ERS Export and Reconciliation DOM Fund ManagersManual

ERS - EXPORT LIST INTO EXCEL & RECONCILIATION

Revised April 25,2014

1. Loginto ERS & pull up saved search you wish to export and/or reconcile

2. Click “Export List”

UNIVERSITY of CALIFORNIA

Effort Reporting System

by Display Saved Search:| My Projects

Show Status: | ALL-Open v

Sumimer 06 Reg-Gtr 117112 Acad

3. Click Save in order to automatically save as Excel file. If you click Open, it will automatically

Department
MEDICINE-DEFT

A AT AT R

Last Modified | Status
040152008

CerifiediddjustRegd

create a web Excel spreadsheet. In order to save as a Microsoft Excel file spreadsheet:

File
Save As...

3a

Type File name
Save

®T20 T

. % ] N
@Back ML) \ﬂ |EL| | ' Search ) - Favorites 6’-‘! % =

Change “Save as type” to Microsoft Excel Workbook (*.xIs)

]
03

Address ﬁjhttps:,l',l'ers.ais.ucla.edu,l'EFFortReporting,l'reportList.do?chD:10214&type=export b 'Go Links ** % -
| 23 ~| = MEDICINE-CARDIOLOGY
A E C D E —

1 |University of California (I
2

3 | Effort Reporting System

4

5 Save hs @E|

7 Di Save in: |q.¢ Local Disk (C:) ﬂ @ @ - Tools =

]

9 [ ] i QAFCP_L ) Dtemp tName Last Modified Status

E ) Corfig Msi DwINDOWS ISTRATION 04/15/2008 v4.0 | Certified/AdjustReqd

11 54 JDDELL _ 06/22/2008 v2.5 | Exception/Overdue
125 | Documents and Settings 05/27/2007 2.0 |Certified/AdjustReqd
135 DFISCALRP X 04/05/2008 v2.4 |Partially CertifiediOverdue
14 51 (D FiscalSetup 04/14/2008 va.7 |Partially Cerified/Overdue
15 [Fd |DFPMSetup ISTRATION _ |04/15/2008 v3.0 | CentifiediAdjustReqd

16 F oMt 07/26/2007 v2.0 | CentifiediAdjustRegd

17 [F (DProgram Files 05/159/2005 .0 |Certified/AdjustReqd

18 F4 (Db 04/14/2008 v3.0 | Certified/AdjustReqd

19 [W] ISTRATION __ |04/15/2008 .0 | Centified/AdjustReqd

Save: o f_' |

20 WY C 3d i 04/18/2008 v1.1 |OpenfOverdue

21 W} 3e 06/27/2007 v2.0 |CentifiediAdjustRegd

22 3] N — oo T ISTRATION 127202007 +1.1 | OpenfOverdue

23 [54 g— S oo o 01/25/2008 va.0 | Certified/AdjustReqd
245 == Feowe: [R5 ~] B zae 06/15/2008 v2.0 | CertifiediAdjustReqd

25 |5 cave s b — STITUTE 01/25/2008 1.2 |Partially CertifiediOverdue
% Fd ave as type: [web Page (*.him; *.him) < Cancel ISTRATION __ |03/19/2008 v2.0 | Certified/AdjustReqd

27 [Fall 07 REG 11712 Academics |y, ottt iE s ~ EDICINE-DEPT ADMINISTRATION __ |05/07/2008 v1.0 |Open/Overdue

28 [Fall 07. REG Mon-Academics |Template (5.t - EDIATRICE-ALLERGYAMMUNOLOGY |05/19/2008 v2.0 |CertifiediAdjustReqd

23 [Winter 08: REG Naor-Acad Text (Tab delmited) (*.txt) 3c EDIATRICS-ALLERG YAMMUNOLOGY |05405/2008 v2.0 | CentifiedéAdjustReqd

0 Unicode Text {*.kxt)

. Microsoft Excel 5.0/95 Workbook {* x5} &
4 4[» [ M} reportList.do cmID= 102 IFETYPE=F [4]
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4. In File — Page Setup..., change
a. Margins to 0.5” all around
b. Orientation to Landscape
c. Scaling to Fit to: 1 page wide by 1 tall

5. At the top of the report, starting in cell C1, add Department Contact (dept code & dept name),
ERS Reviewer's name, extension & email address in the event ERS Support needs a contact
person for questions.

