ecrt Users Guide

A Quick Guide for Principal Investigators for Project Payroll Confirmation

The Office of Management and Budget’s 2 CFR Part 200 Uniform Administrative Requirements, Cost Principles and Audit Requirements for Federal Awards
(OMB’s Uniform Guidance), specifically, section “200.430 Compensation”, outlines required standards for documentation of personnel expenses. To comply
with this requirement, we have chosen to implement project payroll confirmation using the ecrt software tool in place of our prior paper based annual effort
certification document as the after-the-fact activity record. This revised approach and online tool provide the Principal Investigator more efficient and effective
means to access information related to the payroll expenses posted to the project and assess the reasonableness of the payroll for each individual in relation
to work performed.

For further details related to ecrt confirmations and the Principal Investigator responsibilities, please refer to the document located here Top 10 things
Principal Investigators Need to know about Payroll Confirmation.



https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/Top%2010%20Things%20Principal%20Investigators%20Need%20to%20Know%20about%20Project%20Payroll%20Confirmation.pdf
https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/Top%2010%20Things%20Principal%20Investigators%20Need%20to%20Know%20about%20Project%20Payroll%20Confirmation.pdf

Accessing the tool:

For best results do not use internet explorer to access the URL. Instead, we recommend that you select Chrome or Firefox as your

browser for ecrt. If you do not have one of these browsers available on your desktop, please contact your IT representative for
assistance.

1. Logintothe myUK portal page. At the top of the page select the Enterprise Services or Faculty Services tab (orange arrow). Next select the ecrt
Payroll Confirmation subtab (blue arrow).

myYe

Launch Pad Employee Self Service Manager Self-Service ReglLearn Manager Student Services Student Administration Financial Aid View of Student Enterprise Services
Faculty Services Overview | Grading | StudentAlert | ecrtPayroll Confirmation | Class Rolls

my LUK myReports Home: Payment Request - Di

Faculty Services Overview
i

Faculty Services Overview

myUK Faculty Services Overview

Presentation

The UK Quality Enhancement Plan, or
QEP, is “Presentation U,” a student
learning program that enhances
written, oral, visual and multimedia
skills across the curriculum

Student Alert: To Report Academic & Behavioral Concerns
Notify appropriate parties regarding academic and/or behavioral concems

Student Alert Instructions: Student Alert Using Class Rolls
Student Alert Using Individual Student Look-up

To Report Academic & Behavioral Concerns
For multiple students with one academic concem: Click the Class Rolls tab abowe.
For single student with academic and/or behavicral concems: Click the Student Alert tab above.
For additional guestions or assistance when working in the Student Alert system, please contact early aleri@ulky .edu

Class Rolls
Review class roster by course

Grading

Enter mid-term and final grades by course

Note: You will only see tabs and Imks for those apphcations for wiuch vou have pernussions.




2. Click on ECRT Payroll Confirmation and the welcome screen will appear. Click on the ECRT Payroll Confirmation (blue arrow) link to be routed to the
software.

Launch Pad Employee Self Service Manager Seff-Service Reglearn Manager Student Services ‘Student Administration Financial Aid View of Student Enterprise Services

my UK nyReports  Home  Payment Request- Display  Approver
Faculty Services Overview | Grading | StudentAleri | ecri Payroll Confirmation | Class Rolls

| Hstory, Back Forward
]
Notice: Principal Investigators
Date Posted: 2/27/2017

Please note that the confiration period has not yet opened and there is no required action to be taken by Principal Investigators on sponsored projects at this time.

You will be notified by email once the confirmation period has opened and action is required.
Please contact your business administrator or ecrthelp@uky.edu for any additional assistance.

NOTE: Firefox and Chrome are the preferred browsers to access ECRT. Using Internet Explorer versions 10 or higher will limit functionality in the system. Follow the Research Financial Services link below for instructions on how to update browser
settings.

ECRT Pavroll Confirmation ECRT is the mechanism to be used for the review and confirmation of the payroll expenses posted to externally sponsored projects. This process is only reguired for externally sponsored projects and will

be performed by department personnel and principal investigators.

Research Financial Services Research Financial Services (RFS) web site for additional information and guidelines related to payroll confirmation, including Quick Reference Cards (QRC) and Frequently Asked Questions (FAQ).

