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Why do we Certify?

« Effortis a mechanism to confirm salaries and wages
charged to a sponsored project in relation to the
work performed and committed to the agency Iin

proposal.

o Federal Requirement
o UNM is required to assure Federal and other award sponsors that the
allocation of salaries charged are fair, consistent and timely with the effort

performed.
« Potential financial penalties for non-compliance
« Expenditure disallowance — department would be responsible to
repay the charges to the agency
« Non-compliance on the Uniform Guidance Single Audit - could
impact future funding

« Applies to non-timesheet employees only
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What is Effort

« Effortis the time spent on a sponsored project, it is
expressed as a percentage of the employees’ total

University related duties
o Effort must equal 100% cumulative total
* Includes teaching, research, service
« Does not include any activities outside of University related
work
o Cannot exceed 100% if working on multiple projects

o Itis not measured on a standard 40 hour work week, but on the
actual time worked.

o Tolerance threshold of +/- 5%
« Original award agreement and tfime worked
« Recently approved Effort Certification Policy will be

added to UNM Faculty Handbook
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Effort Certification Process

« Reports are displayed by employee

« Certification reports distributed and certified semi-
annually through LoboWeb

o Pre-Review Stage
« 30 calendar days after reports are generated

o Pl Cerfification
« Begins when Pre-Review stage is completed
« Ends 60 calendar days after reports are generated

o Email notification at all stages
« Pl copied on initial email for Pre-Review

« Email sent to Pl after each employee is reviewed by all Pre-
Reviewers

« Reminder and delinquent notifications will also be sent and
the Department Chair/Dean will get copied on the email

* Pre-Review must be completed prior to Certification
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Accessing Reports

nitp://my.unm.edu/home - to log into LoboWeb

Select the Employee tab - Click on Lobo Web

A8 H;man Resourc...

General Information
+ HR Wehsite

+ EPAF Resource Page

+ aPAN

+ Employment Knowledge Base

o Salary Structure Table

+ Standard Time Sheet for Staff (xlsx)

! + Standard Time Sheet for Staff (Excel

p*' 2007)

+ Standard Timesheet for Staff -

‘ ‘ Instructions

OI
‘ LoboWeb (Employees)

LoboWeb is the place for employees to view/update personal information, A

benefits and deductions, pay information, tax forms and more.

Quick [inks:

Leave Balances
Pay Stub

ENTER LOBOWEB

Finance
Bursar Account

A |

\/

LA

y

o o UNMBusiness..

" LUbuvidi L

+ LoboTime A
» UNMjobs

+ Workflow

+ AppReview GradApp

+ Grad Studies App

Reporting

v E-Print

+ Enterprise Metrics Reporting
(EMR)

* HR Reports
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http://my.unm.edu/home

elect Effort Certification

Student Financial Aid Employee Payment Finance
Searchl £} I

Employee

Welcome to Loboweb for Employees! You can wview personal information such as benefits and deductions, leave balances and direct depos
Cemographic self-service Information {i.e. home address)
Emergency Contacts
Annuities and Donations
W4 Forms
Direct Deposit Information

Please remember that histary will build beginning January 2, 2008, Information such as previous pay stubs or jJob history prior to January 20

Should you hawve any guestions, be sure to call us at the Banner HR/Payroll Support Center at 277-HRPR (4777). Hours of operation will k

Personal Information
Update race/ethnicity information; update addresses, emergency contact information, and directory information; opt-out of public dis

Make Bursar Payments
Pay Bursar billed insurance, parking tickets, etc. by credit card, checking or savings account.

Benefits and Deductions
Retirement, Health, Flexible Spending, Miscellaneous, Beneficiaries, Benefit Statement

Pay Information
Direct Deposit, Earnings History, Deductions History, Pay Stubs

Tax Forms
W Form, W2 Statement

Jobs Summary
List of Jabs and Associated Transactions

Leave Balances
List of Leave Balances

Time Sheet (Approvals and Yiew Only)
Departmental Time Entry approvals and ‘4

Effort Certification & Labor Redistributio
MNew! Certify effort against sponsored projects or initiateapprove labor redistributions.

RELEASE: 5.<.1
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My Activities

Once you are in Employee Dashboard look to the right for My Activities.

Click the Effort Certification link

Employee Dashboard

] Leave Balances as of 04/16/2021

My Profile Annual Leave in hours

Comp1 - NonUnion/USUNM in hours

Pay Information
Latest Pay Stub: 04/16/2021 All Pay Stubs Deductions History

Earnings
Benefits
Taxes

Job Summary

Employee Summary

Sick Minor in hours. Catastrophic Lv Donated in hours

Comp2 - Police/CWA in hours Paid Parental Leave in hours

Full Leave Balance Information

»

/ / MyACtiVitieS

Effort Certification
Labor Redistribution

v

v

v

v

v
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Select Review or Certify Reports

To Review employees needing your approval click on the Review or
Certify Reports tab.

