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Contact Information
Effort contact information: Email: effort@gwu.edu

Patrick Miller, Senior Compliance Specialist Phone: 571-553-3523, Email:
pmillerO5@gwu.edu

Tania Wadhawan, Associate Director, Strategy and Compliance Phone: 571-553-8549,
Email: wadhawan@gwu.edu

Helpful Links
GW Effort Reporting Policy: https://compliance.gwu.edu/effort-reporting

Effort Reporting FAQ’s: https://controller.gwu.edu/labor-effort

Effort Reporting Cycle and Labor Cost Transfer Process (link under Labor & Effort):
https://controller.gwu.edu/labor-effort
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Background

Effort reporting is the process by which the University determines and documents the effort
expended on sponsored agreements during each reporting period. Effort is the relative amount
of time spent on a particular activity and it includes time spent working on a sponsored project in
which salary is directly charged or contributed (cost-shared effort). Employees compensated in
whole or in part by sponsored agreements must verify their effort. GW utilizes the Banner 9
system for both Effort Reporting and Labor Redistribution and both modules are integrated.

This user guide is designed to provide instructions to Pls on how to use the automated Effort
Reporting module to certify the effort report for an employee or researcher, as Pls may be
assigned the role of Alternate Certifier by Department Administrators to certify effort reports for
an employee/researcher. The Pl needs to have knowledge of the work that the
employee/researcher performed on sponsored projects during that Effort Certification period.

Effort Reporting Phases
GW'’s Effort Certification process consists of the following two phases:

1. Pre-Review - in this first phase, the designated pre-reviewer(s) or pre-reviewer’'s proxy
will review the effort report before it is certified, to ensure that the effort outlined in the
report is accurate. This step must be completed before the employee/researcher or
alternate certifier can certify the report.

2. Certify — this is the second phase of the process, where the employee who has worked
on a sponsored project during the effort reporting period, will review and certify his/her
report or request changes if they are needed. In the event that the employee is not
available to certify the report, a proxy for the certifier, an alternate certifier, or a proxy for
an alternate certifier can certify the report.

Effort Reporting Roles
One or more of the following roles will be assigned to users in the system:

o Pre-Reviewer — typically the department administrator, who will review the assigned
effort reports during the pre-review period to ensure accuracy of efforts

o Certifier — employee or researcher who certifies the report after it is reviewed

¢ Alternate Certifier — someone other than the employee who is designated to certify an
effort report and who has the knowledge of the work performed

e Proxy - someone assigned by a pre-reviewer, certifier or alternate certifier to act on
behalf of the assignor. The proxy needs to have knowledge of the work performed for
the effort reports he/she will be reviewing or certifying.
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Overview of the Effort Report Page
The Effort Report page is comprised of the following sections, as shown below:

Total Nor

The Effort Report tab consists of the following two sections
o Sponsored section — summary of effort for sponsored activities
o Non Sponsored section— summary of effort for non-sponsored activities
e The Pay Period Summary tab — provides details on the pay periods included in the
certification period
e The Comments tab — provides the ability to add comments and to view comments
previously added
e The Routing Queue tab — outlines the status of each stage of the Effort Certification
process and the personnel assigned to each role
e The Effort Report Overview — gives a summary of the report status and dates for the
effort certification period. The Funding Chart provides a graphical representation of the
effort for that period.
Outlined below are the different types of status and states that a pre-reviewer, certifier,
alternate certifier or proxy may see:
Status
o Under Review — Effort report created and ready for review
o Awaiting Certification — Effort report is pre-reviewed and ready to be certified
o Completed — Effort report has been certified and completed
Awaiting Refresh — Payroll action or labor redistribution has been completed

State

¢ Unlocked — Effort report available to be reviewed, certified for changed by a
member of the routing queue

o Locked — Effort report can no longer be updated; all action buttons are removed
Changes Submitted — changes have been submitted to an authorized person to
request changes to the labor distribution via the labor redistribution module.
Once those changes are complete the status will change to ‘Awaiting Refresh’.
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Overview — Certifying an Effort Report

Outlined below is the process to certify an effort report:
¢ You will receive notification that the effort report is awaiting certification
¢ You should check that the effort report and percentages are accurate
o |[f the effort report is correct, click on the Certify button to certify the report
o If the effort report is NOT correct, you can click on the Request Changes button to send
an email to your Department Administrator to process a labor redistribution to correct
the effort report

¢ Once the changes are processed and applied, you will be notified when the effort report
is ready for you to review the changes made and certify it.

