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PERT Website: http://www.usf.edu/research-innovation/sr/pa/pert.aspx

The PERT Website contains the following important resources:

¢ General Info

¢ PERT Schedule (PDF) | PERT Schedule (Excel)
o NIH Salary Cap Information (PDF)

e Login Assistance

¢ PERT Training

o NIH Calculation Worksheet (Excel)
e Pay Distribution Worksheet (Excel)
o Effort Review Checklist (PDF)

e Sample Communication (PDF)
eReminder Template (MS Word)

e Sample Exit Email (MS Word)

Other Resources

. GEMS Distribution Form
. USF System Policy 0-313, Sponsored Research Cost Sharing
° Fast Access Request Form

Sponsored Research Post Award PERT Contacts

Earl Bare, Grant Financial Administrator
ebare@usf.edu (813) 974-7553

e Julia Dunn, Grant Financial Administrator
juliadunn@usf.edu, (813) 974-7229
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PERT Overview

PERT is the University’s federal effort and committed cost share reporting system. Compliance with
federally established Office of Management and Budget, Federal awards issued prior to December 26, 2014
are required to be managed in accordance with OMB Circulars A-21, A-110, and A-133. Federal awards
issued on or after December 26, 2014 are to be managed in accordance with 2 CFR Part 200: Uniform
Administrative Requirements, Cost Principles, and Audit Requirements for federal Awards (The Uniform
Guidance) or the appropriate regulations applicable to the award as specified in the Notice of Award issued
by the funding agency.

Uniform Guidance requires educational institutions to maintain an accurate system for reporting the
percentage of time that employees devote to federally funded projects (Effort). Effort is the work or
proportion of time spent on any activity and expressed as a percentage of total time. Total effort of
100% must be reported. Percent of effort does not reflect number of hours. Committed Cost Share is
any project cost not borne by the sponsor (regardless of funding source) and committed by USF for
the performance of an externally funded project. Such commitments must be explicitly stated in the
project budget, described in the proposal narrative, or included within the sponsor's guidelines as a
commitment.

PERT Roles

e Effort Central (PERT Central) - Sponsored Research Post Award Compliance staff responsible for
generating and releasing PERT reports to the departments and coordinating university
effortreporting after each semester.

e Department Representatives - responsible for reviewing and correcting each effort report prior to
certification and ensuring that any changes/corrections are updated in FAST (requires a
retroactive pay distribution, a.k.a. RET submission for each change/correction).

e (Certifiers - responsible for reviewing the effort report, notifying the Department Representative
of any necessary corrections or adjustments, ensuring that all effort corrections or
adjustments are made prior to certifying and certifying the report.

PERT Certifiers

Faculty (salary plan 22), Administration (salary plan 21) and Staff (salary plan 23) employees paid
from federal funds or anyone providing cost share to a project. The federal government expects all
effort reports to be completed by individuals with first-hand knowledge of all aspects of the work
performed. The employee performing or supervising the work is in the best position to provide this
information.

If this individual is no longer employed by the University the individual’s supervisor, PI or Co-PI are
responsible for certifying the effort report on his/her behalf. For Temporary (OPS) employees, the
nature of their responsibilities may not provide sufficient information to distinguish one research
project from another. In order to assure proper reporting, supervisors, Pls or Co-PIs of temporary
employees are responsible for certifying the temporary employee’s effort.

Note: PERT recognizes allowable certifiers. For each report, only the non-OPS employee for whom the report
was generated, the project Pl/Co-PI, the Department Head or Chairperson or the employee’s supervisor can
certify. The PI/Co-Pl listed is the PI/Co-PI common to all projects in the report. If there is not a PI/Co-PI in
common to every project listed on the report, the system will not recognize a Pl/Co-PI certifier and the effort
would then need to be certified by the supervisor. The allowable certifiers listed for each PERT report are
updated via a nightly process to reflect changes in Supervisor/Reports To and/or the common PI/Co-PI (due
to project changes).
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Cost Sharing

There are four types of Cost Sharing:

Mandatory (Committed) - required by the program as a condition of the award and therefore is
obligatory and reportable.

Salary Cap Cost Sharing (Committed) - occurs when the salary for an individual exceeds the
sponsor imposed limit. This is classified as Voluntary Committed cost share and must be
documented within USF’s system and may require reporting to the agency.

Voluntary (Committed) - offered/proposed by the grantee when not specifically required by
the sponsor. The offer is included in the award directly or by reference. Voluntary Committed
cost sharing expenses must be properly identified for cost accounting purposes. Voluntary cost
sharing is highly discouraged and requires approval Sponsored Research approval.

Note: Once proposed voluntary cost share is accepted by the sponsor, it is considered a required
University commitment toward the awarded project. PERT reports Committed Cost Share only.

Voluntary (Uncommitted) - unplanned cost share that does not need to be documented within
the University’s system or reported to the sponsors.

All employees providing cost share will need to have their pay distributed to the appropriate cost share
FAST combination code to be reflected in PERT (includes salary cap cost share). The FAST
combination codes are generated using the cost share chartfield information provided on the Grant

Budget

Release form.

The Department Representative is responsible for ensuring that payroll is distributed to the
appropriate FAST combination code for cost share to the project and verifying that the information has
been accurately recorded in PERT.

Cost Sharing

Non-Project to Project Cost Share - USF unrestricted fund (RIA and E&G funds) shares in the cost of

the

Example:

ProjGn
1
2 5890105000

sponsored project.

costShare AL gaSTDescr Pavtolls Efforty, Combination OBEL ) poct G Doptid Fund  Product

Code Unit
DEPT OF LAYY & MENTAL HLTH 59 50000029808 TPA 50022 582000 10000 000000

3 5820107600

ARctrgcpectivednalcicofOy & GOO00YOG3E  TPA  S0092  S82000 22000 (00000

COBTSHARE Evaluation of AHCA 35 35000114157  TPA 50022 582000 10000 000000

5820107600

Total Payroll: 100 Effort’: 100
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Of the total time worked during the reporting period, the employee’s time was spent on the following
(listed by line #):

1. 59% non-project related effort

2. 6% effort on Project 582010500

3. 35% effort committed to Project 5820107600, paid by state funds (Fund 10000)

Project to Project Cost Share - A non-federal sponsored project shares in the cost of another
sponsored project.

