTNAME4395 42454 414444 N N
SFNELASTNAME, FIRSTNAMESIS 42454 N N
SES1LASTNAME, FIRSTNAMESSS! 42454 414444 N N
SHTILASTNAME  FIRSTNAMESEED 42454 414444 N N
SEIILASTNAME, FIRSTNAMESS 42854 2242 L N
SEELASTNAME, FIRSTNAMESSS A2854 - N N
SHETLASTNAME, FIRSTNAMESSST A285A L4442 L N

Link Descriptions/Button Functions:

Dynamic alpha The Effort Reporting System presents the listing of individuals in

grouping: alphabetical order. The list may be presented in multiple screens. The
starting and ending alpha sequence is presented at the top and bottom
of the screen, and the user can navigate the list by selecting a specific
alpha link.

Name: The user may click on an employee name to bring up the effort report of
that employee.

Work on another Sub  The user will be redirected to the previous screen in order to choose the

Dept group: departments or sub departments to Post Review.
Work on another The user will be redirected to the screen to choose the appropriate
Reporting Period: Reporting Period to Post Review. Once the Reporting Period is

selected, the user will be directed to the department/sub department
selection screen.
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Help:
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A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.
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6.6 Post Reviewing an Effort Form

Screen Description:

After selecting the Effort Form to Post Review, the user will be presented with information
consistent with the selections made through the previous screens. Thus, the specific Reporting
Period, department (or sub department), or other information previously selected will be reflected
in the Effort Form.

Tulane Unkvorsiry
20

Employes IDr 167982222 Title: Tulans Tale
Deasion OT Tithe Code. 444444
d Efios
Accounts % From Pro Roview % Corifiod % Differance
Sponsored Accounts
Gene Proy % 15% 6%
Bone Masrow 51% 81% 0%
2 Cell Basis 17% 7% 0%
Total Spomsored Accounts: s H3% %
Non-Sponsored Accounts
1414-3300-2 GENERAL 1% % 0%
252533004 Unregincted 2% 16% B%
Total Hon Sponsored Accounts: % 1% &%
Grand Total: 0% 100% i

iop Form Prev, Foem )

Link Descriptions/Button Functions:

Exit Form: The user will be redirected to the previous menu and the system will
direct the individual to select another Effort Form to Post Review. The
system will not save changes, and the user can return to the Effort Form
to Post Review the form.

Proceed: The user can proceed with the Post Review process.
Next/Last Form: The user can navigate within the Effort Reporting System to view
additional Effort Forms to Post Review. Note, the user will only have

access to Effort Forms specifically assigned to the individual to Post
Review.
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Screen Description:

Appropriate input fields should be populated to Post Review the Effort Form. The user can also
populate input fields in a percentage format. Upon completion, the Post Reviewer can finish the
Post Review if Cost Transfers were not entered into the system. Otherwise, the Post Reviewer
will be directed to another screen to define the Cost Transfers entered into the Effort Reporting
System.

Cost Sharing has
e wiit. | been disabled for
e Privicisaly Cartiied Efion Stmsmun Tulane.
\aDim o Dntaty ) L topyten 26 )1 Udpte Foum )L Raved Form )
Differances Accounts Cost Transfar Cost Sharing Total § Total %
Spumsored Accounts
SEETD B% Gane Proj s[z388.70 % s o% $238670 5%
m 0% v sfo.on 0% s ox S0 0%
5000 0% 23I3EET42 Cell Basis sfo.oo 0% sEmn 0% $0.00 0%
Tutal Spunsured Accounks §2,366.70 % s 0% §2 366,710 %
Non Spansored Accounts
000 0% 14143302 GENERAL $fo.00 0% s ox $0.00 0%
$23XE70 5% 25253004 Unrestricted sz &% s 0% 23570 5%
Tatal Mon Sponsorad Accounts: §.2,366.70 £% 000 0% $.2,%6.70 6%
000 0% Grand Totalk: $0.00 0% 00 0% .00 0%
Hotes from Pre Reviewer and Contifler: Hotes
NA
k J(Leesk )| {Frog (e )
Input Field Descriptions:
Cost Transfer/ When in “Input as $” mode, the user should populate these fields with
Cost Sharing: numeric values of no more than two decimal places. Negative values

should be marked with the negative sign in front of the value. By
entering Cost Transfers or Cost Sharing values, the user is amending
the payroll amount. The sum of each column, if an entry is populated to
the Effort Form, must equal zero. The information can also be
populated in a percentage format available to the user through the
“Input as %” button. When in “Input as %" the user must use whole
numbers. Note, the user must be in “Input as $" mode to proceed
with the Post Review process. The default presentation of the
Effort Form is in the “Input as $” mode.

Notes: The user can populate this field to enter necessary documentation
relating to the certain Effort Form. The populated information will be
made available to other users who have access to this specific Effort
Form through the entire Effort process.

