Grants Accounting

Banner Effort Reporting Instructions — Grant Directors

Log on to MyCCRI https://www.ccri.edu/mobileapps/myccrilogin.html

Click on the ‘For Employees’ tab

Mj@ Providing resources and tools for students, faculty and staff.

b @

Logout  Help

My Account
Content Layout

Welcome Drew Knight -
You are currently logged in. ‘ =
Faculty/Staff Student

MyCCRI | Support ] myChannels ] myInfo ] For Employees | For Finance ] November 1, 2022
Mental Health and Wellness [@[F% | | What's Happening at CCRI @EE | | Important Notices for @EE
Support Students

(=] Check back here regularly

events (/. CCRI

FREE 24/7
Mental Health
and VWellness

Support

for important info.

The 2023-2024 FAFSA is now
available. Please visit FAFSA to

complete the FAFSA. If you need
TUESda)/; November |, 2022 assistance with completing the

FAFQA wnrkehnne are availahle

11/01/2022 o oming

The help you need, exactly when

Click on the Employee Dashboard

M}@ Providing resources and tools for students, faculty and staff.

Welcome Drew Knight

My Account

Content Layout You are currently logged in.

MyCCRI | Support] mvChanneIs] vanfo] For Employees | For Finance]

Employee Dashboard Work Order EEE
Employee M Facilities Work Order
hbn = 4 Request
Q 7)\ Dashboard

CCRI employees can submit a Facilities Work

CCRI has launched Employee Self Service to Order Request for assistance with:

make key personnel information readily
available. equipment and appliance repairs
CCRI Employees can now find HR and Payroll mechanical issues such as HVAC and lighting

information in one simple place. custodial, grounds keeping and other general
maintenance needs
Use the employee dashboard for:

submitting time and leave reporting Work Order Request

viewing available leave balances

viewing and maintaining your employee profile

submitting tuition waiversRn, work Help Desk

agreements —1\\
‘e IT Help Desk
= Request
=0A(?) "

Employee Dashboard

CCRI employees can utilize TeamDynamix for
all of their technology needs:
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Under ‘My Activities,” Click the Grant Effort Certification link
Employee Dashboard

Knight, Drew Leave Balances as of 11/01/2022

Personal in hours 14.00 Sick in hours

Compensatory Time
in hours

Pay Information
Latest Pay Stub: 10/11/2022 All Pay Stubs
Earnings

Job Summary

Employee Summary

Your available Effort Certifications will open:

Employee Dashboard Effort Certification « Certify My Effort

Certify My Effort

Certify My Effort  Review Or Certify Reports

Certify My Effort

~ | Period ~ | Report ~ | Start ~ | End i i
£0A ¥ | Code ¥ Pperiod ¥ Date ¥ Date v | Stk h
C BW201918 2019 BW 18and 19 10/28/2019 11/01/2019 Awaiting Certification
E BW201916 2019BW 16and 17 08/30/2019 09/05/2019 Awaiting Certification

Results found: 2 Page D of 1
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Vacation in hours

Full Leave Balance Information

45 My Activities

Enter Time

Enter Leave Report

>

~ Request Time Off

Approve Time
Approve Leave Report

Approve Leave Request

Effort Certification

4% Proxy Super User

Unlocked/ i
v

Comments
Locked

Unlocked

Unlocked

PerPage | 10 w
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Select a certification and click the ‘Open’ button

8 L OwewKnight

IS R Ml [ e S e e R R
Ermipdoyes Diashbogrg Effort Centificatior reify My Effip

] Teped . fart 3 nd . N lzied
w - il w e L e w ] - -
i
EAOIRTE =018 B 1R 19 10282009 QL0 Aavaring Certifcatian Urlstied

[ R R 0% B 16 and 17 LT Tl b A0 danaiing Cartif sfion rdiiad

You will see your certification for the two-week pay period.

You are no longer certifying hours. You are now certifying that 100% of the time allocated to
the grant for that pay period was time you spent working on the grant.

