UNIVERSITY of
NEW ORLEANS

Certify Effort: Terminated Manager (Costing Changes)

This section will explain how to certify effort for a
terminated employee with allocation changes. g Inbox

Quick Reference card  Effort Cert: Term Manager (Costing Changes)

1. Navigate to Workday 4 items

2. The effort report for a terminated manager

is routed to the cost center manager's Effort Certification: UNO Effort Certification Type for [ B Terminated) for 07/01/2021 ...
inbox for administrative review - ) R
34 second(s) ago - Due 04/12/2022

3. The cost center manager will find and click
on the appropriate Effort Certification
report item; a new page will display
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Details (top of screen)

1. Click the > arrow next to Details to expand the
section and view the effort report details

a. Effort Certification for — The effort
certification period

b. Total Certified Amount Estimated — The
total amount for the certification period

c. Effort Certification Status — Will be In
Progress

d. Changed Status — Will be Unchanged

NOTE: See Help Text next to Details.
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NEW ORLEANS Quick Reference Card

Review Effort Certification

7 Details

Details Position rganization: Process History

Effort Certification Lines

06/19/2021 - 07/02/2021
(Biweekly) Period  06/19/2021 - 07/02/2021 (Biweekly)

07/03/2021 - 07/16/2021
(Biweekly)

07/17/2021 - 07/30/2021

(Biweekly)
Grant Payroll
07/31/2021 - 08/13/2021
(Biweekly) _ Earning: Summer Teaching Pa,

(Biweekly)

08/14/2021 - 08/27/2021 F I

listed bel
Effort Certification Status
In Progress
Original  Ch
Original Amount Percent  Reason

Changed Status
Unchang

1 off the new tables view @)
8= BE
Certified Cert
Amount P

Estimated E:

Effort Cert: Term Manager (Costing Changes)

@ Details

|Effort Certification for

07/01/2021-12/31/2021

Total Certified Amount Estimated

11,791.71

Total Certified Percentage Estimated

100.0%
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NEW ORLEANS  Quick Reference card  Effort Cert: Term Manager (Costing Changes)

Details T
1. Click on the Details (tab) and scroll down to view the
table Positions QOrganizations Process History
2. Click each pay period to view effort period details
a. Grant (column)
b. Worktags (group of columns)
i. Payroll (column) mr Effort Certification Lines
i Costi | 06/19/2021 - 07/02/2021
ii. Costing (column) (Biweekly) Period  06/19/2021 - 07/02/2021 (Biweel
c. Original Amount (column)
- 07/03/2021 - 07/16/2021
d. Original Percent (column) et el
(Biweekly) N
e. Change Reason (column) '
f. Certified Amount Estimated (column) 07/17/2021 - 07/30/2021
~—— (Biweekly)
g. Certified Percentage of Period Estimated o - - - g =
(column) e | | 3 =
arant Original Amount  Ofinal Change e =
Payroll Costing B Estimated Estimated
- 11399 54% 14399 54%
Function: FNC016 Research
fr’.: FND024 Private Grants
Function: FNC016 Research
Fund: FND024 Private Grants
© More (2 :
Total: 2,652.79 100.0% 2652.79 100.0%
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To Change Eff

Quick Reference Card

1. If an error or incorrect amount is found when

Effort Cert: Term Manager (Costing Changes)

reviewing the effort periods, you will need to
change the effort

06/20/2020 - 07/03/2020
(Biweekly)

2. To change effort, click Change Effort button at the
bottom of the screen

07/04/2020-07/17/2020
(Biweekly)

07/18/2020 - 07/31/2020
(Biweekly)

08/01/2020 - 08/14/2020
(Biweekly)

Effort Certification Lines

Period  06/20/2020 - 07/03/2020 (Biweekly)

Office of Research
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dite i = oo
Worktags L Certifie
Grant Original Amount Original | Change Amour
Percent Reason
Payroll Costing Estimate
GR | Eamning: Salary Pay Bypass: Bypass 1,010.08 25.0% 1010.0
rpioye- (R - -
Job Profil: (D
[ ] Function: FNC009
Pay Group: UNO - Biweekly Instruction
Fund: FND0O8 Federal
Position: -[‘ rector Grants & Contracts
crant: cr D
@ e ]
Save for Later
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Effort Certification Lines
1

You will be brought to a new screen.

