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

Patrick Miller, Senior Compliance Specialist Phone: 571-553-3523, Email: pmiller05@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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GW Effort Certification Overview

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 GW Department Administrators on how to use the
automated Effort Reporting module to review, process and certify effort reports. In this module, Department
Administrators are assigned the roles of Pre-reviewer and Alternate Certifier.

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 the 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

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

¢ Proxy — someone assigned by a pre-reviewer, certifier or alternate certifier to review or 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:

Sponsored

Non Sponsored
Importam Dates

Total N

o 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

o Awaiting Refresh — Payroll action or labor redistribution has been completed

State

e 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

e 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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Logging Into the System

To access the Banner 9 Effort Reporting system follow the steps below:
o 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 * Bos@oO
&5 GW Email & Calend... TeamDynarix Sign-.. [ GCAS Dashboard:T.. && PlDashboard|Spo.. @ COGNOS 4 GCAS Tableau Repo... GW Box | Simple O.. i Tableau Training: Vi... »

» “ THE GEORGE

= WASHINGTON
UNIVERSITY

WASHINGTON, DC

E Welcome to Banner GW

Banner Banner
Maintenance Training
Banner Production Description
Banner PROD Access URL Banner is the enterprise system at GW which maintains financial aid, human resources, payroll, student, and student
accounts data. The Banner PROD Access URL provides access 1o the Banner Admin: pages used for
Banner Self-Service PROD functions by staff and faculty. The Banner Self Service PROD URL provides access to Banner's self-service products, also
known as GWeb Information System, Some of the services provided by the GWeb Information System are dlass registration

and the viewing of accounts, transcripts, and holds (students); final grade entry and viewing of class lists (faculy); and

viewing pay stubs and deductions (employees). You can also access the GWeb Information System from the myGW portal

Banner PRDP Description

Banner PRDP Access URL Prod Prime (PRDP) database is refreshed from the PROD database daily. You may use it to run reports, but it cannot be
used to change date as this databese is st to be Read Only

Banner Self-Service PRDP

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

‘—v.7 Information
@ ‘ Technology

Iwentto | Services Resourcesfor | Alests | Security | About Ol

— GWeb Sign-on

LoginT:

R — Sign in using the appropriate button below.

e

Aro=cs Blackboard

Current students, faculty, staff, and slumni as of May 2019: Log into the GWeb
Aczess Inzernet Information System using your GW email address (MetlD@gwu.edu) and password.
Activeie or scosss GW emai

Formar Students:

Chazt with Marthi
=R e 1f you are a formar studant (currantly not 2 studant or have not gradustad from GW within the past yasr),

click the Currant Studants button to access GWeb with your GW Email (NatlD & Passwordy. If it has been
mare thar one yaar since you wars 3 formar student, dick the Applicants buttan to access GWek with
yaur GWID & Pin.

Diownload S=

Reset my =il paszward

Reses my Gieb FIN

Access with GW Email Access with GWID & PIN

Reset my woicemail PIN

et Loy oFfoe phone

Cuanrent Students

Submit a requsst

Vs GW IT Emaiis
Current Facutty & Staff Farmer Faculty & St

Watch TV

Alurnni == of May 2019 Alumnni prior to May 2019
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Login to Banner Self Service using your GW NetID and password

GW
Sign in

Enter your GW Email (NetiD@

Can't access your account?

Sign-in options

GW community members can access this service
using your GW email address (NetID@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 -+« -

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

Gw
]
Enter password

am
.-\
+
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e After logging into Banner, click on the Employee Information Menu tab

GWeb | GW Information Technol- X | E Banner Secured Area x x 4 - X
< C @ banweb. du/PRODCartridge/twbkwbis.P_GenMenu? = pmenu.P_MainMnu * B o*»@®O0
&2 GW Emsil & Calend... [ TesmDynsmix Sign-.. [ GCASDsshboard:T.. @ PlDashbosrd |Spo.. @ COGNOS GW Eox|Simple O.. 455 Tableau Trinings Vi »
THE GEORGE
wameen GWe
ONVERsITY
Somcese  INFORMATION SYSTEM

