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I. Objectives

By the end of this procedure, Business Managers should be able to:
e Update and view all Time and Effort reports they are responsible for
e Use HCM Distribution to verify Time and Effort for the employee identified on an eForm
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II. Tips, Tricks, and Things to Remember

Here are few tips and tricks that will help when verifying Time and Effort, along with important things
to remember:

e Loginto the HCM Distribution tool located on the Finance Intranet to quickly verify and
compare the payroll information for each employee’s time and effort report.

e Ifthere are discrepancies between the Time and Effort report and HCM Distribution check the
following:

o Review the pay group of the employee to determine if they are paid current or on a
lag and adjust the pay period date of the HCM Distribution tool accordingly.

o Export the HCM Distribution data using the CSV option to see if there are any earn
codes that are excluded from the Time and Effort reporting system (For example, CHR
and ALP.)

o Ensure all retro funding requests have processed.

e When searching for Time and Effort reports, within the Update tab, to verify and release to
employees for approval, be sure to filter your search to Saved and Partially Approved reports
only. This will ensure you are not verifying and submitting reports a second time, restarting
the approval workflow again.

e Ensure all retro funding changes are submitted within 90 days of the close of the ledger period
in which the original charge was posted. Remember, any retro funding changes submitted
after 90 days requires a Cost Transfer memo and is subject to the Cost Transfer Policy (FINA
3.35).

e When Time and Effort Reports recycle back to you for funding changes, be sure to review the
request quickly and prepare any needed retro funding changes.

e Asthe Business Manager, you will receive emails for all the Time and Effort reports for which
you are responsible. It would be helpful to set up a rule in OutLook ensuring no emails get
lost.

e Hourly employees will be included, and earnings end dates are outlined at the top of the
report. For example, if the reporting period or the effort report is April 2019 through
December 2019, salary earned prior to April will be excluded even if paid in April.

e If you have questions regarding the HCM Distribution tool, please refer to the recorded
training webinar and PPT found on the Controller’s Office website homepage.
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III. Navigation
In HCM Peoplesoft, to view the Time and Effort home screen navigate to:
Employee Self Service > My Workplace > Grant Time and Effort
Step 1: Click the Employee Self Service drop-down arrow.
Step 2: Click the My Workplace option from the list.

v |Employee Self Service

SOUTH CAROLINA

My Workplace

"1 Employee Self Service
e (5)e

™ m

Last Pay Date 01/31/2020

Benefit Details USC Profile

& W

Step 3: Click the Grant Time & Effort tile.

UNIVERSITY OF
SOUTH CAROLINA ~ My Workplace |

ePAF Homepage Grant Time & Effort Affiliate Actions Homepage Benetits Enroliment Homepage

— — ORACLE" —
PEOPLESOFT

S —
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IV. Review of eForm Actions

< My Workplace

=] Grant Time & Effort Forms

Account A Q @

Welcome tfo the University of South Carolina’s Time and Effort Reporting and Certification Center. This is where you will manage Time and Effort
reports and required certification for employees.

5] Update a Grant Report

]

Certify a Grant Report

5] View a Grant Report

Time and Effort reports can only be corrected by submitting a Retro Funding Change request to the RetroJE mailbox at RetroJE@mailbox.sc.edu.
Once correction is processed, forms will automatically refresh and update.

The following actions can be performed through this center:

Update a Time and Effort Report — Allows you to manually refresh and capture any updates (as applicable) for a report(s).

Certify a Time and Effort Report — Allows you to review and certify applicable effort based on salary charged for a report(s).

View a Time and Effort Report — Allows you to view report(s).

Below is an explanation of each action highlighted above and who can perform that action.

Time and Effort eForm Actions

Add Update Certify View
Only GFM can Allows you to Allows you to Allows you to view
add/create a review and review and certify  report(s), including
new eForm. verify applicable effort approval workflow
distribution based on salary and transaction
lines and charged for a log.
release for report(s).

certification.

Business X v X v
Manager

Employee X X 4 v
Principal X X v v
Investigator

Supervisor X X v v
GFM Office v v X v

Note: Business Managers, Employees, Pls and Supervisors may be able to see all three action tabs but
will not receive search results if it’s an action that cannot be performed by the role as indicated above.
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V. Review of eForm Status

Time and Effort Status Description
eForm Status
Saved Business Manager — Receives the reports in “Saved” status and submits

or releases them to Employees for certification.

If a retro funding change is processed after the form has been
submitted and released for certification, it will automatically be
recycled back to the Business Manager in a “Saved” status.

Pending Employees, Pls, & Supervisors receive the reports in “Pending” status
(because they are pending approval).

Partially Approved If a report is recycled by a user at any point, it will return to the
Business Manager in a “Partially Approved” Status.

Business Managers will initiate all necessary changes and Resubmit the

form.
Executed Once a report is fully certified, the report status is “Executed”.
On Hold This function is not recommended used. Reports can stay in an

approvers cue until ready to be approved or recycled.

The employee, Pl or supervisor have the Time and Effort Report on hold
to verify the payroll information before certifying and submitting to the
next level.

Withdrawn The eForm has been withdrawn by the GFM Office and is no longer
available to the Business Manager to release for certification.

Use View Option to review form status, not Update! This will prevent accidently restarting workflow.

S —
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VI.

Earnings Codes Included in Time and Effort Reporting

Earn Code | Description Earn Code | Description

ALR Annual Leave Retro LMP Leave Without Pay

ALV Annual Leave Taken LWs Leave WO Pay Stud Treaty
ASA Administrative Salary Adjstmnt | LWT Leave WO Pay Teaching Treaty
ASR Admin Salary Adj Retro 0s1 OT Straight Time Stdt Treaty
ATS A L Taken Student Treaty OSR Overtime Straight Retro

ATT AL Taken Teaching Treaty 0ss OT Straight Retro Stud Treaty
cTP Compensation Time Paid 0sT OT Straight Retro Teach Treaty
CTS Comp Time Student Treaty 0Tl Overtime 1.5 Student Treaty
CTT Comp Time Teacher Treaty oTl OT Straight Time Teach Treaty
EFM Govt Pd FMLA - Hourly OTR Overtime Pay 1.5 Retro

EFS Govt Pd FMLA - Sal Stud Treaty ovl Overtime 1.5 Teaching Treaty
EFT Govt Pd FMLA - Teach Treaty OVR OT 1.5 Student Treaty Retro
ELS Govt Pd FMLA - Hrly Stud Treaty | OVS Overtime Straight Time

ELT Govt Pd FMLA - Salary ovT Overtime Pay 1.5

FOR Faculty Overload Retro RCK Reissued Check

FOV Faculty Overload REG Regular Pay

GE2 Govt Pd Lv - S Treaty SAL FAM RS1 Regular Pay Student Treaty
GEO Market Geographic Diff RSR Regular Treaty Student Retro
GER Market Geo Diff Retro RSV Intl Fac Overload Retro Std
GLS Govt Pd Lv - S Treaty HRL EE RTI International Teaching Regular
GLT Govt Pd Lv - Treaty TEACH EE RTM Retro Pay Manual

GP2 Govt Pd Sick Leave - HRL FAM RTO Regular Pay Retro

GPL Govt Pd Sick Leave - HRL EE SAP Special Assignment Pay

GPT Govt Pd Sick Leave - SAL EE SAS Special Assign Pay Stud Treaty
GS2 Govt Pd Lv - S Treaty HRL FAM SAT Special Assign Teaching Treaty
GSA Grant Salary Adjustment ScK Sick Leave Taken

GSR Grant Salary Adj Retro SCR Sick Leave Retro

GSS Govt Pd Lv - S Treaty SAL EE SCT Sick Pay Teacher Treaty

GST Govt Pd Lv - T Treaty SAL FAM SHD HR Approved Differential

GT2 Govt Pd Sick Leave - SAL FAM SHR HR Approved Differential Retro
HAS Holiday Pay Student Treaty SIR Summer Instruction Retro
HCP Holiday Compensation Pay SLS Sick Leave Taken Stud Treaty
HOL Holiday Pay SMI Summer Instruction

HOR Holiday Pay Retro SMR Summer Research

HOT Holiday Pay Teaching Treaty SPR Special Assighment Pay Retro
IOR International Other Retro SRR Summer Research Retro

108 OT Student Treaty 1.5 TSA Temporary Salary Adjustment
1ov International Faculty Overload TSR Temp Salary Adj Retro

ISV Intl Fac Overload Std Treaty VAR Variable Pay

ITO OT 1.5 Teaching Treaty Retro VAS Variable Pay Student Treaty
ITR International Teaching Retro VAT Variable Pay Teaching Treaty
IVR Intl Faculty Overload Retro VPR Variable Pay Retro
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VII. Verifying and Releasing Time and Effort Report eForms - Business
Manager