Example:

|

CostShate A'C " ., Combination Oper
ProjGit Desc EAST Descy &m.ehmm_zm Unit GLAcct GL Deptid Fund  Product

15830112800 Ll eoftSouth flanda Ceo

COSTSHARE
25830111200 PROJECTTO Center for Autism and Related 1 1 000094542 TPA 50021 583002 21000 PRJPRJ

PROJECT

3 5830116404 g&soﬁ*;;:f CARD to UCEDD /8 4 4000116576 TPA 50021 583002 21000 PRJPRJ

Total Payroll®s: 100 Effort*s 100

This example reports two separate instances of project-to-project committed cost share. Of the total
time worked during the reporting period, the employee’s time was spent on the following (listed by

line #):

1. 95% effort on Project 5830112800
2. 1% effort committed to an unidentified project (paid by Project 5830111200)
3. 4% effort committed to Project 5830112800 (paid by Project 5830116404)

PERT Report Generation

Effort reports are generated for all employees who have salary distributed from a federally-funded
project, or distributed as cost sharing through FAST pay distribution. Effort is reported at the
employee record (Empl Rcd) level. The associated salary amounts are based on the Institutional Base
Salary (IBS), which includes the following earning codes in FAST:

REG - Regular

OVT - Overtime Earnings

PPH - Prior Pay Period Hours
RTA - Retro Earnings Adjust
SAH - Salaried Ees Additional Hrs
DOC - Dock Earnings

Earnings are prorated to align with semester dates, which seldom coincide with the biweekly pay
schedule. Therefore, PERT prorates the effort within the first and last pay periods of the effort
reporting period (semester boundaries).

SPONSORED RESEARCH POST AWARD Summer 2023




Prorating Logic Chart

Page 5 of 29

Boundary Pay
Period of PERT
Report

Bourndary Pay Period
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PERT Schedule

PERT reports are generated after each semester (3 times per year). Each certification period is
approximately 5 weeks. Reports are locked when generated, released to the DRs for review and the
released to the certifiers.

PERT Central posts the schedule annually. The deadlines are communicated to the departments when
effort reports are released for review and certification. The certification deadline is also displayed on
each

PERT report. Strict adherence to these deadlines is critical in meeting federal compliance
requirements for timely reporting.

Within the PERT system, there is a function to expire effort reports. During closeout of a PERT period,
all uncertified reports will be expired. Upon expiration of effort reports, Sponsored Research Post

Award will take steps to ensure all federal dollars are removed from payroll for that PERT period.

Miscellaneous PERT Information and Requirements

Sweeps

In accordance with the PERT Schedule, a process referred to as “PERT Sweeps” is run after each
certification period to identify discrepancies between certified effort and FAST pay history. Once the
differences are identified, PERT Central notifies the Department Representatives and requests RETs be
submitted to move excess salary charges on projects (salary % > effort %) to unrestricted accounts.
Likewise, any understated cost share (salary % < effort %) would also need to corrected.

Out of Cycle Generations

When salary charges are not distributed in accordance with the effort, retroactive expenditure
transfers (RETS) should be prepared and submitted to Sponsored Research Post Award to correct the
pay distribution. This should occur immediately upon discovering the distribution error(s). RETs
posted in the FAST prior to the end of the certification period, will be reflected in the effort reports. A
weekly process is run to generate any new effort reports that may be required due to RETs.

Recertification Requests

In the rare, infrequent and unfortunate event that a certifier certifies an incorrect report, a
recertification request may be submitted to the department’s Compliance Grant Financial
Administrator (GFA). Not all recertification requests are approved. The Assistant Director of
Sponsored Research Post Award determines approval based on the nature of the request and its
justifying documentation. If approved, the report will be opened for recertification. A two week
certification deadline is applied for recertification requests.

PERT & FAR Matching

As PERT reports federal effort and/or cost share (regardless of funding source), Faculty Activity
Reporting (FAR) is managed through the Faculty Academic Information Reporting (FAIR) system. FAR
reports the effort of instructional personnel expended in support of their assignment. Though PERT
and FAR are used for very different purposes, both document faculty activity. It is critical (to avoid risk
to the university) that the reports for all employees in both systems report the same level of
sponsored activity. Any differences must be substantiated.
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PERT System Access

PERT is certified via FAST. All active employees have access to FAST. Each employee’s access to
Self Service is setup with a User ID and a default password.

e Your Self Service User ID is your 11 digit FAST Employee ID (EmplID), an auto-generated
numeric ID assigned by the system. Example of Self Service User ID: 00000012345

Your default password is the last four digits of your Social Security number, an = sign, and
the four digit year of birth. Example of Default Password: 3422=1957

As a PERT Department Representative - FAST access is required. FAST access allows users to view
information for all personnel in FAST. Each user’s view is limited to the information that his or her
job/role requires.

The Request for FAST Access form is used to request access to FAST data. The form is completed and
approved by the appropriate department level designees and forwarded it to IT. For PERT Department
Representative access check the Effort Representative box.

PERT System Navigation

Certifier’s Navigation:

As a Department Representative (DR) it is important that you learn the Certifiers Navigation and how
to certify effort reports. The online PERT Certifier training provides both a certification/navigation
demonstration and simulation. Research Clarification or Change in Procedure (CCHIP) #0004,
Mandatory Training for Effort Reporting prescribes PERT training as mandatory .
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PERT is certified via FAST. Effort Report System > Certify

Favorites+ | MainMenu > Effort Report System v > Cerlify v > Effort Certification

Effort Certification

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

~ Search Criteria

Empl 10 {begins wit V]
Empl Record
Report Begin Date
Report End Date
Fiscal Year

Effort Certification

Reject[Begins wih /|

Dept Admin Change

Emp Changed

-
Search Clear | Basic Search [&° Save Search Criteria

Certi

Effort Certification - provides certification access to the non-OPS employee for whom the report was
generated. Only the employee, project PI/Co-P], the Department Head or Chairperson or the
employee’s supervisor can certify.

