OFFICE OF RESEARCH — POST AWARD MANAGEMENT
PROCEDURE TO COMPLETE EFFORT CERTIFICATION IN BANNER
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BANNER MODULE — EFFORT REPORTING

Date Issued : February 2021

This procedure outlines the steps to be followed to complete effort certification reports in Banner. It is divided into the following
sections:

A. Effort Reporting Overview

Important Note on Monthly Payroll Reports

Accessing the Effort Reports and Walkthrough for Different Tabs
Approving the Reports

Requesting Changes/Corrections

Setting up a Proxy

Contacts

@mMmooO®

A. EFFORT REPORTING OVERVIEW

+ What is effort?

Effort reports provide a percentage breakdown of an individual’s total activity during the certification period and must equal 100%
of their dedicated time and effort across all funding sources including university activity efforts.

+ Why is effort reporting important?
Required in accordance with Part 200 - Uniform Administrative Requirements, Cost Principles, And Audit Requirements For Federal
Awards, (formerly OMB Circular A-21) Section 200.430 — Compensation for Personal Services

+ Who should certify effort reporting?
Effort reports should be certified by responsible persons with suitable means of verification that the work was performed.
1. Principal Investigators and Faculty must certify their own effort.
2. Student - Principal investigators must certify student effort.
3. Other - For all other employees, effort reports must be certified by the PI.

+ When are certifications required?
Effort reports are distributed three times a year — once each Semester — Spring/Summer/Fall.

The Effort Report deadlines will be:

e  Spring —July 31
e  Summer - October 31
e Fall-March 31

NOTE: Labor Redistributions (Recasts) related to these period will need to be completed before the certification deadline.
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B. IMPORTANT NOTE ON MONTHLY PAYROLL REPORTS

OFFICE OF RESEARCH — POST AWARD MANAGEMENT
PROCEDURE TO COMPLETE EFFORT CERTIFICATION IN BANNER

Date Issued : February 2021

MUST READ — TO BE USED IN REFERENCE FOR EFFORT CERTIFICATION
Payroll reports are sent monthly to Pls by email containing details of charges for individuals to their grants.

It is highly recommended that you utilize your monthly payroll report in conjunction with reviewing your effort reports.

When reviewing your monthly reports, any corrections or adjustments should be done upon discovery so that these changes
would have taken effect prior to the creation of the effort reports. This will reduce the need to make corrections during the
open review period so the submission of the certification can be completed by the deadline.

Payroll reports should be used in conjunction to reviewing effort reports to reference:
*  Payroll amounts: The payroll report will contain the $ value of the individuals charges on the grant.
* Index «— — Fund: The payroll reports also contain a cross walk between index and the fund.
* Identification of Employee: The payroll reports describes the type of employee. le full time, graduate student,
hourly student, hourly staff or any other type.

C. ACCESSING THE EFFORT REPORTS AND WALKTHROUGH FOR DIFFERENT TABS

Once effort reports are ready and available to be certified, you will receive an email notifying you that reports are available.

You can then access the Effort Reporting link through the NJIT Pipeline under the Research Services Section:

HIGHLANDER PIPELINE

& My Pipeline

& Faculty/Staff Services

™= Student Services

.

-

‘WP required when off-campus

Other Administrati. ..

backZclassroom - by Asgeanal
Bulletin Service
Course Schedule Data Collection
Utility (DCU) - Spring 2021 - by
Infosilem
Course Schedule Data Collection
Utility (DCU}) - Fall 2020 - by Infosilem
Full Time Certification (FTC)
Graduate Award Nomination System
(GANS) =

o Changes to GANS (video) - July

2020

Estimated Graduate Award Offers
and Historical Support (SZESTIA) =

o Using SZESTIA [PDF]
Highlander Hub - by Campus Labs
IST Service Desk onling - by Cherwell
Maintenance Request System |
Instructions - by SchoolDude
Media and Technology Support
Services (MT55) Request Service
Online Catering - by Gourmet Dining
Optional Practical Trainina {OPT)

Human Resources...