Student Records & Registration Menu Financial Aid Personal Information Ment .| Employee Information Menu Iw Alert Login Portal
Search I I
RETURN TOMENU  SITE MAP HELP EXIT
Employee Information
The George Washington University makes every reasonable effort to collact and maintain accurate dsta 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 fiable 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 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
listributions among other more modern features. Click here for the Labor Redistribution User Guide.
| Employee Information NEW
= Labor Redistributions
St Reporting
Erployas orotle
3 Retirement Benefits
 Please visit NetBenafi or call s retirament plan representative at 1-600-343-0860 o access your retirament:savings account(s]. This Vieb site, hosted by Fidelity Investments, il allow you to enrol with either investment providar (TIAA or Fidality),
Changs your mey7all contribution 1CENtagE, Changs ezt ent providers and mars! Far scdGan infarmation, Vit the BEnSALE websie.
 Health and Welfare Benefits
™ Please visit EasyEnrall to newly enroll in the health and welfare plans, make changes due to a qualifying life event, view your current elections and more! For additional information, visit the Bans
3 Pay Information .

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

& GWeb| GW Information Technel X | B Banner Secured Avea % ED BannerSecured Avea x4+ - X
< € @ banweb du/PRODCartridge/ P_GenMe - P_MainMnu +* B o *» @O
S GW Email & Caiend... [ TeamDynamix Sign- GCAS Dashboard: T.. G PlDashboard | Spo.. @ COGNOS i GCAS Tobleau Repo... () W Box |Simple 0. & Tobleau Training: V. -
THE GEORGE
P eb
SNiveRs 1Y

INFORMATION SYSTEM

Student Records & Registration Menu Financial Aid  Personal Information Menu (EITSweSTTRo=Trmyr=m GW Alert Login Portal

Search

RETURNTOMENU 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 ather 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 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 Y| Employee Information NEW/ I

Effort Reporting
Employea Profile
% Retirement Benefits
= Blessa visit NetBenafits or call 3 retiramant plan raprasentative at 1-800-343-DBE0 to accsss your retiramant savings sccount(s). This Web site, hosted by Fidelity Investmants, vill sllon you to anroll with sither investment arovider (TIAA or Fidsliy),
changa your payroll contribution percentage, change investment providars and more! For additional information, vist the Banefits wabsite

‘] Health and Welfare Benefits
Please visit ZasyEnroll to newly envollin the health and welfare plans, make changes due to  qualifying life event, view your current slections and more! For additionl information, visi the Benefits website
Pay Information

e Click on the Effort Certification link

. v

Pay Information # My Activities
Jab Summany - Mot Cartificat
Employee Summary e o
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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 (if you have not previously done this configuration):
1. Open a Chrome browser window
2. Locate the horizontal ellipsis ( : ) 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 oM o H ‘

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

SO N O R

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

® Allow
O Deny
O lgnore
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To Confirm the Email Notification Settings

e Follow steps 1-7 above
¢ 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

Q, Search settings

& Youand Google & Handlers
B Autofill
Q Safety check Allow sites to ask to become default handlers for protocols {recommended) 9
@  Privacy and security

email
&  Appearance

m mail.google.com

Q,  Search engine Default
BN  Default browser
()  Onstartup
Advanced -
Extensions A

About Chrome
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Steps to Pre-Review an Effort Report
To access and review effort reports assigned to you, login to Effort Reporting system and click on Review or
Certify Reports from the Certify My Effort screen, then follow the steps below:

IG

Employee Dashboard Effort Certification » Certify My Effort

Certify My Effort

22 Proxy Super User

Certify My Effort | Review Or Certify Reports

e Select and Review Effort report(s)
o From the Advanced Search screen, Select ‘Z’ in the Chart of Account Code box, select the
Effort Reporting period in the Effort Period Code box and then click on the Go button

IGWI

Emnlousa Nachhasrd o Effart Cartificatian . Reuiew: Or Cartifu Ranarte

Advanced Search

D Name Chart of Account Code Effort Period Code

State Status Grant

Clear Close Go
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o This will open your queue and show a list of the effort reports assigned to you for Pre-review.
Double click on the one you want to review.

