UW-EXTENSION
QUICK-START GUIDE TO CERTIFYING EFFORT WITH ECRT

1. Open your Web browser and go to: www.uwex.edu/business-services/extramural/effort-
reporting.html.

2. Click the link button that says: Effort Certification and Reporting Technology (ECRT) system.

Effort Cerification and Reporting Technology (ECET) system
Thig link will take vou to the on-line ECRT cedification systerm where effort must be cedified and
processed.

3. Onthe Login Screen:

o Choose “University of Wisconsin-Extension” in the Campus drop-down menu. Check the box
for “Remember my selection for this session.” Click Go or hit Enter.

! P A J UNIVERSITY OF
 J WISCONSIN SYSTEM

This service requires you to authenticate with your local organization.
Select yvour organization from the list below.

University of Wisconsin - Extension v|

Remember my selection for this session (?)

e Enter your Username and Password. Click the Login button.

FPlease enter yvour Usermame
Meaed Help?

S,

Usarmame

Password
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4, Onthe ECRT Welcome Screen:

e C(Click the Continue button.

Welcome to ECRT

The ECRT (Effort Cartification and Reporiing Technalogy) System s an elecironic tool that facilitates the University's effort cerlification process. When you certfy effort you are providing assurance to sponsars that

o Salary charges to sponsored projects are reasonable inrelafion to work performad, and
o You andor your project staffhave metyour commitmants to spansorad projects.

Federal and University policies require indhviduals wha work on spansored projects to certfy 100% of their Universty effort ECRT i an easy-to-use system that helps you camply with these policies.
Itis strongly recommended that you complete training prior to continuing with any cerfification.

5. On the ECRT Home Page:

e Review the list of statements that you need to certify. Click on any name or link to navigate to
the certification page.

In this version of ECRT you certify your own statement on the same page as the other
statements that you are responsible for certifying.

Work List for REBECCA POWER f/-«\\\ 9
J/ %\
Welcome to the ecrt effort reparing system. The tabs belowlist all of the effort certification tasks that require your atenfion - whether itis centifying statements, processing statements, or following up on A ETmT—, }\\
qutstanding statements. To view and resalve the specific task, selectthe link in the ask description \ / |
\ {/
N Z
Effort Statements
POWER, REBECCA T453599-T453599 EXTICOOP E/ICOM.N RSRCEEC DV... 07/0112014-12/3112014 43012015 Base iy Not Certfied, Not Processed
0100112015-06/30/2015 1013112015 Base iy Not Certfied, Not Processed
D71I2015-1231/2015 43012076 Base i In Progress For Certfication
CLARK LISA T453599-T453599 EXTICOOP E/COM N RSRCAEC DV... 09/21/2014-12127/2014 43012015 Base Nt Cetfied Net Processed 9
12/28/2014-032112015 13112015 Base Nt Cetfied Net Processed 9
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6. Select individuals from your Work List by clicking on their names. You can select multiple names by

holding down CTRL or Shift and clicking the names. You can also click the Kl button to display up to 25
statements at once. Scroll down to see the effort statement(s).

Statements Requiring Certification "q CLARK, LISA H - 00797307
PONER REBECCA TAE3R EXTICOOP EICOH N RSRCAEC DV Sttement Diner
w Effort Statemens
CLARK LISAH T453500 EXTICOOP EICOMN RSRCAEC DU v Needing carfizton
Base 43002015 ¢y Not Certfied, Not Processed
Base 812015 3Nt Gerfied, Not Processed
b Histical 4

Recently Completed

£

m Valig

et [ et Payml  GstSwe  CoopietFt CotiElt Cery?
Sponsored

144-PRIGIPY NRCS Consenvation Resene Program Training (POWER REBECCA) 0.00% 100.00% 0.00% 100.00% v 0% i
Sponsred T 000% f0000% 000 10000% o

7. Determine the effort distribution for the period for each statement that you have selected to certify.
Note that the additional statements will populate as you scroll down the page.

8. Compare your effort distribution with the numbers in the Computed Effort column of the statement.
For each sponsored project:

e |f your effort percentage for any sponsored project differs from the number in the Computed
Effort column by five percentage points or more, enter your estimate of your actual effort
percentage for that project in the Certified column.

e The ki icon allows you to run the Certification Report for each line of your effort statement.
This report shows you the payroll details that make up your effort percentage.

e Otherwise, enter the number from the Computed Effort column in the Certified column,
rounding to the nearest integer.

Prets [ o Commtetfl Pyl CdSwe  ConpedE Ceeddon
Spansored
43A43TB01 SLNC NULTISTATE WATER COLLAR (POWER REBECCA) 0.00% 75.00% 0.00% 13.00% J/ 1%
144-PRJ4BKA Daveloping Useful and Useadle Climats nformation and Training far Com Producers inthe Norh Central Region 0.00% 1.00% 0.00% 1.00% 1%
(POWER REBECCH)
144-PRI3PY NRCS Cansenvation Resenve Program Training (POWER REBECCA) 0.00% 0.00% 0.00% 0.00% 1%
44-PRITAZY Aocelerate techinologies ransfer and adoption of promising techinalogies and approaches to address natural resource 0.00% 0.00% 0.00% 0.00% I\ 1%
concems (POWER REBECCA)
Sponsored Ttk 0.00% 16.00% 0.00% T600% ik}
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9. Enter a number in the Certified column for your non-sponsored effort, if you have any.

