Effort Reporting System
Version: 5

How to access ERS and certify your Effort report(s)

Applicable Role: Certifier (Principal Investigator or the designated responsible official
who has suitable means of verification to certify the Effort form)

1. Accessing the ERS home page

Go to https://ersweb.itcs.northwestern.edu/GenericERS and log onto ERS using your
NetID and password. To access ERS, a valid NU NetID and password are required.
Contact 1-4357 if your NetID is inactive or if you do not remember the password for
your NU email account.

Note: the URL is case sensitive.
2. Logging on to ERS
Once logged on, the following screen will be displayed. If the purple CEM tab is

active and you cannot see the STATUS/MY TO DO list on the main screen, click on
the blue CERT tab.

Click on the CERT tab

zrtification

Certifier
s King, Emily

Certify
You have logged in as a Certifier. You have access to the options as specified in the menu on the left side of the screen.

* Toview your personal profile, click here

* Toview a glossary of terms comman to the system, click here

STATUS / MY TO DO

Certification

Pending
Pre Revigwr

Pending

[eurrent Period (12009 HE 0
|PriDr Periods | 1} | 0

Effort
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3. Selecting an Effort form to certify effort

To directly access the effort reports requiring your certification, click the link under
Pending Certification in the STATUS/MY TO DO table. This link will take you to

the individual report(s) ready for certification.

Shortcut to access effort reports
pending certification for the Current
reporting period

¢ Profile

Certifier
King, Emily

You have logged in as a Certifier. You h

® Toview your personal profile, click here

® Toview a glossary of terms commaon to the system, clic

NTATUS | MY TO DO

\the options as specified in the menu on the left side of the screen.

Tutorial

|Currsrrt Period (102009)

1
| |Pr|or’ Periods | o ’

Shortcut to access effort reports Effort
pending certification for the i

l Effort reports pending the
administrator review and not
ready for you to certify

previous reporting periods
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4. Name pick list

The following screen displays the individual(s) whose effort report has been pre
reviewed by the business administrator and is now ready for you to certify. Click the
name to start.

Certification “ﬁ

Tutorial

Effort Forms Pending Certification for Current Reporting Period

[ cem |[ cerT
|_Name |RP Code[Sub DepilTitle CodelPre Reviewed?|Certified?|Post Reviewed?]
Cerity [ing, Emily 102008 888711 100022 ¥ N ]

B Return to Home
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5. Certifying the Effort form

Enter the percentage of effort for the work performed per account. The adjusted %
distributions, including required or planned cost sharing %, are completed by the
administrator and the results are displayed under “Total %”. Review the percentage
of the Certified Effort. The total should net to 100%. Enter your comments in the
Notes field as needed. Your notes will be displayed on the certified effort report as
part of the audit trail. Click the Proceed button to continue after reviewing your input.

Starting 1Q2009, PS chart strings will be displayed on the Effort form instead of
CUFs numbers. To review the details of a sponsored project (i.e. award title), click on
the link of the PS chart string.

Click on the link to Adjusted % Enter the effort
review the distributions under Certified
sponsored project completed by the Effort %. The total
details. Business administer should net to 100%.

Northwestern Universi
Reporting Period: 102009 (09/01/20b3 - 11/5ur£uus)

Certify Effort Form
Ermployes |D: 6865102 Title: Pry
Division: 8880001 Title Codd

Marmne: King, Emily
SubDept: 883111
iew Previously Certified Effort Stal

'L View Awarded |(_Pre Review Details JL Add Account [ Reset Form )

Plan  Accounts
Spoensored Accolints

Payrell % Cost Sharing %

0% B10-52489909-50012345 CHEMOD RESEARCH 29% 1%
29%  B10-59931234-R0099359 STEM CELL RESEARCH 29% 0%
8%  B50-524B000-600165972 SLEEP DRUG STUDY 8% 0%
67% Total Sponsored Accounts: 66% 1%

Non-Sponsored Accounts
1601234567 DEPT ACCT 11% -1%
710-1234567-99991234 NU MED FACULTY 23% 0%
0% Total Non-Sponsored Accounts: 34% 1%

33% Unassigned Effort
100% Grand Total: 100% 0%
Notes

Maxirmum 800 characters
If changes are made to this form, please select Proceed or Save Form to preserve the changes.

Please determine if the percentages are correct. If they are not correct, select the Notify button to notify your Pre Reviewsr. If the percentages are correct, click on Proceed button to
continue.
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6. University (Non-sponsored) activities

The following screen will be displayed if you have effort on non-sponsored accounts.
The sum of non-sponsored (university activity) effort should be further distributed per
the university activity. Enter the effort percentages among the seven university
activities. The total effort should be the same as the sum of total non-sponsored
(university activity) effort. Click the Proceed button when you are finished.