P1/Co-PI Certification for OPS - lists and provides P1/Co-PI certification access to all reports generated
for OPS employees that provided effort on their projects.

FAST Project Information - displays the project name (Descr), start and end dates, sponsor and PI
information.
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Department Representative’s Navigation

Retrieve and Review Effort Reporting Data

Following the creation of effort reports, Department Representatives (DR) will be notified by
Sponsored Research Post Award Compliance, that the effort reports are ready for review. During this
review period, Department Representatives will be able to make adjustments to the uncertified effort
reports. Missing accounts should be added, payroll percentages checked, and any changes from
proposed committed cost sharing should be updated. Once adjustments are complete, the DR should
unlock the reports and notify their faculty and other certifiers that the reports are ready to be
reviewed and if correct, certified.

Step 1: Navigate to Admin Effort Review

Favorites v Main Menu ~ Effort Report System v | > Use v > Admin Effort Review

Admin Effort Review Setup . /’_\
9 Use | = ( Admin Effort Rewe\-.\

Process \:--/

Find an Existing Value Add a New| ( Certify

Enter any information you have and click

Search Criteria

Empi 1D

Empl Record

Fiscal Year

Report Begin Date

Report End Date
Salary Administration Plan
Department begins with V|
Effort Certification
Emp Changed
Dept Admin Change
Reject[begins wih v |

Locked for Review|= v |

Cinclude History [ case Sensitive

=& X
Clear Basic Search &' Save Search Criteria
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Step 2: Using any combination of search options, enter the criteria, click Include
History and click the Search button.

In the example below the following options were used:
¢ Department (FAST Dept ID format: X-XXXX-XXX)
Effort Certification (N to view non-certified reports)

Admin Effort Review
Enter any information yvou have and click Search. Leave fields blank for a list of all values.

|/ Find an Existing Value {_ Add a New Value

Name: |begins with v ||

EmpliD: | begins with + |

Empl Red Nbr: | = v | |

Fiscal Year: | = v | |

Report Begin Date: | = v | |

Report End Date: | = v | |

Salary Administration Plan:| begins with v |

Department: |begins with V||D-5830-DDS

Effort Certification: | begins with v [N

Emp Changed: | begins with + |

Dept Admin Change: | begins with v ||

Reject: |begins with v ||

Locked for Review: | = v | |

Include History [Ocase Sensitive

Fearch Basic Search Save Search Criteria

{nd an Exigted] Value | Add a Mew Value

Note: When returning to the search page for another, click Clear to remove all unwanted search values.
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Step 3: From the search results, click the link for report to be viewed.

Admin Effort Review
Erder any Infarmaton you have and ciick Search. Leave 50335 blank for 2 listof all values.

[ Vet an Edsing Valne | AS3 3 New Vilie

Nagrs: Deging with

Empa: DegIng with

Enmpd Rod Noe:

Fevcal You:

Report Begin Date:;

Report End Date:

Salaty Adiniedsts ation PRec beging wih «
Departmert: beging with v 0-5830-005

Effon Certificationc Degins with & N
Ernp Changed: begins weh ¥ N
Dept Aderin Changes begins wen ¥ N
Refoct: begins with & N
Lockad for Review: . v

[ wchote History [ Case Sensitne

Sesch | Cmee | Basic Sepch B 3ave Seacon Crtena

Search Results
« VWM

RamesRojenckTemel  QUOODITRZR0 207 QR0IR0G 12000006 ] RELocked
Barsa g EiRasem U TR AALA000 ] 520002 RE gk

00 N RRLscked
(:5820-005 ti
Q:5RA0-002 N
EAEM-00% N
4630008 N
W
G5820-005 N

05830006 N

:5830-005 N

[~

Qints Eiecla 0 Q0000085627 0 08072004
Exongsabvan Batel 00000063248 0 P QEOTR006

Qfiacked
OB Lacked

Engdman Ameiig a0 (0000083244 0 207 OB IR00H
QonzaiaiMercedes 002000827240 LE0YR008
rrvasser P i
Rzech FubYA 000000239130

R Lacked
08 Lockeg

A-A-i-A-4-4-4 -4
A-4-2-4-4-4-4 -

08 Locked
DE Locked
Q8 Locked
RELacked

RELackey

"' 24 4

—_—

00000050937 |
Senomve ko M Q000132630
Veskkistea ¥ DES000510520
vomosEvelodaden  OUS00I54166
: 00200052247 0

Yacraolika Sxeaans QL000022762 & UL

4
[~ 34

EREEREEEBERER

-4-4
=

LS030-002

QR Locked

ke

Search Results Include:

Number of results found

Employee’s information: Name, EmplID and Empl Red Nbr
Fiscal Year (report was generated)

Report Begin and End Date

Salary Administration Plan (0_= OPS; 21 = Administration; 22 = Faculty; 23 = Staff)
Department

Effort Certification (N - No, Y-Yes or E-Expired)

Emp Changed (N to view effort not changed by the employee)
Dept Admin Change (N - No, Y-Yes)

Reject (N - No, Y-Yes)

Locked for Review (Locked, Locked for DR Review, Unlocked)

Note: If multiple results are found matching the search criteria, a Search Results listing will appear at the
bottom of the screen. Multiple rows may appear for each employee, representing multiple jobs (Empl Rcds) or
multiple Effort Reports, each representing a different reporting period.
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The Effort Report Details page appears. The section header (top blue bar) displays
the number of rows associated with the reported effort. Rows are added for each
change that is made to the report. History is maintained by effective date (Eff Date)
for each update/correction made to an employee’s effort detail. Row 1 is always the
most up-to-date record. If the record has 3 rows of employee level detail, 3 of 3 is
the original and 1 of 3 contains the most up-to-date detailed information.

Effort Report Detail {_Effort Comments | Post Cerlification Comments | Allowable Cerifiers |

Find | Wiewal  First [ 4 or 1 [ Last

F[=

EmpliD: 00000023913 EmplRed#: 0 Name: Joseph,Ruby A SalPlam: 22

Eff Date; | V202772007 |54 Report Period: 08M7/2006 - 120192006 Due: n3anzon?