Button Functions:

Pre Review Details:  Summary of the Pre Reviewed Effort Form is presented to the user. Any
applicable Cost Transfers and Cost Sharing entered during the Pre
Review will be reflected in the summary of the Effort Form. Detailed
breakout of the Cost Transfer, single or multiple transactions will also be
included. The date of the Pre Review and the name of the Pre Reviewer
are also included in the summary.

Input as %: The user can populate the Cost Sharing or Cost Transfer information
using percentage values instead of dollar amounts. Note, the user
must be in “Input as $” mode to proceed with the Post Review
process. Also, if dollar amounts have been entered, the user can view
their respective percentage values by shifting to “Input as %" mode or by
clicking on “Update Form”.
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Update Form:

Reset Form:

Exit Form:

Back:

Save Form:

Proceed:

Help:

The Post Review Effort Form will be refreshed with the appropriate
subtotals and percentage values.

The Post Review Effort Form will be reset, removing any current
amendments.  All input fields will be cleared, and the user can
repopulate the Effort Form to Post Review the Effort Form.

The user will be redirected to the previous menu and the system will
direct the individual to select another Effort Form to Post Review. The
system will not save changes, and the user can return to Post Review
the Effort Form at a later time.

The user will be redirected to the previous screen.

The system will save any changes made to the Effort Form. If the user
selects to leave the form and return at a later time, the user will be
presented an Effort Form with the changes from the last time the “Save
Form” option was selected.

The user can proceed with the Post Review process. Note, the user
must be in “Input as $” mode to proceed to the next screen.

A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.
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Link Descriptions:

Account Detail Link:

CONFIDENTIAL

The user will be presented with detailed account information of the
related account link. Below is a sample of the Account Detail screen. To
return to the Effort Form, the user can close the browser window. Note,
only Sponsored Accounts will have a detail link.

Sponsored Account Detail Information

Account ID: 0800-3700-2
Department’ SubDepartment: 42454,
Description: Gene Proj
Short Description: Gene Proj
Grantor Code: 22222
Grantor Name: NIH
Project ID:
Project Begin Date:
Project End Date:
Budget Begin Date:
Budget End Date:
Pl Emp ID:
Pl Name:
Award Date:
Award Year:
Status:
Award 1D:

114
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6.6.A Defining a Cost Transfer

Screen Description:

If the user logs a Cost Transfer during the Pre Review process of the Effort Form, the user will be
presented with the confirmation screen of the entered Cost Transfer. The screen will contain the
accounts impacted by the Cost Transfer and the amount to be transferred. The user is directed
to enter the Pay Period Begin Date and End Date for the transaction. The Begin and End Dates
for the entire reporting period are defaulted. All payroll transactions that are impacted by the
Begin and End Dates will be displayed for the accounts selected for the cost transfer

[efing Cost Transfer

Cost Transfer Summary.

Hame: Codae, Doyle Employee ID: 167902222 Job Title: Tulane Title
Sub Degt- 42454 Devsion: OT Tithe Code: 444444

Cost Transfai
«Amaunt Amount
Account
eEo3m2 e Py $2.36.70
262633004 Uriestrcted $236670

§2,366.70

End Dt (mmiddfyy) [+ o s

Click Procead to define this cot trangfer, or Cancel to retum 10 Pre Review Eont Form

(Eancel ) froceed ) Heip )

Input Field Descriptions:

Begin/End Date: The format of the input field is Month/Day/Year. The dates will be pre-
populated with the dates for the entire reporting period. The user can
enter a specific date range. Date values should be positive integers
and the date related to the Cost Transfer must be within the Reporting
Period. If the Effort Reporting System does not accept the values
entered into the fields, the user will be directed to an error message
page.

Button Functions:

Cancel: The current activity will be terminated. The information populated within
the screen will not be saved and the user will be directed to the
previous screen or phase within the Pre Review process.

Manual Trans: This option will direct the user to another screen to log multiple
transactions for each Cost Transfer.

Submit: The user has entered the Cost Transfer Period and has completed the
Pre Review for the specific Effort Form. The user will be directed to a
summary screen of the Pre Reviewed Effort Form in a read only format.
Information relevant to the Effort Form and the Pre Review process will
be displayed.

Help: A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.
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6.6.A Defining a Cost Transfer (Cont)

Screen Description:

After entering the Pay Period Begin and End Dates the user is presented
with all impacted payroll transactions for the accounts to be defined. The
screen is split into two parts; the top part contains a status box of the
transactions that took place on the effort form. The status box lists the
Account, the Amount to Define, the Amount Defined, and the Amount
Undefined. The Bottom part of the screen lists all Accounts impacted, by
Pay Period End Date, by Natural Account. The user must define each
transaction within the appropriate Pay Period. The user may not proceed
until the transactions are fully defined. Note: The user may add an
account to define as long as it was on the effort form, this feature has been
provided, to allow for Cost Transfers on different Natural Accounts within
the same Account Number.