The Business Manager is responsible for:

e Serving as central point of contact for Time and Effort certification for employees in their department
and /or College for awards for which they are responsible

e Coordinating with other Business Managers and Administrators as necessary to ensure payroll
distribution is reflected accurately.

e Serve as the first line of defense for compliance as it relates to sponsored awards and ensuring
charges comply with cost principals as outlined in Uniform Guidance (2 CFR 200).

e Verifying all the retro funding changes are captured and to make sure no additional changes are
required.

e Assisting employees, Pls, and supervisors with the certification process.

e Directing employees, Pls and supervisors to the training aids and tools that are available on the
Controller’s Office website

Step 1: To search for Time and Effort reports you are responsible for, click the Update a Grant Report

tab.
< My Workplace Account ﬁ Q E @
&= Grant Time & Effort Forms Welcome to the University of South Carolina’s Time and Effort Reporting and Certification Center. This is where you will manage Time and Effort
reports and required certification for employees.
5] Update a Grant Report Time and Effort reports can only be corrected by submitting a Retro Funding Change request to the RetroJE mailbox at RetroJE@mailbox.sc.edu.
Once correction is processed, forms will automatically refresh and update.
%] Certify a Grant Report The following actions can be performed through this center:

Update a Time and Effort Report — Allows you to manually refresh and capture any updates (as applicable) for a report(s).
%] View a Grant Report

Certify a Time and Effort Report — Allows you to review and certify applicable effort based on salary charged for a report(s).

View a Time and Effort Report — Allows you to view report(s).
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Step 2: To view all of the reports you are responsible for, select Saved from the Form Status drop-
down box and click the Search button. All of the Time and Effort reports that need to be verified by
you and released to the employees will populate at the bottom of the screen.

To view all of the reports that have been recycled back to the Business Manager for changes and
further verification, select Partially Approved from the Form Status drop-down box.

Note: If you are responsible for multiple departments, you can search by Primary Department to
refine your search to a whole department.

< My Workplace Account

f Grant Time & Effort Forms
Employee Name Begins With j
5| Update a Grant Report

Reporting Period Begins With j
2] Certify a Grant Report

Pril D rt t i =

%] View a Grant Report rimary Departmen Begins With J
Form Status is Equal To j j
Form Type Begins With -] a

I

m Empl ID Begins With
=

3ro
Primary Form Last
IF;rcm Employee Name & Reporting Period < Department Status Operator Fgrm Type L;sl: LED Empl ID <
1 141510 Go-Live Catch-up 2019 155401 Saved PERKINTD GRANT_TE 2020-02-25
2 141511 Go-Live Catch-up 2019 155401 Saved PERKINTD GRANT_TE 2020-02-25
3 141516 Go-Live Catch-up 2019 155201 Saved PERKINTD GRANT_TE 2020-02-25

S —
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Step 3: Click the employee name to open the Time and Effort report.

< My Workplace Account

f Grant Time & Effort Forms
Employee Name Begins With

I

5] Update a Grant Report

Reporting Period Begins With

L

%] Certify a Grant Report

Primary Department Begins With

Form Status is Equal To = j

Form Type Begins With

L

%] View a Grant Report

O O o
0

m Empl ID Begins With

3ro

::': = Employee Name < Reporting Period < :;::t?mnt ;;Es :-J;se.rator Fgm‘l Type Lcast e Empl ID <
1{141510 Go-Live Catch-up 2019 155401 Saved PERKINTD GRANT_TE 2020-02-25
2 14151 Go-Live Catch-up 2019 155401 Saved PERKINTD GRANT_TE 2020-02-25
3 141516 Go-Live Catch-up 2019 155201 Saved PERKINTD GRANT_TE 2020-02-25

Step 4: Review the employee information at the top of the report. Pay close attention to the reporting
period, begin and end dates. These dates will be helpful when using HCM Distribution to verify
distribution lines on the report.

< Account Form Page ﬁ CL : @

# | Time and Effort Reporting : Time and Effort Report Form ID 141510

Employee Information

Employee Name Empl ID

Primary Department 155401 MECHANICAL ENGINEERING

Reporting Period Go-Live Catch-up 2019

Report Period Begin Date 04/01/2019 Report Period End Date 12/31/2019

Hide Chartfields
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Step 5: You can choose to click the Hide Chartfields button to hide the accounting information. For
Business Managers, it is recommended to keep this information visible as it will help verify the
distribution on the eForm against the distribution in the HCM Distribution Reporting tool located on
the Finance Intranet.

Note: You have the option to hide if you feel it is too much information for the employee, Pl and
supervisor prior to releasing.

< Account Form Page _ O\ : @

#" | Time and Effort Reporting : Time and Effort Report Form ID 141510

Employee Information

Employee Name Empl ID
Primary Department 155401 MECHANICAL ENGINEERING

Reporting Period Go-Live Catch-up 2019

Repert Period Begin Date 04/01/2019 Report Period End Date 12/31/2019

Hide Chartfields

Sponsored Accounts

4 rows
Certified? & Earnings < Pempe:;%f Details Project/Grant & Dg partment 4 Share © Og Unit/DeptiFundiAcct/Class
1 No 200886.00 11.10 Details 10008119 Work Activity 202C21: Rapid In 155400 CLO40 155400 F1000 51300 202
2 No 22573.99 1247 Details 155001 10008115 Work Activity 202C18: Progress | CL040 155001 A0001 51300 101
3 No 18104.66 10.00 Details 155001 10008116 Wark Activity 202C19: High Ene| CL040 155001 A0001 51300 101
4 No 45814.60 2531 Details 155001 10008118 Work Activity No 202C20: Rapid| CL040 155001 A0001 51300 101
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Now let’s verify each distribution line by comparing the information on the eForm to what is in HCM
Distribution. To begin, log into the HCM Distribution tool. (If you have two monitors, it would be
helpful to have HCM PeopleSoft up on one, and HCM Distribution on the other.)

Step 6: The earnings amount, percent of pay, project/grant number and chartfield on the eForm will
help identify each distribution line in the HCM Distribution tool for comparison.

To begin your search in HCM Distribution, use the following criteria:

e Employee USCID

e Pay Period Begin and End date (Use the Reporting Period Begin and End dates identified in the
Employee Information section of the form.) Be sure to adjust dates, as necessary, to pull
applicable information for the employee if they are paid on a lag.

e Select Total, Sub-total, Detail, and Sum Adjustments (Checking all of these options will break

the payroll information up nicely by project/chartfield.)

e Make sure Fiscal Year is selected as “ALL”. This will ensure the most up to date balances are
pulled and include any adjustments.

UNIVERSITY OF

2

uscip

Job

HCM Dept.

Journal.

Cheek

Check Date (midiy)
to

CAROLINA e

HCM DISTRIBUTION +

Pay Group Combo Project BU
Pay End Date (midiy) Operating Unit Project
to
Eam End Date (midiy) Department CFDA
to
Dist.Status Fund Contract
ALL j
Dist.Type Class Sponsor
ALL j
Dist.Class Aceount Costshare
ALL j
Dist.Code

HCM DISTRIBUTION SEARCH

From Pay Period

0471572019
To Pay Period

12731209

Sign ou

Num of Records

10000

| ordermy

Ghartfield,Name j

Fiscal Month

ALL -
Fiscal Year
ALL -
oy

Total
Sub-Total
Dotail

Sum.Adjustments

Output
Fmgasummary[uurizj
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Step 7: To verify the first distribution line, use the amount and project/grant to compare what is listed
in the HCM Distribution tool.

e Earnings amount $20086.00
e Project/Grant 10008119

< Account Form Page
Report Period Begin Date 04/01/2019 Report Period End Date 12/31/2018
Hide Chartfields
Sponsored Accounts
drows
Certified? & Eamings & Percentof Pay ¢ Detalls  ProjectiGrant & Department & Cost Share & Op UnitDeptFund/Acct/Class &
1 No 20086.00 11.10 Detalls | 1000B110 Work Activity 202C21: Rapid In 158400 CLO4D 155400 F1000 51300 202
z No 22573.98 1247 Details 155001 10008115 Work Activity 202G16: Progress CLO40 155001 ADOO1 51300 101
3 Mo 1810488 1000 Detalls 155001 10008116 Work Activity 202C18; High Ene CLO40 155001 AGOO1 51300 101
4 No 4581480 2631 Details 155001 10008418 Work Activity No 202C20: Rapid CLO4D 155001 ADOD1 51300 101
Subtotal 108579.25
Percent Subtotal 58.88
University Accounts
1row
Certified? © Eamings ©  Percentof Pay ¢ Details  Project/Grant & Department & Cost Share © Op UnitDeptFundiAcet/Class ©
1 No 7440353 ann Detalis 155001 CLO40 155001 ADDO 51300 101

Subtotal 7440353

Percent Subtotal 41.11

Total Qualifying Accounts

Total 18008278

Percent Total 100.00

File Attachments

Step 8: Click the Details button to view the pay periods included in the distribution. This is a good
place to identify the earning dates and codes included on this report.