Wiew C tP Il Hist
Emp Chyi: N Certify: M Reject: N iew Current Payroll History |

User ID: Lock Status: | Locked for DR Review w
EMAIL

Account Details

Customize | Find | i First ] 4 of 1 [ Last

- . Cost . Oper FAST
I 5 o, COSt o
Proj/Grt Combo Code FAST Descr Payroll%: Share’ Effort': Unit Dept Fund  Prod Chartfield1 SRN Number

1 5830047400 000032238 |Q GEAR UP 2 (Mermorial) | 100] |:| TPA 583005 20000 000000 (0000000 S830474KD =

FTE: 1.000000Toetals for Payrolli: 100 Effert®a: 100

DA Comments: PERT Comment: Pay ending 10-AUG-2006 was included at 40 percent. Pay
ending 28-DEC-2006 was included at 30 percent.

& save | SLReturnto Search |+ Previous inList | +E Mext inList | [=] Motify | Update/Display |K\

Effart Repart Detail | Effart Comments | Post Cedification Comments | Allowable Cedifiers \ /

Note: Include History view must be used to view multiple rows of Employee Level effort detail.

The page reflects the following Employee Level effort detail.

Employee information: Name, EmplID, Empl Rcd#, Name and Sal Plan
Effective Date (the date the record/report was created or last updated)
Report Period (begin and end Date)
Due Date (effort reporting period deadline date)
view Current Payroll History | - button links to a current live view of the FAST payroll history.
Emp Chgd (N to view effort not changed by the employee)
Certify (N - No, Y-Yes or E-Expired)
Reject (N - No, Y-Yes)
User ID (if the report has been adjusted, displays the adjusted by FAST User ID)
Lock Status (Locked, Locked for DR Review, Unlocked)
- used to e-mail information directly from PERT to employee listed on the effort report.

Note: Include History view must be used to view multiple rows of Employee Level effort detail. If employee’s e-
mail address is not listed in FAST an error message will appear. This function is not available for OPS
employees since they do not certify their own effort.
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The Account Details section displays the FAST Combo Code and its associated chartfield values for each
line of pay distribution. To view as shown in Step 3, click the Show all Columns button.

Cost o Opet  EAST
Bannolls o) ogn, SO 0™ g

15530047400 000032238 |0, GEARUP X (Memodial)| 100 100| TPA 503005 20000 000000 Q000000  SA304T4K0

Effort Data: Additional Infor
' Proj/Grk *  (Oper Unit
Combo Code FAST Dept.
FAST Descr (D escripkion) Fund
Payroll%a Prod
Cost share%a(if prior bo 20077 Chartfield 1 (Initiative)
Effort%a SRMN Mumber (State Repoting Mumber)

Effortis determined and calculated from the percentage of salary dollars charged to projects and/or
project cost shares.

DA Comments are used to view/add comment stored under the Effort Comments tab. Comments should be
entered for each change made to an effort report to provide an audit trail. Users of the system are
encouraged to include comments in effort reports to support exceptional circumstances and actions taken.

Step 5: To confirm that the Account Details section reflects the current payroll
history, including posted retroactive expenditure transfers, RETs), click the
View Current Payroll History button.

[ EMostReport Detall | Effost Comments | Post Cerfication C

Emgll:: 00000023913 Empl Redw: 0 Name: Joseph Ruby A

EffDate: 02272007 5 Roport Peviod: 08107/2008_~ 1211912005 yp D

View Current Payroll Histo
Emg Chot N Certify: N Reject: N _______*__IL__“__'Y_J

User e Lock Statys: | Lotkid for DR Remew v

: : Cost . Oper  EASI
ProiGt  ‘ComboCods  FASIDsscr panors 5% ey S0 EASY

15830047400 |000032238 | GEAR UP 2 (Memornal) 100 100] TPA 583005 20000 000000 0000000 S830474K0 =

FTE: 1.000000Totals for Payvol's: 100 Effort'ss 100

DA Comments: PERT Comment Pay ending 10-AUG-2006 was Included at 40 percent, Pay
ending 28-DEC-2006 was included ¢ 30 percent

@oeve | QRetuntosewch | rEmrevousbis | sEnetnust| [Ny |

Effort Report Detail | Effod Commenrds | Post Cencation Comments | Aowable Cedifiers
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The Payroll History View provides a live (current) view of all posted salary
details. The PERT Earnings Sub-Total section should mirror the PERT
Account Details section. Click the Return to Admin Effort Review once pay
history is confirmed.

[ Papoll Hstory View |

Emplilc 00000023313 Ergd Reas; 0 Joseph Ruby A
Report Potiod 030772006 < 12192006 Teemd 200808 Ouenl ok Data

This is a e vow of 1he payt ol transactions 1ecorded Tor this eergloyee and job ot The PERT 1eporting petiod ¥ any PETs have Baon ppfcessad after this ropart was
penesated (soe Trans. Type and Trans Date bedow), nconsistencies between the SubTotals below aoul the Payy oll's on the effert 1ey
cortfied, the SubTotals befow need 1o it ch the Paytoli's on the 1eport of addtional PETs may be regared. Please comtact your

oot e dcrmation,

ayroll and PERT Pay Detals
| Paroapetad | FAST Cradfiokls bis

Packpars BIC . SHPRR Geus ncct cade Profest0 B o Ttoms Ot e o]

1 CANO2006 4000 000032238 £830047200 0 08182008 $270045 8 PRORATE Y $108018

2 0872452000 100 00 0000322238 S330047400 0 05017209 270048 $2700 86 NCLUDE Y $2700¢8

3 002006 100.00 000032238 £330047800 $270045 $2700 86 INCLUDE $2700 &5

4 0AA2006 10000 000032238 S330047400 $2700 456 $270086 INCLUDE Y §2700 46

5 10052006 100 00 900033238 5330047400 $273255 $2732)5 WNCLUDE { $373288

B 1012006 10000 €00032238 SEI004T400 0102772006 2781 46 $2781 R6 INCLUVDE Y §378% 46

T 11022006 100.00 000032238 SE30047¢00 0 11092006 $2781.456 $2791 6 INCLUDE ¢ $2781.46

8 111862006 100.00 000032238 S83004T400 0 111252006 $2T81 458 S$2791 6 INCLUDE Y $2783.46

8 113072006 100.00 000032238 S230047¢00 0 12082008 $2T21 48 $2781K6 INCLUDE $2763 48

10 12142008 100.00 000032238 330047400 0122172008 $2751 48 218106 NCLUDE $276Y &6
11 1202852006 3000 000032238 0 0Y0%2007 278146  $534844 FRORATE Y $834u