3. From the ECRT Welcome page, press the continue button (orange arrow) to navigate into the system.

Welcome, Mike Kelley I | Sign Out |

Welcome to ECRT

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 to serve as the new tool to facilitate the institution's effort 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 reporting 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 of this technology ... 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 reporting 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 to his/her sponsored 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.
So, log in and get started. You will be certified before you know it!




4. Once logged in, the screen will default to your homepage where your worklist is located (example shown below).

| Welcome, Mike Kelley | Sign Out

| |Enter Search Criteria

Horme Confirm Manage Reports Administration Links System Alert Message A

Work List for Mike Kelley R\ 9
telcome to ecrl At the University of Kentucky, this web-based ecrt system is our mechanism far completing the reviews and confirmation of payroll . |: The Effon Litecycle :‘||
expenses an sponsored projects. The various tabs below are meant to assist yvou with managing the project staterment at various stages by listing \
specific tasks that require your attention. For more details ahoutthe specific task and action reguired please click on any hyperlink and you will be \i\ //
routed directly to the project statement. ~—

Guarterly Project Confirmations

Top of Fage igted Sub-Project Confi i Cudew-Only)

Project Mumhber Sponsor Period Due Date

Studies an heing a Scientist Federal 3048950001 Kentucky Department o... FY1 7 Quarter 1 araraoly o Ready for Confirmation @

Associated Sub-Project Confirmations (View-Only)

Top of Fage  Quarterly Project Confimmations

Project Title Project Mumhber Sponsor Period Due Date

There are no Project statements associated with you

On the screen above, you can select statements to review. In this example, the text Ready for Confirmation (green arrow) is a hyperlink to the statement’s
payroll details and can be clicked to move forward in the process.

CONTINUED ON NEXT PAGE



5. Statements that appear under the Quarterly Project Confirmations heading are statements requiring action. Statements that appear under
Associated Sub-Project Confirmations (View Only) are statements for scope projects that are connected to your projects but have another Pl

assigned to them.
a. From the worklist, you will select the project statement that you would like to review and click on the appropriate hyperlink to be routed to a
project statement:

| Weleome, Mike Helley | Sign Out | |Epter Search Critesia

Confirm Administration  Links System Alert Message &

[-] Quarterly Project Confirmatiens Instructions

w Ready for Confirmation & Project Informatian
2042990001 Studies on being a Scientist FY17 Quarter 1 CFDA Number: 47.074 Binlogical Sciences
Department: Uktesting - UK Testing Depatment
Pre Reviewed Project Title: Studies on being a Scientist
Project Period: 110172018 to 1273152017 (Fiscal Report Final 02030/2018)
B Ready for Pre Rewview & Budget Period: 1101/2014 to 12£3162017
Sponsor Name: National Seience Foundation
B In Progress & &l Sponsor Award Number: &1 ARZ00580

004: Studies on being = =t (FY¥17 Quarter 13; Payroll fram 701,
Canfirrm
Departrment _ 2 : _ 2 otal Payroll § Tetal Payroll % .’,

: C : : Cl : : H 24
Addington A Leigh - 99387712 Uk Testing Depatment - Uktesting H400.00 F200.00 E7[% 330 F600.00 100% )y
Hurley A, Lesa - 09887709 Uk Testing Depantment - Uktesting $300.00 F200.00 B[ A0% F500.00 100% 04
Kelley, Mike - 39337703 Uk Testing Depatment - Uktasting $100.00 F550.00 3% 1 7% FE50.00 20% ).y
Olander & . Magan - 99327710 Uk Testing Depatment - Uktasting F200.00 F300.00 40/% 50% FE00.00 100% 3] :;
Stoll A, Karena - 93887711 UK Testing Departmeant - Uklesting F200.00 $300.00 40/% 0% $500.00 A00% s
Ting A, Kari - 09287708 Uk, Testing Depantment - Uktesting F400.00 H0.00 34[% 0% F400.00 4% 04
P Hotes 5

6. On the project statement page, you will find a variety of information about the project.

a. The boxin the upper left corner (green oval) of the page is the work list. This contains a complete list of all projects and their associated
statuses so that you can see where statements are in the workflow process. Click anywhere on the line and the project statement detail lines
will appear for you to review (i.e. blue highlight). Continue this process with each statement listed as “Ready for Confirmation” until nothing
remains in that status.

CONTINUED ON NEXT PAGE



b. You have the option to check the box indicated by the orange circle (previous page) next to the project statement to select all of the
statements in “Ready for Confirmation” at once. You’re now able to scroll down on the page to see the detailed view of each project
statement. However, each statement does require individual confirmation. The screenshot below shows you what to expect when you have

multiple projects selected at once.