IGWE—

Employee Dashboard Effort Certification Review Or Certify Reports

Certify My Effort  Review Or Certify Reports

Effort List
] % = = 3 sl o |25 > 4 c+ -+ men
2019 Fall Effort Change i
z 2019-03 210 Fak Ebor; 06/08/2020 06/30/2020 Under Review = onBes =
Cycle Submitted
am Il Effort Ch
z 2012.08 019 Fall Effort 06/08/2020 06/30/2020 Under Review - oTE%S
Cycle Submitted
2019 Fall Effar ) ; :
z 201903 EUI_QL an Effcn 06/08/2020 06/30/2020 UnderReview  Changes Saved
vele
19 Fall Effor i " Changes
7 01903 4012 Fell Eltort 06/08/2020 06/30/2020 Under Review o ot
Cycle Submitted
2019 Fall Effor
2 201903 S sk 06/08/2020 06/30/2020 Under Review  Unlocked

o Review the information in both the Sponsored and Non-Sponsored sections and the associated
effort percent.

Effart Certification Effort Report

i Effort Report Overview A
Effort Report  Pay Period Summary Comments  Routing Queue 2 )

Report Status

Sponsored

SPONS DIRECT
Under Review - Unlocked

Total Sponsored Activity 10%

Mon Sponsored

Important Dates

epory Charge Type

I DIRECT

Total Mon Sponsored Activity 90%
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o If the Effort is correct, click on the Review button.

Report Status
Sponsored 2

Man Sponsered

mpartant Dates

Total Mon Sponscred Activit

o If the Effort report is not correct, a labor redistribution will need to be done to correct the effort
report and this will restart the Pre-review process.

» If you are not able to process the Labor Redistribution, you can click on the “Request
Changes” button, 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. This will change the effort report status
to ‘Changes Submitted’. If this email window does not appear, follow the instructions in
the Email Notification Configuration section on pages 9 & 10, then click on the Request
Changes button to send the email.

Review an Effort Report Pay Period Summary
o To view specific payroll activity on an assigned effort report, click on the Pay Period Summary

tab
IGWI

Employee Dashboard Effort Certification Effort Report
I .

A e I:\ e Effort Report Overview PN

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

) Payrol e
Per
Menthly 10 2019 October 01, 2019 - October 31, 2019

- S a CFEn ot B
Organizatior Grant und Effort Type Effort Period Percent
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e Add Comments to an Effort Report
o 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.

Report Status

Impomant Dates

¢ Review an Effort Report Routing Queue
o 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.

¢ Add an additional Pre-Reviewer to Review an Effort Report
o If you need to add a person to the routing queue as a Pre-reviewer, click on the Add Member

button at the bottom left corner of the Routing Queue screen. Please note that all pre-reviewers
must review the report (check the report and click on the Review button) before it can be
certified.

Err
—

i Pending

Important Dates

Pay Dates

=3

o Then Click on the ellipses (...) to the right of the Name field to search for the person to be
added
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o Once the person has been selected, Select Pre-Reviewer as the Role, Review as the Action
and then click on the Save button.

e Add an Alternate Certifier to Certify an Effort Report

o If you need to add a person to the routing queue as an Alternate Certifier to certify an assigned
report, click on the Add Member button at the bottom left corner of the Routing Queue screen.

Important Dates

o Then Click on the ellipses (...) to the right of the Name field to search for the person to be
added

o Once the person has been selected, Select Alternate Certifier as the Role, Certify as the
Action and then click on the Save button.

e Unlock Locked Effort Reports

o If you discover an error in an Effort Report after it has been certified, and you need it unlocked
and re-processed, send an email to effort@gwu.edu
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Steps for Alternate Certifiers to Certify an Effort Report
To access and review effort reports assigned to you, login to Effort Reporting system, click on Review or
Certify Reports under the Effort Certification tab and follow the steps below.

