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Gourse Navigation:

Unless directed to use the buttons on a spe
through this tutorial:

ic page, there are ba:

ally two ways to navigate

« Navigation Buttons, located on the bottom of each page. To view the course in its entirety,

click through the pages using the Forward [ button.

« Course Navigator, opens a drop down menu for quick links to the information you need.

Printed Guide:

You may wish to takes notes and have the printed guide as you navigate through this trai
To print the guide, click the Print Guide button, download and print.

Gompletion:

To record your completion of this module, click the Send Email button at the end of the Test Your
Knowledge of PERT section.

Print Guide
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This module is designed for use as an online training module and as a resource
reference center. Follow the Course Navigator through the training or jump
directly to the information you need.

= Access PERT information resources

« View a certification demonstration (show me - demo) or select the certification
simulator, which provides hands-on practice.

« Test Your Knowledge of PERT section and upon successful completion of the
quiz, email a training update.
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You have been notified that it is
time to certify the your effort.

As a certifier you are
responsible for:

« Reviewing the effort report

« Requesting corrections or
adjustments via your
Department Representative

« Certifying the report

Effort reports for OPS and
terminated employees will be
certified by their direct
supervisor, PI or Co-PI.
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Objectives

This training provides those
required to complete effort
reports (Certifiers) with the
information and resources
needed to successfully retrieve,
review, and certify effort
reports.
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About PERT

Click the button on the right to

access the information you Website Resources

need.

GEMS Self Service Sign On

Or, dlick through the pages

using the Forward (@) button. PERT Page Overview

Certification Demonstration (Show Me - Demo)

Certification Simulator (Hands-On Practice Demo)

Test Your Knowledge of PERT

Print Guide
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WHY is PERT or Effort Reporting Important? About PERT

Click each button on the left
HOW is effort calculated? ot s o o

Reporting and PERT,

) . o .
WHO is responsible for certifying an Effort Report? 2 s (e (R G

using the Forward

WHEN is effort certified? button.

WHERE is effort certified?
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PERT is the University’s federal effort and committed cost share
reporting system. Compliance with federally established Office of
Management and Budget, OMB Circular A-21, Cost Principles for
Educational Institutions requires educational institutions to maintain
an accurate system for reporting the percentage of time that
employees devote to federally funded projects (Effort).

Effort and Committed Cost Share are explained on the next page.
Click the Forward button below.
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Effort is the work or proportion of time spent on any activity and
expressed as a percentage of total time. Total effort of 100%
must be reported. Percent of effort does not reflect number of
hours.

What is Committed Cost Share?

Committed Cost Share is any project cost not borne by the
sponsor and committed by USF for the performance of an
externally funded project. Such commitments must be explicitly
stated in the project budget, described in the proposal narrative,
or included within the sponsor's guidelines as a commitment.

= UNIVERSITY OF Return to About PERT
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 OMB Circular A-21 requires educational institutions to maintain
an accurate system for reporting the percentage of time that
employees devote to federally funded projects.

« In accepting federal funding, the University and Principal
Investigator agree to comply with this regulation.

« The PERT system is designed to meet Circular A-21
requirements and is the only authorized method for effort
reporting at USF.

« In the absence of an appropriate effort reporting system,
salaries and wages will not be reimbursed or funded with federal
dollars. In these cases, charges will be transferred to
unrestricted funding sources.
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« Itis critical that everyone involved in the certification of effort
understand that severe civil and criminal penalties and cost
disallowances can result from inaccurate, incomplete, or untimely
reporting.

« PERT assures Federal agencies and sponsors that the salaries
and wages of individuals working on projects have been
appropriately expended.

« It provides the principal means for certifying that these sponsor
funded salaries and wages, the largest component of expenses
charged to sponsored projects, are consistent with the effort
contributed.
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« Sponsors and auditors must be able to certify that cost sharing has
been provided.

« PERT is the mechanism for certifying cost-shared salary expenses.

« In the absence of this certification, sponsors can reduce the total
project funding or reimbursement provided for sponsored project
costs.
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« Effort is calculated for each employee based on the percentage of earni
charged or committed to each federal grant and prorated for the reporting
period. On an effort report, these baseline calculations are displayed as
percentages of the total work performed during the reporting period.

« Each effort report must be reviewed by a person with first hand knowledge
of the effort performed. Any required changes or adjustments must be
communicated and updated prior to certifying the report.

 PERT provides a live view of the payroll history used for effort calculations
during the reporting period on the Effort Certification page.

= UNIVERSITY OF Return to About PERT
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« Faculty, A&P, USPS, and OPS employees who are paid from
federal funds or anyone who provides cost sharing to a project.

« The federal government expects all effort reports to be
completed by individuals with first hand knowledge of all aspects
of the work performed. The employee performing or
supervising the work is in the best position to provide this
information. If this individual is no longer employed by the
University the individual’s supervisor, PI or CO-PT must certify
the effort report on his/her behalf.

« For OPS employees, the nature of their responsibilities may not
provide sufficient information to distinguish one research project
from another. In order to assure proper reporting, supervisors,
PIs or CO-PIs of OPS employees are responsible for certifying
the OPS employee’s effort.
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As Certifier you are responsible for:

Reviewing your effort report

« Notifying your Department Representative of any necessary
corrections or adjustments to the effort reflected on the report.

« Ensuring that all corrections or adjustments to your effort are
made prior to certifying your report.

« Certifying the report

UNIVERSITY OF
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As a PI/Co-PT:

In addition to certifying your own effort report, you may need to
certify the effort reports for OPS and terminated employees that
worked on your project.

As a Supervisor:

You may need to certify the effort reports for OPS and terminated
employees that worked on a project.
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Your Department Representative:

Is responsible for reviewing and correcting each effort report prior
to certification and ensuring that any changes/corrections are
updated in GEMS.