4 Drew Knight

Print x
EFort Repart - rmacy Com Routing Oue EFTaeT Repait Craniew L
Ripanrt Stafum
Sponscned
A A A
e 2
Total Sponsored Ay 100%
Impartant Dated
Request Changes | Cenify | Add New Funding m
Pay Datet
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Total : 100.00%
|:> Request Changes Add New Funding

You should not click the ‘Add New Funding’ button. If you click it in error, please click cancel.

If you believe your percentage is incorrect, you may click ‘Request Changes.” Your email
application will open, and you can send a request to your supervisor that they make a
correction. If you click the ‘Request Changes’ button in error, close out of the email and click
‘Clear Changes’ to go back and certify your effort report.

Other tabs on the Effort Report

4 =1

tifort Heport  Piry Pefod Surfimdy  Comments  Houbng Lueue

Pay Period Summary:

Bi-Wheelkly Poyroll 18 20019 August 18, 20015 - August 31, 20109

Bi-Weekly Payroll 19 2019 September 01, 2019 - September 14, 2019
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Other tabs on the Effort Report (cont.)

Comments:

You may add a comment before you certify to clarify or provide detail.

2 -1

Effort Report  Pay Period Summary Comments Routing Queue

Remaining character : 4000

Routing Queue:

The Grant Director is the Alternate Certifier and Reviewer. The Grant Supervisor has the opportunity
to view (Acknowledge) the effort reports. Your Grant Director can only certify your report as an
alternate if you are on medical leave and cannot access MyCCRI or in the case of termination.

 princ

Effort Report  Pay Period Summary Comments Routing Queue

Liston, Bethany ., Alternate Certifier
b Pending
E-mail

Flanagan, Fran Certifier
i Pending
E-mail

Newport, Robert . Acknowledge, Post-Reviewer
i Pending
E-mail

Knight 5r., Drew . Review, Post-Reviewer
L. Pending
E-mail

Add Member
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If the Effort Report is correct, click ‘Certify.” The report is sent to your Grant Director for review.

Effor Report Pgl}'::l'_'lll_ll'_! 5|,||11|'|'|.;|':,' Comments Rl_‘:_m.".g Queeiie

Total Sponsored Activity 100%

K3 -

Total @ 100.0:0%

Request Changes Add New Funding m

Effart Report Ovendiew A

Report Status

Pay Dates
BW - 18 August 18, 2019-August 31,
BW - 19 September 01, 20019

Once you have certified, the Effort Report will appear in your queue with a status of certified. It will

lock once the Grant Director has reviewed.

¥ L Knight, Drew

Certify My Effort

Certify My Effort  Review Or Certify Reports

{i‘rTi‘:,' L‘.:,r Effory

Presriod a

~ A Stan ~ End A -~

R ¥ | Code - ¥ | Date ¥ Date * ki
L EW2HAE 2019 BW 18.and 19 1WZB2019 120e Certified

L BWHI91E X9 BW 16.and 17 OB/30/2015 052015 iwaitng Cerdication

Results found: 2 Page | of 1
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Unlocked

Unlacioad

2

Status

Proxy Super User

<>

Awaiting Certification
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Please Note:

Effort Report for employees who work on more than one grant will have one Effort Report showing all
grants.

¥ L Knight,

e R S Y
Efart Reporn ay Period Summary Comments Routing Queues Effoet Report Chverview
Effart Rep Pay P i 5 | t ting Q