@ File Edit Yiew Insert Format Tools Data Window Help Adobe PDF - = H
EEHES SRy & - T @l 1o - 2| Al -0 - BIUS==86%, W% O-M-A. 2
| 126 x| =
/ A B € D E =]
4 | |University of California Department Contact: 1574 - Medicine - Nanahledicine
Name: Cathy Rujanuruks

5 | Effort Reporting System Extension: S 506189

4 Email: crujanuruks@Emednet ucla edu

5 Effort Report List ;: My Projects

B

7 |Displaying All Available Periods

8 /

9 Period | [/  For HomeDepartHame Last Modified Status

10 Summer 07: BREG Mon-Academics ] 01,/25/2003 »3.0 | Certified/AdjustRegd

11 [Fall 07: REG Mon-Academics Page Setup @En 03/19/2008 v2.0 [Certified/AdjustReqd

12 |Winter 083: REG Mon-Acad - l l GY |06/03/2008 +2.0 | Cerified/AdjustReqd

13 [Sumrmer O5: Reg-Gtr 11712 Acad kg | | Aeeslerfroniiey || Sieet 04/15/2008 v4.0 | Centified/AdjustReqd

14 |Fall 06: 11412 Acad Orientati Print... 04/15/2008 3.0 |Certified/AdjustReqd

15 |Winter 07: 11412 Acad 3 _ s = 04/15/2005 wd.0 |Certified/AdjustReqd

16 |[Summer 07: REG 11/12 Academics W Dllemebezp= Print Preview 12/20/2007 w1.1 | Open/Qverdue

17 [Fall07: REG 11412 Academics ) i 03072008 +1.0 | OpenfOverdue

18 [Winter 07: Maon-Acad Sealing oo 08/27/2007 v2.0 |Certified/AdjustRegd

19 |Fall 06: Mon-Acad " adjusttor |33 E|: % normal size 06/19/2003 »4.0 | Certified/AdjustRegd

20 | Surnrner 07: REG Mon-Academics 06/19/2008 +2.0 | Cerified/AdjustReqd

21 |Summer 08: Reg-Otr Mon-Acad “Eete: [1 = pagetsiwidety [1 =] tal 05/27/2007 2.0 |Centified/AdjustReqd

22 |Fall 06: Mon-Acad 041452003 »3.0 | Certified/AdjustRegd

23 |Wyinter 07 11412 Acad Paper size:  |Letter =l 04/18/2008 v1.1 | Open/Qverdua

24 |Fall 07: REG 11412 Acadamics Brint qualty: |00 dp | 03/19/2008 +2.0 |CertifiedéAdjustReqd

25 Surmmer 06: Reg-Citr 11412 Acad L 05/22/2008 +2.3 |Exception/Overdue

26 [Fall 08: 11412 Acad _ o | 07/26/2007 +2.0 |CertifiedéAdjustReqd

27 |Surmmer 07: REG Non-Academics IFEEE PR (U s 01/25/2008 v1.2 [Partially Certified/Dvardue

28

29 Ok | Cancel

30

31

32

33

144> »}Nano ERS / |« o

6. Place cursor on FIRST CELL directly under “HomeDepartmentName” — Window — Freeze
Panes
***This allows you to scroll to the right of the spreadsheet without losing the ERS Period
& For person information***

Eile Edit View [nsert Format Tools Qatalwindow Help Adobe POF

D2ES SRy & o- Hevs Window -0 - B U EE=EBE$ %,
| 10 -] =| MEDICINE-CAF  &rrande.