« Employee Recruitment
System | Manual - by Cornerstone
+ HR Online Training Courses - by
EverFi
« Performance Management
Application
+ UCAN Adjunct Evaluation
System | Manual
Highlander HighFive Recognition
Program
Employee Quick Links
o Create/Update Direct Deposit
Allocation

o Leave Details
o Pay Stub

« Instructions for Acknowledging
Adjunct Contracts in SSB

Research Services

300 PR

System | Information - by Streamiyne

+ Intellectual Property and Patents - by

Inteum
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«+ This will direct you to the screen below.

Employee Dashboard Effort Certification Review Or Certify Reports

Review Or Certify Reports A% Proxy Supg

Certify My Effort JReview Or Certify Reports

Effort List

~ Unlocked/
Locked

—_— A Period ~ Period & | Name 2 D oy

i B - e Status -
Code Description Date Date

1. Certify my Effort — Lists Pl and other individual’s own effort report to review and certify
2. Review or Certify reports — Lists all other staff that are charged to the PI’s grant which require Pl review and approval.

Certify My Effort  Review Or Certify Reports

Period by when
certifications must be
completed. Report Status
Effort List /\ /\
i Perit r [ 7
COA - Reriod i erog Y S Name 1] - Stark o End Status - Unipcied 2 Comments
Code Description Date Date Locked
FALL202( all 2020 Certif 315 C 3/202 03/31/202 vaiting Certificatior Unlocked
FALL2020 all 2020 Certif Patt 03932 [ 3202 03/31/2021 Awaiting Certification Unlocked
FALL2020 all 2020 Certifica Pen 31261008 L 202 03/31/202 Awaiting Certification  Unlocked
Fa o1 Awaiting

FAL Fa 471035 m ing Certificatior
FALL202¢ Fa 31499223 01 03/31/202 Awaiting Certificatior Unlocked
FALL202 a 31454240 01/13/202 03/31/202 Awaiting Certificatior Unlocked

1. Start and End date — This is the open review period for the effort reports. The end date is by when all certifications must be

completed. Any reports not completed by end date will be reported to upper management.

2. Report Status —
a. Awaiting Certification — Pending review and approval
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b. Completed — Report has been certified

c. Awaiting Refresh — Change was submitted and needs report to be updated.

d. Unlocked/Locked — Once a report is in locked status, no labor redistributions (recasts) are allowed. This will require
justification and approval from the Office of Research.
NOTE: Effort reports should not be certified unless they have been thoroughly reviewed for accuracy and changes
requested have been refreshed on the report.

Individual Reports

4+ Click on Review or Certify Reports tab and Enter 1 for COA, and the certification period under review ie Fall2020.
4+ Double click anywhere on individual’s name or ID to open the report :

Certify My Effort  Review Or Certify Reports
Effort List
~ Period ~ Period A ~ | Start ~ End

COA A A . 2 Name ~ | ID A | A
Code Description Date Date
FALL2020 == B Fall 2020 Certificatior 3 e——otrre/202 037317202
FALL202 Fall 2020 itio 017137202 13314202
FALL202 Fall 2020 Ce 3 372021 03/31/202
FALL202 Fall 2020 Ce atio 017137202 202
FALL202 Fall 2020 Certificatio 03202 37314202
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4+ The certificate appears as below :

1. Effort Report tab - is a summary of all the different funds the individual is being charged to. Please note, no S values appear
on this report — this is only in percentage. All funds must total 100% of their salary distribution.

