May 2, 2002

IRIS Effort Certification Process

Introduction

The IRIS Effort Certification system will provide the reporting and record keeping required to support effort certification. It will be effective for all months beginning January 2002.  This electronic system will replace the previous once-a-semester paper system with a monthly electronic document.  This system will maintain the employee effort associated with each funding source as compared with the cost distribution of the salary as paid.  When there are differences between the cost percentages for which the employee was paid and the cost percentages the employee actually worked, a process will generate retroactive payroll adjustments to automatically bring the two back into sync.  When there are legitimate variances between the two, variance codes can be used to explain the variance and a retro will not be generated.

The electronic system is designed to have the effort certified on a monthly basis, rather than on a semester basis.  A
monthly accounting of the time should provide more accurate records, will keep the billing and ledgers more current, and will minimized the impact of retros on the payroll system.
Overview of Process

All effort, including effort for E&G cost centers, must be certified for any employee requiring certification.  Employees defined as requiring certification are as follows:

· Salaried employees in functions of instruction, research, public service, and academic support who have at least one distribution funded by a WBS element, except employees who are:

· Personnel Sub-Areas 12 and 20, or

· Interns and residents 

While all the employee’s pay distribution lines will be displayed in the Effort Certification system, only regular and agency pay can be modified or added.  If other types of pay need to be adjusted, this can be done either with a PIF or through the new Salary Transfer system (which includes longevity, overtime, and special types of pay.).  It should be noted that any money moved using the Salary Transfer system will not appear on the Effort Certification records and cannot be adjusted through this system.

There will be a six-month absolute maximum time limit for certifying time.  This restriction is driven by the payroll system and the six-month maximum time frame for retroactive pay adjustments.  When a certification has not been done after four to five months, the campus business offices will follow up with the department to ensure that the certification is done before the six-month period expires.   When the certification is not completed within the six-month window, the business office will be responsible for collecting the supporting documentation and working with the Controller’s Office to ensure that the financial records are adjusted to reflect any changes in effort.  This information will be maintained to support billings to grants and contracts.

E-mail notifications will be sent to all employees whose effort requires certification, prompting these employees to perform all uncertified time.  These e-mails will be driven from the e-mail addresses in the LDAP system.

Approvals for all transactions will be done within IRIS using standard approval methods. The approval process will use the “parked” document approach so that the approver may edit the information, allowing for changes to the variance code, etc. If there are any changes to the cost distribution, the department head of the employee will approve the entry.

A web application has been written to allow employees who do not have access to IRIS directly to certify their time directly from the web.  Through the website, only the employee can certify his/her time.  If time is to be entered by a central office or departmental bookkeeper, that person can use the IRIS transaction ZECR to certify the time.  In this situation, the office certifying the time must obtain the employee’s signature and keep these records for audit purposes.
In situations where a certification is already approved, a transaction will be available to allow the business offices to “reset” the existing certification. The employee must then recertify the effort and resubmit it through the approval system.  This situation is expected to occur rarely.

A Non-Certified Time report will be available to list all employees whose time needs to be certified, but who have not yet certified their time.  This report will have multiple selection criteria, such as funds center, person, date ranges.  The business offices can use this report to follow up with the departments to ensure that the certification is done before the six-month period expires. 

Business Office Responsibilities

The business offices will have the following responsibilities related to Effort Certification:

· Identify a contact in the campus/unit that will be responsible for verifying the authenticity of any requests for changes to NetID passwords and notifying the requestor of the password reset.

· Reset any certifications that need to change after they have already been approved in the ECR system.    

· Use the Non-certified Time report to identify certifications that have not been completed within a four to five month timeframe.  Contact these employees and ensure that the certifications are made and approved before the six-month cutoff for making payroll retroactive adjustments.  

· Track any certifications that are made after the six-month cutoff and which will not, therefore, update the payroll records to match the effort record.  Verify the certification and ensure that documentation is collected from the employee to support the certification.  Submit this information to the Controller’s Office to create a JV to transfer the salary and benefits to reflect the effort recorded in the payroll records.  This information will be maintained to support billings to grants and contracts.

· Establish WBS elements on a timely basis, since the WBS element must be in place before it can be charged by Effort Certification.  When the award is not complete but work has begun on the project, establish advance WBS elements.
· Determine a format for the collection of effort reporting from employees who do not certify their effort through the ECR website.  Obtain the employee’s signature and keep these records (or establish a policy for the departments to keep them) for audit purposes.
· Work to ensure that the e-mail addresses in the LDAP system are maintained and kept current.  These are the e-mail addresses to which the semi-monthly Effort Certification e-mails will be sent.
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