& i [« [ D E F =
1 |University of California [tment Contact: 1574 - Medicing - ManoMedicine I
2 -~ H Cathy Rujanuruks

. [l

3 Effort Reporting System =2 ion: S0E19
) 6 crujanuruksigmednet ucla.edu
: Effort Report List :: My Projects 1 Baok
7 |Displaying All Available Periods 2 ERS-Certified. AdjustReqd. xls
5
q Period For Home[leparthlame/ Last Modified Status Justification D
10 [Summer 07 REG Mon-Academics MEDICINE-CARDIOLOGY 01/25/2008 3.0 |CertifieciadiustRecd
11 |Fall 07: REG Non-&cademics PEDIATRICS-ALLERGYAMMUNOLOGY  |03/19/2008 v2.0 |CertitiediadiustReqd
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7. Add 3 additional columns to the right of “Status”, starting in column F. Highlight these cells
fluorescent yellow.

a. Justification - Add reasons why each “Certified/AdjustReqd” ERS should be manually
changed to “Certified” and closed by EFM. See below for template justifications that
should be used in most cases.

b. Date Comment Added to ERS — Add the date when you saved the above justification
into the Comment Log in ERS.

c. Full Name & UID of Alternate Certifier — If an alternate certifier is required for an
employee that is no longer at the University, provide the alternate certifier's full name &
University/Employee ID #. i.e. Joseph I. Bruin - 123456789

File Edit Yiew Insert Format Tools Data Window Help Adobe PDF - = H
e SkhY % v- T fll =% - 7| Al -0 - BIUS=E=$%, W% -N-A. 7
| F55 -] =

A B E F G H [
1 | University of California harohedicine
2
3 |Effort Reporting System
4 et ucla e
5 Effort ReportList:: My Projects
5}
7 |Dizplaying All Available Periods
g

N . . Date Comment Added Full Hame & UID of

a Period For Status Justification to ERS Alternate Certifier
10 Summer 07 REG Mon-Acsdemics CetifiedsAdjiustReqd
11 |Fall 07: REG Mon-Academics CerifiediddiustReqd
12 Winter 08: REG Mon-Acad CerifisdiAdiustRedd
13 | Summer 06 Reg-Gir 1112 Acad CetifiedsAdjiustReqd
14 |Fall 06: 1142 Acad CerfifiedifdiustRegd
15 Winter O7: 1112 Acad CerifiediAdiustRegd
16 | Summer 07 REG 1142 Academics Openioverdus
17 Fall O7: REG 11M 2 Academics OpeniOverdus 7
18 Winter 07: Non-Acad CerifiediAdiustRegd
19 Fall 06: Mon-Acad CetifiedsAdjiustReqd
20 |Summer 07 REG Mon-Academics CetifiediadjiustRegd
21 | Summer 06: Reg-Gtr Mon-Acad CerifiediAdiustRegd
22 Fall 08: Non-Acad CetifiedsAdjiustReqd
23 Winter 07 114 2 Acad OpentOverdus
24 Fall O7: REG 11M 2 Academics CerifiediAdiustRegd
25 Summer 06 Reg-Gir 1112 Acad Exception/Overdue
26 Fall 06: 1112 Acad CerifiediAdiustRegd
27 | Summer 07 REG Mon-Academics Partially CerifiediOverduy
BT

8. Email reconciliation spreadsheet to Tsegaye Teshome (tteshome@mednet.ucla.edu) for
review & submission to ERS Help.

TEMPLATE JUSTIFICATIONS to be used in most cases***
http://medschool.ucla.edu/workfiles/Site-OR A/postawardforms/ERS Template Justifications.doc

1. Spring 06 Work Study ERS issue. Paid Effort % to Certify [B] reflects the correct effort as certified.
No further action required. ERS Support, please investigate & update the status.

2. Paid Effort % to Certify [B] spread across diff CC for same fd/award # thus same proj. Fund is
closed & FSR submitted. [B] across same fund reflects correct effort as certified. No further action
required. ERS Support, pls investigate & update the status.