Do resules found. Please try again

e Select and Review Effort report(s)
o From the Advanced Search screen that appears, Select ‘z’ in the Chart of Account Code box,
enter 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.

D Name Chart of Account Code Effort Period Code

State Status Grant

Clear Close

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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o Review the information in both the Sponsored and Non-Sponsored sections and the associated
effort percent.

. Report Status
Sponsored

Total Sponsoned Amivicy 109

Mon Sponsared
Imponant Dates

Total Mon Sponsored Activity 90%

Review the Effort Report Pay Period Summary
o To view specific payroll activity on an assigned effort report, click on the Pay Period Summary
tab

iboard Effort Certification Effort Report

Juals
- Effort Report Overview ~

Monthly 9 2019 September 01, 2019 - September 30, 2019 Report Status
201903
Payroll 2019 fort Cycle
Organization Grant und Effort Type p‘_.\‘:,_q it Fifort Perod Percent June 08, ‘M;I _..f-._. 30, 2020
Under Review - Unlocked
00
Important Dates
Monthly 102019 October 01, 2019 - October 31, 2019
0, 2020
Payrall -
Organization Grant Fund Effort Type Y Effort Period Percent
! Percent
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e Add Comments to an Effort Report
o 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.

IGWI oy

Employee Dashboard

Effort Certification « Effort Report
E— m -
. ~
Effort Report  Pay Period Summary Comments  Routing Queue Effort Repoxt Cvmrdent
[Enter your comments. Report Status
201903
2019 Fall Effort Cycle
June 08, 2020 - june 30, 2020
Under Review - Unlocked
Remalning character ;: 4000 Add Comment

Important Dates

Begin Pre-Review
June 01, 2020
Certification Period
June 08, 2020 to june 30, 2020
Post Review End
[

o Certify the Effort Report

o If the Effort is correct, then click on the Certify button.
I = -
| :

o From the Certify screen click on the | Agree button to agree to the certification

Page 18 of 29



o If the Effort report is not correct, a labor redistribution will need to be done to correct the effort
report and this will restart the Pre-review process.

» |f you are not able to process the Labor Redistribution click on the “Request Changes”
button, 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. This will change the effort report status to ‘Changes
Submitted’. If this email window does not appear, follow the instructions in the Email
Notification Configuration section on page 9, then repeat this step to send the email.

o This will restart the Pre-review process.
o If you have questions, contact GCAS-Effort Reporting at effort@gwu.edu

Adding a Proxy
A proxy is someone who can act on your behalf in the Effort Certification process. To add a proxy, follow the
steps below:

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

E s 3

¢ 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. (If the person’s name does not appear, then he/she does not have the proper Banner
access). 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 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.

eay .

Employes Information - Proxy or Super User

| | E—
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Processing a Labor Redistribution

If a payroll percentage is incorrect during your review of the effort percentages on the Effort Report tab or the
Pay Period Summary tab in the Effort Reporting Module, please follow the steps below:

1. From the Effort Reporting Module, once you have reviewed and are ready for next steps, Select the Effort
Report Tab

-y .

Employee Dashboard Effort Certification Effort Report.

I m -
~
Effort Report | Pay Period Summary Comments Routing Queue EHoIEREpOROEMEY

You are acting as Superuser

Report Status
Sponsored P
2019.03
Grant Organization oo Cheree Effort 2019 Fall Effort Cycle
ategory ype June 08, 2020 - July 17, 2020

_ o o = et

Total Sponsored Activity 95%

Important Dates

Non Sponsored
Begin Pre-Review
Grant Organization Effort Category Charge Type Effort June 01,2020
Certification Period
DIRECT (G- June 08, 2020 to July 17, 2020
Post Review End

Total Non Sponsored Activity 5% Pay Dates

BW - 18 August 11, 2019-August 24, 2019
BW - 19 August 25, 2019-September 07, 2019
Total : 100.00% BW - 20 September 08, 2019-September 21, 2019
BW - 21 September 22, 2019-October 05, 2019
BW - 22 October 06, 2019-October 19, 2019
ma BW - 23 October 20, 2019-November 02, 2019
BW - 24 November 03, 2019-November 16, 2019

BW - 25 November 17, 2019-November 30, 2019 <

2. Click on the Request Changes button. Clicking on this button will bring up a new email window that you
can fill out and to send an email to the appropriate person to start the labor redistribution as needed. If this
email window does not appear, follow the instructions in the Email Notification Configuration document
then repeat this step to send the email.