COST TRANSFER DEFINED

Reporting Period: 143085 @201/2005 . 1422005

Name: Codan, Dayls Emplayes 1D 167982222 Job Titla: Tulane Title
Sub Dopt: 42454 Divigion: DT Tithe Code: 444444

Cost Transter 1D to be assigned: POS- 1158009461296 100

Account Hurnber Amourd fa Define Defined | Undedined
600 3700 2 | $2,366.00 | $2366.7 | L
252533004 §.2,366.70 §-2366.7 0

Eamedificciual Basis

0000000000000
I BT R T Py [y vy e ey
02207005

0600 37002 ooa 15221 [imee  fo Mz 1300
252533004 E-= 1 B (T FE T 2500 A300

A3 Accouns [Belect Account =] [Natural Account |
- qoww [ veo] o] ] 0]

- O O OO OO OO OO OO EamedAccualbasis
T T T e I e e
a/a17005 060037002 0s0a 154221 [o6670  [o 260051 10GET
252533004 w5 amom0 o [osoow 233 ADGET

Add Account [select Aceount -] [Natural Account =]

. pova [ wesa]  weka] | 0]
Eamned/Accrual Basts

1
[ CRES | oot | teoicess | aeens | gy | Coti | atie | s |
nd Date
DAANZ0S 060037002 oen 221 o o 042,21 0
252533004 2475 4s0m0 [o [o 4300 [
Add Account )| |salact Account =] [Natural Account =]
. Jow [ o o | 70

REASOHN {Limit: 255 charactes
Committed extended effort on Sponsored Account #0800-3700-2

Cancel ] (_Reset Form
Proceed ) (_Back Heip

Input Field Descriptions

Debit/Credit: Open fields used for defining the transaction. The user does not need to
enter (+) or (-) before the entry. Debit/Credit entries automatically
updated in the Status Box at the top of the screen.

Button Functions

Cancel: The current activity will be terminated. The information populated within
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Reset Form:

Proceed:

Back:

Help:

Link Descriptions:

the screen will not be saved and the user will be directed to the
previous screen or phase within the Pre Review process.

This option will clear the form and restore the Cost Transfer Values
back to zero.

The user has defined the Cost Transfer specific Effort Form. The user
will be directed to a summary screen of the Cost Transfer in a read only
format.

The user will be returned to the Effort Form. All information entered on
the Cost Transfer Screen will be lost.

A related online help description will be presented to the user in a new
web browser. To return to the Effort Reporting System, the user can
either close the online help window or select the browser window in
which the Effort Reporting Screen is shown.

View Effort Form:

Allows the user to view a snapshot of the Pre Review Effort Form

View Payroll Detail:

The user will be presented with detailed payroll information for the Effort
Form.

View Natural
Accounts:

The user will be presented with the Natural Accounts for Tulane
University and their short descriptions.
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4.6.A Defining a Cost Transfer (Cont)

Screen Description:

After defining the Cost Transfer the user is presented with a summary screen. The summary
screen allows the user to view the defined Cost Transfer. The user has the option to print the
Cost Transfer Summary if desired.

Narna' Codas, Dayte
Sub Dt 42454

Cost Transfer 1D Assigned: POS 1158009461206 00

| Eamned/Acorual Dasis
| Eodlae |
027202005

COST TRANSFER DEFINED

005 DANZ005 - (302005

Employes 10 167960707 Joh Titta: Tulane Title
Dwasion DT Tatle Coder 444444
Accourt Nurnber Armourt Defined
D600 JF00.2 $2,366.70
252533004 §.2,366.70

| Amount ] Oubit ] Coedit [ Balance |
D00-3700-2 D500 Tz 1300 L] maz
252533004 2525 3000.00 L] 1300 2500.00
0600 37002 0600 15221 10667 o 2608.91
2525 73004 2525 4000 0 0667 ]

REASON

Commaited extended effort on Sponsored Account @ 0B00-3100-2

Cancei | (.Procesd Fring Farm

Button Functions

Cancel:

Proceed:

Print Form:

118

The current activity will be terminated. The user will be returned to the
Effort Form.

The user will continue to the Pre Review Summary screen.

Allows the user to print the Cost Transfer Summary for their own
records.
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6.6 Summary of the Post Reviewed Effort Form

Screen Description:

Summary of the Post Reviewed Effort Form is presented to the user with the opportunity to
review information populated to the Effort Form before proceeding to another Effort Form. The
selection criteria of the Effort Form, and any applicable Cost Transfers and Cost Sharing will be
reflected in the summary of the Effort Form. In addition, a detailed breakout of the University
Summary is presented to the user for review. The date of the Post Review and the name of the
Post Reviewer are also included in the summary. Under the Cost Transfer Section, a detailed
breakout of the Cost Transfer, consisting of single or multiple transactions, is also included with
the status of the export of the Cost Transfer to the institution’s payroll system. Under the
“Exported?” data field, a "Y' or ‘N’ designation will be used to alert the user of the Cost Transfer
status. Click on the Trans ID to see the complete details of the Cost Transfer.