Effort Report JPay Period Summary Comments Routing Queue

Sponsored
Fund Organization Effort Category Charge Type Effort
275267 Intelligent Transportation System-4 250000 Civil & Environmental Engineering SPNRCH DIRECT ¢
Total Sponsored Activity 80%

Non Sponsored
Fund QOrganization Effort Category Charge Type Effort

ransport Allocation 250000 Civil & Environmental Engineering DIRECT |=>_ 20

Total Non Sponsored Activity 20%

‘. Total : 100.00%

Request Changes Add New Funding ‘ ave

If upon review of the Effort Report information, you agree that the allocation is accurate, you can “Certify” the report at this
point. Otherwise, please continue to the “Pay Period Summary” tab for further details on the effort allocation.
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2. Pay Period Summary tab - contains a summary of the % of effort by pay period. You can reference your monthly payroll report
to see the $ value each month. (Refer to Important Note on Payroll Reports section above).

Effort Report | Pay Period Sumrnary‘ Comments Routing Queue

Biweekly 17 2020 August 09, 2020 - August 22, 2020 ‘

. Payroll .
Organization Grant Fund Effort Type y Effort Period Percent
Percent
9L?SZG%C|-.|I&E"l'.'l;;'.rnt"llai G .Qil:ii?l gent S r;'?.,.-_,:;“:_,t[,-_ E:.\”:_{:H Sponsored 100.0000 10.0000
Engineering T sportation System ansportation System-4 Research
Biweekly 18 2020 August 23, 2020 - September 05, 2020 «
R Payroll .
Organization Grant Fund Effort Type Effort Period Percent
Percent
E:’;?SLGLICl-.-I & Environmental E-Z?SZUJ Intelligent E,’-SEG? II'?_E'|I_£EI1'. SPNRCH Sponsored 100.0000 10.0000
Engineering Transportation System ransportation System-4 Rresearch
Biweekly 19 2020 September 06, 2020 - September 19, 2020 -~
R Payroll .
Organization Grant Fund Effort Type Effort Period Percent
Percent
9:?516-‘. Civil & Environmental %‘2"5' | i g.cl*.t nte Iigen:r Sponsored 100.0000 10.0000
Engineering ransp: ion System yrtation System-4 1

3. Comments tab - Used only to record any information relevant to review / approval / report. For example, if Office of
Research (OR) reopens a certification, comments can be entered by OR to document information. Please note this section
should not be used to communicate any changes/corrections.

Effort Report  Pay Period Summary |Comments | Routing Queue

Enter your comments...

Remaining character : 4000

Page 6 of 16



OFFICE OF RESEARCH — POST AWARD MANAGEMENT
PROCEDURE TO COMPLETE EFFORT CERTIFICATION IN BANNER

Date Issued : February 2021

NJ I

New Jersey Institute
of Technology

4. Routing Queue displays the approvers in the queue for this certificate.

All Pls are listed as “Alternate Certifier” as they have the option to certify these on behalf of the employees. NOTE: Hourly staff
and students will have to be certified by the Pl. These personnel can be identified by using the monthly payroll reports.

If Pl is listed as “Graduate Student Certifier”, he/she will be required to certify on these reports for graduate students.

Employee Last, First Name - Employee ID m *

Effort Report  Pay Period Summary Comments | Routing Queue |

Responsible Pl - Alternate Certifier

oo,

E-mail

Certifying Individual | Certifier
L. Pending
E-mail

Employee Last, First Name - Employee 1D x

Effort Report Pay Period Summary Comments | Routing Queue

Responsible Pl Graduate Student Certifier

EPETTE

E-mail

Add Member
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NOTE: If a person worked on separate grants during the certification period that were managed by two or more different Pls,
the certification will have to be approved by each Pl. See example below.

Student Last, First Mame - ID number

Effort Report  Pay Period Summary Comments | Routinz Queue

Responsible P for 15t fund Graduate Student Certifier
i Pending

Responsible Pl for 2nd fund = . . )
. Graduate Student Certifier

i. Pending

E-mall

Add Member

NOTE: There is a button for add member to routing queue. Do not add any individual to routing queue.

Employee Last, First Mame - ID

Effort Report Pay Period Summary Comments | Routing Queue

Reponsible Pl|  Altornate Certifier

b Pending
E-mail

Employee | Cortifier
L. Pending
E-mail

Add Mer iber

On the right of the individual effort report, you can also see additional information:

1. Report Status and Important Dates: This describes the certification (semester) period, open review period for
completion, and the status of the effort report.