Report Status
Sponsored

d 24 e Cane EEi e e
Sepler 5

Fa B EO G-202 4 ra Al den aifrs ADKIN RE

1

Total Sponsored Activity 100%

Total : 100,003

Septe

Request Changes Add Mew Funding m
Pay Dates

The Routing Queue shows the Grant Directors for the grants the employee works on as alternate

certifiers and reviewers.
e e

Effort Report Pay Period Summary Comments Roufing Queue

Liston, Bethany . Alternate Certifier
. Pending
E-miail

Flanagan, Fran  _ Certifier
i Pending
E-mail

Newport, Robert . Acknowledge, Post-Reviewer
i Pending
E-mail

Knight Sr., Drew . Review, Post-Reviewer

L. Pending
E-miail

Add Member
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Employees who split their time between a grant and the college will have grant (sponsored) and college
(non-sponsored) time on their Effort Report. They will be certifying the grant time, and only the Grant
Director will be required to review for the grant effort.

|:> Sponsoned

Total

|:> Mon Sponsored

Total Mon Spansongd

Grant Directors:

In Banner, only the Grant Director will have review authority. Ve are unable to set up more than one
person as the reviewer for each grant number. The Grant Supervisor will only have the ability to view
the Effort Certifications. Grant Directors will certify their effort and review their own effort.
Regulations only require employees to certify their effort. The Grant Director has been added to review
the employee’s effort only to ensure that all employees are certifying in a timely manner and to review
the percentages for accuracy.

Unless the Grant Director has been asked to certify for an employee in their absence for medical leave
or if an employee has been terminated, the employee must certify their own effort. The Grant Director
must add the reason for their certification of an employee’s time in the comment tab before certifying.
(For example, “employee is on medical leave and will not be available to certify before the certification
period ends.”)

The Grant Supervisor can be added as a proxy for the Grant Director in the case of prolonged absence.

The Grant Director can automatically see their personal certification when they click the ‘Grant Effort
Certifications’ link under MyCCRI.
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Once the Grant Director clicks ‘Certify’ on their Effort Report, the ‘Review’ button will appear.

¥ L Lliston, Beth

= Effort Report

Print [

]
Effort Report | Pay Perlod Summary  Comments  Routing Queue Effort Report Overview
Report Status
Sponsored
Fund Crganization Effort Category Charge Type Effart . 18 and 18
October 2B 2019 - Nowvemiber 01,
255030 CCRIHSTP WE3031 Grants Adman Academic Affairs ADMIN DIRECT ]

Awaiting Certification - Unlocked

Total Sponsored Activity 100%

Important Dates

Total ; 100.00%

The Grant Director must click ‘Review’ to complete and lock the Effort Report.

S : fior B erview ~
Effort Report  Pay Period Summary  Comments  Routing Queue Effort Report COvenview
sponsored Report Status
Fung -.'"__:.-nr Zaticn ot © *.!-*;."'_, Charge Tyg EFf: 18 and 19
28, 2019 - November 01
255030 CCRI HETP WEBDE1 Grants Admin Acadernic Alfairs ADMIN DIRECT
Certified - Unlocks

Total Sponsored Activity 1005

Q Total : 100.00%

Request Changes m Add New Funding m

This notification should appear in the

upper right-hand corner.

Iﬂ-ﬁmmen successiully
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Once the Effort Certification has been reviewed, it will appear in the ‘Certify My Effort’ queue as
‘Locked’ with a ‘Completed’ status.

Certify My Effiort A% Prony Super Use

Certify My Effort  Feview Or Certify Reports

Certify My Effort @ @
STatus

~ | Perod Repart ~  Start End a  Unlocked/

Coge Pariod ¥ Date Date ¥ | Locked

i3
£y
¥

C BW201918 2019 BwW 18 and 19 1282019 11/01/2018 Completed Locked
C BW201916 2019 BW 16 and 17 083072019 0ar52019 Awalting Certificaton  Unlocked
Results found: 2 Page of 1 Per Page | 10

Unlocked/
Locked

Status >

Completed
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Reviewing Employee Effort Certifications
Select the ‘Review or Certify Reports’ tab.

J—
by -

(ki

—

# 4 Liston, Beth

Review Or Certify Reports

A% Prosy Super User Advanced Search
Certify My Effort  Review Or Certify Reports

The search box opens:

Fa &N i
I

Mame

Sate Status

Grant %

Chart of Account Code ‘C’ must be selected from the drop-down bar in order for the search to pick up
effort reports.