-y s.l

Employee Dashboard «  Effort Certification « Effort Report

_ [ print B3

You are acting as Superuser

Effort Report  Pay Period Summary  Comments ~ Routing Queue ffort Report Overview S
Report Status
Sponsored P
201903
Effort Charge Effort 2019 Fall Effort Cycle

Grant Organization oy =
ategory vpe June 08, 2020 - July 17, 2020

Total Sponsored Activity 95%

Important Dates
Non Sponsored P

Begin Pre-Review
Effort Category Charge Type Effort une

Certification Period
DIRECT 5 June 08, 2020 to July 17, 2020
Post Review End

Total Non Sponsored Activity 5% Pay Dates

BW - 18 August 11, 2019-August 24, 2019

BW - 19 August 25, 2019-September 07, 2019
Total : 100.00% BW - 20 September 08, 2019-September 21, 2019

BW - 21 September 22, 2019-October 05, 2019

BW - 22 October 06, 2019-October 19, 2019
Request Changes Add New Funding m BW - 23 October 20, 2019-November 02, 2019
BW - 24 November 03, 2019-November 16, 2019
BW - 25 November 17, 2019-November 30, 2019 e
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3. After clicking the Request Changes button and sending the email, the status of the effort report will also
change from ‘Under Review — Unlocked to ‘Under Review - Changes Submitted’.

= # Q2

Employee Dashboard « Effort Certification « Effort Report

S =1

You are acting as Superuser

i A
Effort Report  Pay Period Summary Comments Routing Queue Effort Report Overview
Report Status
Sponsored
2019-03
Grant Organization Effort Charge — 2019 Fall Effort Cycle
Category  Type June 08, 2020 - July 17, 2020

g Under Review - Changes Submitted
SPONS pRect  [100 |

Changed by Jones, Mary E.

Total Sponsored Activity 100%

Important Dates

Begin Pre-Review

June 01, 2020

Certification Period

June 08, 2020 to July 17, 2020
Post Review End

Clear Changes E
Pay Dates

BW - 18 August 11, 2019-August 24,
2019

BW - 19 August 25, 2019-September
07,2019

BW - 20 September 08, 2019~

Total : 100.00%

4. Now when you go back to see what is in your queue, the individual(s) that you just requested changes for
show up as Changes Submitted under the Unlocked/Locked column. Now the labor redistribution can be
processed.

m £ (& Miller, Patrick R.

Employee Dashboard Effort Certification Review Or Certify Reports

You are acting|

42 Proxy Super User Advanced Search
Review Or Certify Reports

Certify My Effort ~ Review Or Certify Reports

ffort List

COA < EZQZG < ;i:f:pmn S Name Y s E‘:{; < E’;‘t’e & status < LU;’(‘E::E‘” £ Comments
z 201903 06/08/2020 0711712020 Under Review

z 201903 06/08/2020 0711712020 Under Review Changes Submited

z 2019.03 06/08/2020 0711712020 Awaiting Certiication  Unlocked

z 2019.03 06/08/2020 0711712020 Under Review Unlocked

z 201903 06/08/2020 0711712020 Under Review Unlocked

z 201903 06/08/2020 0711712020 Under Review Unlocked

z 201903 06/08/2020 0711712020 Under Review Unlocked

z 2019.03 06/08/2020 0711712020 Under Review Unlocked

z 2019.03 06/08/2020 0711712020 Under Review Unlocked

z 201903 06/08/2020 0711712020 Under Review Changes Submitted o
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5. Login to the Labor Redistribution Module. From the labor distribution screen enter the GWID of the
individual for whom you are processing the LR, and click on Go

- .