2. Pay Dates: This section contains details of pay periods range covered by this certification period.
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Effort Report Overview

Report Status

FALL2020
Fall 2020 Certification
January 13, 2021 - March 31, 2021

Awaiting Certification - Unlocked

Important Dates

Begin Pre-Review

Certification Period
January 13, 2021 to March 31, 2021
> g

Pay Dates

BH - 18 August 09, 2020-August 22, 2
BH - 17 July 26, 2020-August 08, 2020
IBH - 16 July 12, 2020-July 25, 2020
BH - 15 June 28, 2020-July 11, 2020
BH - 14 June 14, 2020-june 27, 2020
IBH - 13 May 31, 2020-june 13, 2020
BH - 12 May 17, 2020-May 30, 2020
BH - 11 May 03, 2020-May 16, 2020
BH - 10 April 19, 2020-May 02, 2020
BH - 9 April 05, 2020-April 18, 2020
IBH - 8 March 22, 2020-April 04, 2020

BH - 7 March 08, 2020-March 21, 2020
BH - 6 February 23, 2020-March 07, 2020

N T = P LT A W
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Once you have reviewed the reports and are ready to approve them, click the “Certify” button on the bottom right of the page.

Effort Report  Pay Period Summary  Comments  Routing Queue

Print |9

Sponsored

Fund

Organization Effort Category Charge Type

264000 Biological Sciences SPNRCH DIRECT 100

Total Sponsored Activity 100%

Total - 100.00%
Request Changes | Certify | Add New Funding E

This will bring a pop up window with a certification message. Click “I agree.”

Certify

| certify that the percentage distribution of effort on this report reasonably reflects the activity time devoted to each funding source during the certification period

[ cancel
T

Once you click “I agree,” the certification is complete and no more action is needed on your end for this certificate. Now repeat the
process with any other certificates in your queue. Once the report has been certified, the buttons in the bottom of the report
disappear and the status changes to Completed — Locked. Refer to section on status to understand different reports statuses

Amendolar, Alfred B - 31174233

Effort Report  Pay Period Summary Comments  Routing Queue

}
Effort Report Overview

Report Status.
Sponsored eport Status

SPR2020
. e o sy Charge Type - Spring 2 ion

Change n - July 01, 2020 tober 31, 2020
status — .

270304 Naurs! Maschanisms of Activ Sensing 54000 Bioicgical Siences SANRCH DIRECT — ul

= [ Completed - Locked

Total Sponsored Activity 100%

No More butions

Important Dates

Begin Fre-Revien
TowsretomDow—),  Certil

period

o October 31, 2020

If the status is complete — Locked, the certification process is complete.
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Fffort Report Ovenview

Renort Status

E. REQUESTING CHANGES/CORRECTIONS

On your review, if you find that the effort report is incorrect, reach out to your department/college labor redistribution initiator.
Once the recast is fully approved and processed, the report will be in “Awaiting Refresh” status.

Once the report is updated/refreshed, the status will go back to “Awaiting Certification.” Then the new report can be certified.

IMPORTANT NOTE: Please DO NOT select “Add New Funding” or “Request Changes” on the effort report as these do not trigger
any actual changes or updates to the report. You have to request the changes as indicated earlier via email to your
department/college initiator.

‘ ‘ Total : 100.00%

Request Changes Add New Funding ‘ |

4+ The “Add New Funding” button will bring up a new window as below :
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Add New Funding

Select Grant Code

Salect fund code

Crganization®
Select o rganization cade

Please note even though you are able to add funding distributions in this section, this does not have any impact on actual payroll
distribution. If you click on this, just hit cancel.

If you accidentally enter data and save, click “Request Changes”, close out of popup, select “Clear Changes” and Click “Yes.” The
report will go back to its starting point.