< Account Form Page

# | Time and Effort Reporting : Time and Effort Report Form ID 141510

Employee Information

Employee Name

Primary Department 155401 MECHANICAL ENGINEE Line Detail x
Reporting Perlod Go-Live Catch-up 2019 MECHANICAL
Report Period Begin Date 04/0172019 Chartstring CLO40 155400 F1000 51300 202
1row
Hide Chartfiolds
Aot Earnings End Date * Check Date < EmplRed ¢ |Eam Code © Eamings <
Sponsored Accounts 1 06/15/2019 08/15/2019 1 SMR 20086.00
4rows
Certified? © Eamings ©  PercentofPay ¢ De Op UnitDeptiFund/AcctiClass
1 No 20086.00 1110 | E CLO40 155400 F1000 51300 202
2 No 22573.99 1247 E [C18: Progress. CL040 155001 ADOO1 51300 101
3 No 18104.66 10.00 04 IC19: High Ene CLO40 155001 AD0O1 51300 101
4 No 45814.60 2531 q [202C20: Rapid CL040 155001 ADOO1 51300 101
Subtotal 106579.25
Percent Subtotal 58.88

S —
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Step 9: Notice the project/grant is 10008119 and the total earnings is $20086.00 in HCM Distribution.

This information matches up with what is on the Time and Effort eform.

19202 PAYODS4I6S  WSUM 155401  SUM  DBWZ015  BOONIOSTO4  OBMSRDIS 08600 sAIS  3mA18 438078 aTEREs 2374% 2485486
- 20,086 00 38818 438078 ATEBSS 2374% 245405
JeLa40-155400-¢ 090-202-1000aras- | Im.«ew I 38818 438078 ATERSS 2374%  24ES4ES

Step 10: To verify the second distribution line, use the amount and project/grant to compare what is
listed in the HCM Distribution tool. Notice that this distribution line is cost shared.

e Earnings amount $22573.99
e Project/Grant 10008115

< Account Form Page

Report Period Begin Date 04/01/2019 Report Period End Date 12/31/2019

Hide Chartfields

Sponsored Accounts L3
drows.
Certified? & Eamings &  Percent of Pay ¢ Details Project/Grant ¢ Department Cost Share © Op UnitiDeptFundiAcct/Class
1 Mo 20086.00 1m.10 Datails 10008119 Work Activity 202G21: Rapid In 155400 CL04D 155400 F1000 51300 202
2 No 22673.99 1247 Details 155001 10006115 Work Activity 202C18: Progress CLO40 155001 A00O1 51300 101
3 Mo 18104.66 10.00 Details 155001 10008116 Work Activity 202C 19: High Ene CLO4D 155001 AO0O1 51300 101
4 Mo 45814.60 2531 Details 155001 10008118 Work Activity No 202C20: Rapid CL04D 155001 AQ0O1 51300 101
Subtotal 10857925
Porcent Subtotal 58.88
University Accounts
1 row
Caortified? & Earnings & Parcant of Pay Details Project/Grant Dapartmant & Cost Share & Op UnitiDeptiFundiAcctiClass &
1 Mo 74403.53 411 Details 155001 CLO40 155001 A0001 51300 101

Sublotal 74403.53

Parcent Subtotal 41.11

Total Qualifying Accounts

Total 180882.78
Parcent Total 100.00

Step 11: Click the Details button to view the pay periods included in the distribution. This is a good
place to identify the earning dates and codes included on this report.

< Account Form Page
# | Time and Effort Reporting : Time and Effort Report Form ID 141510
Employee Information
Employee Name 3
Primary Department 155401 MECHANICAL ENGINEE Line Detail x
Reporting Period Go-Live Calch-up 2019 Department COLL ENGR & COMPTNG OPERATING
Report Perlod Begin Date 0410112019 Chartstring CLO40 155001 A00O1 51300 101
14 rows
Hide Chartficlds
sl Earnings End Date & Check Date & EmplRed ¢ | Eam Code © Eamings ©
Sponsored Accounts 1 04/15/2019 04/15/2019 0 REG 223467 |
2 0413012019 0413012019 0 REG 2234.68
3 05/15/2019 0511512019 0 REG 223468 4rows
Certified? © Eamings ©  Percentof Pay © D 4 05/31/2019 05/31/2019 0 HOL 22125 | Op Unit/DeptFund/Acct/Class &
5 05/31/2019 05/31/2019 0 REG 2234.65
1 No 20086.00 11.10 o o 06/15/2019 06/14/2019 0 REG 223468 CLO40 155400 F1000 51300 202
7 0612912019 06/28/2019 0 REG 223468
2 No 22573.99 1247 I osl s 0710612019 07/15/2019 0 HOL 165.02  [C18: Progress CL040 155001 ADOO1 51300 101
9 0711512019 07/15/2019 [ REG 162272 |
3 No 18104.66 1000 0¢ 10 07/31/2019 0713112019 0 REG 1767.74  [C19: High Ene CLO40 155001 ADDO1 51300 101
1 08/15/2019 08/15/2019 0 REG 1787.74
4 No 45814.60 2531 |§ 12 08/31/2019 08/302019 o REG 1787.74  @02C20: Rapid CL040 155001 A0001 51300 101
13 09/07/2019 09/13/2019 0 HOL 165.02
14 0911412019 091372019 0 REG 162272
Subtotal 10657925
Percent Subtotal 58.68
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Step 12: Notice the project/grant is 10008115 and the total earnings is $22573.99 in HCM Distribution.
This information matches up with what is on the Time and Effort eform.

1616-12 - PAYDO79002

1818-12 : PAYIO78002
151812 - PAYIG78002
PAYDOR1411
 PAYDOR141
19202 PAYO0S3356

- PAYI0R131

- PAYDOB3AE2

18202 : PAYOOB435S

UGTe
UGTe
ucTe
(720
vaTs
(7]
UsTe
ucTs
usTE
uaTe
usTe

185401 ci2
15541 cn2
18501 c12
18 o1z
18501 ef2

18501 c12
8501 12
15541 c12
18501 o2
15501 c12

)
e
osrseie
osr31z019
ostisianis
6i30z019
AT
[
oBrsze1s
[T

osr1szm1e

8000018480
8000035203

8000078886
8000090838
8000100770
8000112484

04152019
0473072019
0882018
053112018
0842018
oBzaZ019
07H8018
onstizota
oBrs2018
oBi302018

CO0000000715

GLOAC-55001-A0001-101- 10008115

00000000715

CLO40-A55001-A0D01-101- 10008115

00000000715
00000000715
00000000715
00000000715

COD00000OT1S

CLO4C-156001-A0001-101- 10008115
CLO40-155001-40001-101--1000811 5
CLO4C-55001-ADD01-101- 10008115

CLO4C- A55001-AOD01-101- 10008115

CLO40-55001-ADDD1-101- 10008115

223467 2800%

22868 2500%
228485 2500%
246190 2754%
273468 2600%
273468 2500%
1THIT4 2000%
178774 2000%
178774 2000%
178774 BAB%
178774 2000%

2257189

I 2,579 I

167.78.
167.80
167,80
18485,
167.80.
167,80
13423
13424
19424

2543

2544

147741

147741

4057
46058
48058
50741
8058
46058
ErEs)
38801
38390
38801
38950
475083
475083

004

005

004

005

004
003
o008
om
002
004
o4

12483 168 78530
12480 168 75535
12484 168 TESM4
13754 185 a:243
12484 168 TESA
12484 168 7SS4

s 1M 6872
.47 138 62872
8008 138 62573
0.8 134 stas
9908 134 stese
12142 1687 751980
126142 1897 751980

380%
%
3380%
B[E%
3380%
380%
35.00%
38.00%
35.00%
2881%
2881%
3331%
B31%

2:989.97
250013
200002
328403
206002
29002
241348
2.413.48
241347
2,30468
2,304.66

30,083.78

30,083.79

Step 13: To verify the third distribution line, use the amount and project/grant to compare what is

listed in the HCM Distribution tool. Notice that this distribution line is cost shared.