Employee Dashboard - Labor Redistribution - Person Search

Person Search £ Proxy Super User Advanced Search

Advanced Search

D Name PayID From Pay Year
|Eulev D I x ‘ Enter Name S ‘ Enter Pay ID ‘ Enter From Pay Yea
From Pay Number To Pay Year To Pay Number Disposition

Enter From Pay Numbe: ‘ Enter To Pay Yea ‘ nter To Pay Numbe ‘ Select a Disposition

| clear | | ciose ﬂ

6. The individual’s pay period information will be displayed. Select the period for which you want to make
your change.

EGWI ey

Employee Dashboard - Labor Redistribution - Person Search

Person Search  Approvals N
Additional Criteria Find Replace w

Person Search Results

Select S BatchiD S Name s D o PayYear S PayiD S PayNumber s Sequence S Disposition S Comments
O 2019 MO 8 3 70, Complete
a 2019 MO 8 5 70, Complete
[m] 2019 MO 9 2 70, Complete
C] 2019 MO 10 2 70, Complete
@] 2019 MO 1 2 70, Complete
@] 2019 MO 12 2 70, Complete
a 2020 MO 1 2 70, Complete
@] 2020 MO 2 2 70, Complete
a 2020 MO 3 2 70, Complete
O 2020 MO 4 0 70, Complete
a 2020 MO 5 0 70, Complete

Results found: 11 Page| ' |[of1 Per Page 50 ¥
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7. Make the appropriate changes the click on the Ok changes, and wait for all approvals in the routing queue
to be completed

B Banner Secured Area X

< cC o0

&% Labor Redistribution x

@ bssoweb.test.gwu.edu:8031/EmployeeSelfService/ssb/laborRedistribution#/cd

G Wy

Employee Dashboard

Labor Redistribution - Person Search - Current Distributions

Update Distributions

v

v

Current Summary :

Posting Date

‘ 07/09/2020

[®  Ochangean

Index Fund orgn Account Program Hours Percent Amount
INS 761 5.00% 520,83
sP1 144.64 95.00% 989584

Hours: 152.25 Percentage: 100%  Amount: $10,41667  Updated : Hours: 15225 Percentage: 100%  Amount: $10,416.67

Cancel

Round

AddLine | OKChanges

Amount
Percent

Originator

$10,416.67

100.00%

Copan, Deborah

Posting Date

1212312019

8. Once the labor redistribution has been submitted you can go back into the Effort Reporting module and the
effort report status for that individual should be updated to reflect the following ‘Pay events are in process
that may affect this report’

Employee Dashboard « Effort Certification

Effort Report

Effort Report

Sponsored

Grant

Pay Period Summary Comments Routing Queue

QOrganization

= -

Effort Charge

Effort
Category Type
SPONS DIRECT [100 |

Total Sponsored Activity 100%

Total : 100.00%

Clear Changes m
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You are acting as Superuser

Effort Report Overview A

Report Status

2019-03
2019 Fall Effort Cycle
June 08, 2020 - July 17, 2020

|Under Review - Changes Submitted

i, Pay events are in process that
ay affect this effort report.

Changed by Jones, Mary E.

Important Dates

Begin Pre-Review

June 01, 2020

Certification Period

June 08, 2020 to July 17, 2020
Post Review End

Pay Dates

BW - 18 August 11, 2019-August 24,
2019
BW - 19 August 25, 2019-September



9. Once the labor redistribution has been processed you can go back into the Effort Reporting module and the
effort report status for that individual should be updated in your queue to reflect the following ‘Awaiting
Refresh’

Employee Dashboard » Effort Certification « Review Or Certify Reports

You are acting as Superuser

23 Proxy Super User Advanced Search
Review Or Certify Reports

3
Certify My Effort  Review Or Certify Reports

Effort List

A~ Period A~ Period ~ ~ ~ | Start A End ~ Unlocked/ o
coa Name D status
Y code Y Description ¥ v ¥ Date ¥ Date v Locked v

