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Effort Reporting
Salaries constitute the largest component of the expenses charged to sponsored projects. It is essential
that Missouri State University administrators, Principal Investigators, and support staff understand the
basic principles underlying the allocation of effort, and the corresponding charging of salaries, to those
projects.
The Office of Management and Budget (OMB) 2 C.F.R. 200 titled Uniform Administrative
Requirements, Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance),
requires charges to Federal awards for salaries and wages must be based on records that accurately
reflect the work performed. These records must be supported by a system of internal control which
provides reasonable assurance that the charges are accurate, allowable, and properly allocated.
The purpose of an effort reporting system is to provide a reasonable basis for verifying the distribution
of salary charges among direct activities (sponsored research and match) and indirect activities
(administration and instruction). Effort directly related to sponsored projects must be identified in the
effort distribution and reporting process. Charges for work performed on Federal awards are
allowable at the Institutional Base Salary (IBS) rate. Amounts in excess of IBS may be permitted for
“Incidental Activities” and “Extra Service Pay” as defined in 2 CFR 200.430. In an academic setting,
teaching, research, service and administration are often inextricably intermingled; therefore, a precise
assessment of factors that contribute to costs is not always feasible. Effort is not defined as a single
standard number of hours or days per week, since it will likely be different for each employee and may
vary during the year. The federal government recognizes that measuring effort is not an exact science.
The University's threshold for complying with the requirements while allowing for the approximation
involved is 5%. Actual effort, therefore, can differ from that on the effort certification by up to 5%
without necessitating a correction. Effort certification serves as an after-the-fact confirmation that the
individual expended the promised effort budgeted to the project.
An electronic Semester Effort Report should be certified for each individual (faculty, professional
staff or graduate assistant) who has been involved with an externally sponsored program
(grant/contract) and should account for 100% of a person's effort. Reports are not required for
employees paid on an hourly basis.
Following the end of the semester, a report based on actual payroll will be made available for each
individual who was paid with funds either directly from or match for externally sponsored programs.
Principal Investigators will be responsible to review all reports for their projects and certify that each
employee did in fact put forth the effort indicated by the report.
Semester reports will use reporting periods which coincide with pay periods and are due by the dates
listed below:
Semester
Fall
Spring
Summer

Period
08/01 – 12/31
1/01 - 04/30
5/01 - 07/31

Due Date
January 31
June 30
September 30

For additional information, please refer to “Electronic Time & Effort Certification User Guide” for
instructions & terminology.
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Introduction
The purpose of this training manual is to provide a step-by-step guide to using the Banner
Electronic Time & Effort Certification process. All Principal Investigators will be assigned
the following role:
 Certifier: Certifies the effort report. The PI is responsible for certifying any and all
persons being paid out of the grant.
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Log-in to Access the Effort Certification Module
1. Using Mozilla Firefox or Google Chrome, Log-in to http://my.missouristate.edu using
your BearPass number and password. Windows Explorer is not recommended.
2. Navigate to the Work Resources tab and to the Effort Reporting Channel. Click on
the link “Approve Effort Reports.”
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Certify My Effort
1. Click on “Certify My Effort” to view your own effort report for certification.
2. Double click on the row that you want to view.

3. Double Click the item that needs certification for the appropriate reporting period.
4. The navigation links on the left allow you to view additional information.
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5. After you have double clicked the row, you will be taken to the review and certify
page.
3
1
4
2

6. The effort report consists of two sections: Sponsored and Non-Sponsored activity:
1. Sponsored Activity: For the purposes of the Effort Certification process,
sponsored activity is activity supported by outside agency funding.
2. Non-Sponsored: For the purposes of the Effort Certification process, nonsponsored activity is activity supported by University funding.
3. The “Effort Report Overview” section shows the reporting period, the dates
of review and a statement of the status of your report.
4. The “Funding Chart” is a simple pie chart showing the percentage of effort
allocated to different funding sources.

Tip: If you are a PI who is certifying or reviewing your employee records, Certify My Effort will
only show a record if you personally had payroll that was funded by a federal grant. Review next
section on Review or Certify Reports for certifying your employee’s effort report.
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Review or Certify Reports for Employees
1. To certify effort reports for employees that worked on your grant(s), click on “Review or
Certify Reports.”

2. Click on the triangle next to “Advanced Search” to open up searchable attributes.

3. Choose the attribute “Chart of Account Code” and type a capital U in the field to the right,
which stands for University.

4. Then click on “GO” and all employees that have worked on your grant(s) will populate.
Those with “Awaiting Certification” in the status column are available to be certified.
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Certifying Your Effort
1. If you approve the percent allocations and the “Effort Category” descriptions, you can
certify your effort as instructed below. However, if the percent allocations and Effort
Category are incorrect, please review section on requesting change below:

To certify, Click the Review
button, and Certify button.

2. Once you click the Review button a pop-up message will appear. To complete the
certification process, you must agree with the statement provided in the box.

NOTE: This certification statement is the equivalent of your physical signature on this
document. Certification of effort rates other than those performed may lead to
allegations/charges of fraud under the Federal False Claims Act.
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Requesting Changes
1. To request changes, click on the “Request Changes” button at the bottom of the Effort
Reporting Screen. This will cause your default e-mail application to open to a new mail
message.