Staternent for 3048990003: Melecular Elctronics (FY17 Guarter 1); Payroll from 71112016 to 9/30i2016, due date 5/6/2017; Status: Ready for Confirmation

Empl o Direct . o $ Direct & & 7 E—_ 06 — e Confirm i Revise Payroll

mployee epartment ost Share i CostShare% | Total Payrol otal Payroll % s 1
(L & Charge $ : Charge % : ° : i o ° -’; : "«

Farr &, Vena - 99887717 UK Testing Department - Uktesting $300.00 $0.00 509% 04 $300.00 50% s N
Kelley, Mike - 89887703 Uk Testing Departrment - Uktesting $650.00 $0.00 2009% 0 $650.00 0% o4&
Langone & , Bud - 99887716 UK Testing Department - Uktesting $300.00 $0.00 5004 084 $300.00 50% v s XV
Meadows, Steve - 99887704 UK Training Departrment - UKtraining $600.00 $0.00 100(% 0% $600.00 100% 7 oy
P Motes 5]

p Attachments &

» Transactions

P Activity Log ¥«

P Email Log
. A

staternent for 3048990005: Effects of Space Training Programs (FY17 Quarter 1), Payroll from 7/1/2016 to 9/30/2016, due date $/5/2017; tus: Ready for Confirmation

e o = o Direct - s Direct - 7 Tl 06 S e Confirm Revise Payroll
mployee epartmen ost Share ; ; ost Share % | Total Payrel otal Payrell % . ; "

=t P Charge $ Charge % u U & &
Karali, Tirm - 99887705 UK Testing Departrnent - UKtesting $200.00 $400.00 6% 120 $600.00 18% L
Ryland A , Laguanda - 93887713 Uk Testing Department - Uktesting $300.00 $0.00 34% 0 $300.00 34% oy

c. The box in the upper right corner (blue arrow previous page) contains information specific to the sponsored project, which can also be found
on the GMGRANTD tab in SAP.
i. For example, the Sponsor Award Number equates to the External Reference Number you see listed on the monthly Pl reports.
ii. Project Period indicates the entire length of the award period. For example, if your project is a 5 year award from NIH, the project
period would reflect the entire 5 years, just as it does in SAP.
iii. Budget Period may be shorter than project period. Again, using the example of a 5 year award from NIH, if you have only received
incremental funding through the second year of the award, the budget would only reflect the 2 years for which we are authorized to

incur expenses.

CONTINUED ON NEXT PAGE



d. The main section of the page contains the detailed information associated with the project which needs to be reviewed and, if reasonable,
confirmed. PLEASE NOTE — the percentage referenced next to the dollar amount represents the percent of total compensation the individual
received during the reporting quarter. Supplemental pay, such as a summer research payment, will be included in the denominator of the
percentage calculation. For a quick overview of all pay for the reporting quarter, click on the scroll icon in the Action column. This will show
all of the cost objects that the individual was charged to and the respective percentage of total compensation.

ement for 3048990001: Studies on being a Scientist (FY17 Quarter 1); Pay

oll from 7112016 to 913042016, due date 5512017, Status: Ready for Confirmation

Project Payroll Summary - FY17 Quarter 1 close

Mike Kelley - 99887703

Project Name Total Payrell § Tetal Payrell %
: Direct Direct M 304898000 1-Stuies on being $650.00 % ayroll
Employee Department | CostShare$ : CostShare % : Action
i Charge $ Charge % 3048980002-Training Program $550.00 17%
N 3048990003-Molecular Elctronics $650.00 20%
Addington A | Leigh - 93887712 UK Testing Department - Uktesting $400.00 $200.00 £704 3304
. 3048990011-New Technigues i $1435.00 44%
Hurley A, Lesa - 99387709 UK Testing Department - Uktesting $300.00 $200.00 B0 40%
Kelley, Mike - 98887703 UK Testing Department - Uktesting $100.00 $550.00 3004 17 Total $3,286.00 100.00%
Olander & | Magan - 99887710 UK Testing Department - UKtesting $200.00 $300.00 A0% B0%
Stoll & , Karena - 99887711 UK Testing Departrment - Uktesting $200.00 $300.00 409 60%
Ting A , Kari - 99887703 LK Testing Departrment - Uktesting $400.00 000 24, oL

e. The blue ribbon on the project statement above (black box) indicates the time period contained on the statement as well as the due date.
Note — due date indicates latest the statement should be confirmed. Statements can be confirmed anytime during the confirmation window.