Poul Reviow Eflor Final Summa

Narna: Codae, Doyl Employes I 16792222 Title: Tulana Title

SubDopt- 42454, Dmsion: DT Title Code 444444
Differences Accounts Cost Transfar Cost Sharing Total § Total %
Sponsomd Accounts
$2FET0 % Gene Proj $2.3%65.70 % .0 0% $2.3%.70 %
000 0% Bang Mamow 5000 % $0.00 0% 000 0%
00 0% JiEas74) Coll Bass §0.00 % s 0% sm 0%
Total Sponsored Accounts: $2,366.70 % £0.00 % §2,366.70 B%
Non Sponsored Accounts
00 0% 1443307 BENERAL 000 0% sm 0% sm 0%
$2WETD B% 2525-3300-4 Unegstricted §2.38570 5% $0.00 0% $2%ET0 £%
Tatal Non Sponsored Accounts: §.2,366.70 % $0.00 0% §.2.366.70 %
om0 Grand Total: .00 % so.o0 0% S0 %
Notes:
A
Cost Transfer
Trars. Begin Date [ o bnd Date | Exported? |
POS- 1 SE00946 1 296-00 20050201 200504-30 [
The abeve cost ransfer may require you to update your payrall farm to reflect prosp, changes.
Form Post Reviewed By, 3711LASTHAME, FIRSTNAMEIT1!
Faorm Fost Rewewed On: AN vAs

This Effort Form has been successfully Post Reviewed. If you would like & hard copy of the effort form, you may kit the Print Form bution balow.

(Lt Foem ) (Pt Fem_J |

J|_Pre Review Detais |

Farm

(__Tep Form

J

Button Functions:

Exit Form: The user will be directed to select another Effort Form to Post Review
within a selected reporting period and department/sub department.

Print Form: The Effort Reporting System will print the summary of the Post Review
Effort Form.

Pre Review Details:  Summary of the Pre Reviewed Effort Form is presented to the user. The
selection criteria of the Effort Form, and any applicable Cost Transfers
and Cost Sharing will be reflected in the summary of the Effort Form.
Detailed breakout of the Cost Transfer, single or multiple transactions will
also be included. The date of the Pre Review and the name of the Pre
Reviewer are also included in the summary.
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6.A Populating the Effort Form in Percentage Format

Screen Description:

Instead of entering Cost Transfer and Cost Sharing information in dollar amounts, the user can
enter Percentage values to record Cost Transfers and Cost Sharing. Please note, the Effort
Form must be in “Input as $” mode to proceed with the Post Review process, and the sum of the
Cost Transfers and Cost Sharing must equal zero. The “Proceed” button is not offered as an

option on this screen.

Cost Sharing has
been disabled for

Narne: Codae, Doyle Employes D 167962222 Jo Title: Tulane Title Tu Ia'n €.
Sub Dept: 42454 Dimigson: DT Tatle Code: 444444
[Pk put as § | [ Update Form ) (_Rese ")
Differances Accounts Cost Transfer Total § Total %
Sponsored Accounts
$23¥E70 &% 0800-3700-2 Gene Proj |6 % $23E.70 ] G Lili $2.36E570 B%
$000 0% 09953000-3 Baons Marrcw 0 % $000 I % $000 000 0%
$000 0% 2325742 Cell Basis IO % $0.00 I % 0w 0.0 0%
Tatal Spansared Accounts: (23 $2,366.70 0% $11.060 §2, %6670 6%
Non Sponsored Accounts
000 0% 141433002 GENERAL IU % $0.00 I % 000 000 0%
$23670 6% 252533004 Unnestncled | -] % 23670 | W o 23670 %
Tatal Non Sponsored Accounts: % §2.366.70 % #0.00 $2,366.70 6%
sm 0% Grand Tatal: s so.n s s S0.00 %
Notes from Pre Reviewer and Certifier: NA Notes
Ratwm to Input as § mode in order 10 proceed
(Jleme torm )| _tkack || Gave Form || _Heig |

Input Field Descriptions:

Cost  Transfer/Cost
Sharing:

The user should populate these fields with numeric data that reflect a
percentage value. The user must use whole numbers only in “Input as
%” mode. Negative values should be marked with the negative sign in
front of the value. By adding Cost Transfers or Cost Sharing, the user
is amending the payroll amount. The sum of each column (in
percentage), if an entry is populated to the Effort Form, must equal
zero. The information can also be populated in a dollar format available
to the user through the “Input as $” button. Note, the user must be in
the “Input as $” mode to proceed with the Post Review process.
Notes: The user can populate this field to enter necessary documentation
relating to the certain Effort Form. The populated information will be
made available to other users who have access to this specific Effort
Form through the entire Effort process.
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Button Functions:

Pre Review Details:

Input as $:

Update Form:

Reset Form:

Exit Form:

Save Form:

Link Descriptions:

Account Detail Link:

Summary of the Pre Reviewed Effort Form is presented to the user. The
selection criteria of the Effort Form, and any applicable Cost Transfers
and Cost Sharing will be reflected in the summary of the Effort Form.
Detailed breakout of the Cost Transfer, single or multiple transactions will
also be included. The date of the Pre Review and the name of the Pre
Reviewer are also included in the summary.

