Quick-Start Guide to Certifying Effort with ECRT

1. Open your Web browser and go to: www.rsp.wisc.edu/effort

2. Click the button that says: .
Related Links

Login

Commitment Lookup Tool
UW-Madison Effort Policy
UW Cost Transfer Policy
UW Cost Sharing Policy
ECRT Training Materials

3. On the Login Screen:
= Choose "University of
Wisconsin — Madison” and T
click Select S

System Outages

Search UW System

= Enter your NetID and PO Need help?
Pas SWO rd NetiD Forgot NetiD = Activate your NetiD
. . = « Modify your account
= Click the Log in button | P poasse - Create  srong passwora
« Common login questions
Password Forgot password « Contact the Help Desk

4. On the ECRT Welcome Welcome to ECRT

Screen: The ECRT (Effart Certification and Reparing Technalogy) System is an electronic tool that facili]
. . e art Cetification and Reporing Technology) System is an electronic taol that facil
= Click the Continue button ceify effort, you are providing assurance to sponsors that

+ Salary charges to sponsored projects are reasanahble in relation to wark performed, and
+ ‘fou andior your project staff have met your commitments to sponsored projects.

Federal and University policies require individuals who work on sponsored projects to cerify 10)
system that helps you comply with these policies.

Continue |

5. On the ECRT Home Page: Work List for HOWARD BAILEY N 9
[ ] Rev|eW the I|St Of Welcome to the ecrt effort reporting system. The tabs below list all of the effort certification tasks that require your attention - whether it is fr-z«m_.ﬂ.
certifying statements, processing statements, or following up on outstanding statements. To view and resolve the specific task, select \
the link in the task descripti X
statements that you need @ nkn he task Seserpton N

to certify. Click on any | Statements Awaiting Certification (15) |
name or link to navigate to

the certification page. In Effort Statements
the new version of ecrt (Staement Owner  Dspement  Peied  DusDale Type  Saws M

you Certify your own BALIKER, MARY A533400-A533400 MSNISMPHIC... 03/220201606127/2015 10/31/2015  Base @ Not Certified. Not Processed @
statement on the same FAKHRALDEEN, SAJA A535900-A535000 MSN/SMPH/O. . 01/01/2015-08/30/2015 10/31/2015  Base @ Not Certified, Not Processed @
GARLICK-HANSEN, GAYLA A533400-A533400 MSNISMPHIC... 12/28/201403121/2015 7/31/2015  Base 5 i )

page as the other 03/22/2015-06127/2015 10/31/2015  Base E:: z::::: :: EZ:::: :
statements that you are KUANG, CHENSHENG A489000-A439000 MSN/LES/STA  01/01/2015-06/30/2015 10/31/2015  Base ST NPl
responsible fO[' Cel‘tifying, MATTHIAS, JESSICA AB33400-A533400 MSN/SMPH/C..  01/01/2015-06/30/2015 10/31/2015  Base 3 Mot Certified. Not Processed )
OCKULY, JEFFREY A533440-A533440 MSN/SMPH/C _ 01/01/2015-06/30/2015 10/31/2015  Base e T e ()

SHISHKOVA, EVGENIA AJ4T520-A347520 MSNIVCRGE/B... 01/01/201606/30/2015 10/31/2015  Base & Not Cortfied. Not Processed @

SIEDSCHLAG, MARY A533400-A533400 MSN/SMPH/C _ 12/28/201403/21/2015 7/31/2015  Base e T e ()

03/22/201506/27/2015 1073112015 Base I

STEINLE, JULIE A533400-A533400 MSNISMPH/C . 03/22/2016-06/27/2015 10/31/2015  Base & Not Centified. Not Processed @

TEMPLE, JAN A534260-A534260 MSN/SMPH/M . 12/28/201403/21/2015 7/31/2015  Base T e ()
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6. Select individuals from your
Work List by clicking on
their names. You can
select multiple names by
holding down CTRL or

BAILEY. HOWARD H
BALIKER, MARY
FAKHRALDEEN. SAJA
GARLICK-HANSEN, GAYLA S
KUANG. CHENSHENG

MATTHIAS, JESSICA M

Statements Requiring Certification

v I . | 2% ALIKER, MARY - 00116707

I1SNUSMDLAED
Select everyone in the work list
A533400 MSN/SMPH/COM

A535900 MSN/SMPH/ONC
A533400 MSN/SMPH/COM
A483000 MSN/L&S/STATIS

AB33400 MSN/SMPH/COM ~

P Statement Owner
w Effort Statements
w Needing certification
Base

w Historical

10/31/2015

£ Not Certified, Not Processed

Shift and clicking the
names. You can also click

the &l button to display up
to 25 statements at once.
Scroll down to see the effort
statement(s).