Effort Certification Lines
01/01/2021 - 01/31/2021
. . (Monthly) 2198/50971 fhon
2. Select appropriate pay period to be changed. o Feriod | 0a/01/20%1-02/26/20 (Merly)
You will need to do one pay period at a time. Il PR
Se|eCt I|ne fOI’ effort Change 33.(}(;1‘_;;‘2;21 03/31/2021 — e e - / Es“m:'uené
Change Reason (column) — Select Effort o -
. . (Monthly) dodlis L
Adjustment. The change reason will need to ' e
be selected first before being able to make 2021 - 05131/2021 '
changes to the line.
ne Engineering
Function: FNC009 Instruction
d 22 Spendable
000 Naval
arine Engineering
Function: FNC009 Instruction
Fund: FNDO19 Operating Fund
Location: University of New Orleans >
Engineering Building
11,371.82 100% 1,371 B:
Original Amount Original Change Reason
Percent

X Effort Adjustment =

£ AllReason Codes

@ Business Change /
- — Reorganization

Cost Share

Delayed Employee Transfer
Hired into Incerrect Unit
New Research Project

Other Administrative

Salary Cap

Office of Research
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Effort Certification Lines

5. Certified Percent Estimated (column) —
Scroll right, to enter correct percentage. You oy cortnes | contned | orger

Original Amount Original Change Reason

will need to do this for each line an effort Payrol Gosting percent e iy /

change is needed.
Eaming: Salary Pay - Academic 2,639.50 23.2% 2,628.12 v
- Bypass: Bypass 231
: Cost Center: 2700503000 Nava

Architecture and Marine Engineering
- Organized Research
Function: FNC016 Research
Fund: FND019 Operating Fund
Location: University of New Orleans »
Engineering Building
813.80 7.2% 813.80 2 aw
Bypass: Bypass
Cost Center: 2700500000 Nava
Architecture and Marine Engineering

Function: FNC009 Instruction
Fund: FND022 Spendable

Endowments

rof viE |
@ More (1)

Bypass: Bypass
Cost Center: 2700500000 Nava
Architecture and Marine Engineering

X Effort Adjustment

Function: FNC009 Instruction

Fund: FND019 Operating Fund
Location: University of New Orleans >
Engineering Building

11,371.82 100% 11,371.82 100.0%
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Effort Certification Lines/Adding new Worktag(s)

Quick Reference Card

To add a new worktag:

S

1. Click the (+) for the line(s) to be updated. This
is so all Worktags Payroll/Costing can be
transferred to the new line or row. The new
line will have an amount of 0 for the Original
Amount (column)

2. Worktags (column)

a. Costing (column) — Click 3 lines in
right corner of field. Worktags
selection will display.

b. Select Worktag by type or you
may enter the name of the
Worktag to be added (i.e.,
GRXXXXXX, Cost Center, Gift,
etc.)

i«

Worktags

Payroll Costing

00503000 Naval
e and Marine Engineering
Research
c C016 Research
Fund: FNDO19 Operating Fund

Engineering Building

Location: University of New Orleans >

X Bypass: Bypass - =

Architecture and
Marine Engineering -
Organized Research

Location: University
of New Orleans =
Engineering Building

x

Effort Certification Lines

Effort Cert: Term Manager (Costing Changes)

Original | Change Reasen Cert
Percent Am
Estim

Original Amount

Office of Research
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NEW ORLEANS  Quick Reference card  Effort Cert: Term Manager (Costing Changes)

Effort Certification Lines/Remove Line or Worktag(s)

To remove line or Worktag: Workiags

Grant Original Amount
Payroll Costing

1. Click (-) toremove a line or row

2. Toremove Worktag(s), i.e. Grant, click on the
X next to the item to be removed

Bypass: Bypass

Cost Cen 2700503000 Nava
Architecture and Marine Engineering
- Organized Research

Function: FNC016 Research

Fund: FND019 Operating Fund
Location: University of New Orleans >
Engineering Building

Bypass: Bypass

Policy Inst

Funetion: FNCO16
Research

Fund: FNDO24 Private

\ Grants & Contracts

Grant. Q-
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Quick Reference Card

Effort Certification Lines

Once you have made the allocation/costing
changes for each pay period, if applicable, make
sure the total certified percentage is 100% for all

periods.