Awaiting Changes
06/08/2020 07/17/2020
Refresh submitted

Comments

<o

Resiilts fonnd- 1 pacal + laf1 DarDama | &N

10. You can now update the report by clicking on the Update Report button and then verify the changes have been
applied to the effort report

-+ & g

Employee Dashboard « Effort Certification « Effort Report

L1 o -

Effort Report  Pay Period Summary Comments Routing Queue

You are acting as Superuser

Effort Report Overview A

Report Status

Sponsored
2019-03
Grant Organization Effort Charge Effort 2019 Fall Effort Cycle
Category  Type June 08, 2020 - July 17, 2020

— Awaiting Refresh - Changes
SPONS pRecT  [100 | Submitted

Total Sponsored Activity 100% Changed by Jones, Mary E.

===

Total : 100.00% ImposaLBaLes

Begin Pre-Review

June 01, 2020
m Certification Period

June 08, 2020 to July 17, 2020

Post Review End

Pay Dates

BW - 18 August 11, 2019-August 24,
2019
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Running the Audit Report (PZRERAU)

1. Click on this link to go to Banner Self Service in Production - https://banner.gwu.edu/
2. Click on Banner PROD Access URL

Welcome to Banner

Banner Banner
Maintenance Training

Banner Production Description

Banner PROD Access URL Banner is the enterprise system at GW which maintains financial aid, human rescurces, payroll, student, and student

accounts data. The Banner PROD Access URL provides access to the Banner Administrative pages used for sdministrative
Banner Self-Service PROD functions by staff and faculty. The Banner Seff Service PROD URL provides access to Banner's self-service products, also
known as GWeb Information System. Some of the services provided by the GWeb Information Systemn are class registration
and the viewing of accounts, transeripts, and holds (students); final grade entry and viewing of class lists (faculty); and

viewing pay stubs and deductions (emplayees). You can also sccess the Geb Information System from the myGW portal.

Banner PRDP Description

Banner PRDP Access URL Prod Prime (PROP) database is refreshed from the PROD database daily. You may use it to run reperts, bt it cannot be
used to change data as this database s set to be Read Only.
Banner Seli-Service PRDP

Banner PRDQ Description

Banner PRDO Access URL Cusality Contral (PROC) database is refreshed from the PROD database daily. You may use it to test functionality in Banner
and to test reports, but it should never be used to change data you wish to retain in Banner.

Banner Self-Service PRDO

Banner PROD BAM Description

Banner PROD BAM URL Banner Access Manager (BAM) for Distributed Security anly

3. Type PZRERAU in the box as shown below and then click on Effort Audit Report (PZRERAU) to
select it

Welcome

[ ©® Search

Direct Navigation [PZRERAU

Effort Audit Report
(PZRERAU)
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4. From the Process Submission Control Form, click on Go

X Process Submission Control Form GJAPCTL 9.3.10 (TEST) 4] S RELATED  $f TOOLS

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

B O H|=D

®

5. Enter the Effort Report Period parameter by clicking on the box with the ellipses (...). You can also
filter by selecting the other parameters (Researcher, Employee Home Orgs, Fund Codes, Report
State/Status or Pl GWId(s))

X Process Submission Control Form GJAPCTL 9.3.10 (TEST) B = S&RELATED  $%TOOLS
Process: PZRERAU Effort Audit Report Parameter Set:
~ PRINTER CONTROL [+ 2o s \CIF

Printer submitTme ] PDF Font Size
Special Print ] MIME Type  None Delete After Days

nes [ PDF Font Delete After Date

~ PARAMETER VALUES @ setings | @nsert @ Delete  TaCopy | ¥, Fiter
Number - Parameter: Values

[ [-) Effort Report Period 2019-03 I
02 Researcher GWId(s)

03 Employee Home Org(s)

04 Fund Code(s)

05 Report State/Status

06 PI GWId(s)

Record 1 of 6

LENGTH: 8 TYPE: Character O/R: Required M/S: Single
Enter Reporting Period

~ SUBMISSION ] -] s Y.

