Individual Person Effort Report (ePER) Certification Instructions

WHAT is an ePER? WHY is Certification required?

If you work on a sponsored project, you are required to certify effort on that project. Certification provides assurance to the sponsor
that the effort being put into a project matches the effort paid by grant funding. Sponsored projects include federal grants, service
contracts, association and foundation awards, and industry-sponsored studies.

WHERE to find your ePER page?

1. Loginto the UCD Portal here.
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2.  Select the CU Resources tab at the top center of your screen. Then select Business Tools and click on the ePERs link.
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3.  Onthe ePERs home page, you will see three search options:
a.  Current: ePERs that need to be certified

b.  Recertification Required: ePERs that need to be recertified. Recertification may occur due to changes in
payroll/effort through Payroll Expense Transfers (PETs).
c.  History: ePERs that have already been certified.

HOW to certify your ePER?

1. To complete the ePER you will need to enter the correct actual percentages in the Actual Effort % column to match the
Payroll Distribution %. Your total effort, including sponsored projects and institutional support, for all positions combined
must equal 100%, whether you work full- or part-time.

2. Once the Actual Effort % column equals 100%, you will be able to click the “CERTIFY” button on the bottom left of your
screen.
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Personal Effort Report

Reporting Period: January - May 2020 (Spring) Status: Current (Not Certified)

Name:
Employee ID:
Employee Status:

I. Report Your Actual Effort Distribution:
Need Help?
Step by Step Guide to Certifying ePERS
ePERs Online Training

Your affort compansated by CU should total 100%. Even ff you are empioyed part-time or tiple postions, your by CU should tatal 100%.

Your gffortis 100% of your ime at CU and does not equate to your agpoiniment percantage.

shows the percentage
of your salary paid by

this ePER during the

Position # JobCode# 1310  Professional Research Asst Supervisor:
- P
SPONSORED PROJECTS Fersanalize | Find | G First (4 10f1 (b Last Payroll Distribution %
SpeedType  Project Number / Description iﬂ'ﬁﬂmh Pl Name Bl ishibation p“gf‘;g:;'i‘:"];‘é;‘:'“
163018625  25A7857 / CON RCORB VZ PLCBO.CT CON/AWD-184563 $16,666.65 100 00
OTHER INSTITUTIONAL SUPPORT the project listed on
Other Institutional Activities includes instruction, service, department administration, departmental research and clinical duties, including those paid through UP| and included as
part of your University appointment. It does not include effort with ty (e.g. VA appoi If you committed effort as cost sharing on a
project, the effort should be included in the Sponsored Projects section above for the applicable project. semester.
Total Other Institutional Support Oth Inst Pay %: 0 Oth Inst % with CS Adj: 0 Oth Inst Effort %: \j|
Total Effort % for Position # must equal 100%  pay Total %: 100 Pay wiCost Share Total %: 100 Effort Total %: 100
Total Effort % for Employee # * must equal 100 Pay Total %: 100 Pay wiCost Share Total %: 100 Effort Total %:

IL. Certify This Report

Certification by employee OR Certification by responsible official.
| certify that the above estimate of effort expended is accurate and covers all work performed and leave taken consistent with university policy during the stated period.

As Of Date 10/13/2021

3. The system will ask you to verify your action: “Are you sure you’re ready to complete your ePER?”
a.  Ifyou click “NO”, you will return to the ePER screen for additional updates prior to certification.
b.  If you click “YES”, you will see the message “You have successfully certified this ePER” displayed at the top of
the form. From there, you can print the ePER or log out of the portal.

Message

Are you sure you're ready to complete your ePER? (20000,7)

Onee itis confirmed you will not be able to change your effort

WHO to contact with questions?

If your actual effort as performed does not match the Payroll Distribution % amounts, please contact
Pamela.AlvarezMoran@CUAnschutz.edu to assist with funding corrections.

For more information, please visit https://www.cu.edu/controller/training/epers-training/certifying-electronic-personnel-effort-
reports-epers.
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