e Earnings amount $18104.66
e Project/Grant 10008116

< Account

Form Page

Report Period Begin Date 04/01/2018

Repert Period End Date 12/31/2018

Subtotal 7440353

Parcant Subtotal 41.11

Total Qualifying Accounts

Total 180882.78

Parcent Total 100.00

Hide Chartfields
Sponsored Accounts
4rows.
Cortified? & Eamings ¢ Percant of Pay & Details ProjectiGrant © Dopartmant Cost Share & Op UnitDoptFund/AcctClass O
1 No 20086.00 1.10 Details. 10008118 Work Activity 202C21: Rapid In 155400 CLO4D 155400 F1000 51300 202
2 Mo 22573.99 1247 Details 155001 10008115 Work Activity 202C18: Progress CLO40 155001 AD0D1 51300 101
3 Mo 18104 66 10.00 Details 155001 10008116 Work Activity 202C18: High Ene CLO40 155001 AD0D1 51300 101
4 Mo 45814.60 2531 Details 155001 10008118 Work Activity No 202C20; Rapid CLO4D 155001 A00D1 51300 101
Subtotal 106579.26
Percent Subtotal 58.68
rsity Accounts
1 row
Certified? & Eamings & Percent of Pay & Details Project/Grant & Department & Cost Shara © Op UnitiDept/FundiAcctiClass &
1 Mo 7440353 411 Details 155001 CLO4D 155001 AD0D1 51300 101

August 2020
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Step 14: Click the Details button to view the pay periods included in the distribution. This is a good
place to identify the earning dates and codes included on this report.

Line Detail
Department COLL ENGR & COMPTNG OPERATING
Chartstring CLO40 155001 A00O1 51300 101

Eamings End Date & Check Date © Empl Red &

i

04152018 0441512018
04/3012019 04i3002018
05152019 051152019
0513172019 0513112019
0513112019 06/31/2018
084152019 061142019
06/29/2019 08/28/2018
07062019 07152019
0TA52019 07/15(2018
07312019 07/3112018
08152019 081512019
08/31/2018 0830018
09I07/2019 09/1302018
0an42019

BERRAREARREREE

Step 15: Notice the project/grant is 10008116 and the total earnings is $18104.66 in HCM Distribution.
This information matches up with what is on the Time and Effort eform.

I
New Time and Effort Reporting eForm August 2020
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Step 16: To verify the fourth distribution line, use the amount and project/grant to compare what is

listed in the HCM Distribution tool. Notice that this distribution line is cost shared.

e Earnings amount $45814.60
e Project/Grant 10008118

< Account Form Page
Repart Perlod Begin Date 0410112019 Report Period End Date 12/31/2018
Hide Chartfields
Sponsored Accounts
drows.
Certified? & Eamings & Percentof Pay © Detalls ProjectiGrant & Department & Cost Share & Op UnitDeptiFund/Acct/Class &

1 Mo 20086.00 1110 Details 10008118 Work Activity 202C21: Rapid In 155400 CLO40 155400 F1000 51300 202
2 No 2257359 1247 Details 155001 10008115 Work Activity 202C18: Progress CLD40 155001 ADDOT 51300 101
3 Mo 1810486 10.00 Detalls 185001 10008116 Work Activity 202C18: High Ene ©L040 155601 ADDOT 51300 101
4 Mo 4581460 2531 Details 155001 10008118 Work Activity Mo 202C20- Rapid CLD40 155001 ADDOT 51300 101

Subtotal 106579.25

Percent Subtotal 58.88
University Accounts
1 row
Certified? Eamings ¢ Percentof Pay © Detslls  Project/Grant ¢ Department & Cast Share © Op UnitDeptFund/AcctClass &

1 Mo 7440353 411 Details 155001 CLD40 155001 AOD01 51300 101

Subtotal 74403.53

Parcent Subtotal 41.11
Total Qualifying Accounts
Total 18098276
Parcant Total 100,00

Step 17: Click the Details button to view the pay periods included in the distribution. This is a good
place to identify the earning dates and codes included on this report.

< Account

Form Page

# | Time and Effort Reporting : Time and Effort Report

Employee Information

Employee Name

Primary Department 155401 MEGHANICAL ENGINEL

Reporting Period Go-Live Gatch-up 2018

Report Pariod Begin Date 0410112019 1

2

Hide Chartfields 3

Sponsored Accounts 4
5

6

Cortifiod? © Eamings ©  Porcentof Pay © nd 7

B

1 No 20086.00 110 o ©
10

2 No 22573.99 1247 |j 1
12

3 Ho 18104.66 10.00 |j 13
14

] No 45814.60 2531 E i
16

17

Subtotal 106579.25

Percent Subtotal 58.88

University Accounts

Line Detail
Earnings End Date © Check Date © Empl Red ©
04/15/2019 04/15/2019 0
0473012019 0473002019 0
051572019 05/15i2019 0
0873112019 0873112019 0
05/31/2018 05/31/2018 0
0615/2018 06114i2019 0
0672912019 0612612019 0
0710612019 0715/2018 0
071512019 0711512019 0
073112018 073112018 0
08/15/2019 08/15/2019 0
08/31/2019 08/30/2019 0
0910712019 091372019 0
08/14/2018 08/13/2019 0
0973062019 083062018 o
1041562019 1041562019 0
103112018 107312019 0
1152019 11152019 0
11/30/2018 1112712018 0
113012019 112712019 0
12114/2019 12132019 0
12/31/2019 12/2312019 0
1213112019 12/23(2019 0

x
Eam Code © Eamings. &

REG 2234.70

REG 2234 67

REG 223467

HOL 22726

REG 223464

REG 2234.67

REG 2234 67

HOL 24754

REG 2434.08

REG 2661.61

REG 2681.61  |C18: Progress

REG 2681.61

HoL 24754 I£18: High Ene

REG 2434 08

REG 268160 B0aco0: Rapid

REG 2681.61

REG 2681.61

REG 2681.60

HoL 48507

REG 2186.54

REG 2681.61

HOL 1485.20

REG 1196.41

Form ID 141510

Op Unit/Dept/Fund/Acct/Class &

CLO40 155400 F1000 51300 202

GLO40 155001 ADDO1 51300 101

©LO40 155001 ADDO1 51300 101

CLO40 155001 ADDO1 51300 101

New Time and Effort Reporting eForm

August 2020
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Step 18: Notice the project/grant is 10008118 and the total earnings is $45814.60 in HCM Distribution.

This information matches up with what is on the Time and Effort eform.

1819-12-PAYOO9002  UGTE 155401 12 OAIS2019 8000003704 O4/1S2019  COOO00D0717  CLDAG-155001-A0001-101--10008118 223470 2500% 16785 46056 004 041 12487 170 75543 3380% 290013
1819-12:PAYOOT002  UGT6 155401 €12 04302019 8000019480  04130/2019 L 8118 220467 2800% 16778 46053 001 041 12484 10 78527 380N 28698

161912 PAY0070002  UGTS 155401 €12 OS/152019 8000035203 08152018 10008118 223467 2500% 16779 46053 004 041 12484 170 78531 3%80% 290958

1920-1:PAYOOBI4TI  UGTS 155401  C12  OSI2019 8000048382 053172018 246190 2754% 18488 50738 004 046 13782 187 e:16 3M80% 329406

19201 PAYOOSI41  UGT6 15501  C12  OG112019 800005026  06/142019 223467 2500% 16778 46053 004 041 12484 170 75530 3380% 298907

19202:PAYO0S33SS  UGTE 155401  Cf2 06302019 8000060481 06282019  COO000000717  CLOAO-155001-A0001-101--10008118 223467 2500% 16779 46053 004 041 12484 170 78531 3380% 298958

1920-1:PAYO0S13S!  UGTS 15501 €12 O7/1S2019 8000079896 07152019  COOD0OO0O7I7  CLOAO-155001-A0001-101--10008118 268162 3000% 20137 58487 005 049 14380 200 0861 300K 35N

1920-1:PAYO0S2306 UGS 155401  C12 070312019 8000090539 07312019  COO0C0000717  CLOHO-158001-A0001-101--10008118 268161 3000% 20135 56485 004 048 14980 202 e3m55 3BOO% 362016

19202 PAYOOS3462  UGT6 155401  C12  ON1SZ013 8000100770  08/1S/2019 0008118 268161 000% 20137 56486 005 047 1879 208 67 3s00% 362018

19202 PAYOOS436S  UGT6 155401  C12 08312013 8000112464 0802019 268161  924% 3817 56485 005 049 14980 203 77538 28m% 348700

1820-3:PAY00S5095  UGTE 155401  C12  OAIS2019 8000130444  0O/132019  COO000000717  CLDAO-155001-A0001-101--10008118 268162 3000% 3818 56486 004 043 14980 200 77539 891% 345701