Select the drop-down arrow and select ‘C Community College of Rhode Island.’
Advanced Search

ID Name Chart of Account Code Effort Period Code
Enter ID X ‘ Enter Name X ‘ select COA code x ‘ ‘ Select Period Code
State Status ‘ | ‘

C, Community College of Rhode
Island

‘ Clear H Close ||G__o|

rev 11/3/22
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Select the drop-down arrow for ‘Effort Period Code,” and select the period code you need to review.

Advanced Search

|

- ‘ ‘

]

=

Then, click ‘Go.’

BW201920, 2019 BW 20 and 21
BW201922, 2019 BW 22 and 23
BW201924, 2019 BW 24 and 25
MN201909, 2019 MN 09
MN201910, 2019 MN 10

ID Name Chart of Account Code Effort Period Code
Enter ID X ‘ Enter Name X ‘ € X Select Period Code ke
State Status Grant |
; ; y N BW201916, 2019 BW 16 and 17
Select Grant Code BW201918, 2019 BW 18 and 19

‘. Clear | | Close || Go |<:|

The employee Effort Reports for that period will open. Select an employee who has certified their time

and click ‘Open.’

Certify My Effort

Review Or Certify Reports

Effort List

o |

C EW2091E
c BEW201518
C EW201918
C EW201518
[ BW201918
C EW2015918
< EW201918
L= BW201518
< BW201518
< BW201918

Results found: 12

rev |1/3/22

Period o
Desaription. ™

L2l

2079 B 18 and
19
2079 B 13 and
19
2019 BW 13 and
19

2009 BW 18 and
19

2075 BW 18 and
19
2079 BW 18 and
9
2009 BW 18 and
19
2079 BW 18 and
15

2019 BW 18 and
19

2019 BW 18 and
19

Knight, Drew

D00

923122

000

92220

1000+

Fa101E

9d2632

94308

LII0F

'3

Start ~ End
Date Date
10282019 PO EMe
10/28/2019 110129
100282019 1140172019
10282019 1140172019

10/28/2019 11012019
10/2802015 101209
105282019 110172018
107282015 117012019
107282019 11/ 2019
10/28/2019 11/01 2089

Sratus o5

Certified

Certified

Certified

Certifed

Certified

Certified

Certified

Aanaitng
Certification

Awaitng
Certific 8tion

Aowailsng
Certifu aon

<

Uniogkeds -~
Locked

Uniocked

Unlocked

Unlocked

Unlocked

Uniocked

Unlocked

Unlocked

Unlocked

Unlocked

Unlocked

Pagel 0‘2| > |[ b | |FerPage 10 w
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If you agree with the Effort Report, click ‘Review.’

Effort Report Pay Period Summary Comments Routing Queue

Sponsored
Fund Organization Effort Category Charge Type Effort
25F004 Access - Newport 2015-2020 WB3034 Grants Admin Student Affairs ADMIN DIRECT

Total Sponsored Activity 100%

Total : 100.00%

Request Changes m Add New Funding

This notification should appear in the upper
right-hand corner.

# L Lston, Beth

@ eviewed succassiully

Click the X’ next to return to the other Effort Reports

Effort Report  Pay Period Summary Comments Routing Queue

Sponsored

The Effort Reports you have reviewed are now ‘Locked’ and in a ‘Completed’ status.

Certify My Effort  Review Or Certify Reports

Effort List
~ | Unlocked/
o S| [ e tle I s[ZL ol g o | OO ¥ | Locked
e BW201918 fgm Bwagand 920096 107282019 11/01/2019 Completed Locked
c BW201918 fgw Bw1gand 923122 10/28/2019 11/01/2019 Completed Locked C om plE‘tEd LQ C ked
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As the end of the review period approaches, please contact any employees who have not certified and
ask them to do so.