Logging into the System
To access the Banner 9 Effort Reporting system follow the steps below:

e Click on this link to go to Banner Self Service in Production - https://banner.gwu.edu/
¢ Click on the Banner Self Service PROD link

<« C @ bannergwuedu * B o »0O0
& W Email & Colend.. [T TeamDynamis Sgn-. [ GCAS DashboarciT.. G PIDashboard[Spon. @ COGNOS i3 GCAS Tobleau Repo.. (@ GW Box Simple 0. 55 Tobleau Triing: Vi »
.7 THE GEORGE
> WASHINGTON

UNIVERSITY
o
BN Wasrineton. oc

Welcome to Banner
Banner
Maintenance Training
Banner Production Description
Banner PROD Access URL anner is the enterprise system at GW which maintain: an res nt, and student

Banner Self-Service PROD
Viewing pay stubs and deductions (employees). You can also

Banner PRDP Description
rod Prime ) dtal rom © se d ey use it to run it cannot be

Banner PRDP Access URL

Banner Self-Service PRDP

e From the GWeb Sign-on page, click on the Current Faculty & Staff button

‘~\as | Information
G_w Technology ==

Iwentto | Services  Resourcesfor | Alests | Securty | About Q.

GWeb Sign-on

Sign in using the appropriate button below.

Current students, faculty, stsff, and alumni as of May 2019: Log into the GWeb
Information System using your GW email address (NetD@gwy.edu) and password.

Curent Facutty & Staff Farmer Faculty & Staff
Alumni oz of May 2019 Alumni prior to May 219
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e Login to Banner Self Service using your GW NetID and password

GW
Sign in

Enter your GW Email (NetiD@gwu.edu

Can't access your account?

Sign-in options

GW community members can access this service
using your GW email address (NetiID@gwu.edu) and
corresponding password. Questions? Contact the IT
Support Center at 202-994-4948 or ithelp@gwu.edu.
Visit https://identity.gwu.edu to reset your password.

Terms of use  Privacy & cookies - -

e Enter your password (this will be the same password you use for email) and then enter
your 2-Factor-Authentication code when prompted

Gw
Ve
Enter password
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e After logging into Banner, click on the Employee Information Menu tab

& GWeb | GW Information Technolc X | B Banner Secured Area X D BannerS x 4 - X
< C @& banweb.gwu.edu/PRODCartridge/twbkwbis.P_GenMenuZname=pmenu.P_MainMnu * Bo#»@®O0
S GW Email & Calend. TeamDynam Sign-. Pl Dashioard | Spo.. @ COGNOS 3+ GCAS Tebleau Repo.. () GW Box | Simple .. 4§+ Tableau Traning: Vi -

e GEoRGE
P c
CniveRaiTy

e
wemeonoe  INFORMATION SYSTEM

Student Records & Registration Menu  Financial Aid Personal Information Menu!

search co

E NI LN |6W Alert Login Portal

RETURN TO MENU  SITE MAP HELP EXIT
Employee Information

The George Washington University makes every reasonable effort to collect and maintain accurate data regarding its employees. However, in the event that the information contained herein is
incorrect due to a clerical error or an omission, the University shall not be held liable for any special, consequential, exemplary, or other damages or losses that may directly or indirectly result from
the viewer's use of or reliance upon, this material. Therefore, please carefully read the information herein, proofread your changes and repert any inaccuracies to Human Resources, Benefits
Administration or Payroll Services.

Please note the new menu item below. The Employee Information menu item will launch the new Banner 8 Employee Self-Service application where you
Redistributions among other more modern features. Click here for the Labor Redistribution User Guide.

now find Labor

> Employee Information NEW
"~ Labor Redistributions
Effort Reporting
Employes Profie
> Retirement Benefits
™ Please visit NetBenefits or call a retirement plan representative at 1-800-343-0860 to access your retirement savings accaunt
ange your payrall contribution percentage, change investment providers and more! For additenal nfarmation, Vit the Benefts
> Health and Welfare Benefits
™ Please visit EasyEnroll to newly enroll in the health and welfare plans, make changes due to a qualifying life event, view your current elections and more! Fer additional informatien, visit the Benefi
3 Pay Information