1920-3:PAYOOB6211  UGTE 155401  C12  0A3N2019 3000138345 0913012019 269160 3000% 3817 58486 004 048 14380 202 77537 2881% 345697

19204 :PAYODS7234  UGTS 155407  Cf2 107152019 8000152388 101572019  COO000D00717  CLDO-155001-A0001-101--10008118 260161 3000% 3317 58486 005 049 14981 200 77540 2882% 345701

19204 :PAYO0S8327  UGT6 155401 €12 100312019 8000168073 103112019 00 0008118 268161 000% 316 56485 004 048 14980 201 17534 8O 345695

19205:PAYO0SOTON  UGTS 155401 C12  TIMS2019 8000183882 1182019 101--10008118 268160 000% 3817 86485 005 048 14980 200 17538 2% 3asese

1820-5:PAYO0OO1SE  UGTS 155401 €12 11302019 800020004  11/2712019  COOD0OO0O7I7  CLOAO-155001-A0001-101--10008118 268161  92r% 3866 58486 002 015 4628 062 67050 2501% 335220

18206 :PAYO0R0BEO UG 15501  C12 121152019 8000218482 121132019 266161 3000% 3816 58486 004 048 14380 202 77536 2881% 345697

19206 :PAYODSISE0  UGTS 155401  Cf2 12012019 8000232733 12232019 268161 3000% 3316 58487 005 048 14981 202 77539 2882% 345700

4581460 197197 982837 073 TST 248584 324 1429012 N2AN 601272

IAMILI« I 197197 982837 073 TST 245584 WM 1429012 321% 601272

Step 19: To verify the fifth distribution line, University Accounts, use the amount and the chartfield
string to compare what is listed in the HCM Distribution tool.

e Earnings amount $74403.53
e Chartfield string CLO40, 155001, A0001, 51300, 101

Report Period Begin Date 04/01/2019 Report Period End Date 12/31/2018

Hide Chartfields

Sponsored Accounts

4 rows|

Certified? & Eamings ¢ Percent of Pay ¢ Details ProjectiGrant & Department & Cost Share ¢ 0p UnitDept/FundiAcct/Class &
1 Mo 20086.00 110 Details 10008119 Work Activity 202C21: Rapid In 155400 CLO4D 155400 F1000 51300 202
2 Mo 22573.99 1247 Details 155001 10008115 Work Activity 202C18: Progress CL040 155001 ADDO1 51300 101
3 Na 18104.66 10,00 Dotails 155001 10008116 Work Activity 202C1: High Ene ©L040 155001 A0DOT 51300 101
4 Mo 4561460 2531 Detalls 155001 10008418 Work Activity No 202C20: Rapid CLO40 155001 A0DO4 51300 101

Sublotal 106579.25
Percent Subtotal 5888
University Accounts
1 row

Certified? < Eamings & Percent of Pay & Details ProjectiGrant < Department < Cost Share & Op Unit/DeptiFund/Acct/Class <

1 Mo 7440353 4111 Details 155001 CLO40 155001 AD0O1 51300 101

Sublotal 7440353

Parcent Subtotal 41.11

Total Qualitying Accounts

Total 180882.78
Percent Total 100,00

New Time and Effort Reporting eForm August 2020
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Step 20: Click the Details button to view the pay periods included in the distribution. This is a good
place to identify the earning dates and codes included on this report.

¢ Aeeount Form Page
# | Time and Effort Reporting : Time and Effort Report Form ID 141510
Employes Information
Employes Name
Primary Department 155401 MECHANICAL ENGINEI Line Detail ¥
Reporting Period Go-Live Caicivup 2018 Department GOLL ENGR & COMPTNG OPERATING
Repert Perlod Begin Date 0410112018 Chartsiring CLO40 155001 AG0O1 51300 101
o7 rows
Hide Charifielss Earnings End Date © Chack Date © EmplRed o [Eam Code © Eamings ©
Sponsored Accounts 1 0411512018 0411512018 0 REG 893871
2 0artsi2019 Dar1si2019 o REG 223067
3 041572019 04r1si2019 0 REG 893871 Arows.
Cortified? < Eamings ©  Percent of Pay © pg 4 04/30i2018 04/302018 o REG -8838.71 [ Op UnitiDeptiFund/Acct/Class &
s 0413012019 0413012018 o REG 224,68
1 No 20086.00 1110 o . 4301201 43012018 o REG 293871 CLO40 156400 F1000 51300 202
7 0811512019 0s/1572019 0 REG 293871
2 No 2257309 1247 o4 s 08/18/2018 0871512018 o REG 893871 [C18: Progress ‘CLO40 155001 ADOD1 51300 101
] 08152018 08/15/2018 o REG 2234 68
3 No 1810466 10.00 i 10 0873112019 0873112019 o HoL 14335 [G19: High Ene CLO40 155001 ADOO1 51300 101
" 0873112018 0873112018 o HoL 82511
a Mo 45814.60 2531 j 12 08312019 05/312019 o HoL 82511 B02C20: Rapid CLO40 155001 ADDD1 51300 101
13 0873112010 0873112010 o REG 811360 |
1 0613112018 0573172018 0 REG 811380
= 15 0573112019 053112018 0 REG 140966
Parcent Subtotal 58.88 e Gsns2018 0611412019 0 REG 038,71
7 081572019 ) 0 REG B938.71
Univeraity Ascounts 1 08/18/2019 08/14i2019 o REG 223468
19 06/2912019 o8/2812019 o REG -8998.71
20 0672612019 0672812019 o REG 893871
1row
Centified? © Eamings ©  PercentofPay ©  Detalls  ProjectGrant Department < Cast Share © Op UnitDeptiFund/Acc/Class
1 Mo 7440353 an 185001 CLO40 155001 ADDO1 51300 101
Step 21: Notice the chartfield string is CL040, 155001, A0001, 51300, 101 and the total earnings is
$74403.53 in HCM Distribution. This information matches up with what is on the Time and Effort
eform.
[ USCID  FISCAL PERIOD : J0B  HCM GROUP  PAY  CHECK CHKDATE  COMBO CHARTFIELD. LBR  LBR  TAX RETRE UFE LD HEAUTM DENTAL FRNG  FRNG  TOT
JOURNAL oePT PERIOD s % s % s
1819-12: PAYOO79002  UGT6 155401 c12 04/15/2019 8000003704  O4/15/2019  ADODOOCOS816 CLO4D-155001-A0001-101— 223467  25.00% 167.78 48057 004 040 12483 168 75530  33.80% 296997
912, PAVO0TS002  UGTS 155401 €12 OABOZOND  BO0DO1SSD  OWD0O1D  ADOCOOOOSSTE CLOK-155001-40001-101 22468 2500% 16780 46054 005 040 12484 168 76535 3e0K 290000
I919-02:PAYO0TO002  UGTS 15401 12 OSHSE019  BOOOOISI03  OSSZ01D  ADOCOOOOSSE CLOK-155001-A0001-101 22468 2500% 16780 46058 00 040 1484 68 T W8N 200002
90:PAYOOSIAN  UGTS 155001  Cf2  OSOI2019 800004862  OSUZ01D  ADOOOOOOSSTE CLOAD-S5001-ADDO1-101~ 18901 ©aTR  MeS 006 002 029 76 LA 5491 380 207
10200 PAYOOSIATY  UGTS  1SSM01  C12  OMISZ01D 800005026 OMMAZO1D  ADDOOOODSH1 CLOI-1S5001-A0001-101 220408 2500% 6780 46058 004 040 1484 188 T MM 200002
19202 PAYORIISS  UGT 155401 12 OMGOZ0ND  BO0DOSSSI  OKZNZ01D  ADODCOOOSSIE (CLOAD-185001-AD001.101- 22488 2500% 1780 46059 006 040 12484 168 TSI 3E0K 200002
1620-1 : PAYO081351 UGS 155401 c12 07/15/2019 8000079896  07/15/2019  AD0CD00S816 CLO40-155001-A0001-101— 357548 40.00% 26847 77981 006 064 199.74 289 125141 35.00% 482689
1920-1 ; PAYD082306 UGTE 155401 c12 07/31/2019 8000090539  07/31/2019  AO000D00S816 (CLO4D-155001-A0001-101— 357548 40.00% 268.47 77982 007 068 199.75 270 125146 35.00% 482694
1920.2:PAYOSME2  UGTS 155401 12 OMSZ0I9  BOODIONTIO  OMASZ01S  ADOOCOOOSSE (CLOAD-185001-A0001.101— 387549 4000% 26846 TIOR2 00 065 19075 260 126143 00K 48292
19202 PAYOBA36S  UGT 155401  C12  OW3IZOND  BOODIIZEA  ONS0Z01D  ADOOOODOSSTE CLOAD-155001-A001-101~ 37548 1232% 5089 TIRZ 007 0S4 974 260 109085 ZB91% 4600
1820-3 : PAY0085085 UGTE 155401 c12 00152019 8000130444  ONV1372019  ADD0CO0CSS16 ‘CLO40-155001-A0001-101~ 357548 40.00% 5088 77982 006 064 199.74 27 103384 28.91% 460032
109:PAYOO211  UGTS 155401 12 00B0Z019  BOODISEMS  OWI0Z019  ADOOOOOOSSTE (CLOAD-155001-AD001.101~ 625741 7000% 8905 134B8 012 143 WSS 472 100025 % 80663
19204 ; PAYD0S72684 UGS 155401 c12 10/15/2019 8000152388  10/15/2019  AOODOO0OSE16. (CLO4D-155001-A0001-101— 625710 70.00% 89.05 136468 01 132 34955 4n 180923 2891% 806633
19204 : PAYO0S8327 UGTS 158401 c12 10/31/2019 8000168073  10/31/2019  ADO0OO0OS816. ‘CLO4D-155001-A0001-101— 626710  70.00% 89.06 136469 012 193 349.56 an 180929 2892% 8,066.39
16205 : PAYOD8S704. UGTE 158401 c12 11152019 8000183882 111152019 ADO00000S816 'CLO40-155001-A0001-101~ 625711 70.00% 89.05 138469 011 113 4956 an 1809.25  28.92% 8,066.36
19205:PAYOIOISA  UGTS 155001  C12  11A0Z019  BOO0Z00084 72010 ADODOOOCSSTE (CLOAD-1S5001-AD001-101~ 625740 2062% W2 16468 002 035 10796 148 156463 2501%  7AZATS
19008 PAYODOBGO  UGTO 155401 12 12152019 B00G210402  1ZAN2019  ADOOOOOOSSTE (CLOAD-1S5001-AD001-101~ 625710 7000% 6905 136488 012 193 M9S8 4T 100025 2882% 80063
19206 PAYOOISED  UGTD 155401 12 23V2010  BOOGZSZTI) 12232019  ADODOOOOSSIE CLOK-1S5001-A0001-101- 825710 7000% 8908 13467 Ofi 113 MOSS 472 160024 2891% 8068
7440383 246730 160781 126 1263 39N SE2 28079 NI 6N
| cLosw-1ssoot-asoot.ot- | 248730 1607481 126 1263 391497 5282 2284379 VWK W67

