TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.
EL PASO

ecrt Basics - Frequently Asked Questions

How do | access ecrt?

To access ecrt use the provided link under Contracts and Grants Accounting on the
HSC El Paso Finance tab of the WebRaider Portal. You will not be prompted to enter
an additional password to get into ecrt. Any person who has access to the internet from
an offsite location can also log into the ecrt system.
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You will be directed to ecrt’s Welcome Page. Click on “Continue”.
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Welcome to the next big thing in time and effort reporting... Effort Certification and Reporting Technology (ECRT)

At Huron Consulting University, we have deployed the web-based ECRT system fo serve as the new tool fo facilitate the institution’s effart reporting and certification process. The institution's previous process - which included a
variety of paper forms and cumbersome manual processing - will no longer be used. Individuals that are required to review and certify their research effort can take comfort knowing that this new technology dramatically simplifies
the process.

ECRT is a web-based technology that intuitively guides certifiers and administrators through the various facets of the effort reporfing and certification process on a periodic basis. The ECRT system uses a guided process to walk
you through the steps that you will need to complete your effort certification. Our institution's process will be simplified and standardized as a result ofthis technalogy ... keeping the process simple for you, the end user.

The ECRT system is designed to help you comply with the provisions of this institution's effort reperting policies, federal policy OMB Circular A-21 section J.10., NIH Salary Limitation on Grants, and other relevant agency policies
that govern the need to provide certification of an individual's effort pursuant o his/her spansored and non-sponsored programs. Faculty and staff are required to complete and submit an Effort Certification Statement for review
and approval by a user's respective deadline

S0, log in and get started. You will be certified before you know it
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The Work List page will display. The primary method of navigating within the system
is using the navigation menu bar along the top of the screen. The navigation menu bar
is on every screen of the application, allowing you to move from one page to another
quickly. When you place the cursor on a label in the navigation menu bar the available
pages to which you can navigate appear in the menu drop-down list. The Home menu
on the far left returns the user to the Work List from anywhere in the application.
Please note that the navigation bar will have different labels and drop-down lists based
on the assigned ecrt role.
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Welcome to the ecrt effort reporting system. The tabs below list . . -whetheritis certifying The Eflor iy ‘f
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Statements Awaiting Certification (2)
Statement Owner Department Due Date Type
Armendariz, Marcos - R11356153 20328 - 2032B - Confracts and Grants Acctg Elp 112212016 Base Details Not Certified, Not Processed
42212016 Base Details Effort Statement Building

How do | certify my own Effort?

From the Work List page — mouse over Certify and click on the “My Statements” link.
You will be taken to your own effort statement.
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whether it is certifying

C||Ck on "My Statements" from the link in the task description W ) /
the drop-down list under Certify. e

Statements Awaiting

Statement Owner Department DueDate  Type
Armendariz, Marcos - R11356153 2032B - 20328 - Contracts and Grants Acctg Elp 11222016 Base Details Mot Cerfified, Not Processed
412212016 Base Details Effort Statement Building
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When your statement opens — review the pre-populated percentages in the Certified
Effort column. These percentages are based on your payroll distribution — which does
not necessarily mean they reflect your actual effort. If the percentages are incorrect,
update the Certified Effort field with the correct percentages. The Grand Total of the
Certified Effort column must be between 99% and 101%. When you are comfortable
with how your effort percentage is documented, click on “Certify Checkboxes”. The
Certify Checkboxes must be checked in order to certify that line of the effort statement.
After you have reviewed all lines of the statement and are ready to certify, click the
“Certify” button.
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[-] Effort Statement Instructions
Work List
Active LY ,.'q Haynes, Jamie L
Haynes, Jamie L 51220 - Family Medicine Lok ¥ Statement Owner ]
Title: Assistant Professor Effort Coordinator, Evelyn L McPherson
Department: 51220 - Family Email jamie.haynes@ttuhsc.edu