CONTINUED ON NEXT PAGE



7. Please review the information for the individuals paid and/or cost shared on your project to determine if the expenses are reasonable in relation to
the work performed on the project by the individual, during the reporting period.

If all expenses for all the individuals listed on the project statement are reasonable, use the select all feature in the “Confirm” column (indicated by
the green oval) and click the “Confirm” button at the bottom of the project statement.

An attestation statement, explaining what you are indicating will appear. If you agree, click the “I Agree” button. The status of the project statement
will change from “Ready for Confirmation” to “Confirmed” and will no longer show on the worklist.

ent for 3048990001: Studies on being a Scientist (FY17 Quarter 1); Effort fram 7172016 to 93052016, due date 5i5/2017; Status: Ready for Confirmation

Direct Attestation Confirm . RevisePayol |
Employee Department ) y y : Action
Charge § Account Title Studies on being a Scientist X X
Account Name: 3048880001 - Studies on being a Scientist
Addington &, Leigh - 99887712 UK Testing Department - Uktesting §$120,000.00 Perind P17 Quarter 1 100% ¢ 5 1N
Hurley A, Lesa - 09987700 UK Testing Department - Uktesting §60,000.00 Cerfier. Kelley, Mike - 29807703 100% ¢ 04
Olander &, Magan - 39887710 UK Testing Depattment - Uktesting $45,000.00 Personne| Being Ceried:  Addington 4, Leigh- 99087712 100% ¢ 5
. Hurley & | Lesa - 99887709
Stoll &, Katena - 99387711 UK Tasting Departmant - Uktasting §50,000.00 Olander A, Magan - 3887710 100% ¢ 04
Ting & Kari- 998687708 UK Testing Depattment - Uklesting $2,40000 Stoll &, Karsna - 89887711 1% ¢ 54

Ting A, Kari- 89887708

Get Hel . Confirm Home
R - _ )
perad, and that | have sufiicient technical knowladge andfor | am in a position that provides me wi

means of veriication that the work was performed.

P Motes E’T /

b tactments 4

} Trangactions

P Activity Log #

} Email Log

CONTINUED ON NEXT PAGE



8. If the payroll expenses for some or all the individuals listed do not reasonably reflect the work performed, the Pl can choose to partially confirm;
confirm and revise payroll; or revise payroll.

a. To Partially Confirm-select the “Confirm” checkboxes (black box) next to those individuals the payroll expense is reasonable in relation to
work performed. Click the “Confirm” button, and agree to the attestation statement that appears like in the previous screenshot. The project
statement remains on active in the worklist until confirmed. The PI can confer with others (such as the primary department effort
coordinator) to determine if a payroll adjustment is needed and take next appropriate steps. If there are questions or concerns, click the Get
Help button (green box) at the bottom left of the project statement. This will open an email application and automatically populate to direct
the message to your Primary Department Effort Coordinator.

roject Staterent far 3048990001: Studies on being a Scientist (FY17 Quarter 1), Payroll fram 71172016 to 913042016, due date 5/5/2017; Status: Ready for Confirmation

Direct Direct Confirm Revise Payroll

Employee Department Charge § Cost Share $ Charge % Cost Share % Total Payroll $ Total Payroll % x X Action
Addington & | Leigh - 99887712 UK Testing Department - Uktesting $400.00 $200.00 67 %% 3304 $600.00 100% 's Ay
Hurley A | Lesa - 83887708 UK Testing Department - Uktesting $300.00 $200.00 B0% A0 $a00.00 100% 's ¥vy
Kelley, Mike - BEEE7703 UK Testing Department - UKtesting $100.00 $a860.00 304 1784 $680.00 20% 'S ¥y
Olander A, Magan - 89887710 UK Testing Department - Uktesting $200.00 $300.00 409 60% $500.00 100% 'S ¥y
Stoll A, Karena - 99887711 UK Testing Department - Uktesting $200.00 $300.00 4084 60% $500.00 100% 'S Ay
Ting A , Kari - 99887708 UK Testing Departrent - LIKtesting $400.00 $0.00 440 0l $400.00 44% 's g

CONTINUED ON NEXT PAGE



To Confirm and Revise- select the “Confirm” checkbox (black box below) next to those individuals the payroll expense is reasonable in
relation to work performed. Select the “Revise” checkbox (purple box below) next to those with payroll in question to request a payroll
adjustment.