The user can populate the Cost Sharing or Cost Transfer information
using Dollar amounts instead of Percentage values. Note, the user
must be in “Input as $” mode to proceed with the Post Review
process. Also, if Percentage values have been entered, the user can
view their respective dollar amounts by shifting to “Input as $” mode.

The Post Reviewed Effort Form will be refreshed with the appropriate
subtotals and dollar amounts.

The Post Reviewed Effort Form will be reset — removing any current
amendments. Al input fields will be cleared, and the user can
repopulate the Effort Form to Post Review the Effort Form.

The user will be redirected to the previous menu and the system will
direct the individual to select another Effort Form to Post Review. The
system will not save changes, and the user can return to the Effort Form
to Post Review the Effort Form at a later time.

The system will save any changes made to the Effort Form. If the user
selects to leave the form and return at a later time, the user will be
presented an Effort Form with the changes from the last time the “Save
Form” option was selected.

The user will be presented with detailed account information of the

related account link. Below is a sample of the Account Detail screen. To return to the Effort
Form, the user can close the browser window. Note, only Sponsored Accounts will have a

detail link.
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6.B Rounding

ERS Rounding Steps:

4. ERS applies rounding logic to all %’s within the appropriate columns on the Effort Form by
rounding up or down to the nearest whole number. For example, 5.4 = 5% or 5.5 = 6%.

5. ERS summarizes all %’'s within the appropriate columns (rounded to the nearest whole
number from Step 1 above) to see if they total 100%. If all %’s within the appropriate
columns total 100%, the Effort Form passes and ERS takes no further rounding action. If the
%’s within the appropriate columns does not total 100%, ERS proceeds to step 3.

6. ERS determines if the summed total %’s within each appropriate column are (A) greater than
100% or (B) less than 100%.

A. ERS Determines the Percentages are Greater than 100%.

ERS takes the first Non-Sponsored account (in account number order) to determine if it
has been rounded up per Step 1. If so, the Non-sponsored account is rounded down 1%.
If the Total % still does not sum to 100%, ERS will select the next Non-Sponsored
Account and perform the same routine. If there were no further Non-Sponsored Accounts
rounded up in Step 1, ERS will consider the first Sponsored Account (in account number
order) to determine if it has been rounded up per Step 1. If so, the Sponsored account is
rounded down 1%. The routine continues until the Total % sums to 100%. If the Total %
still does not sum to 100% after considering sponsored accounts that were rounded up in
Step 1, “Added Accounts” are then selected to round down to arrive at a summed total of
100%. Payroll Clearing Accounts and Suspense Accounts are not considered in
Rounding. (See Chart 3A for example) NOTE: ERS will only round 1% from each
account.

Chart 3A

The Non Sponsored 4 account was rounded up from 11.6% to 12% per Step 1. Step 2
summarized the percentages totaling 101%. Step 3A took the first Non-Sponsored account, #4
that was rounded up in Step 1 and further rounded the NonSponsored 4 account down 1% (from
12% to 11%) and summed the profile to arrive at 100%.

Actual % Step 1 & 2 Step 3A
Account Before ERS Final
Rounding Rounding Rounding
Sponsored 1 50.0% 50% 50%
Sponsored 2 27.0% 27 % 27%
Non Sponsored 3 12.3% 12% 12%
Non Sponsored 4 11.6% 12% 11%
Total | 101% | 101% | 100%
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6.B Rounding (continued)

ERS Determines the Percentages are Less than 100%.

ERS takes the first Non-Sponsored account (in account number order) to determine if it has been
rounded down per Step 1. If so, the Non-sponsored account is rounded up 1%. If the Total % still
does not sum to 100%, ERS will select the next Non-Sponsored Account and perform the same
routine. If there were no further Non-Sponsored Accounts rounded down in Step 1, ERS will
consider the first Sponsored Account (in account number order) to determine if it has been
rounded down per Step 1. If so, the Sponsored account is rounded up 1%. The routine continues
until the Total % sums to 100%. If the Total % still does not sum to 100% after considering
sponsored accounts that were rounded down in Step 1, “Added Accounts” are then selected to
round up to arrive at a summed total of 100%. Payroll Clearing Accounts and Suspense
Accounts are not considered in rounding. (See Chart 3B for example) NOTE: ERS will only
round 1% from each account.

Chart 3B

The Non Sponsored Account 4 was rounded up from 11.6 to 12% Step 1. In addition Non-
Sponsored 3 was rounded down from 12.3 to 12%. Step 2 summarized the percentages to total
99%. Step 3a took the first Non-Sponsored account that was rounded down in Step 1 and
rounded Non Sponsored 3 1% (from 12 to 13%) and summed the profile to arrive at 100%.