Medicine Lbk
w Effort Statements
w Needing certification
Base 1122/2013 -3 Mot Certified, Mot Processed
P Inprogress #
» Historical

Recently Completed

Effort Statement for Haynes Jamie - R00242201 (Quarterly); Base effort, from 09/01/2012 fo 11/30/2012, due 1/22/2013; Status: Not Certified, Not Processed

[ INFO - This Effort Statement has been previously saved.

| Svalue EffortCalc
Certify Checkboxes
Grant/FOP [-] Payroll Cost Share Computed Effort Certified Effort
Sponsored 4 i
H211258 HRSA WARMTH
Residency Yr 3
211258-512201-10 HRSA 11.03% 0.00% 11.03% 20
WARMTH Residency Yr 3
Award Total '+ 11.00% 20%
Update Certified
H211269 HRSAPreDoc FMAT Yr R
: Effort field 1
211258-512201-10 HRSAPreDoc 551% 6%
FIAT ¥r 3
Award Total 6.00% 600 6%
Sponsored Total: 17.00% Click “ Certify ! 26%
”
Checkboxes
101072-511001-10 GME SOM 59.05% 59.05% 50 %
Admin
131008-512252-10 Fam/Comm 19.19% 0.00% 19.19% 19 %
Med Dept Program Lbk
131078-512252-20 Family Med 5.22% C||Ck 5.22% 5%
Lok Designated Research « . ”
Non Sponsored Total: 83.00% Certl fy N T4%
Grand Total: 100.00% o 100.00% 100%
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You will be taken to a confirmation page that includes a statement to attest to the effort
you are certifying, if you agree, click the “1 Agree” button.

Aftestation

Certification Attestation Effort 09/01/2012 - 11/30/2012

Frequency: Quarterly
Due Date: 1/22/2013 Past Due

Covered Individual: Jamie L Haynes - R00242201 Location: Lubbock

Title Assistant Professor

Department 51220- 51220 - Family Medicine Lbk Effort Coordinator: Evelyn L McPherson - RO0902137
Email jamie haynes@ttuhsc.edu Period of Performance 09/01/2012 to 11/30/2012

5 Mot Certified, Mot Processed

Status:

=

I certify the salary charged, salary transfers processed and effort certified this period reasonably reflect the work performed in the designated period, and that | have
sufficient technical knowledge andfor | am in a position that provides me with suitable means of verification that the work was performed.

——— Click
" HI Agree”

| don’t see a certify button —what is wrong?

There are a few things to check if you don’t see a certification button. First — make sure
the statement that you are looking at is in a certifiable status. Only statements in a Not
Certified, Not Processed status will display the Certify button. Next, check to see if the
statement has been flipped to show dollars instead of percentages. When the
statement is in Dollar Value mode the Certify button will not display. This is because
effort certification should be based on a percentage of your time — not based on a dollar
amount that was charged to a grant.

Work List
Active ®, | ¥%; Haynes, Jamie L
Haynes, Jamie L 51220 - Family Medicine Lok || 7 Statement Owner ]
Title: Assistant Professor Effort Coordinator, Evelyn L McPherson
Department. 51220 - Family Email jamie.haynes@ttuhsc.edu

Medicine Lbk
w Effort Statements #
w Needing certification #

Base 112212013 -3 Mot Cerlified, Not Processed

ﬁ Not Certified, Not Processed status

Effort Statement for Haynes Jamie - R00242201 (Quarterly); Base effort, from 09/01/2012 to 11/30/2012, due 1/22/2013; Status: Not Certified, Not Processed

[INFO - This Effort Statement has been previously saved.

Grant/FOP [-]

Dollar Value
mode

Certify Checkboxes

Effort Calc

Payroll Cost Share Certified Effort

Sponsored

H211258 HRSA WARMTH
Residency Yr 3
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| am a Pl — how can | certify the effort of my related individuals?