This Web site, hasted by Fidelty Invastments, vill 2llow yeu to enroll with sither investment provider (TIA or Fidelity),
ebsite.

website,

¢ From the Employee Information page, click on the Employee Information NEW link

S GWeb| GW Informtion Technol- X | BN Banner Secured Area X [ Banner Sec x  + - X
< C @& banweb. du/PRODCartridge/twbkwbis.P_GenMenu! - P_MainMnu %« B o»@O
T GW Email & Calend. ‘TeamDynamix Sign GCAS Dashboard:T.. &4 Pl Dashboard | Spo. @ COGNOS  5fF GCAS Tableau Rej GW Box | Simple O. 45 Tableau Training: Vi »
THE GEORGE

WASHINGTON e

UNIVERSITY

maers.  INFORMATION SYSTEM

Student Records & Registration Menu Financial Aid Personal Information Menu (STFTP=SEIEmmsrog o, Gw Alert Login Portal

Search

RETURN TO MENU  SITE MAP HELP EXIT
Employee Information

The George Washington University makes every reasonable effort to collect and maintain accurate data regarding its employees. However, in the event that the information contained herein is
incorrect due to a clerical error or an omission, the University shall not be held liable for any special, consequential, exemplary, or other damages or losses that may directly or indirectly result from
the viewer's use of or refiance upon, this material, Therefore, please carefully read the information herein, proofread your changes and report any inaccuracies to Human Resources, Benefits
Administration or Payroll Services.

Please note the new menu item below. The Employee Information menu item will launch the new Banner 9 Employee Self-Service application where you will now find Labor
Redistributions among other more modern features. Click here for the Labor Redistribution User Guide.

I [ Employee Information NEW I

ffort Reporting
Employee Brofile
[3) Retirement Benefits
Please visit NetBensfits or call 3 retiramant plan rapresantative t -800-343-0850 to sccass your retirement Savings sccount
change your payroll contribution parcentage, change invastment providers and more! For additonal information, visit the Bans

9 Health and Welfare Benefits
= blease visit EasyEnroll to newly enroll in the health and welfars plans, maks changes dus to a qualifying life event, view your current alections and mors! For additional information, visit the Bensfits ebsits.

[2) Pay Information

This Web site, hosted by Fidelity Investments, will allow you to anroll with sither investment provider (TIAA o Fidslity),
2 wabsite,

e Click on the Effort Certification link

Employee Information

" b4
Pay Information 4 My Activities

s - _

Employee Summary w
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Steps for Alternate Certifiers to Certify an Effort Report

To access, review and certify effort reports assigned to you, click on Review or Certify Reports
under the Effort Certification tab and follow the steps below.

¢ From the Advanced Search screen that appears, Select ‘z’ in the Chart of Account
Code box and select the Effort Reporting period in the Effort Period Code box then
click on the Go button. You can select a status of ‘Awaiting Certification’ to further drill
down the query results.

] Name Chart of Account Code Effort Period Code

State Status Grant

o The effort reports assigned for you to Certify will be listed in your queue with a status of
‘Awaiting Certification’. Double click on the one you want to certify.
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Click on the Effort Report tab to review the information for Sponsored and Non-
Sponsored activities and the associated effort percent.

Effort Beport Cverdew -~

Report Status
Sponsored

Total Sponsoned Amivicy 109

Mon Sponsared
Imponant Dates

Total Mon Sponsorned Acivity 9O%

To view specific payroll activity click on the Pay Period Summary tab.

ashboard Effort Certification Effort Report

- Effart Report Overview ~
b I:\ GommaTs S Rocins Crtmis o )

Monthly 9 2019 September 01, 2019 - September 30, 2019 Report Status

- Payrol
Organization Grant Fund Effort Type P Effort Period Percent
- *ercent

Monthly 102019 October 01, 2019 - October 31, 2019

- - - . Payroll . N
Organization Grant und Effort Type Effort Period Percent
- ! Percent
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To add or view comments, click on the Comments tab. You will be able view any
comments that have been added by other members of the Routing Queue. If you add a
comment, it will be saved and available to be viewed by any member of the Routing
Queue. Once comments are added, they cannot be updated or deleted.