Actual % Step 1 & 2 Step 3A
Account Before ERS Final
Rounding Rounding Rounding

Sponsored 1 50.0% 50% 50%
Sponsored 2 25.0% 25% 25%
Non Sponsored 3 12.3% 12% 13%
Non Sponsored 4 11.6% 12% 12%
Total 98.9% 99% 100%
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6.C Pre Review Details

Screen Description:
Summary of the Pre Reviewed Effort Form is presented to the user with the opportunity to review
the information populated to the Effort Form during the Pre Review process.

Tulane University
Reporiing Perlod: 043005 {12/01/2005 . 0430200
Mame: Codae, Doyle Emplayes |D: 167902222 Title: Tulana Title
SubDapl- 42458, Diigian OT Ttle Code: 444444
Payroll Accounts Cost Transfar Cost Sharing Total § Total %
Sponsored Accounts
$2.348 % 6% 0003102 Gene Praj $1000,00 % 0.0 0% 3348 55 9%
§19,20000 49% (9 z Bane Mamow $1000.00 I% 000 0% $20.200 00 51%
$6 F0 (0 17% 232386742 Coll Basis 000 0% om 0% $6 8500 0 e
$28,144.98 % Total Sponsored Accounts: §2.000.00 5% £0.00 0% $30,144.58 %
Non Sponsared Accaunts
Som 1% 1414-3300-2 GENERAL 0w 0% om 0% =Som 1%
$§10,000.00 27% 2525-2200-4 Unrestricted $2000.00 5% 0w 0% $0,000.00 2%
$11,300.01 % Tatal Hon-Sponsored Accounts: §.2 00600 5% St % §9,300.01 %
23445 100% Grand Total: §0.00 0% §0.00 0% $39,444.50 100%
Farm Pra Raviewad Ely ATUILASTNAME , FIRSTNAMEST11
Form Pre Revigwed Al 109/11/2006
feturn

Button Function:

Return: The user will be redirected to the summary of the Post Reviewed Effort Form.

124 Copyright © 2006 MAXIMUS, Inc.



6.D Post Review Threshold

If the Certifier did not make any changes to their Effort Form, Post Review is not required. If
changes were made to the Effort Form, the differences need to be defined in the Post Review.
Post Review reconciles the difference between the Pre Reviewed and Certified effort in
percentage form, but in addition, the difference may be defined in dollar amounts as well.

If the difference is defined in a dollar amount, its corresponding percentage value needs to be
within 0.5% of the original percentage difference as listed under the “Differences” column.

If the corresponding percentage value falls outside of the threshold, 0.5 %, ERS will display an
error message.
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7. Reporting

This section will introduce the various reports available through the Effort Reporting System.
ERS offers four general categories of reports, Completion Reports, Effort Results, and
Administrative Reports. Listed below are the categories with their respective detailed reports.
Note: The user also will have access to Ad Hoc Reports created by the Central
Administrator if the CA grants access to these reports.

Screen Description:

Once the user selects the “Reporting” menu option, the user will be directed to select a specific
report by clicking on a descriptive report link. The reports are classified under four categories:
Completion, Reports Effort Results, and Administrative Reports. The user may only select one
report at a time, and the available reports may vary by individual ERS roles.

@Tulane B Certification
University

Recanciliation Reparts
o [rifial Payroll Reconcilistion

Link Descriptions:

Descriptive Report: The user may access a specific report by clicking on the respective
report link.

Return to Home: The user will be redirected to the homepage of the Effort Reporting
System.
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Screen Description:

Once the user selects a specific report, the user will be directed to select a predetermined
Reporting Period. The applicable start and end dates for each period are specified next to the
respective highlighted reporting period link. By selecting a specific reporting period, the user is
electing to view results applicable to the specified start and end dates.

ETulanE B Certification

University
Comprahensive Status Repon
. Roponiog Pariod = SinDau | G ___|
- Currant Period B 043005 200502401 H005-04-30
Link Description:
Reporting Period: The results of the selected report will be drawn from data specific to the

selected Effort Reporting Period.
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Screen Description:

Once the user selects the applicable Reporting Period, the user will be directed to select the
department(s) or sub department(s) specifically assigned to the user. By selecting a certain
department(s), the user will be presented with a pool of Effort Forms drawn from the selected
department(s). The user has the option of selecting more than one department or sub
department. If more than one department or sub department is selected, a single report will be
generated.

@Tulane B Certification

University

aai Title: Comprehensive Status Repon

Comity W 42454 Physiology

:.m.rc lutoipue,)

Link Descriptions/Button Functions:

Check All: The check boxes of the listed departments or sub departments will be
populated.

Clear All: The check boxes of the listed departments or sub departments will be
deselected.

Up/Down Arrow: The displayed information will be sorted according to the selected

column in an ascending or descending manner by line entry.

Continue: Once the departments or sub departments are selected, the user must
click on this button to be presented with the selected ERS report.
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Screen Description:

The report below allows the user to view all the completed effort forms for department(s) selected
on the previous screen. The report shows the user when the Effort Form was Pre Reviewed,
Certified, and Post Reviewed. The report is also downloadable to Excel and PDF formats.