Effort Report Pay Period Summary Comments Routing Queue

Sponsored
Fund Organization Effort Category Charge Type Effort
280D18 Health Alert Network/Training FY 21 240000 Sr. Vice Provost for Research OTHSPNPG DIRECT 100

Total Sponsored Activity 100%

Total : 100.00%

» Clear Changes m

= The “Request Changes” button will bring up a window as below :
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Add an account

Add an account to Mail, Calendar, and People to access your
email. calendar events, and contacts.

Outlook.com
Qutlook.com, Live.com, Hotmail, MSN

Office 365
Office 365, Exchange

Google

Yahoo!

iCloud

Other account
POF, IMAP

This button is designed to link to a mail client so that you can send an email from the effort module to your department personnel.

However, this includes set up and linking to your mail client (webmail/outlook). If you would like to set this up, you will need to
contact IT Helpdesk.

NOTE: This setup does not add any additional information or reduce the required data elements needed to request any changes
different than if you were going through your regular email.

If you did not intend to click any of the buttons and did so in error, when you close out of these pop ups, you can clear changes as
below:

3 -

Effort Report  Pay Period Summary  Comments  Routing Quetie

Sponsored

Fund Organization Effort Category Charge Type Effort

210000 Computer Science SPNRCH DIRECT |10

Total Sponsored Activity 100%

Total : 100.00%

Clear Changes
—_— #

This will bring the report back to unlocked status and revert to its original state.
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F. SETTING UP PROXY

There is an option for Pls to setup a proxy to review the certifications but only for employees and students. A proxy cannot certify
the PI’s own report.

A proxy is someone who is given authority on behalf of the Pl to review and approve the effort certifications.

It is important to note that the selected proxy must be an individual that has direct knowledge of the project(s) activities and can
certify that the effort is correct and/or know what necessary changes are needed.

To Setup a Proxy:

Once the Pl is in the Effort Certification module, select “Proxy User”:

'n- & Smith, John

Employee Dashboard « Effort Certification « Review Or Certify Reports

Review Or Certify Reports 2t Proxy Super User fadvanced Search

Certify My Effort  Review Or Certify Reports

Then select “Add New Proxy”:

Existing Proxies

Add a new proxy

Employee Name - [Home Organization]

This will create a pop up window to search for an “Employee to add as Proxy”:

Existing Proxies

4 new prox select Employee 1o ada as Froxy v Uelete proxies
Add proxy || dd as Proxy Del

Select singleimultiple names and click on Delete Proxies to remowe from list

Employee Name - [Home Organization]
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You can type in the name of the proxy and click on the person. They will appear below the Proxy button:

Existing Proxies

Add a new proxy

Employee Name - [Home Organization]

Smith, John - [Office of Research & Development]

If you ever need to remove the employee, you can select the checkbox and click on “Delete Proxies” button:

Existing Proxies

Add a mew prooy Delers proxies

Select single/multiple names and click on Delete Proxies to remove from list

Employee Name - [Home Organization]

smith, Jjohdg - [Office of Research & Development]

Then click on “Navigate to Effort Certification application” button on bottom right:

Navigate to Effort Certification application

After the Pl completes this part, the proxy must log in to the effort module, and select the person they are proxy for:

ok R Smith, John

Employee Dashboard Effort Certification = Review Or Certify Reports

2% Proxy Super User fadvanced Search

Review Or Certify Reports

Certify My Effort Review Or Certify Reports
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Then, go to “Act as a Proxy for” area, and select the Pl name from the drop down box:

Act as a Proxy for

Self -5mith, John - [Office of Research & Development]

Act as a Proxy for

Potter, Harry |. - [Grant & Contract Accounting] e

Then click on “Navigate to Effort Certification application” button on bottom right:

Navigate to Effort Certification application |

The proxy will now be able to view all the certification under the PI's queue except the PI’'s own report.

If the proxy has their own reports to certify, they must remember to go back to Act as Proxy and select “Self.”

If you have any further questions on how to access/review the reports, please email timeandeffort-group@niit.edu and a designated
team member will get back to you.
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