2. Send an e-mail to GrantsAccounting@Missouristate.edu. If you are not the PI or the
Department Head, please copy the PI on this e-mail message as well. If you are the PI
and you are requesting a change to your own report, please copy your department head
also. An approval from the department head or dean will be necessary for any changes
to effort percentages for the PI.
3. Include which percentages, effort categories, and/or other categories are incorrect and
provide the corrections in your message. When recalculating the percent of effort (if it is
incorrect)*, make sure your combined effort equals 100%. You cannot report effort in
excess of 100%.
4. Send the e-mail message, and you will receive a response within 5-7 business days.
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Pay Period Summary
1. Pay Period Summary provides a snapshot of the monthly pay information as a
summary. The reports are sorted by Organization, Grant and Fund code. The type
of effort is Federal or Non-Federal. The Payroll Percent for that month as well as the
Effort Period Percent for that pay period are also displayed.

Select the “Pay Period
Summary” to see more details
on your effort for the reporting
period.

Click on the “Monthly
Regular” link to view a
detailed monthly report.

You can review the Fund, Organization, Account, Program and Activity codes, as well as
the percent pay/effort for each FOAP from which you were paid. Once you have
reviewed the information for each pay period, choose the “close” button to return to the
pay period summary screen.
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2. On the far right of the page is more information on the status of the effort report.
Status Tab

Effort Dates Tab

Pay Dates Tab

3. You can resize columns by clicking on the right-hand side of any column heading.

Comments
Click the comments tab to view comments or add any comments that you find necessary.
To add a comment:
1. Click the Add Comment button.
2. Type a comment into the add comment box.
3. Then click the Save button.

Electronic Effort Certification User Guide

11

Routing Queue
To view the progress and details of the effort certification process, click on the Routing Queue
tab. The Routing Queue shows the status of each stage of the Effort Certification Process. The
queue will automatically update after each person completes his or her task. Principal
Investigators will be displayed as the Alternate Certifier.
TIP: If you want to send an e-mail to someone in the routing queue, simply click on the E-Mail link,
and an e-mail window will open up for you to send an e-mail to that person.

Search for Effort Reports in Your Queue:
1. Advanced Search will open a new subsection with a drop-down menu titled
“Select Attribute.” Click on the arrow beside Select Attribute to choose from
options.

Enter information based on choice and click the “GO” button or press Enter.
2. To see available fields, click on the
effort period and click Select.
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Locked Records
Once a record is in a locked status, please e-mail GrantsAccounting@Missouristate.edu
for further information.

Reports
To create a system-generated report for reporting purposes, navigate to the report detail.
Select More Actions and Print. This will open a new webpage with a report of the
employee and the breakdown in pay structure by Sponsored and Non-Sponsored activity.
Please see page below for screenshots.
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Print generates a report that can be used for your documentation purposes.
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Effort Certification Terminology
Certify/Certification – Certification statement states that the person certifying “the
salary charged, salary transfers processed, and percentage of effort certified this period
reasonably reflect the work performed in the designated period, and that the certifier has
sufficient technical knowledge and/or is in the position that provides them with suitable
means of verification that the work was performed”.
Certification Period - The period that the Effort Certification process is available for
certifiers.
Certifier - The person that certifies the effort report. The Principal Investigator is the
certifier and will be responsible for certifying effort reports for staff working on his/her
grant.
Effort Period Percent - is the percentage of effort, for each particular payroll period,
allotted to the semester or certification period. The sum total of the effort period
percentages, for all payroll periods in the summary, will always equal 100%.
End Date - The date that certifications are due. After this date, the effort report will be
locked and cannot be certified.
Non-Sponsored - For the purposes of the Effort Certification process, non-sponsored
activity is activity supported by University funding.
Sponsored Activity – For the purposes of the Effort Certification process, sponsored
activity is activity supported by outside agency funding.
Payroll Percent - The percentage of each individual payroll charged to the sponsored
and/or non-sponsored activity. The payroll percentage will always total 100%. If your
effort has been consistent throughout the semester, then the payroll percentage will
equal the percentage of effort to be certified
Period Code - A Banner reference for the report period (i.e. Fall 2014, Spring 2014, etc.).
Post-Review End – The date that the Effort Certification process must be completed.
Start Date - The date that the Certification Period begins
Status – Provides information on the current stage that the Effort Certification process is
in. Status codes are: Under Review, Awaiting Certification (this is the status that users will
see upon entering the module), and Complete (status after the effort report has been
certified).
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Frequently Asked Questions (FAQ’s)
Q. When I log into the Effort Certification module, I do not see an effort report on the
homepage. Where is it?
A. In order to access the effort report, your name and grant number must be assigned a
special role. Contact your grant accountant immediately.
Q. How many times a year do I need to certify my effort and my employees’ effort
reports?
A. Effort reports will need to be certified 3 times a year for each of the semesters—
Spring, Summer and Fall.
Q. I do not see some of the fields referred to in this manual and/or my screen is moving?
A. You need to be using Mozilla FireFox or Google Chrome instead of Internet Explorer.
Q. I worked more on the grant than my budget will allow – how does this get captured in
the effort percentages? Do I still certify the report?
A. The effort percentages that are pulling into the module are from the payroll system,
so only time paid from your grant will be reflected in the effort percentages. If you
worked more on your grant than can actually be paid from your grant, please add a
comment describing your situation and email GrantsAccounting@Missouristate.edu.
Federal regulations allow for effort to exceed what was actually paid, so it is acceptable
to certify the report as is with the additional details in the comments.
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