] T s U

Employee Dashboard Effort Certification Review Or Certify Reports

& Proxy Super User Advanced Search

Certify My Effort Review Or Certify Reports

Effort List \




Click Advanced Search

Click on Advance Search in the upper right hand corner.

Employee Dashboard Effort Certification Review Or Certify Reports

Review Or Certify Reports

2% Proxy Super User 'Advanced Search

Under Chart of Account Code type a capital U then click Go. This will bring up a list of

employees needing your Certification.

Advanced Search

ID Last Name First Name Chart of Account Code Effort Period Code
Enter ID X Enter Last Name X Enter First Name X u X ‘ Select Period Code

State Status Grant

Select Grant Code

‘ - ‘ -

If you know the Banner ID you can just search by that as here.

Advanced Search

1D Last Name First Name Chart of Account Code

‘7 Clear ‘ | Close | lﬂ‘

Effort Period Code

Enter ID X

Enter Last Name X

Enter First Name X

Select COA code

Select Period Code

State Status Grant

Select Grant Code

‘ - ‘ -

‘ Clear H Close ‘ ‘E‘



Select from Employee List

 Double click on 202201 to view effort report actions.
« Note Status and State of each employee

Employee Dashboard Effort Certification Review Or Certify Reports

Certify My Effort  Review Or Certify Reports

Effort List

o RSy S eepten O N s o ¢ e S o S| s Lonkes comments
u 201901 January 1 -june 30 2019 10/03/2019 11/29/2019 Col Locked =
u 201901 January 1 - June 30 2019 10/03/2019 11/28/2019 Comple™ Locked =
u 201901 January 1 - june 30 2019 10/03/2019 11/29/2019 Completed

u 201501 January 1 - june 30 2019 10/03/2019 11/29/2019 Completed Locked

] 201901 January 1 - June 30 2019 10/03/2019 11/29/2019 Completed Locked

U 201901 January 1 - June 30 2019 10/03/2019 11/29/2019 Completed Locked =
u 201901 January 1 - June 30 2019 10/03/2019 11/25/2019 Completed Locked =)
U 201901 January 1 - june 30 2019 10/03/2019 11/259/2019 Completed Locked =
V] 201901 January 1 - June 30 2019 10/03/2019 11/29/2019 Completed Locked

u 201901 January 1 - June 30 2019 10/03/2019 11/29/2019 Completed Locked =
u 201501 January 1 - June 30 2019 10/03/2019 11/29/2019 Completed Locked
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Employee Effort Report

Salary distribution is displayed as percentage; a pie chart graph
also displays the salary distribution

« Tolerance +/- 5% original award vs. effort worked — If there is a
discrepancy email maineffortrpting@unm.edu

Effort Report  Pay Period Summary Comments Routing Queue

Sponsored

2RKDS Neural Underpinnings of Emation Regulation and Drinking to Cope Amoung Problem Alcshol Drinkers

)F3 Tree Center for Adva:

ing Behavioral Health

Non Sponsored

02B8C0 CASAA Clinical Rsrch Gen Admin

Fund

C Tree - Investigator

- Neural Underpinnings of

Effort C

RESTRICT Sponsored labc

RESTRICT Spc

Effort

Effort

Total Sponsored Activity 97.09%

Total Non Sponsored Activity 2.91%

Total : 100.00%

ETTOFT KePOIT UVerview

Report Status

201901

January 1 - june 30 2018
October 03, 2019 - November 29, 2019

Completed - Lo

cked

Comments Exist

Important Dates

Begin Pre-Review

September 30,

9

20

Certification Period

October 03, 20

Dec

5R -1 Janui

5R -
3R - 2 Mare

SR -4 April 01, 2

5R -5 May 01,
5R-6June 01,

Funding Chart

19 to November 29, 2019

anuary 31, 2019

-March 31, 2019

2019-June 30, 2019

-February 28, 2019

8/13/2013 @11


mailto:maineffortrptng@unm.edu

Column Definitions

Status column:

Under Review —report has been created and is available for

viewing
Awaiting Certification — Pre-Reviewer has reviewed and is

ready for certification
Completed - effort report has been certified and completed

Locked/unlocked column:

Locked - after an effort report is completed it is locked and

cannot be modified
Unlocked — effort report is available for change by members

of the routing queue
Awaiting Refresh — labor re-distribution has been completed

and has updated the payroll record, report needs to be
updated, reviewed and certified