Your Effort Central/PERT Team:

Is responsible for initiating and coordinating university effort
reporting after each semester.
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Effort is certified after each semester (3 times per year). The
PERT schedule may be found on the Effort Reporting website
(http://www.research.usf.edu/pert/schedule.xls) or by
contacting the PERT staff.

« The schedule is coordinated by the PERT Advisory Committee
and posted annually. The deadlines are communicated to the
departments when effort reports are released for review and
certification. Strict adherences to these deadlines are critical
to meet federal compliance for timely reporting.

« Within the PERT system, there is a function to expire effort
reports. During close-out of a PERT period, all uncertified
reports will be expired. Upon expiration of effort reports,
Research Financial Management (RFM) will take steps to
ensure all federal dollars are removed from payroll for that
PERT period.
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« Effort is certified via the PERT system in GEMS Self-Service.
GEMS (Global EMployment System) is USF's Human
Resources/Payroll business system. GEMS Self Service can
be accessed on campus or from home. For more info click
the button below.

« Certifiers must access (sign on to) GEMS Self-Service to

review effort reports, request adjustments as needed, and
certify the reports.

GEMS Self Service Sign On

= UNIVERSITY OF Return to About PERT
SOUTH FLORIDA
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These website resources are
available to assist PERT
Certifiers and Department
Representatives. Click the
desired page to jump to the
website (opens a new window).

To return to the tutorial, you must
click back on the tutorial window.

Use the Course Navigator or click the
Forward button below to con

Effort Reporting Website:

 PERT Schedule
Weekly Status Updates

- Contacts

- FAQs

UNIVERSITY OF
SOUTH FLORIDA

= HGENS

I EFAST

GEMS Website:

GEMS Sign In
Self Service
FaQs
Contacts

Office of Management and
Budget, Circular A-21:

FAST Website:

- FASTSignIn
- FaQs
- Contacts

IT Support Services:

 Find Answers
« Password Help
= Reporta problem
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Employees can sign onto GEMS Self Service by connecting directly to the system or via
the eUSF Portal. Click the desired button to jump to the website (opens a new window).

Direct Connect: USF Sign On:
« USERID - GEMS 11-digit Employee ID (EmplID) - UserName - (DomainName)\(Your Windows or
- Password - see below for password help network name)

+ Password - Your Windows or network password

‘ Direct Connect - On Campus Self Service ‘ Connect to eUSF Portal ‘

‘ Direct Connect - Off Campus Self Service ‘ About eUSF ‘

Send an email to: Helpdesk@admin.usf.edu ‘ Find Your Domain Name ‘

Explain the problem and they'll reset your password
and send a message back with instructions for your
default password.

UNIVERSITY OF
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Certifying an Effort Report

The following demonstration is designed to introduce basic PERT concepts
and navigation skills.

This is a training tool and is not linked to the actual PERT system.

Demo Basics:

Follow the instructions in BLUE text for navigation and basic information.

Additional "information only" is displayed as Green text.

UNIVERSITY OF
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Let's take some time
to examine the
Employee Effort
Certification page.

Roll the cursor over
highlighted boxes for a
description of the page
component.

When finished, click the
Forward button below
to continue.
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The FTE field reflects the associated appointment FTE. FTE is not related to the percent of effort.


The Lock Status field reflects whether or not the Effort Report can be updated (certified), status values:

Un-Locked = Ready for certification

Locked = Can not certify, system locked

Locked for DR Review = Can not certify, under department review


The CERTIFY button is used to certify the report, if all information is correct. When the report is Un-Locked, the button is only active for those authorized to certify the effort report. 

The Effort Data displayed reflects the percentage of time contributed to the associated project during the reporting period.

In the example shown, the employee spent 35% of the time worked during the reporting period (05/06/2006 - 08/06/2006) on the project listed in row 2 (1226100200).


The REJECT button can be used to indicate that

the effort information is not correct for the reporting period. 

Please notify your department representative when 

rejecting an effort report. 

A comment must be added with an explanation. 


The Certified field reflects the certification status:

N = Not Certified

Y = Certified

E = Expired 


Certification Due Date:

Effort Reports must be certified by the reporting period due date


The View Current Payroll History button can be used to view the most up to date payroll transactions (includes corrections/retroactive pay distributions, RETs) for the selected employee and job during the  

PERT reporting period. 
Notes


[image: image24.png]Examples Reporting Committed Cost Share:

Example 1:
ol Cost Share AC ST Deser ol oty Soubination Ones gy eptid Fund roduct
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Total Pawoltc 100 Effrt: 100

Of the total
following (listed by line #):

1. 59% non-project related effort
2. 6% effort on Project 582010500

3. 35% effort committed to Project 5820107600, paid by state funds (Fund 10000)
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Example 2:

proit

Eas P it GLACCH GL0eid Fund  Prodct
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The second example reports two separate instances of project-to-project committed cost
share. Of the total time worked during the reporting period, the employee’s time was spent on
the following (listed by line #):

1. 959% effort on Project 5830112800
2. 19 effort committed to an unidentified project (paid by Project 5830111200)
3. 4% effort committed to Project 5830112800 (paid by Project 5830116404)
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Certifying an Effort Report

To certify an effort report in real time, you must

first sign on to GEMS Self Service. For information

on how to access and sign on to GEMS Self Service,
click the button below.

This demonstration begins at the GEMS Self Service
Sign In page.

‘ Start Demo. GEMS Self Service Sign On

UNIVERSITY OF
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You have completed PERT Certifier Training.

UNIVERSITY OF
SOUTH FLORIDA




Notes


Page 43 of 43