S o000 00

PERT Earnings Sub- Tolsd
GEMS Acct
Code Progectid  SEN

1 000032238 5830047400 S2I0474KD 20080,

PERT Ebgible Grand Tetak
Boectl Bk [y Noene
15830047400 P 00000023913 JosephRuby A
Régutn 20 Agmin Efa Ravisw

] meery

Note: The Payroll and PERT Pay Details section data can be used as a data source for the Pay Distribution
Worksheet (discussed later in this workshop). Use the Download button to send the data to Excel for easy entry
to the Pay Distribution Worksheet.

If changes/ RETs are pending (not yet posted) the Effort Report should be adjusted (updated) to reflect the
change(s) and an explanation should be entered in the comments section (See Changing Employee Level Effort
Report Detail).
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Step 7: The Effort Comments page displays any comments entered by the employee
or DR.

Effort Report Detail | Effort Comments | Post Cerification Comments | Allowable Certifiers |

First [+ 1af 1 [v] Last

Emplil: 00000023313 Empl Red®: 0Mame: Joseph Ruby A FTE: 1.000000

Eff Date: 02/27/2007  UserI: Report Period: 08/07/20067 121 9/2006

Employee
Comment:

DADR PERT Camment: Pay ending 10-AUG-2006 was included at 40 percent. Pay
Comments:; ending 28-DEC-2006 was included at 30 percent.

Bl Save | C\Returnto Search | tE Previous inList | 4E MextinList | [=] Motify UpdateDisplay | 2

Effort Report Detail | Effort Comments | Post Cedification Comments | Allowakle Cetifiers

Step 8: The Post Certification Comments can only be entered by Sponsored

Research Post Award Compliance.

Effort Repart Detail | Effort Comments |~ Post Certification Comments 1 Allowable Certifiers |

EmpliD: 00000023913 EmplRcdZ: 1 Name: Joseph,Ruby A

Eff Date: 02/27/2007 Report Period: 08/07/2006 —  12/19/2006 FTE: 1.000000

Comment User ID:
Dt:
Post Certification Comments:

= CLReturn to Search | +[E Previous in List | +E Mextin List | [=] Motity | B UpdsteDisplay | 2

Effort Renort Detail | Effort Camments | Post Cedification Comments | Allowable Cedifiers
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Step 9: The Allowable Certifiers page lists all those currently eligible to certify the
effort report.

[ Effort Report Detail ¥ Effort Comments |} Post Gertification Somments ™ Allowable Certifiers

Joseph Ruby A EmpliD: 00000023913 Empl Rcd
Nbr:

CERTIFIED BY Certifier's ID Name
1 SUPERYISOR Qooo0015106 Hernandez,Mario
2 PI-CFRI 00000023913 Joseph, Ruby A
3 PERT DEFT CHAIR 00000015106 Hernandez,Mario
4 EMPLOYEE 00000023913 Joseph,Ruby A

DEPARTMEMNT .
g CHAIR Qooo0015106 Hernandez,Mario

H HEHE
O] O[O

B save | S\ Return to Search | +[E Previous in List | +[E] Mext in List | [=] mutify | FF UpdateDisplay | =

Effort Report Dietail | Effort Comments | Post Cedification Comments | Allowahle Certifiers

Note: Allowable Certifiers information is processed nightly. Any updates to job data (Supervisor and/or
Reports To) are reflected the next business day.
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If no adjustments are required, the DR should unlock the report and notify the
faculty member or other certifiers that the report is ready to be reviewed and if

correct, certified. To unlock the report, click the Plus sign located just below the
Employee Level header to Add a new row.

Effort Report Detail | Effort Comments |} Fost Certification Comments | Allowahle Certifiers

First 4] 10of 1 [ Last

EmpliD: 00000023913 Empl Red#: 0 Name: Joseph Ruby A Sal Plan: 22
Eff Date: |02/27/2007 |5 Report Period: 08/07/2006 - 12(19/2006  Due: 03r30/2007

View Current Payrall Hista
Emp Chygd: I Certify: 1 Reject: I i i |

User ID: Lock Status: | Locked for DR Review v|

EMAIL
Account Details

Z i First ] 1 af 1 [ Last
e

Proj/Grt ‘Combo Code EAST Descr

. Cost . Oper
0 0 —_
Payroll's Share's Effort' Unit Prod Chartfield1 SRN Number

1630047400 000032238 | QL GEAR UF 2 (Memorial) [ ] ; 583005

20000 000000 0000000 5830474k0D [+ [=]

FTE: 1.000000Totals for Payrollte: 100  Effert®: 100

DA Comments: |PERT Comment: Pay ending 10-AUG-2006 was included at 40 percent. Pay
ending 28-DEC-2006 was included at 30 percent.

B Save | SlReturnto Search | +E Previousin List | +E Mextin List | [=] Motify

Effort Report Detail | Effort Cormments | Post Cedification Comments | Allowahkle Certifiers

Update/Display | =

Step 11: The row will now be displayed as row 1 of 2 and the Effective Date

displayed is the current date. Change the Lock Status to Unlocked and then click

the Saveb{ /

[ Eftort Report Detadl | ESort Cormments | PostCe

cation Comments | Allgwable

EmpliD: 00000023313 Empl Redo: 0 Now

Eff Date: 030112007 % Report Periodi 0802006

Emp Chod N C = N Reject: N
User ID; RJONES Lock Statis:

[ ©fortData \ Addticoaiindo | |

Projtat  ‘Combo Code

1 5830047400 000032238/ GEAR UP 2 (Memorial) 100

FIE: 1 000000Totalrfor Payrollts 100 Effortss 100

DA Commmen;

'.'lSqu ..lmeSum! !fi}ﬁanm} 11'?Nau1] 47 UpdateOiegiary |

Efort Repor Detall | Effodd Comments | Post Cenfication Commernds | Allowable Cemfiers
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Step 12: Notify the faculty member or other certifiers (for OPS) that the reports
is ready to be reviewed and if correct, certified.