Changes Submitted — when request change button is clicked
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Pay Period Summary

« Select Pay Period Summary to view effort by pay period

o If grantis not active over whole effort certification period, this is where you
can view detail by month

Employee Dashboard Effort Certification Effort Report

£ Effort T A~
Effort Report | Pay Period Summary | Comments Routing Queue Effort Report Overview
Monthly - Regular 1 2020 January 01, 2020 - January 31, 2020 Report Status

202001
Grant Fund Effort Type Payroll Percent Effort Period Percent January 1- June 30 2020
October 19, 2020 - November 18, 2020

2RLR% Neurocognitive and Neruchehaviaral 2LR90 2RLRY - Neurocognitive & Meurobehav RESTRICT Sponsored labor charge
- e ! e . < - " = Completed - Locked
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Certifying Effort

« Select Certify button

« Complete certification process
o Note: Certification will not be completed until all PI's have certified

Effort Report  Pay Period Summary Comments

Sponsored

Grant

2RMWO WKKF Evaluation FY19/FY20

3RGB6 QVIR Evaluation for Youth & Family Tree Project

3RGS53 PRC Research

3RHZ6 New Mexico Tribal Data Champions

Routing Queue

Fund

2MWO02 FROE:$202,503.97 22-DEC-20

3GB60 3RGB6 - QVIR Evaluation for Youth &

3GS30 3RGS3 - PRC Research

3HZ60 3RHZ6-New Mexico Tribal Data Champi

Effort Category

RESTRICT Sponsored labor charge

RESTRICT Sponsored labor charge

RESTRICT Sponsored labor charge

RESTRICT Sponsored labor chargd

\4

Effort

|' 30.00 |

|' 35.00 |

[30.00 |

|_ 500 |

Total Sponsored Activity 100.00%

Total : 100.00%

Request Changes Add New Funding C]
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Certifier Requests a Change

« |f effort needs to be corrected after Pre-Review Stage is
complete - select request changes to initiate an email to

designated department personnel

o Email should include all necessary information to complete the labor
distribution

o Existing report will be updated after labor re-distribution is completed

« Pl's willreceive email notification when updated record has been pre-
reviewed and is ready for certification

Certify My Effort J St ® Refresh = More Actions ~ 3 Close ~ Effort Report Overview

Effort 7
Funding Chart
61.61
19.16
Total Non Sponsared Activity BC
3R96E
(13.84)
6
= Proxy or Superuser
Total 100.00% You are acting as a Supsnser
Certify i Funding
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Certify Statement

This is the final step once you click | Agree
the effort is complete.

Certify

| certify the allocation of salary charged to the sponsored project(s) listed reasonably reflects both work performed and
emergency absences for the certification period. If this employee is subject to the DHHS Salary Cap, only the allowable
portion was charged. | also certify that | have sufficient technical knowledge and/or that | am in a position that provides me
with suitable means of verification that the work was performed.

| Cancel |
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Record is Locked

Once effort has been certified, salary tfransfers on sponsored
projects for that period will only be permitted in rare
circumstances

o Ifitis necessary to adjust the salary charges for a previously
certified effort period, a detailed explanation of the need
for the salary adjustment and subsequent re-certification is
required

o Request to open a previously certified effort report memo
must be completed and signed by Dean or Director

« Requests can be submitted to your respective Contract & Grant
Accounting Fiscal Monitor for review

o Memos will be retained by Contract & Grant Accounting
The Effort Report will need to be reviewed and re-certified
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Potential Consequences®

« Ability to submit proposals could be suspended

« List of non-compliant PI's sent to the departments
ADR

» Uncertified effort expenses moved to unrestricted
Index
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Contact Information

« Contact your Pre-Reviewer for general/procedural
guestions

« For all other questions

o Contact: Contract & Grant Accounting office - Main
Campus/Branches

o 277-4721
o Contact: Contract & Grant Accounting - Health Sciences Center
« 272-0163
o Orsend Email to:
 Main Campus — maineffortrptng@unm.edu
« HSC Campus — HSC-Effort-Reporting@salud.unm.edu

o 19


mailto:maineffortrptng@unm.edu
mailto:HSC-Effort-Reporting@salud.unm.edu

	Effort Certification Training
	Why do we Certify?
	What is Effort
	Effort Certification Process
	Accessing Reports
	Select Effort Certification
	Slide Number 7
	Select Review or Certify Reports
	Click Advanced Search
	Select from Employee List
	Employee Effort Report
	Column Definitions
	Pay Period Summary
	Certifying Effort
	Certifier Requests a Change
	Slide Number 16
	Record is Locked
	Potential Consequences*
	Contact Information