Certification

i - Effort an: Complllll mm
Assgement mmmm
412282091 Z2SALASTNAME, FIRSTNAMEZ2SS 42454 371 1LASTNAME, FIRSTRAMEIT 11 mmm mwm.msm\rﬂ[?:u m#.us—os 3?l1L.6..,'"TN-\M|:.rIR.:mM
21131535 DT 42454 IT1ILASTNAME, FIRSTNAMEST11  28-AUGD6  Z255LASTNAME, FRSTNAMEZZSS 2B-AUG-D6  1DDOLASTNAME, FIRSTNAME
Pre Rievew AMNLN DT 42458 I711LASTHAME FIRSTNAMEI11  20.AUGDS  Z4WLASTNAME, FIRSTNAMEZ4Y) 26.AUG-DE  3711LASTNAME, FIRSTNAME
> AUBEU DT 42450 F711LASTHAME FIRSTNAMER11  3LAUGDS  IT1ILASTNAME, FIRSTNAMEIT1! J1-AUGDE  3711LASTNAME, FIRSTNAME
A3BITN DT 42455 3711LASTNAME, FIRSTNAMEF1!  2B.AUGDE  ZHZLASTNAME, FIRSTNAMEZN TILASTNAME, FIRSTNAME
kb anmn DT 42450 F71ILASTNAME FIRSTNAMEI1  11AUGDE  ZHIILASTNAME. FIRSTNAMEZSE) FPTILASTNAME, FIRSTNAME
L A3B2N EIILASTNAME, FIRSTHA 2 DT 42458 371ILASTNAME, FIRSTNAMESN  19AUGDS  Z93ILASTNAME, FIRSTNAMEZSH 19.AUGDS  37TILASTNAME, FIRSTNAME
422133992 2EFILASTNAME, FIRSTNAM DT 42454 IDOOLASTNAME, FIRSTHAMEIDDD  09-AUGDS  3711LASTNAME, FIRSTHAMEITI1 18-AUG-DE  3711LASTNAME, FIRSTNAME
IR 2 DT 42454 3711LASTNAME FIRSTHAMEITI!  14JULDE  3711LASTNAME, FIRSTHAMEITI1 17-JULOE  IDDOLASTNAME, FIRSTNAME
43935212 28 DT 42454 3711LASTHAME, FIRSTHAMEXT11  31-AUGDS  3711LASTNAME, FIRSTHAMEITI1 26-APROE  3711LASTNAME, FIRSTNAME
515225149 42454 IT1ILASTNAME, FIRSTHAMESTI!  28-APR-06  I711LASTNAME, FRSTNAMESTI1  14-JULDE  3711LASTNAME, FIRSTNAME
SEIN DT 42454 3T11LASTNAME FIRSTNAMEXTI1  26-APRMG  MMGLASTNAME FIRSTMAMEXME J6-APROG  I7T11LASTNAME, FIRSTNAME
S42305211 DT 42454 TT11LASTNAME  FRSTNAMEIT1!  27-APROG  IT1ILASTNAME FIRSTNAMEXT11 27.APROG  I7T11LASTNAME, FIRSTNAME
w219 DT  4245ASTVILASTNAME  FRSTNAMEST1!  Z6APR(BE  S7M11LASTNAME FRSTNAMEI11 BAPROE  IT11LASTNAME, FIRSTNAME
4BEINEE19 OT 42458 STTLASTNAME, FIRSTNAMEST1!  27.0PR0B  STTILASTNAME, FRSTNAMEST1! J7.AFRO5  3M11LASTNAME, FIRSTNAME
FIRSTNA 5 DT 42854 F711LASTNAME, FIRSTNAMEIT  J0-AUGDS  3T1ILASTNAME, FRSTNAMEIT! Z-APROE  371ILASTNAME, FIRSTNAME
92133939 23 FIRSTHAM! DT  4245A ITI1LASTMAME FIRSTHAMEZTI!  2T-APR-DE  ITIILASTNAME, FIRSTMAMEITI1 27-APROE  3711LASTNAME, FIRSTHAME
e 2 DT 42454 3711LASTNAME FIRSTNAMEITI]  2T.APROE  3711LASTNAME FRSTNAMEITI! 27.APROE  3711LASTNAME, FIRSTNAME
4ns2em DT 42454 3711LASTHAME, FIRSTNAMEX1!  27-APROB  371ILASTNAME, FIRSTHAMEITI! I7-APROE  3711LASTNAME, FIRSTNAME
995134252 DT 42454 J711LASTHAME, FIRSTNAMEIT11  27-APROG  3711LASTNAME, FIRSTNAMEST11 27-APROE  3711LASTNAME, FIRSTNAME
241335131 DT 42458 3711LASTHAME  FIRSTNAMEIT1]  IT.APROG  I711LASTNAME, FIRSTNAMEIT1! 27-APROE  3711LASTNAME, FIRSTNAME
214304470 DT 42454 J71ILASTNAME FRSTHAMEXT11  26APROE  IT1ILASTNAME, FRSTNAMEITI! 26APROE  J71ILASTNAME, FIRSTHAME
agzEa DT 42455 FVILASTNAME, FIRSTNAMEST1]  D1.SERDS  AOISLASTNAME, FIRSTNAMEAODS 01-SERDS  3711LASTNAME, FIRSTNAME
T DT 42450 F7T1ILASTNAME, FRSTNAMER1!  11AUGE  4BEILASTNAME FIRSTNAME4SED 11-AUGDE  3711LASTNAME, FIRSTNAME
15635279 DT d2M5AITVILASTNAME, FIRSTNAMESTTY  2-APR0E  SEIILASTNAME, FRISTNAMESSZ? 27-APROE  3IT11LASTNAME, FIRSTNAME
167962222 Coyle 42458 DT 42454 ITVILASTNAME, FRSTNAMEITIT  11-SEP0E Codae. Doyle 11-SEPDE  3711LASTNAME, FIRSTNAME
Total ﬂmﬂn 1‘6
lm Duwnsoad
Link Description:
Name: Clicking on this link will bring up the individuals effort form in a read only