Do not certify a report for an employee unless they are medical leave without access to MyCCRI and
will not return before the certification period ends, or they were terminated.

Certify My Effort Review Or Certify Reports

Effort List
COA - 5 S Name S| ID 4 L:at-‘j & E\Ia:»- S Status 4] j:ll:cf;;e:f < Comments
c BW201918 ?g Gl S 920096 10/28/2019 11/01/2019 Completed Locked
c BW201918 f: ol 923122 10/28/2019 11/01/2019 Completed Locked
C BW201918 ‘ng R 91000 10/28/2019 11/01/2019 Completed Locked
c BW201918 ?g 9BW 18and 910004 10/28/2019 11/01/2019 Completed Locked
c BW201918 fg ZEN g 92240¢ 10/28/2019 11/01/2019 Completed Locked
C BW201918 'I’; 1A RAy 1k 310004 1012872019 11/01/2019 Completed Locked
c BW201918 f:‘:g B 18 ana 94101t 10/28/2019 11/01/2019 Certified Unlocked
c BW201918 i 94263 10282019 11012019 AR yniocked
c BW201918 fg:g sl 54308 10/28/2019 11/01/2019 :::::::nm Unlocked
€ BW201918 122 R an 942207 10/28/2019 11/01/2019 ::ﬁ::::mp. Unlocked
S ~ | Unlocked/ %
tatus v v

Locked

Awaiting

e Unlocked
Certification

Awaiting
Certification Uniiacked
Awaiting

Unlocked
Certification
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To certify a report for an employee on medical leave who cannot access MyCCRI or a terminated
employee, select the Effort Report from your Queue:

Certify My Effort  Review Or Certify Reports
Effort List
ot a  Pencd Period =
Eo | Code Description ™ i
2019 BW 12 and
C BWZ01918 "
1%
2019 BW 18 and
L= BWIRIH1E
1%
c Bwab1518 Ly vy 10
1%
e
c BW201918 bt
%
2
c BW201918 20019 BW 18 and

Effort Report

1%

L)

Pay Period Summary Comments

920095

F231E

EERLH

QARGE

4308

L

12852019

1002852019

10/28FNHD

VJ2EFI0NS

Routing Queue

¥

Drate

11/07/2019

T2ee

11012019

1102018

11/00/2019

-

Stafus -+
A.'."'dll'ﬂg
Certrfication

Awaiting
Certfication

Certifisd

fi
Auraing
Cartification

Select the ‘Comment’ tab, enter a reason why you must certify, and then click ‘Add Comment.’

LUirllosds
Lacked

Undocked

Uniocked

Unlacked

Unilacked

Unlocked

Yo

- Comments

e -

EMPLOYEE TERMINATED PRIOR TO CERTIFICATION AVA :_AEE._ITT']

Remaining character : 3945
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Click ‘Certify’ on the Effort Report tab.

e -

Effort Report Pay Period Summary Comments Routing Queue

Sponsored
Fund Organization Effort Category Charge Type Effort
25F008 EOC 2016-2021 WB3034 Grants Admin Student Affairs ADMIN DIRECT

Total Sponsored Activity 100%

Total : 100.00%

The ‘Review’ button will replace the Certify button, click ‘Review.’

-
¢

# 3 Liston, Beth |

|gc¢rurieu Successfully

Effart REeport Croarview

Effart Rupol‘. F‘<|}' Period 5!_|r:'::11._4|'_-,l Comments Rul_,Lirtg Queus

Report Status
Sponsored

BW201918

Fund Or ganization Effort Caregony Charge Type Effart 015 BW 18 and 19
Dctober 28, 2015 - November 01

008 ECC 2016-2021 WE034 Grants Admin Student AfFairs ADMIN JIREE 209
Certified - Unlocked
Total Sponsored Activity 100%
Important Dates

Total : 100.00%

Certification Period
October 28, 2019 to November 09,

Request Changes Add New Funding m 201%
POt Review

The Effort Report is now completed and locked.
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