[] save Parameter Set as Hold/ Submit () Hold  (®) Submit

6. Page Down and click in the Submission section (this has to be done to Save), then click on Save

X Process Submission Control Form GJAPCTL 9.3.10 (TEST) 5 &% RELATED 3§ TOOLS

Process: PZRERAU  Effort Audit Report  Parameter Set:

~ PRINTER CONTROL [+] e a Y.
o I submitime [ PDF Font Size
specialpint [ ) MIME Type  None Delete After Days
tnes [ PDF Font Delete After Date
~ PARAMETER VALUES s Qi ar a Y.
Number * Parameters Values
01 Effort Report Period 2019-03
02 Researcher GWId(s)
03 Employee Home Org(s)
04 Fund Code(s)
05 Report State/Status
06 Pl GWId(s)
Record 1 of 6
SUBMISSION Insert Delete 'm Copy . Filter

[[] save Parameter Set as Hold / Submit () Hold (@) Submit

Name Description

SUBMIT_BLK DISPLAY_SAVE_DEFAULTS

©2000 - 2020 Ellucian. Al ights reserved. eliuciaii
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7. To view the report, click on the RELATED link in the upper right section of the page then click on the
GZAPSTA Job Status Form

X Process Submissi ontrol Form GJAPCTL 9.3.

Q, Search

Review Output [GJIREVO]

Job Status Form [GZAPSTA]

Delete Multiple Saved Output [SJIREVD]

Upload File [GUAUPLP]

Upload file [GJAJFLU]

Review PDF/plain text output [GJAJLIS]

javascript; S S uLTS. ©2000 - 2020 Ellucian. Al rights reserved. ellucian.

8. Select your report once it has finished running (once the status has changed from ‘Running’ to
‘Finished’) then click on View Output

X Job Status GZAPSTA 9.0.15.g (TEST) A = 4

v JOB STATUS & Settings | (@ Insert @ Delete  Fm C Y. Filter
i
View Lo View Output Download Qutput Grant / Revoke Refresh View File Size | I
Keep Hide Job Number Job Description Report Name Status
fort Audit Report
ﬁ 8519606 | Effort Audit Re PZRERAU RUNNING
fort Audit Report
8519590 : Effort Audit R PZRERAU RUNNING
fort Audit Report
8518984 : Effort Audit R PZRERAU FINISHED
| (| 8518948 : Effort Audit Report PZRERAU FINISHED
&‘7 (| (| 8518932 : Effort Audit Report PZRERAU FINISHED
O O 8517560 | Effort Audit Report PZRERAU FINISHED

® Record 1 of 6

Owner  COMPRM Started Date  08/04/2020 09:47:51 Finished Date JobType G-

Status Message

~ DETAILS 3 Ins: -] ] Y. Filte

@® Defautt () Hidden Jobs () All Jobs

javascript; Record: 1/6 GZBISTA GZBJSTA ONE_UP_NO [1] ©2000 - 2020 Ellucian. Al rights reserved. ellucian
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9. Your output should be similar to what is displayed below

THE GEORGE
WASHINGTON
UNIVERSITY

WASHINGTON, DC

Bi-Weekly
Monthly

The George Washington University Effort Report

Effort Period: 2019 Fall Effort Cycle
2019 Periods 18 through 26 (08-11-2019 to 12-14-2019)
2019 Periods 9  through 12 (09-01-2019 to 12-31-2019)

Home Org:
Researcher:
GWid:
Status

UNLOCKED

Monthly Pay Period Summary

Organization

Grant

Fund

Principle Month Effort
Ir i Percent
9 10 1 12
20.02% 19.46% 0.00%4 0.00% 9.87%
B A 79.98% 80.00% 60.11% 100.00%] 80.02%
B 0.00% 0.00% 39.89% 0.00% 9.97%
B Tl 0.00% 54% 0.00%4 0.00% 4%
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