[

BALIKER, MARY - 00116707 (Semi-Annual, University Staff)

Base Effort Period: 03/22/2015 to 06/27/2015 Due Date: 10/31/2015 Status: Not Certified, Not Processed =

[WARNING - This Effort Statement was placed on hold by System User - 444.44.4444 ]

[ ™
Projects [-]
Sponsored

144-PRJMHK UW Comprehensive Cancer Center Support non-competing continuation
(BAILEY HOWARD H)

On Hold § Value Effort Calc

Committed Effort Payroll Cost Share Computed Effort . Certified Effort Certify?

0.00% 100.00% 0.00% 100.00% © 0%

7. Determine the effort distribution for the period for each statement that you have selected to certify. Note that the
additional statements will populate as you scroll down the page.

8. Compare your effort distribution with the numbers in the Computed Effort column of the statement. For each
sponsored project:
= |f your effort percentage for any sponsored project differs from the number in the Computed Effort column by five
percentage points or more, enter your estimate of your actual effort percentage for that project in the Certified
column.

» The [ icon allows you to run the Certification Report for each line of your effort statement. This report shows you
the payroll details that make up your effort percentage.

= Otherwise, enter the number from the Computed Effort column in the Certified column, rounding to the nearest
integer.

. Committed Effort CostShare  Computed Effort = Certified Effort | Certify?
0.00% 2.86% 0.00% 2.86% O 3o
0.00% 17.14% 0.00% 17.14% O 17%
0.00% 20.00% 0.00% 20.00% 20%
0.00% 80.00% 0.00% 80.00% O 80[%
0.00% 80.00% 0.00% 80.00% 80%
0.00% 100.00% 0.00% 100.00% 100%

9. Enter a number in the
Certified column for your

Computed Effort

non-sponsored effort, if 286% O 3%
you have any. The 17.14% O 17k
numbers in this column —— —
must total 100%.
80.00% O a0l
80.00% 80%
100.00% 100%
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10. Enter a Note to indicate Non Sponsored
. UWMSN-OTHER All Non-Sponsored Effort () 0.00%
any voluntary committed Non Spansored Total: 000

close|

cost sharing to projects
that don't appear in the

Sponsored portlon Of _ Note (max 4000 characters. |y non-sponsored line includes 8% voluntary I
Extra text will be truncated):

your Statement P Notes project for which I am a key per‘é‘t‘:‘r‘w“but not
the PI. | [

Grand Total: Create New Note

P Transactions

P Activity Log ¥

- N Save Note | |
b Cartifiare & Annrouare

11. Click the checkbox on
each line of your o ;
statement. Note the o =y ;
Certify button does not s
appear until at least on
checkbox is checked. o e v

80%
100% 7

12. Click the Certify button if [EEErEEalealCg

you are only certifying 28% O o
ONE statement. Click the 17145 O L
Certify Checked button if 2.00% %
you have reviewed and S, o
checked multiple s0.00% 0k
statements. 100.00% 100% @

[ Save |

- Save Alll Certify Checked]

13. A confirmation message will be displayed with a summary of the statement(s) that you are certifying:

Attestation

GAYLA S GARLICK-HANSEN - 00303750 Base 03/22/2015 to 06/27/2015 You have certified all lines to which you currently
have access

CHENSHENG KUANG - 00810523 Base 01/01/2015 to 06/30/2015 You have certified all lines to which you currently
have access

[ certify that the salary charged, including any salary transfers, and the effort certified this period reasonably reflect the work performed. [ further cerify that | am in a
position that provides me with a suitable means of verification that the work was performed.

Read the text that begins with the words I certify... — This is your confirmation that:
= Effort was devoted at a level that justifies the salary charges, if any
= You have suitable means of verifying the work that was performed
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14. Click the button that says
| Agree

I certify that the salary charged, inclu
position that provides me with a suitabl

(Thgree) ("Cancel)

15. The individual’s names will drop off your Work List when you have certified their statements. Continue to certify
statements until only your name remains on the certification page.

Statements Requiring Certification
BAILEY, HOWARD H

Recently Completed

AE34260 MSN/SMPH/MEDI . b Statement Owner
w Effort Statements

P Needing certification
w Historical 7

Base
Base
Base

Base

Boacn

B/30/2015
12/31/2014
63072014
12/31/2013

£ranMnea

. Certified, Processed
- Certified, Processed
<& Certified. Processed

& Certified. Processed

"q; BAILEY, HOWARD H - 00081913

H

When you go back to your home page, you should also see that your Statements Awaiting Certification tab is

empty:

Effort Statements

You are done! Thank you for certifying your effort in the ecrt system.
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There are no Effort statements associated to you.

Page 4