Note: For non-OPS effort reports the Email button can be used to e-mail information directly from PERT to
employee listed on the effort report. If employee’s e-mail address is not listed in FAST an error message will
appear.

The Notify feature should only be used from the Certify page. If used on the Admin Review page, the link that
is sent in the email will link to the Admin Review page and the certifier would not be able to certify the report
from that link.
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Changing Emplovee Level Effort Report Detail

Step 1: Use Admin Effort Review to retrieve and update an employee’s effort detail. Add a

new row (click the Plus sign located just below the Employee Level header).

[ Erfort Report Detait '\ Effod Comiments | Posi Comficasen

EmpliD; 00000023913 Empl Rede: 0 Namwe: Joseph Ruby A
B Date; 022702007 W

Sal Plarc

Report Period 020712006 ~ 12492006  Due: 033012007
W 1P ¥ MY

EmpCho® N Certify; N Rejoct: N how Current Payro History_|

Lock Statips:  LOtked for DR Review v

ProfGet  ‘ComboCode  FASIDesct paois 8 o S0 EASL g prod  Chamelas semmber

1 5830047400 000032238 | GEARUP 2 (Memonial) | 100 100 TPA $83005 20000 Q00000 0GO0000 S5330474KD

FIE 1 000000Totals for Payrolts 100 Effer's 100

DA Connerts: PERT Comment Pay ending 1 0-AUG-2006 was included at 40 percert Pay
ending 28-DEC-2006 was intluded at 30 percent

QS«wI cARetun 1o Search | o] Previous nList | 410 Nextin List '-‘,Nom”

Effort Report Detadl | Efodt Comments | Pogt Cagifeation Comments | Allowable Catifiers

Step 2: Notice the row is now displayed as row 1 of 2 and the Effective Date displayed is the
current date.

Effort Report Detail _Efiort Comments | Post Certification Comments j” Allowable Cerfifiers |

First [4] 1orz B Last
&= SN~ —
pliD: 0000002301 EmplRcdz: 0 Name: Joseph,Ruby & Sal Plan: 22
Eff Date: | 10/01/2007 |5 Report Period: 08/07/2006 12(19/2006  Due: 03/30/2007

ethify: N Reject: N Wiew Current Payroll Histary

UserID: RJOMES Lock Status: | Locked for DR Review v
EmdAlL
Account Details

ize | Fin First [4] 10f 1 [v] Last

Proj/Grt ‘Combo Code  FAST Descr

. Cost . Oper FAST
0 0
Payroll%: Sharet Effort’: Unit Dept Prod Chartfield1 SEN Number
1 5830047400 (000032238 | GEAR UP 2 (Memarial) l:l TPA

583005 000000 0000000 5830474KD0 [+ [=]

FTE: 1.000000Totals for Payroll: 100 Effort%: 100

DA Comments:

B save | SiReturnto Search | +[E| Previousin List | +[E MextinList | [ Motify

UpdateDisplay | 2

Effort Report Detail | Effort Comments | Post Cedification Comments | Allowable Certifiers
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Change the Account Details in Row 1 to reflect the correct % Payroll /Effort. Insert
anew row in the Account Details section.

~.

Effort Report Detall | Effot Comments | Post Cerification Cowagnis )~ Aowable Cerifiers

EmpliD: 00000023913 Empl Reds: 0 Nane: Josaph Ruby A
Eff Date: 1000112007 3% Report Petiod: 02/07/2006 ~ 12192006  Due: 02301200

Emp Cligd: N Certify: N Reject: N View Current Payrodl History ]
UserID: RJONES Lock Status: | Locked for DR Review v

Proj it ComboCode  EASIDescr
1 5830047400 000032238 C GEAR UP 2 (Méemorial

FTE: 1 000000Totals for Payrolis: 90 Effort's 90

DA Conunems:

USavel .."\R«umoSearchl ﬂiijemusnustl 6:'-'}Ne:1nusl| f'-'lNoMyI

Effort Report Detad | Efort Commeants | Post Cemification Comments | Allowable Cerifiers

Update Row 2 to reflect the correct % Payroll/Effort on the correct FAST Combo
Code.

[ Effort Report Detall (RO Comemants | Post Camacabon Comeme

EmpliD: 00000023913 EmplRcd®: 0 Name: Joseph Ruty A SalPlwe 22

11 Date; 100172007 [ Report Parkod: GRI07/2006 ~ 12192006  Due: 0302007
v P, 7 M

Gt N e R sew Current Payron Mistory |

Uses I0:  RJONES Lock Status: | Locked for DR Review v

EMAlL |

Shore’y Degpt
1 5830047400 (000032238 QA GEAR UP 2 (Memarial) 40 90! TPA 583005 20000 000000 0000000 5830474K0

GEAR UP #2
25830117500 (000117559 QX (GAINING EARLY
AR

?go‘g"'”m% 10 10 TPA 583008 21000 PRIPRJ 0000000 5830041P0

FTE: 1 000000Totals for Payrolls: 100 EMort's 100

DA Cotnenaets:

W Sove | ARetuntosowcn | slpreviosiniat | S Netnust | [ty |

Effort Report Detall | Efflo Comments | Posi Cenfication Comments | Allgwable Cedifiers

Note: The total of the values in the Payroll% and Effort% must always equal 100. If the Payroll/Effort % is
changed in the effort report, a RET (Retroactive expenditure transfer) must be processed.
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Enter a comment to reflect the reason the record was changed. Change the Lock
Status to Unlocked and then click the Save button.

| Effort Repont Detadl | Effon ¢

Emplil: 00000023913
£ Date: 100372007 &

Empl Redv: 0 Name:

Repott Petbod: 0210 12192006  Duwec 03302007

View Current Payroll History |

EmpChot N
User ID;  RJONES

Cmr’ LLRelect 8
Lock Status: / -

GEAR UP 2 (Memora) $83005 20000 000000 0000000 S5830474KD

GEAR UP #2
O (GAINING EARLY
AVAR

GEAR UP 2 (2006

2007) 21000 PRJPR) 0000000 $830041P0

£83005

100 Efforts 100

;| Updated record fo reflect T0% 03t Share (F0]ect o prOJech on Gear Up 2
Rets pending for PP 0703+ 0713

Qﬁv{.’.\mlo&um[ Qz}hmnwl J

Effort Report Detall | Effad Coenments | Post Cenfication Comments | Allvwalie Carfiars

-:NﬂeyJ

Notify the faculty member or other certifiers (for OPS) that the report is ready to
be reviewed and if correct, certified.

Step 6:

review {non-OPS only).

The system generated email message will look similar to the example below:

¥ Effort Certification - Message (Plain Text) - Unicode (UTF-8)

| Ele Edt Yew [set Fomat Tooks fctions bep
|Qviesy | Ghreviod | DFonsnd | @ 0| ¥ DY X (4w AL

GEMSDVLP_TRUSTY._AppSve
To: Ghiotto, Sherry

ce Kamath, Sharmia

Subject:  Effort Certification

Your Effort Repont is ready for cenécatuon

to signon to the system ) r
[CType=PaneléMery=U EFFORT REPORT SYSTE\'?.Maxk t=

=181x]]

Froe: Sent: Thu 1/16/2003 8:54 AM

Please click on the link below ;_]

Note: Once changes are saved the Email button can be used to notify the employee for certification review
(non-OPS only).
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Correcting Rejected Employee Effort Report Data

Once the certifiers review the effort reports they may find errors that require assistance from the
department representative to adjust. If so, they may reject the effort report. Once rejected, it will no
longer be available to them to certify until adjusted and released again by the department
representative.

Step 1: Use Admin Effort Review to retrieve and update an employee’s effort detail. To search
for Rejected reports within your department, enter the Department (FAST Dept ID)
and enter a Y next to Reject. Click Search.

Admin Effort Review
Enfer arry information you have and click Sefirch. Leave flelds blank for a list of afi values

{Fnd an Existing Value {_Atd & New Jfakue

Nane: beging yith v
ExmpliD: begingwith
Etnpl Red Nbi:

Fiscol Year:

Report Begin Date:

Report End Date:

Salary Admindstration ' begins with »

Department: / pegns with v 0-2119-000
N beging with v

Emp Changed begins with v
Dept Adenan Changhs beging with

Search | Clear J Basic Search B Save Search Criteria

Find an Existing Value | Add 3 New Yalue

Note: If multiple results are found matching the search criteria, a Search Results listing will appear at the
bottom of the screen. Multiple rows may appear for each employee, representing multiple jobs (Empl Rcds) or
multiple Effort Reports, each representing a different reporting period.
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The Effort Report Detail page displays for the rejected record. Records that have been

rejected by the certifier have an additional item, the Review Status checkbox. Click the
Effort Comments tab.

EmpliD: 00000036406 EmplRcd®: 5 Name: Benjamin Helen Sal Pl 05

Eff Date: 0272712007 9 Report Period: 08/07/2006 ~ 12/19/2006  Due: 033012007

{0 Il
EmpChad: N Cenify: N Reject: ¥ e

UserID: 00000021932 Lock Status: Review Status: | Review Reqguired v

000102681 |Q Egg‘:l%%‘g"e oo

22106104900 [000105823 | ;‘,"I:‘Sif"“““e"°'°“" 9%

FTE: 0.500000Totals for Paytolity: 100 Effort'ss 100

DA Comments: PERT Comment Pay ending 28-DEC-2006 was Included at 30 percent

W save | LiRetunto Search | smNetnist | E)notity | Eupdateisplay |

Effort Report Detail | Effort Comments | Post Centification Comments | Allowable Cedifiers

Step 3:

Each report displays the comments that were saved for the report. Employees should

leave an explanation for the rejection in the Comments box. Click the Effort Report
Detail tab.

[ Effort Repori Detall | Effort Comments \_Post Certification Comments | Allowable Certifiers )

EmpliD: 00000036406 EmplRcd=:  5Name: Benjamin Helen FTE: 0500000

EffDate: 02/27/2007 UserlD: 00000021932 Report Period 08/07/2006™  12/19/2006

Employee  |pro; 1 unknown. This person not paid from other than 2106104800
Comment:

DADR PERT Comment Pay ending 28-DEC-2006 was Included at 30 parcent
Comments:

W@ save | SRetuntosearcn | | smNetinvist | [Z)notity | Flupdsteispiay |

Effer Report Detail | Effort Comments | Post Cedification Comments | Allowable Cenifiers
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Step 4: Per the Employee Comments, update the Account Details to reflect 100% Payroll/Effort
on FAST Combo Code 000105823. Click the Delete row 1 icon.

yd

{ Etfort Report Detail \_Effort Comments | Post Certification Commaqts | Aliowable Centifiers |

EmpliD: 00000036406 EmplRed®: 5 Name: Benjamin Helen SalPlan: 05
Eff Date: 1040172007 [ Report Petiod: 08/07/2006 ~ 12/19/2008\ Due: 03/30/2007

Vi aXoll H
Emp Chad: N Centify: N Reject: ¥ S CUnOM Banol Hietory
User ID:  RJONES Lock Status: Review Stius: Review Reguired v

PiojGrt
ENGINEERING |-4
CORRIDOR

Non-Contact Metrology
of insul

1 000102681 |

2 2106104200 (000105823 Q

FTE: 0.500000Totals for Payroll's: 100  Effort’ss 100

DA Comments:

@ save | L\Retun to Search | | smnetnust| Einatity | #updateispiay |

Effort Report Detail | Effod Comments | Post Cedification Comments | Allowable Cerdifiers

Step 5: Click OK to confirm deletion of the row.