University Funded Accounts Summary

Mame: King, Emily Employee |D: 8833102 Title: Professor
SubDept: 838111 Division: 8350001 Title Code: 100022
TOtal non- You have indicated that King, Emily spent a total of 33% on University Funded Accounts.
sponsored
. . 1601234567 DEPT ACCT 10%
(university 710-1234567-99991234 NU MED FACULTY 23%

activity) effort
If this is correct, please distributq mong the following. If a percentage is already present, the PreReviewer has already
b

populated the fields. Please verify t be correct percentages were entered. Click Proceed to cenify your effart or Cancel to
return to the Effort Form. For more information click Help.
Enter Positive Integers only for the following fields.
CERT CEM
Instruction I % 0%
Departmental Research IlD % 0%
Administration I % 0%
Other Institutional Activity I % 0%
I - [ = 0%
|23 % 0%
| % 0%
Total: 0%
Click any of the /
llnkS to see the (_Cancel J(_Proceed |(_Help J(_ResetForm ) /
definitions of the
university /
activities Enter effort
distribution
among the seven
activities
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7. Attesting to your Effort certification

Click the Certify button to complete the certification. If the information does not
reflect your Effort, do not certify the report. Click the Notify link to email your Effort
Administrator.

If the certified Effort %s are the same as the %s under “Total %”, the Effort form
does not require additional reconciliation by the administrator in Post Review. If the
%s are different, ERS will send an auto email to the administrator and notify him/her
that the Effort form requires reconciliation.

Northwestern University
Reporting Period: 102009 {09/01/2008 - 11/30/2008)

Marme: King, Emily
SubDept: 535111

Accounts

Sponsored Accounts
E10-5249999-6001 2345
610-5991234-60099935
B50-5246000-6001 6972

Hen-Sponsored Accounts
160-1234567
T10-1234567-890891234

Certify Effort Form

Employee IC: 8385102
Divizion: 550001

Payroll % Cost Sharing % Total % Certified Effort %
CHEMO RESEARCH 29% 1% 30% 30%
STEM CELL RESEARCH 29% 0% 29% 28%
SLEEP DRUG STUDY 8% 0% 8% 8%
Total Spensored Accounts: 66% 1% 6T% 6T%
DEPT ACCT 1% 1% 10% 10%
MU MED FACULTY 23% 0% 23% 23%
Total Hon-Spoensored Accounts: I 1% 3% 33%
Grand Total: 100% 0% 100% 100%
University St ry {Hon-5| ed by Activity)
Instruction 0%
Departmental Research 10%
Administration 0%
Other Institutional Activity 0%
University-funded MMHRMNWMPF Activity 0%
University Medical Faculty Foundation Activity 23%
Inclustry-Sponsored Clinical Trials 0%

It all information above is correct, please click on Certify. Click on Return to return to the initial form. Click on Exit Form to return to the list.

Title: Professar
Title Code: 100022

| certify that allocation of activity for the individual shown above is a fair representation for the period noted.

Certify

If the infarmation above does not reflect your Effort, Do Mot Certify. Click on Motify to email your Effort Addministrator

|
:Il Attestation statement
[

Exit Form Return Help
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8. Certified Effort form

The certified effort statement is displayed on the final certification screen as shown
below. If you have finished certifying all of the effort reports for this reporting period,
click the Exit Form button. To certify effort for other individuals you are responsible,
click Next Form or Previous Form to continue.

Save a PDF version of the
certified Effort report

Certified Effort Statement

Mame: King, Emily Employee ID: 5583102 Title: Professor lﬂt Y
SuhbDept: 555111 Division: 5550001 Title Code: 100022 Er (‘ﬁ
liewy Previoushy Certified Effort Statements
Accounts Payroll % Cost Sharing % Total % Certified Effort %
Sponsored Accounts
610-5245995-6001 2545 CHEMO RESEARCH 29% 1% 30% 30%
£10-5991234-60099999 STEM CELL RESEARCH 29% 0% 29% 29% .
£50-5246000-6001 6572 SLEEF DRUG STUDY 8% 0% 5% 8% Print the
Total Sponsored Accounts: 66% 1% 6T% 67%
Hon-Sponsored Accounts effort report
160-1234567 DEPT ACCT % 1% 10% 10%
710-1234567-89981234 MU MED FACULTY 29% 0% 3% 23%
Total Hon-Sponsored Accounts: 34% 1% 33% 33%
Grand Total: 100% 0% 100% 100%
University Summary {Hon-Sponsored by Activity)
Instruction 0%
Departmertal Research 10%
Administration 0%
Cther Institutional Activity 0%
University-funded MMHMNMEF Activity 0%
University Medical Facutty Foundation &ctivity 23%
Incustry-Sponsored Clinical Trials 0%
Hotes:
A,
1 certify that allocation of activity for the individual shown above is a fair representation for the period noted. ) Time Stamp
[Farm Certified By Jing, Emily
[Farm Certified On: [TREZi)
This Effort Form has been successfully Certified. If you would like & hard copy of the etfort form, press the printer icon in the top right corner. Press the POF icon to dowenload & PDF version of
this effart form
(_Exit Form ) (_Pre Review Details )

j Exit the Effort form [

9. Updated Certification status

The Certification flag has been updated to “Y”. Click on “Return to Home” to go
back to the main screen or click on “Log Off” on the top navigation bar to exit the
system.

Certification

Mty Profile Tutorial

Effort Forms Pending Certification for Current Reporting Period

CERT
| Hame RP Codesub Depl[Title Cade Pre Reviswed? [Certified?Post Reviewed ?
Cerlify King, Emit 102008 888111 100022 ¥ ¥ N

P Rsturn to Home
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