format.
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Assignments

Alternate Sub Department

Central Administrator (CA)

Certify

Certifier

Department

Departmental Coordinator
(DC)

Division

Division Head (DH)

Domain

Notification

Pre Review

130

A module that allows the Department Coordinator, Sub
Department Coordinator or Central Administrator the ability to
delegate responsibilities for Pre Review, Certify, and Post Review
processes.

A sub department to which a user is assigned for the purposes
within the ERS. A user may be assigned to an alternate
department to allow a certain Sub DC rights to Pre Review and
Post Review the effort form.

The person at the institution who oversees the Effort Reporting
System functionalities, such as importing source data, exporting
results. The Central Administrator has the right to access all
tables.

A module that allows a system user to certify their effort, or the
effort of someone for whom they have the authority to certify.

A system user who has the authority to certify certain effort forms.

The unit of an organization's structure to which users are
assigned. Departments can be broken down into sub
departments, and responsibilities of the department may be
delegate out to Sub Department Coordinators as needed.

The person responsible for overseeing the completion of effort
forms for their department. The DC has the authority to delegate
responsibility to a Sub Department Coordinator, as well as assign
the responsibilities of Pre Reviewer, Post Reviewer and Certifier.
The DC is usually the default Pre and Post Reviewer for the
department over which they have authority.

A level above department in the institution’s departmental
hierarchy to which many departments belong. Division is
oftentimes synonymous with Dean’s office or College.

The person who is responsible for overseeing many departments.
This person will have authority to complete reporting and notify
the users within their division.

The subset of departments or sub departments over which a
Department Coordinator or Sub Department Coordinator has
authority. Domain is referred to in the Assignments module.

A module through which a Central Administrator, Departmental
Coordinator, or Sub Departmental Coordinator, can send emails
to other system users.

The process through which an effort form is reviewed prior to
release to the Certifier. A Central Administrator, Department
Coordinator, or Sub Department Coordinator designates the Pre
Reviewer through the assignments module. The process may
also be omitted by selecting “No Pre Reviewer” in the
assignments module.
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Pre Reviewer

Profile

Post Review

Post Reviewer

Role

Sub Department

Sub Departmental
Coordinator (Sub DC)

The Pre Reviewer is the person assigned to Pre Review the Effort
Forms for individuals in the Sub Department. Until the Effort
Forms are Pre Reviewed, the Certifier will not have access to the
Effort Form (see “Specify No Pre” below for special situations).
Initially, the Department Coordinator is set as the default Pre
Reviewer.

A module that houses information about the system user. This
module allows the user to change their password and email
address.

A review process that may or may not be required. The Central
Administrator of the ERS determines in what instances an Effort
Form must be Post Reviewed. Usually Post Review is only
required in the instance that Effort percentages have been
changed.

The Post Reviewer is the person assigned to Post Review the
Effort Forms for the individuals in the Sub Department. The Post
Reviewer cannot access the Forms until the Certifier has certified
the form. Post Review is mandatory if the Certifier modified the
effort percentages on the Effort Form. Initially, the Department
Coordinator is set as the default Post Reviewer.

A designation that determines the user’'s authorities within the
Effort Reporting System. Examples of roles are Pre Reviewer,
Certifier, Post Reviewer, Sub DC and DC.

Represents one portion of an individual department. Usually a
department will encompass many sub departments. If the term
does not apply to your institution, Sub Department and
Department are synonymous terms.

The Sub Department Coordinator (Sub DC) is responsible for
monitoring the completion of Effort Forms for the Sub
Department. The Sub DC will have the access to Pre Review and
Post Review all Effort Forms in the Sub Department, even if
someone other than the Sub DC has been assigned as Pre
Reviewer or Post Reviewer. The rights set up by the Department
Coordinator determine whether or not a Sub DC can change the
assignments for the Sub Department
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