Attachments — You may upload any supporting
documentation for effort changes

Click OK

Office of Research

Effort Cert: Term Manager (Costing Changes)

Payroll

FIE

Attachments

Worktags

Costing

03000 Nava
arine Engineering
h

NCO16 Research
1 F

e Engineering

Function: FNC009 Instruction
e o sabi
e S

Function: FNC009 Instruction
Fund: FND019 Operating Fund

Engineering Building

Cancel

Location: University of New Orleans >

Original Amount

11,371.82

Original Change Reason

ercent

p—

100%

Effort Adjustment

Effort Adjustment

Drop files here

or

Select files

Certified Certified orde

Amount  Percent
Estimated Estimated

2,628.12

23

Tl
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Effort Certification Survey
When an effort change is submitted, the Effort

Certification Standard Survey is required.

Please fill out all questions. You will not be able to
proceed without entering all survey answers.

Click OK

Office of Research
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Quick Reference Card

Effort Cert: Term Manager (Costing Changes)

Questions

Name  Effort Certification Standard Survey

Question ¢ these expenses originally charged to the cost center or grant from which they are now being transferred?

Answer Format B I U A =R o

Question  Why should these charges be transferred to the proposed receiving sponsored project/grant, or to a university funded cost center/grant?

— -

Question  What action do you feel is required to elminate future need for transfers of this type?

Format B I U A EOQ "

Answer

Question  Are you complete with all changes for this reporting period?

Answer | Fomat B I U A E R o

Cancel
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Effort Certification Submission

You will be brought back to the Details (tab)
screen ¥ Details

Quick Reference card  Effort Cert: Term Manager (Costing Changes)

The Changed Status will now be Changed Fffor Certfcation or

07/01/2021-12/31/2021

1. Click the arrow next to Details at the top

Total Certified Amount Estimated

Of the screen tO EXpal’ld Se|ECtI0n and _ Click the arrows next to Details to expand details for the time
d th 2 CFR P t 200 tt t t 72,882.35 period and attestation statement.
rea € ar attestation Click Details Tab. The Effort Certification lines for each pay
v Total Certified Percentage Estimated eriod in the certification time period are listed below.
statement certifying salary has been o p P
. o View https://www.uno.edu/research/funding/forms for more
charged according to actual effort 1000 information.
. . ification Status _Chaaaad at
2_ CI|Ck Su b m |t Per 2 CFR Part 200, the university must provide reasonable assurance that salary charges are accurate, allowable, and properly allocated F:f};ﬁgzz;ﬂcaﬂon Status
which is documented through the Effort Certification process. Failure to comply with this requirement could lead to disallowance o =
salary charges to externally funded projects. Salary charged is based on actual work performed.
The certifier is attesting that he/she has sufficient technical knowledge and/or is in a position that provides for suitable means of verifi-
cation that the work was performed
1 Certify
No
Details Positions Organizations Questions Process History
Viewing: 81 =

Save for Later
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Post Submission

Once submitted, you will receive a pop-up box
displaying the next step in the effort certification
process.

NOTES: When changes are made on a grant, the report
will route to the grant manager, grant accountant, cost
center manager, and then to the payroll partner to
process the effort changes.

Success! Event submitted: Effort

e If the terminated manager is also grant manager

for a grant where effort is changed, this step will : :
bw bypassed. Certification
e Since the cost center manager will be making Up next: Approval by Grant Manager ([ D
the changes, the report will route to the grant View Details
accountant and lastly, to the payroll partner to R e
process the effort changes
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CHANGES/UPDATES LIST:

Quick Reference Card

Date

Pages Changed

Who made changes

04-05-22

1-3,11

Alana Coleman
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Effort Cert: Term Manager (Costing Changes)
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