Step 22: There is an additional distribution line in HCM Distribution for the chartfield string CL049,
220000, LP000, 201, E0000098 that is not included on the Time and Effort report. Click the $20,000.00
labor link to view the details.

19205 PAYOOSOTS4  UGTE 158401 C12 11002010 8000200034  1Hiz7i20ia Lo PO0O-201-E| B 000000 6OH% 28834 436200 012 141 MEa2 466 500135 2801% 2500138
20,000.00 34 430200 002 1M 512 466 500135 2501% 2500136

|Groso-z20008.4 7ou0-201-E0000030-| 20,000.00 78834 436200 012 141 M1 466 5pOTIS 20V 2500136

New Time and Effort Reporting eForm August 2020



20

Step 23: The details show that this distribution line is payroll for Chair Professorship, earning code
CHR, and is not included in time and effort.

NAME uscio JoB HCM DEPT GROUP PAY PERIOD COMBO CHARTFIELD
ACCOUNT EARN END DIST. TYPE: CODE CHECK : CHK DATE FISCAL PERIOD : JOURNAL AMOUNT
uaTe 185401 o1z 113012019 ADDROO0SE1E CLO40-155001-A0001-101
51300 tHiz20te ERNHOL Hoiday Pay 8000200084 - 1172712018 1800.6PRY00S0154 18515
s1a00 T1iR01e ERNAEG-Regular Pay 8000200084 : 1172772018 1800 PAY00S154 510185
LABOR; 6,267,10 (21,62%) FRINGE; (0.00%) 825710
uare 188401 o2 13012019 CON00000T1T CL040-155001-A0001-101- 10008118
s1300 Tmarnta ERNHOL-Hoiday Pay 6000200084 - 1172712019 1820-6PRTOUSI151 ass07
51300 Tmarts ERNREG-Regular Pay B00TZ00084 : 1112712018 1820-EPRTOUSIS 2186584
LABOR: 2,681.61 (8.27%) FRINGE: (0.00%) 288181
1A AAAAAAAAAAAAAAAA A AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAI=—==———G
uGTe 155401 c1z 113012019 ADOD00006S36 CL043-220000-LPDOO-201-E0D00098-
51300 Trore S00az00084 - 1112712018 1820 EPATOUSISY 2000
LABOR: 20.000.00 (68.11%) FRINGE: (0.00%) 2000000
LABOR: 28,938.71 FRINGE: (0.00%) TOTAL: 28,938.71

Step 24: To match the Total Qualifying Accounts with what is in HCM Distribution for this employee,
subtract the $20000.00 (CHR) from $200982.78 (total in HCM Distribution) to equal $180982.78 (Total
Qualifying Accounts).

< Account Form Page

Reporting Period Go-Live Catch-up 2019
Report Period Begin Date 04/01/2019 Report Period End Date 12/31/2019
Hide Chartfields
Sponsored Accounts
4rows
Cortified? © Eamings O Percentof Pay © Details ProjectiGrant © Department & Cost Share & Op UnitDeptiFundiacctiClass <
1 No 20086.00 110 Details 10008118 Work Activity 202C21: Rapid In 155400 CLO40 165400 F1000 51300 202
2 Mo 22573.99 1247 Details 155001 10008115 Work Activity 202C1B: Progress CLO40 155001 ADOOT 51300 101
3 No 18104.66 10.00 Details 155001 10008116 Work Actvily 202C18: High Ene CLD40 155001 AD0OT 51300 101
4 No 45814.60 2531 Details 156001 10008118 Work Actvity No 202G20: Rapid CLO40 165001 A0001 51300 101
Subtotal 106579.25
Percent Subtotal 58.85
University Accounts
1 row
Certified? © Eamings ¢ Percent of Pay © Datalls ProjectiGrant © Department & Cost Share & Op UnitDeptFundiAcetClass &
1 Mo 7440353 411 Details 155001 CLD4D 155001 AODO1 51300 101
Sublotal 74403.53
Percent Sublotal 41.11
Total Qualifying Accounts
Total 18096278
Percent Total 10000
Van Toorsn Michasi Johannes L HOTGTITIS 19205 PAYOOSOISS  UGTE 155401 Cf2  HAN0T 8000200094 11272018 CLM9-220000-LPO0-201E0000096- 2000000 69.11% 78834 436200 042 1M 34542 485 500135 5018 2500135
‘Van Tooren Michael Johannes L. 2000000 8034 436200 012 1N MER2 486 500135 2501% 2500135
L043.220000-LPO00-201 EO00008S. Z0,000.00 WA 4300 012 1M 36N 488 500136 2501% 2500135
Jroar 20090278 7ESLBA 43719080 288 2058 BSMBAS 12132 018635 2985 2811780

S —
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Step 25: All distribution lines are verified. Click the Acknowledgement button to confirm the Time and
Effort report reflects current payroll actions and requests.

Form Page
Subtotal 10657925
Parcont Subtotal 58.88
University Accounts
1 row
Certified? < Eamings &  Percent of Pay © Details ProjectiGrant & Department & Cost Share < Op Unit/DeptiFund/Acct/Class &
1 Mo 7440253 4111 Details 155001 CLO40 155001 AODO1 51300 101
Subtotal 74403.53
Parcent Subtotal 4111
Total Qualifying Accounts
Total 18038278
Parcant Total 100.00
File Attachments
110w
Status Action Doscription © Filo Namo & Remova
1 Upload Delete
Add
Action ltems
1row
Acknowledgement
1 To the best of my knowledge, | Gonfirm this report reflects all current payroll actions and requests.
» Comments
Search Save | Submit ‘

Step 26: Adding a comment is optional. Click the Comments drop-down arrow and click in the
comment box to type a comment. All comments will be available for the employee, PI, and supervisor
to view through the certification process.