\

[ Erort Repoit Detail | Effort & Y ?%ﬁ&b?ft pmments )~ Allowab

EmpllD: 00000036406 EmplRcd®: 5 Name: Bendamin Helen SalPlwe 05
Eff Date: |10/01/2007 | Report Period: 08/07/2006 -\ 120192006  Due: 03/30/2007

¢ I
EmpChad N Certify: N Reject: vie Current Payroll History |
User ID:  RJONES Lock Status: Review Status: Review Required

Q ENGINEERING -4

CORRIDOR
Non-Contact Metrology
of insul

000102681

22106104900 000105823 |

FIE: 0.500000Totals for Payrolit 100 Effort's 100

DA Comments:

@ save | ARetuntoSearch | | 40 Next in List T T=Tceity | 20 Upastelonepiay |
Effort Report Detail | Effrt Comments | Egst Ceification Comments | Allgwable Cerifiers
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Change the Payroll% to 100 (Effort% updates automatically) and enter the reason for
the change in the DA Comments box.

{ Effort Report Detail '\ Effort Comments ) Post Cerificatign $omments | Allowable Cerifiers |

ployee | eve »

FE

EmpliD: 00000036406 Empl Red®: 5 Name: fBenjargin Helen Sal Pl 05
Eff Date; | 10/01/2007 |y Report Perlod: 08/07f2006 ~| 121192006  Due: 03/30/2007

ew Current Payroll Histo
EmpChgd: N Certify: N Reject: Y urent Payrol Histey |
UserID: RJONES Lock Status: Review Status: | Review Required v

I Dela
Effort Data Y Acdionalinfo |\ [=5»

ProjGit ‘Combo Code ., Effort’s

Q Non-LContact Metrolo

12106104900 000105823 of Inbul

100| [# =]
FTE: 0.500000Totals for Payroli'e: 100 Effort®s 100

DA Comments: Change reflects pénding RET for PP 0703 - 4% from 000102681 1o
000105823.

W sove | QReturnto Search | [ Notity | | 23 ncaade History

Effort Repont Detall | Effort Comments | Post Centification Commants | Allgwable Centifiers

Step 7: Change the Review Status to Review Complete, this will make the report available
again for certification. Click Save.

Effort Report Detail \_Efiort Corynents | Post Cerlification Comments ) Allowable Cerifiers

EmpliD: 00000036406 EmplRcd®: 5 Name: Benjamin Helen Sal Plan: 05

Eff Date: 10/01/2007 |3 Report Period: 08/07/2006 — 12/19/2006  Due: 03/30/2007

Vi nt Payroll Hi
Emp Chod: N Coftity: N Reject: N iew Current Payroll History l

UserID: RJONES Lock Status: Review Status: | Review Complete v

12106104960 (000105823 |, :‘r"l:'s?‘f"‘“'“e""'”"

FTE: 0 5g0000Totals for Payrolls: 100 Effort’ss 100

DA Ctmments:  Change reflects pending RET for PP 0703 - 4% from 000102681 1o
000105823,

SLReturn to Search J [=] Netity ] &2 L»ddeway]
Effort Report Detail | Effort Commments | Post Certification Comments | Allowable Cerifiers
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Notify the faculty member or other certifiers (for OPS) that the report has been
corrected and is ready to be reviewed and if now correct, certified.

Note: Once changes are saved the LE®L ] button can be used to natify the employee for certification
review (hon-OPS only),

If you choose to use the EMarity | feature, you must navigate to the Employee Effort
Certification page and click the Motify button from the employee’ s effort report.

Once the Send Notification page appears:

Enter the email address of the certifier in the To:field

You may copy (CC/BCC) anyone else who should receive the notice

Be sure to CC yourself, if using the Notify button.

Select the Priority from the drop down list.

Enter the Subject.

Write a Message to the certifier. The message will appear in the body of the email.
Click OK to send the notification.

Send Notification

Type names or email addresses inthe To, CC, or BCC felds, using a semé-colon as a separalor
Chick LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS %0 viéw or change the méthod of the send

Notification Details ookyp Recipient Delivery Options

To: [sghlo:o@veseav(n usfedu ﬂ

cc: I il

BCC: l j
Priority: I 1-High v I

Subject: [erfo« Report is Ready for Cenficason

Template  [vordow Notification
Text:

Priority. %NotificasonPrionty

Prnba Mamd AOAE A4 AN

Dear Dr. Gulitz, your Fall 2005 effort report is ready for
certification Please contact me if you have ary questions or
concems

Your Dept PERT Representative =l

Click OK to send this notfication and exit this page. Click Cancel to exit this page without sending a notification
Chck Apply to send this nodficaton and remain on this page

oK | Cacel | Appty |
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The notification message will look similar to the example below:

From:  PeoplescftiBPecplesclt.com Seck:  Thu 2/9{2006 2:07 M
Tos Ghickto, Sherry

e

Subject:  Effort Repeort is Ready for Certfication

Vorkzlov Notification

Priority: 1-High

Date Sent: 2006-02-09

Sent To: sghiottofresearch.ust.edu
ce:

Please click on the link belov to access Chis transaction:
heep://ruby3.fastmall. ual.edu/pap/gesacest/ENPLOYEE/HRNS/c/U EFFORT REPORT SYSTERM.U ENPLOYEE EFFORT.GBL?

2005-12-2043AL ADMIN PLAN=22(SSNwD773692544U CERTIFY=NCU DA CHANGE=YCU REJECT#NLActionsU

Bessage Text:

Dear Dr. Gulitz, your Fall 2005 effort report 13 ready for cercification. Please contact me if you have any quescions or
concerns.
Your Dept PERT Representative

When the recipient clicks the emailed link, the system will prompt for the recipient’s User ID and
Password (unless the recipient is already signed onto FAST). Once signed on, the system will link
directly to the Employee Effort Certification page from which the notification was sent.
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Mission Statement

Sponsored Research Post Award provides financial services in support of USF sponsored research
awards and activities. Post Award's mission is to protect the university's research program while
maintaining a strategic balance of service and compliance. The objectives are integrated with those of
Sponsored Research.
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