The PI has the ability to select all the related people in the Active list at one time. This
tool is most useful when the Pl wishes to review and/or certify multiple statements at
one time. The Select All icon is the first icon to the right of the Active label.
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Certify Links

Effort Statement Instructions ‘3)
To certify your effort, type the pers Se | eCt Al | uring the certification period in the box provided. Then click each of the cerlify checkboxes and press the Certify button.
After you have approved your cel ill need to process the statement.

Al certification data must be entered as a whole nufnber (i.e. 10).

—

Work List

Active
Kang, Min H 51150- Cell Biology Biochemistry | || » Statement Owner
Lbk w Effort Statements
Bussiere, Cyril L 51150- Cell Biology Biochemistry w Needing cerffication *
Lbk Base 112212013 -1 Mot Certified, Not Processed

Hall, Connar P 26110 - Grad Schoal of Biomed P Inprogress #
Sciences Lbk B Historical #

Lee, Bokhui 51150 - Cell Biolagy Biochemistry
Lbk

Rvu_ YonaKu 51150 - Cell Bioloav Biochemistrv
Recently Completed

Selecting this icon highlights all the people in the Active list that have statements that
are in a Not Certified status. The selected individuals are loaded in the Covered
Individuals list in the top right pane. The system compiles the list of Not Certified
statements for those people that are in the Active list and the compiled statements
appear in the Effort Statement pane in the order in which the individuals appear in the
Active list. The PI can review and certify all available lines on the Not Certified
statements, which includes their own statement and those for related individuals.

Work List
Active

Kang, Min H 51150 - Cell Bialogy Biochemistry Kang, Min H

Lbk Bussi C
Busslere, Cyil L 51150 - Cell Blology Blochemistry COVG I’ed

Lok & . .
Hall, Connor gz:::c;ﬁtsmnol ot Blomed - ‘ I n d VI d u al S I |St
Lee, Bokhui 51150 - Cell Biology Biochemisty

Lok

Fvu. Yonaku
Recently Completed

51150 - Cell Biology Biochemistoy

— Cl&c.c—ce

Effort Statement for Kang Min - R10167372 {Quarterly); Base eflort, from 08001/2012 to 111162012, due 17227201, Status: Not Certiied, Not Processed

[Nm - Thiss ffort Statement has been previously saved. ]
[ | Svae Efior Gale
Grant/FOP [ -] Cost Share Computed Effort Certified Effort Certify Checkboxes
Spansarad
H211195 Glycolylic PAY in Models of
Leukemia
211196-511559-20 Glycolytic PAY in 20,0094 . 2000% o 20%
Models of Leukemia C0| | |p||ed
2 2000% 2000% 20%
1230 Pacatn edincal Tost Statements
Fragram
211230-511564-20 NCUPadiatic 649% 000% 649% 5} ™
L1 cal Testyrs
Award Total £00% 0.00% 6.00% 5%

H211248 Novel L-Thre
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| need help —who should | ask?

Your Effort Coordinator is the best person to ask questions related to your effort
statement. You can find the name of your effort coordinator listed on the top portion
of your effort statement.

8 Kang, Min H

w Statement Owner
Title: Associate Professor | Effort Coordinatar: Donna G Stallings
Department 51150 - Cell Biology Email 1 min.kang@ttuhsc.edu
Biochemistry Lbk
w Effort Statements Effort Coordinator
w Needing certification =
Base 112212013 3 Not Certified, Not Processed
b Inprogress
} Historical

If there are additional questions after your discussion with your Effort Coordinator, you
can contact the Central Administrator at ecrtelp@ttuhsc.edu.

Where can | find helpful information about Effort Reporting and the ecrt system?

There are a couple of links to OMB and NIH policies on the home page in ecrt. The
Contracts and Grants Accounting website also contains comprehensive training
guides and videos on the ecrt system in the Reference Material webpage as well as
a salary cap calculator and a cost share worksheet in the Forms webpage. Please
visit http://elpaso.ttuhsc.edu/fiscal/businessaffairs/grantaccounting/trainings.aspx.
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