Form Page

Percent Subtotal 58.85
University Accounts
1 row
Cortified? & Eamings O Percentof Pay © Details  ProjectiGrant & Department & Cost Share © Op UnitDeptiFundiAcetiClass &
1 Mo 74403 63 4111 Details 165001 CLO40 165001 A0D01 51300 101
Subtotal 74403.53
Percent Subtotal 41.11
Total Qualifying Accounts
Total 18098278
Parcent Total 100.00
File Attachments
1row
Status Action Description & File Name & Remove
1 Uplead Delote
Add
Action Items
110w
Acknowledgement
4 (es [ ) Ta the best of my knowledge, | confirm this report reflects all current payroll actions and requests.
~ Comments
This Time and Effort locks good. | am releasing it for the employes 1o begin certification
A
Search Save Submit

S —
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Step 27: This Time and Effort report has been verified and is ready for the employee to certify. Click

the Submit button to release it to the employee for certification.

Form Page

Parcent Subtotal 58.88

University Accounts

1 row
Cartified? & Eamings < Percentof Pay ¢ Details  ProjectiGrant ¢ Dopartment Cast Share © Op UnitDeptFundiAcct/Class &
1 Mo 7440353 an Details 185001 CLO40 185001 AODOT 51300 101
Subtotal 7440153
Percent Subtotal 41.11
Total Qualifying Accounts
Total 18098278
Percent Total 100.00

File Attachments.

1 rom
Status Action Description & File Name & Remove
1 Upload Delote
Add

Action ltems

1 r0w
Acknowledgement

1 (es [ ) Ta the best of my knowledge, | confirm this report reflects all cument payroll actions and requests.

~ Comments

This Time and Effort locks good. | am releasing it for the employee to begin cerlfication.

A
Search Save I Submit

New Time and Effort Reporting eForm August 2020
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VIII. Viewing Time and Effort Reports

Use the View a Grant Report tab to:

e View all of the reports in “Saved” status that require your attention.

e View all of the reports in “Partially Approved” status indicating it has been recycled back to
you and requires a change

e See where the Time and Effort reports are in the workflow process. You may have to prompt

an employee, Pl and/or supervisor to certify and submit a report if left uncertified for a period
of time.

e View all the reports in “Executed” status

Step 1: Click the View a Grant Report tab and then click the Search button.

< My Workplace Account a Q ™ ®
] Grant Time & Effort Forms Search by:

Form ID Begins With |
%| Add a Time and Effort Form -

Employee Name Begins With ;J
5| Update a Grant Report

Reporting Period Begins With <
7| Certify a Grant Report —J
%] View a Grant Report | Primary Department Begins With j

Form Status is Equal To j

Form Type Begins With j

n Empl ID Begins With |

New Time and Effort Reporting eForm August 2020



Step 2: The search results is showing:
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e Two eForms are in “Pending” status indicating they have been verified and submitted by the
Business Manager waiting for the employee, Pl, and supervisor to certify and approve.

e The remaining eForms are in “Saved” status indicating:
a. AneForm has been released by the GFM Office and is ready for the Business Manager

to verify and submit

b. Or, aretro funding change has been processed causing the form to be recycled back

to a “Saved” status.

< My Workplace

] Grant Time & Effort Forms Search by:

Form ID
£l Update a Grant Report

Employee Name
%] Ceriify a Grant Report

_ Reporting Period
5| View a Grant Report

Primary Department
Form Status

Form Type

m Empl ID

‘ Search | Clear

Form
ID <

Employee
1 141510
2 141511

3 141516

4 141525

5 141669
[ 141673
7 141676
8 141679
9 141682
10 141691

1 141693

Begins With

Begins With

Begins With

Begins With

is Equal To

Begins With

Begins With

Name &

T R T R [ T [ T ) [ () I

Account

Reporting Period &

Go-Live Catch-up 2019

Go-Live Catch-up 2019

Go-Live Catch-up 2019

Go-Live Catch-up 2019

Go-Live Catch-up 2019

Go-Live Catch-up 2019

Go-Live Calch-up 2019

Go-Live Catch-up 2019

Go-Live Catch-up 2019

Go-Live Catch-up 2019

Go-Live Catch-up 2019

Primary

Last

Department Form Status & Operator

155401

155401

1565201

155401

155401

155401

155201

155401

155401

155401

155401

Pending

Saved

Pending

Saved

Saved

Saved

Saved

Saved

Saved

Saved

Saved

Last Date

2020-02-26
2020-02-26
2020-02-26

2020-02-26

2020-02-27
2020-02-27
2020-02-27
2020-02-27
2020-02-27
2020-02-27

2020-02-27

& Q

Form Type

GRANT_TE
GRANT_TE
GRANT_TE

GRANT_TE

GRANT_TE
GRANT_TE
GRANT_TE
GRANT_TE
GRANT_TE
GRANT_TE

GRANT_TE

®

207 rows

Empl ID &

H97879719
V37416865
B11350442

W39089082

B00799163
B02437540
B03551652
B05714341
B09580965
B16462265

B17183136

August 2020
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Now let’s see where an eForm is in the approval process.

Step 3: To view the Approval Workflow, begin by clicking the employee name to open the Time and
Effort report.

< My Workplace Account /A\
[} Grant Time & Effort Forms Seaconby:
Form ID Begins With v
%) Update a Grant Report -
Employee Name Begins With v
7| Certify a Grant Report -
= Reporting Period Begins With j
2/ View a Grant Report
Primary Department Begins With j
Form Status is Equal To j j
Form Type Begins With v }
m Empl ID Begins With -
| Search. | Clear
) 207 rows
Primary Last
::"C“ Employee Name < Reporting Period < Dfpanmant Form Status OAperator Lgst Date Fgrm Type EmplID <
1 141511 Go-Live Catch-up 2019 155401 Pending 2020-02-26 GRANT_TE H97879719
2 141511 Go-Live Catch-up 2019 155401 Saved 2020-02-26 GRANT_TE V37416865
3 141516 Go-Live Catch-up 2019 155201 Pending 2020-02-26 GRANT_TE B11350442
4 141525 Go-Live Catch-up 2019 155401 Saved 2020-02-26 GRANT_TE W39089082
5 141669 Go-Live Catch-up 2019 155401 Saved 2020-02-27 GRANT_TE B00799163
Step 4: Scroll down to the bottom of the form page, and click the Next button.
< Account Form Page wa Q

University Accounts

1 row
Certified? < Earnings & Percent of Pay < Details Project/Grant < Department & Cost Share < Op Unit/Dept/Fund/Acct/Class <
1 No 74403.53 41.11 Details 155001 CL040 155001 AD0O1 51300 101
Subtotal 74403.53
Percent Subtotal 41.11
Total Qualifying Accounts
Total 180982.78
Percent Total 100.00
File Attachments
1 row
Status Action Description < File Name &
1 Upload
Add

» Comments

Search Print
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Step 5: Click the View Approval Route button.

Step 6: Notice the eForm is pending with the employee.

< Account Form Resuit a Q
# | Time and Effort Reporting : Results Form ID 195456
You have successfully submitted your eForm
The eForm has been routed to the next approval step. Michael Van Toord | Cance! Approval [E'EJ

Review/Edit Approvers
View Approval Route Employee Stage
» Signature/Action Logs v G3FORM_ID=195456 Pending
Print Basic Path
Z Pending
Employee Oprid >
5 Parallel Stage
» G3FORM_ID=195456, PROJECT_ID=10008115 Initiated
» G3FORM_ID=196456, PROJECT_ID=10008116 Initiated
» G3FORM_ID=196456, PROJECT_ID=10008118 Initiated
» G3FORM_ID=195456, PROJECT_ID=10008119 Initiated
Supervisor Stage
~ GIFORM_ID=195456 Awalting Further Approvals

Step 7: Click the Signature/Action Logs drop-down arrow. This is where you can see if an eForm has

been sitting in someone’s workflow queue for too long indicating that it’s time for you, as the Business
Manager, to reach out.

< Account Form Result

AQ i@

# | Time and Effort Reporting : Results Form ID 195456

You have successfully submitted your eForm

The eForm has been routed to the next approval step. Michael Van Tooren.

| View Approval Route

v Signature/Action Logs

Transaction / Signature Log

2rows
Current Date Time Step Title User ID User Description Form Action Time Elapsed

1 0872472020 3.06:10PM Saved Save

2 0872472020 3.06:41PM Initiated Submit < 1 minute

Action Item Log

1row
Acknowledgement Description User Time Stamp

To the best of my knowledge, | confirm this report reflects all current payroll actions and requests. 08/24/20 3.06:39.000000PM

1 Yes

Print
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IX. Time and Effort eForm Approval Workflow

When the form is submitted, it will move through the approval workflow process.

Business Manager > Employee > Principal Investigator(s) > Supervisor

Step 1: To view the approval workflow in the View a Grant Report tab, click the View Approval Route button.
Notice the Time and Effort eForm has been routed to the employee and will then be routed to the applicable

PI(s).