Employee Dashboard Effort Certification Effort Report
_ -
Effort Report Overview A
Effort Report  Pay Period Summary  Comments  Routing Queue art Rep ryie

Report Status

Remaining character ; 4000

Important Dates

Begin Pre-Review

To view the progress and details of the effort certification process for a specific effort
report, click on the Routing Queue tab. You will see the status of each stage of the

process. The queue will be updated automatically after each queue member completes
his/her task.

————————,

Imgartant Dates
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If the effort report is correct, click on the Effort Report tab then click on the Certify
button at the bottom of the screen

ey - .;«.«=k
Uinglerid Dasbbioaid + Elleel Corlicalian = Eeit Rapss Bevewed ioriihaly
| =
Eform Reprt  Fary Period Srmemary £ Qutue ' -
Raport Statin

o

From the Certify screen click on the | Agree button to agree to the certification
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If the Effort report is NOT correct, a labor redistribution will need to be done to correct
the effort report. Click on the “Request Changes” button (as shown below) which will
launch a new email window for you to send an email with the desired changes to your
Department Administrator, who will process the labor redistribution in the Labor
Redistribution module. [f this email window does not appear, follow the instructions in
the Email Notification Configuration section on pages 16 and 17, then click on the
Request Changes button to send the email.

A "
Spomacned ol s

Mon Sponsarsd rrgscaan Dates

Once the changes are submitted to your department administrator, the status of the
effort report will be changed to ‘Changes Submitted’. This will restart the Pre-review

process. If you have questions, please contact GCAS-Effort Reporting at
effort@gwu.edu
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Adding a Proxy

¢ From the Review or Certify Reports page, click on the Proxy Super User link in the
upper right corner of the page.

L ————————————————————

o Click on the Add New Proxy then click in the box Select Employee to add as Proxy.
Begin typing the name of the person you want to assign as a proxy on your behalf.
Select the person’s name when it is displayed. That person will then be listed as a proxy
in the Existing Proxies section. Click on the check box next to the person’s name to
activate that person to be a proxy on your behalf. Then click on the Navigate to Effort
Certification application button to go back to your queue.
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For your proxy to see the effort reports assigned to you, your proxy will need to login to
the Effort Reporting Module and follow the two steps outlined below:
o First, your proxy should click on the Proxy Super User link as shown below

O — v s m—

o Next your proxy will need to select your name from the dropdown list in the Act
as a Proxy for section, as shown below, and then click on the Navigate to
Effort Certification application button to see the effort reports in your queue.
After completing these two steps, your proxy will not see reports in his/her
regular queue, only the reports in your queue will be visible. These two steps will
need to be repeated by your proxy whenever he/she logs into the Effort
Reporting module/application and needs to act as your proxy and see the effort
reports in your queue.

E L Miller, Patrick B

Employee Information - Proxy or Super User

|
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Email Notification Configuration
To Configure the Email Handler in Chrome

To configure the settings in the email handler in Chrome to receive email alerts/notifications and
to open the email window when you click on the Request Changes button to start the Labor
Redistribution process, please follow the steps below:

1. Open a Chrome browser window

2. Locate the horizontal ellipsis ( i ) in the upper right hand corner of the browser window.
(If you position your mouse over it you will see the label “Customize and control Google
Chrome”). Click on it
Click on Settings
Scroll down to the Privacy and Security section
Click on the arrow next to Site Settings
Scroll down on the page and click on Additional permissions
Scroll down to Handlers and click the arrow next to it
Move the slide bar to the right to “Allow sites to become default handlers for protocols”
Open a new GW email window in Chrome

0. Within the URL window, an eye looking icon will appear - ® . Click on that icon

C & mailgoogle.com/mail/u/0/#inbox ﬁ B o *» o H ‘

11. From the new window that appears, Select Allow then click Done to allow
mail.google.com to open all email links

=2 0N A~®

Allow mail.google.com to open all email
links?

® Allow
O Deny
O lgnore

To Confirm the Email Notification Settings

o Follow steps 1-7 above
e The slide bar for “Allow sites to become default handlers for protocols” should now be on
the right
e The section under “email” should now say (as shown below): mail.google.com
Default
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ch setlings

& Youand Google & Handlers
B  Autofil
o Safety check Allow sites to ask to become default handlers for protocols {recommended) 9
e Privacy and security
email

@  Appearance

am Mail.google.com .

u :
Q,  Search engine Default
=]

Default browser

()  Onstartup

Advanced -
Extensions &
About Chrome
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