Selecting “Revise” allows the PI to edit the percentages to show what changes are needed. Then click the “Confirm & Revise Payroll” button
and agree to the attestation statement (blue arrow) for those individuals you selected to confirm. The individuals that were selected to be
revised, and the corresponding percentage entered, will be routed as a task to the Primary Department Effort Coordinator to review and
process the revision if necessary. The statement will no longer show on the worklist until the revision is completed.

nent for 3048990001: Studies on being a Scientist (FY17 Quarter 1), Effort from 7/1/2016 to 9/30/2016, due date 5/5/2017, Status: Ready for Confirmation

Direct
Charge %

Direct
Charge $

Confirm Revise Payroll

Employee Department Cost Share § Cost Share % Total Paytoll $ Total Payroll % Action
Addington & , Leigh - 99887712 UK Testing Department - Uktesting $120,000.00 $60,000.00 570 33 $180,000.00
Hurley & Lesa- 998877039 UK Testing Department - UKtesting $60,000.00 $30,000.00 % 3E% $80,000.00
Olander A pe=en meemTen P PR wirnnn nn $45,000.00 06 R $50,000.00
Stoll &, Karen 50 0% $180,000.00

Ting &, Kari - 1 0l §2,400.00

$90,000.00

Direct Direct
Cost Share $ Cost Share % 1 Total Paytoll §
Charge $

Charge %
| Get Help $120,000.00 $60,000.00 570 33

f1287000.00 Account Title: Studies on being a Scientist
b Hotes $50,00000 $30,00000 B5 S $50,000.00 3043980001 - Stcies onbeing 2 Seentt /
M | $45,000,00 $45,00000 0% 0% $80,000.00 v
» Attachments @ 9887703
P Transactions $2,400.00 $0.00 1% 0% $2,400.00 ola - 99887710

gan
Ting A, Kari - 98887708

P Activity Log #

biy refiect the work performed in the designated
ancor | am in & position that provides me with suitable.

 certiy the safery
i period, and that | have suffclent technical &
¥ Email Log means of veriication that the work

CONTINUED ON NEXT PAGE



To Revise Payroll- If none of the individuals on the project statement reasonably reflect the work performed on the project, you can use the
select all feature in the “Revise Payroll” (green oval) column to select all individuals, then edit the percentage columns to update to correct
amount, and click the “Revise Payroll” button to request the revision. As above, this information will be routed as a task to the Primary
Department Effort Coordinator to review and process the revisions. The statement will be removed from the Pl worklist until the revisions

C.

have been processed.

Project Staterment for 3048990005: Effects of Space Training Programs (FY17 Quarter 1), Effort from 7/1/2016 to 913012016, due date 5/5/2017; Status: Ready for Confirmation

. . e —
Direct Direct Confirm Revise Payroll
Employee Department Cost Share § . Cost Share % Total Payroll § Total Payroll % y n
Charge § Charge % : : & &
Karali, Tim - 33887705 UK Testing Departrment - Uktesting §30,000.00 §30,300.00 Al 4% §60,300.00 a% v (s B
Ryland A , Laguanda - 39887718 UK Testing Departrment - Uktesting §2,400.00 §0.00 1l 0% §2,40000 21% 7 o4
Get Help Revise Payroll m
} Notes

} Atachments

} Transactions #

P Activity Log #

P Ermail Log

9. Once the review and confirmation are completed for all statements, the Pl has completed their required tasks for that quarter. Statements with
revisions requested will still need to be completed once those revisions have been made and posted. In the interim, the Pl can click Home on the

Menu to be routed to their homepage. The homepage should look like the following:

Quarterly Project Confirmations

Top of Page  Associsted Sub-Project Confirmations (visw-Cnly)
Periad Due Date

Project Title Project Mumber

There are no Project statements associated with you

Associated Sub-Project Confirmations (View-Only)

Top of Page  Quarterly Project Confirmations
Periodl Due Date

Project Title Project Mumber Sponsar

There are no Project staterments associated with you



10. To log out of ecrt, click the Sign Out link in top right corner of web page.

I Welcome,

Administration

11. Once logged out, the following message will appear. Please just close or X out of this page.

'ir‘ 'IT-’J Thniversity of

e Kentucky

You have successfully signed out of ECRT.
Please close this tab.