Approval Workflow process:

27

e |f the employee and the Pl are the same person, Pl certification will be automatic at the PI step.

e There are parallel stages for each of the project/grant identified on the report. If the projects listed all

have different Pls, it can be in multiple ques at the same time.

e No approval proxies are permitted.

e Allroles are based on the project team set up in Finance PeopleSoft.

e Supervisors are based on who is listed in HCM PeopleSoft.

e Ifthe employee is no longer an active employee at USC, it will skip that approval step and move on to
the Pl approver level.

e Pls will only be able to edit, or toggle distribution lines associated with their projects. (Unless the Pl is

also in the Supervisor role.)

# | Time and Effort Reporting * Results

You have successfully submitted your eForm.

The eForm has been routed to the next approval step. Michael Van Toord

» Signature/Action Logs

Print

Form Resulit

Cancel |
Review/Edit Approvers

Employee Stage
~G3FORM_ID=196456

Basic Path
Z Pending

Employee Oprid >

Parallel Stage
» G3FORM_ID=195456, PROJECT_ID=10008115
» G3FORM_ID=195456, PROJECT_ID=10008116
» G3FORM_ID=195456, PROJECT_ID=10008118
» G3FORM_ID=195456, PROJECT_ID=10008119

Supervisor Stage
~ G3FORM_ID=195456

Approval

Pending

Initiated
Initiated
Initiated

Initiated

Awalting Further Approvals

Form ID 195456

New Time and Effort Reporting eForm

August 2020
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Step 2: Click the Signature/Action Log drop-down arrow to view all actions taken on this eForm.

Here you can see:

e Atime stamp showing how long a form has taken to move through each workflow approval step
including all recycles.

e All completed acknowledgements

e Who has acted on the form

< Account Form Result A Q ®

# | Time and Effort Reporting : Results Form ID 195456

You have successfully submitted your eForm

The eForm has been routed to the next approval step. Michael Van Tooren.

View Approval Route

v Signature/Action Logs

Transaction / Signature Log 2rows
Current Date Time Step Title User ID User Description Form Action Time Elapsed
1 08724/2020 3.06:10PM Saved Save
2 08/24/2020 3.06:41PM Intiated Submit < 1 minute
Action Item Log 1row
User Time Stamp
1 Yes To the best of my knowledge, | confirm this report reflects all current payroll actions and requests. 08/24/20 3:06:39.000000PM
Print
Note: This is a back-office function that is not required for certification.
Step 3: Click the Print button to print the Time and Effort report.
Step 4: Select Grant Time and Effort report name.
Step 5: Click the Print Report button.
< Account Form Result ’A\ O\ @
#  Time and Effort Reporting : Results Form ID 195456
You have successfully submitted your eForm
The eForm has been routed to the next approval step. Michael Van Tooren.
View Approval Route
~ Signature/Action Logs
Transaction / Signature Log 2rows
Current Date Time Step Title User ID User Description Form Action Time Elapsed
1 087242020 3:.06:10PM Saved Save
Cancel A | Do
2 0872472020 3.06.41PM Initiated = ppIove [—m, Submit < 1 minute
Report Name
Action Item Log 1 row
User Time Stamp
1 Yes To the best of my knowledge, | confirm this report reflects all current e 08/24/20 3.06:39 000000PM
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Step 6: Review the printed Time and Effort Report.

Grant Time and Effort Report Form ID 195456
Name Employee ID

Primary Department 155401

Report Period April - December 2019

Report Period Begin 2019-04-01 Report Period End  2019-12-31
Date Date

Sponsored Accounts

Certified Amount Percent Department | Project Cost Share Chart String
N 20086 111 155400 10008119 Work CL040 155400 F1000
Activity 51300 202
202C21: Rapid
In
N 2257399 | 1247 155001 10008115 CL040 155001 A0001
Work Activity | 51300 101
202C18:
Progress
N 1810466 | 10 155001 10008116 CL040 155001 A0001
Work Activity | 51300 101
202C19: High
Ene
N 4045138 | 22.35 155001 10008118 CL040 155001 A0001
Work Activity | 51300 101
No 202C20:
Rapid
Subtotal: 101216.03
Percent Subtotal: 55.926

University Accounts

Certified Amount | Percent | Department | Project Cost Share Chart String

N 79766.75 | 44.07 155001 CL040 155001 A0001
51300 101

Subtotal: 79766.75

Percent Subtotal: 44.074

Total Qualifying Accounts

Total: 180982.78
Percent Total: 100

Transaction Log:

Form Action Step Title Approver Date
Save Saved Tiffany Boyd 24-Aug-2020
Submitted Initiated Tiffany Boyd 24-Aug-2020

Action Item Log:

Checkbox User Centification Type Certification Text Date
Y PERKINTD Business Manager To the best of my knowledge, | confirm this report | 24-Aug-2020
confirmation reflects all current payroll actions and requesls
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X. Time and Effort Reporting Email Notifications

Below are the Time and Effort email notifications received when action is taken on a report.

Click the link and you will be prompted to sign into HCM PeopleSoft. If you already have HCM
PeopleSoft open, it will take you directly to the Time and Effort eForm.

Email Notification #1: Notification that a report has been saved and is ready for the Business Manager
to verify and release to the Employee.

®e ACTION REQUIRED: , 165401, Go-Live Catch-up 2019 T&E Report has been saved, 144842

Wednesday, March 4, 2020 at 5:30 PM
Show Details

Time and Effort Certification Report eform ID 144842 or for the Go-Live Catch-up 2819 certification period and requires your review and

action. Please review this form for accuracy and submit for certification. Please login to HCM - My Workplace to work on this form or follow the link below.

https://hcm-dev.ps.sc.edu/psp/HDEV/EMPLOYEE /HRMS/c /G3FRAME . G3SEARCH_FL . GBL ?P: ARCH_FL&ActionsU&G3FORM_FAMILY=ACCOUNTRG3FORM_ ID=144842&G3FORM_TASK=UPD

If any changes are required (such as Retro Funding changes), please submit requests to the Retro Journal Entry mailbox at RetrolE@mailbox.sc.edu along with any needed supporting
documentation. The form will automatically refresh once changes are processed. Please coordinate with other Business Managers and administrators as necessary to ensure any and all
corrections are completely timely. Certification is required to be completed within 38 days. Late or inaccurate certifications may result in punitive actions as noted in federal
and University policies. Do not reply to this email. If you need assistance or have any questions, please email GFMeCert@mailbox.sc.edu.

Thank you,
Grants and Funds Management
UofSC Controller’s Office

Email Notification #2: Notification that a report has been recycled back to the Business Manager
requiring additional review and action.

®e ACTION REQUIRED: |Recycled Formifor , 115800, Go-Live Catch-up 2019 T&E Report, 141528

Wednesday, March 4, 2020 at 5:34 PM
Show Details

Time and Effort Certification Report eForm ID 141528 has been recycled by WINBURNK for
2019 certification period. The form has been recycled with the following comments:

requires additional review and action. This form is for Go-Live Catch-up

** Wed, Mar 4 20, ©3:58:41 PM
Please fix 10008506.
Please login to HCM - My Workplace to work on this form or follow the link below.

If any changes are required (such as Retro Funding changes), please submit requests to the Retro Journal Entry mailbox at RetrolE@mailbox.sc.edu along with any needed supporting
documentation. The form will automatically refresh once changes are processed. Certification is required to be completed within 3@ days. Late or inaccurate certifications may
result in punitive actions as noted in federal and University policies. Do not reply to this email. If you need assistance or have any questions, please email

GFMeCert@mailbox.sc.edu.

Thank you,
Grants and Funds Management
UofSC Controller’s Office

S —
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Email Notification #3: Notification that a report has been routed for Employee, Principal Investigator,
and Supervisor for review and certification.

®e ACTION REQUIRED: 155401, Go-Live Catch-up 2019 T&E Report is ready for Approval, 144842

Wednesday, March 4, 2020 at 5:38 PM
Show Details

Time and Effort Certification Report eForm ID 144842 for has beenlrouted for_your review and certification.| This form is for the Go-Live Catch-up 2019
certification peried. Please login into HCM - My Workplace to work on this form or follow the link below.

https://hcm-dev.ps.sc.edu/psp/HDEV/EMPLOYEE /HRMS /¢ /G3FRAME .G3SEARCH FL.GBL?Page=G3SEARCH FLE&Action=URG3FORM FAMILY=ACCOUNTRG3FORM ID=1448428G3FORM TASK=EVL

Certification is required to be completed within 3@ days. Late or inaccurate certifications may result in punitive actions as noted in federal and University policies. Do not
reply to this email. If you have questions or need assistance, please contact your Business Manager.

Thank you,
Grants and Funds Management
UofsSC Controller’s Office
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