Pl [ o ComitefRt Pl oS Cooedfot | Ceffedft
Sponsored

1431437801 SLNC NULTISTATE WATER COLLAB (POWER REBECCA) 0.00% 7a.00% 0.00% 73.00% Joony
144-PRJ48XA Develaping Useful and Useatls Climate Information and Training for Com Producers inthe Norh Central Region 1.00% 1,00% 0.00% 1,00% Joo1y
(POWER REBECCH)

44PRISIV HRCS Consenvation Resene Program Training (POWER RERECCA) 0.00% 0.00% 0.00% 0.00% Jooo0
144-PRITAZY Accelerate technalogies ransfer and adaption of promising technalogies and approaches t address nafural resource 0.00% 0.00% 0.00% 0.00% J 19
concemns (POWER REBECCA)

Sponsored Total: 0.00% 16.00% 0.00% T6.00% Ik
Hon Sponsared

104-T453300 Extension Funds () 0.00% 4.00% 0.00% 4.00%
Non Sponsored Total 0.00% H400% 0.00% U00% o

10. The Certified Effort column must total 100%.

Pt [ o Comitedfl Pl S Coopedfn Ceedfor
Sponsored
143143801 SLNCHULTISTATE WATER COLLAB (POWER REBECCH) 0.00% 15.00% 0.00% 1500% JooTY
144-PRI4BA Developing Useful and Useable Climate Information and Training for Com Producers inthe Norfh Central Region 0.00% 1.00% 0.00% 1.00% 1y
(POWER REBECCA)
144-PRISIPY NRCS Cansemation Resem Program Training (POWER REBECCA) 0.00% 0.00% 0.00% 0.00% J ooy
144-PRITAZY Accelerate technologies transfer and adopion of promising technalogies and approaches to address natlral resaurce 0.00% 0.00% 0.00% 0.00% 1y
concams (POWER REBECCA)
Sponsored Totak: 0.00% T6.00% 0.00% 16.00% 1k
Hon Sponsored
104-T453500 Edension Funds () 0.00% 2.00% 0.00% 4.00% Joony
fion Sponsored Totg: 000% s 000% pal} ]
P
rand Tolal: 0.00% 100.00% 0.00% 100.00% 100%

11. Enter a Note, if necessary, to indicate any voluntary committed cost sharing to projects that don’t
appear in the Sponsored portion of your statement or to address any unusual circumstances.

Recently Completed |

[POWER, REBECCA - 00265303 (Semi-Annual A close
Create New Note

&1

Hote {max 4000 characters.1 was D on 144-PRJ74ZY and thersfore
Extra text will be am certifying 1% voluntary cost share
Sponsored truncated): as fulfillment of my PD efforc.|
143-143T301 S/L NC MULTISTATE WATER C
144-PRJ48XA Developing Useful and Useabl|
(POWER,REBECCA)

144-PRI53PY NRCS Conservation Reserve H

144-PRJT4ZY Accelerate tect transf - - - -
concems (POWER,REBECCA)
|Sponsored Total:
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12. Click the checkbox on each line of your statement. Note the Certify button does not appear until at
least one checkbox is checked.

CompuedEfot  CerfiedEfot  Cary?

=

75.00% JoooTn
1.00% J 1%

=

0.00% J 0%
0.00% v 1%

=

76.00% m

2.00% Jooony
24.00% 5%

100.00% 100%

13. Click the Certify button if you are only certifying ONE statement. Click the Certify Checked button if
you have reviewed and checked multiple statements.

Computed Effort Certified Effort
75.00% s ] 0%
1.00% o 0%
0.00% o 0 %6
T6.00% O%

-z \>

Sawve All Certify Checked

14. A confirmation message will be displayed with a summary of the statements(s) that you are certifying:

Attestation

REBECCA POWER - 00265303 Base O7/01/2014 to 12/31/2014 You have certified all lines to which you currently
have access

REBECCA POWER - 00265303 Base O01/01/2015 to 06/230/2015 You have certified all lines to which you currently
have access

LISAH CLARK - 00797507 Base 09/21/2014 to 12/27/2014 You have certified all lines to which you currently

have access

LISAH CLARK - 00797507 Base 12/28/2014 to 03/21/2015 You have certified all lines to which you currently
have access.

I certify that the salary chrarged. including any salary transfers, and the effort certified this perniod reasonably reflect the work performed. | further certify that [ amr in a
position that provides me with a suitable means of verification that the work was perfornmed.

[ I Agreej [ Cance'lj
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Read the text that begins with the words “I certify...”. This is your confirmation that:
o Effort was devoted at a level that justifies the salary charges, if any, and
e You have suitable means of verifying the word that was performed.

15. Click the button that says | Agree.

Attestation

REBECCA POWER - 00265303 Base O07/01/2014 to 12/31/2014 You have certified all lines to which you currently
have access.

REBECCA POWER - 00265303 Base 01/01/2015 to 06/30/2015 You have certified all lines to which you currently
have access

LISAH CLARK - 00797507 Base 09/21/2014 to 12/27/2014 You have certified all lines to which you currently
have access.

LISAH CLARK - 00797507 Base 12/28/2014 to 03/21/2015 You have certified all lines to which you currently

have access

I certify that the salary charged, including any salary transfers, and the effort certified this period reasonably reflect the work performed. | further certify that | am in a
position that provides rme with @ suitable rmreans of verification that the work was performed.

S —

16. The individual’s names will drop off your Work List when you have certified their statements. Continue
to certify statements until only your name remains on the certification page.

Saemens ReqingCetatin v I | e e o
POWER, REBECCA TEE90EXTICODP ECOUN RSRCREC V. Steement Ouner
w Effor Statements
b Needing certficaion
v Historical
Base B1302014  Certied Processed
Base 12312013 ¢ Centfied, Processed
Base BI302013  Certied Processed
Base 12312012 ¢ Centfied, Processed
Recently Completed

When you go back to your home page, you should also see that your Statements Awaiting Certification
tab is empty:

Effort Statements

There are no Effort statements associated to you.

You are done! Thank you for certifying your effort in the ECRT system.
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