3. Paid Effort % to Certify [B] spread across cont. fund #s for same award # thus same proj. Fund is
closed & FSR submitted. [B] across same award reflects correct effort as certified. No further action
required. ERS Support, pls investigate & update status.

4. Payroll % [A] Grand Ttl incorrectly shows % other than 100% due to Unrecognized Earnings in
View Pay Details. Paid Effort % to Certify [B] reflects correct effort as certified. No further action
required. ERS Support, pls investigate & update the status.
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5. Payroll % [A] & Paid Effort % to Certify [B] don’t match, indicating UPAYs are required, even
though they have already been processed. [B] reflects correct effort as certified. No further action
required. ERS Support, pls investigate & update the status.

***If the justifications listed above do not fit your situation, please call Tsegaye Teshome (x68351),
Cathy Rujanuruks (x66287) or Raellen Man (x58112) for assistance.

In the same Excel spreadsheet, include QDB payroll downloads for each ERS period/transaction you
would like manually certified by EFM. The calculated percentage for each FAU on the QDB
spreadsheet should match the Adjusted Payroll % column. See ERS Calculations chapter for details
of how to run the QDB payroll downloads.

http://medschool.ucla.edu/workfiles/Site-ORA/postawardmanual/ERS-Calculations. pdf

A | B C | i | E | F | G | H -
1 |University of California Dept Contact 1585 - Administration
2 Name: Cathy Rujanuruks
3 |Effort Reporting System Phone x62287
4 E-mail cruanuruks@mednet.ucla.edu
5 |Effort Report List :: Lehrer/\Waring Labs jm
(]
7 |Dizplaving All Available Periods
8
5 |Pls in bold and highlighted
. Last Justificatiion Date Full Name & UID of
10 Period For HomeDepartliame Modified Status Comment _|Alternate Certifier

ERS Original Payroll 3is aff by 1-23 due ta calculation rounding.
Spring 07:1112 Academics  [BRUIN, JOSEPH (123456788} [MEDICINE-ADMINISTRATION 08/21/08 V.30 |Certified/AdjustReqd | Adjusted Total % column reflects the correct effort as certified. 412812009 HiA
ERS shows that the Original Payroll 2% and the Adusted Payrol 72 do

not match, indicating that UPAYs are required, even though the
| 12 |Summer 07:11/12 Academics |BRUIN, JOSEPH (123456788} [MEDICINE-ADMINISTRATION 08/21/08 V.30 [Certified/AdjustReqd |UPAYs have already been proceszed. Adjusted Total % column 412812009 HiA
ERS shows that the Original Fayroll =2 and the Adjusted Payroll 3 do
not match, indicating that UPAYs are required, even though the

SMITH, JENNIFER 04/14/2009 UPAYs have already been processed. Adjusted Total 32 column
13 |Fall 07: REG 11/12 Academics| (887654321) MEDICINE-ADMINISTRATION __ |v5.0 Certified/AdjustReqd |reflects the correct effort as certified. 412812009 NiA
14
W 4 v W'\ ERS { Bruin5p07 £ Bruin5u07 £ Smith FO7 4] | 3

NUM

/

Naming convention of QDB Tabs: Last Name “For” Person Quarter Year. i.e. Bruin Sp07
Su = Summer

F = Fall
W = Winter
Sp = Spring

When encountering unexplainable Certified-AdjustReqd, FM should always look at the View Payroll
Detail in ERS. See below for screen shots.

Common issue that reflects an ERS glitch:

1. Unrecognized Earnings
2. Original Payroll % with a grand total of anything other than 100%
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Edit Report | ViewiHistory [l REY]
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Version: 2.0 (04/11/2008 11:11} | Status: Certified/AdjustReqd

Service Period: July 1, 2007 to September 20, 2007
Pay Periods: July 1, 2007 to September 30, 2007

Report Version:

2.0 {04111/2008) Certified/Adjus v |

B Original Adjusted iginal Adjusted
Sponsored Projects Payroll Cost Sharing Cost Sharin
4-441357-GF- )
FOP-MIHMNHLEBI HLOG8280 608 0% &y 0% 0% 0% 0%
525
Tota.l .Spons-.:)red_ Projects 0% 0% 0% 0% 0%
requiring certification
Other Sponsored Projects 0% & 0% + 0% 0% 0%
Non-Sponsored Activities 87% &Y 100% — 0% 87% 100%
Total Other Effort 8% 100% 0% 8% 100%
not requiring certification
Grand Total 100% 0% 8T% 100%
Report options: Report requires multiple cerifications.
Report allows for Cost Sharing Offset Against Other Sponsored Projects.
Report under preliminary review.
Comment for v2.0: | 04M1/08 11:11 AM by GREGG e}
Report certified by GREGG { Jon Apr 11, 2008

/~ ERS = Report Details - Windows Internet Explorer

RePORT DETAIL

Effort Report: Surnmer 07: REG Mon-Academics | Status: Certified/AdjustReqd
Employee: GOMEZ CHRISTAMICHELLE | Emp. # 902528528

Pay Period Pay Cycle Trans Pay Cycle
End Date Code Code Derived % Weighted % End Date
07-21-2007 MO 4-441357/GF - -2 REG [ TE48 54,242.48 A 0.1200 0.1200 0.1200 N 1 07-21-2007
07-31-2007 Mo 4-44135T/GF - = REG E1 7646 54,242 .46 -0.1200 -0.1200 -0.1200 N 1 01-31-2008
08-21-2007 Mo 4-441357/GF - -2 REG L 7846 54,242.46 A 0.1200 0.1200 0.1200 N 1 08-21-2007
08-21-2007 Mo 4-441357/GF - -2 REG E1 7846 54,242.46 A -0.1200 -0.1200 -0.1200 N 1 01-21-2008
08-20-2007 Mo 4-441357/GF - -2 REG L 7846 54,242.46 A 0.1200 0.1200 0.1200 N 1 08-20-2007
08-20-2007 Mo 4-441357/GF - -2 REG E1 7846 54,242.46 A -0.1200 -0.1200 -0.1200 N 1 01-21-2008

Total: 0.0000°

1 o
Line Item Total/Report Total = Original Payrell % {0.0000/2.5100 = 0.0000)

Other Sponsored Projects

Pay Pay Cycle P Pay Cycle
End Date Code Rate Type Derived % Weighted % End Date

o .
Line Item Total/Report Total = Original Payroll % (0.0000/2.6100 = 0.0000)

Total:

Original Payroll %: 0%®

Pay Period
End Date

Non-Sponsored Activities

Pay Cycle
Code

Rate

Type Paid %

Derived %

Weighted %

Original Payroll %: 87 %~

Pay Cycle
End Date

07-31-2007 Mo 4-441057/2Y - -2 REG L 7846 54,242 .48 A 0.8700 0.8700 0.8700 N 1 07-31-2007

08-31-2007 Mo 4-441057/2Y - -2 REG LK 7846 54,242 .46 A 0.8700 0.8700 0.8700 N 1 08-31-2007

08-30-2007 Mo 4-441057/2Y - -2 REG L 7846 54,242 .48 A 0.8700 0.8700 0.8700 N 1 08-20-2007
Total: 2.6100°

N o
Line Item Total/Report Total = Criginal Payroll % (2.6100/2.6100 = 1.0000)

Unrecognized Earnings

Pay Period Pay Cycle Trans Ti Pay Rate Pay Cycle
End Date Code Code Rate Type Paid % Derived % Weighted % End Date
07-21-2007 Mo 4-441357/HA - -2 REG E2 7848 20.00 A 0.0000 0.1200 0.1200 N 1 01-21-2008
08-21-2007 MO 4-441357/HA - -2 REG E3 7848 s0.00 A 0.0000 0.1200 0.1200 N 1 01-21-2008
08-20-2007 Mo 4-441357/HA - -2 REG E2 7848 20.00 A 0.0000 0.1200 0.1200 N 1 01-21-2008
Total: 0.3900"
| Eamings in thiz section do not affect report totals. LI
one T et B
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