Grants Accounting

Banner Effort Reporting Instructions

Log on to MyCCRI https://www.ccri.edu/mobileapps/myccrilogin.html
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Click on the Employee Dashboard
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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
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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

My Profile Personal in hours 14.00 Sick in hours Vacation in hours

Compensatory Time

in hours
Full Leave Balance Information
Pay Information v 45 My Activities
Latest Pay Stub: 10/11/2022 All Pay Stubs
Employee Summary ~

Approve Time
Approve Leave Report

Approve Leave Request

Effort Certification

Your available Effort Certifications will open:

Employee Dashboard Effort Certification « Certify My Effort

Certify My Effort 2% Proxy Super User

Certify My Effort  Review Or Certify Reports

Certify My Effort

~ | Period ~ | Report ~ | Start ~ | End o ~ | Unlocked/ o
oA ¥ | Code ¥ Pperiod ¥ | Date ¥ Date v | St ¥ Locked w |(Cormmeiis
C BW201918 2019BW 18and 19 10/28/2019 11/01/2019 Awaiting Certification  Unlocked
E BW201916 2019BW 16and 17 08/30/2019 09/05/2019 Awaiting Certification ~ Unlocked
Results found: 2 Page D of 1 PerPage | 10 w
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Select a certification and click the ‘Open’ button
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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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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
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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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Please Note:

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.

|:> Sponsored

Total Sponsored Activity 455

|:> Mon Sponsored

Total Mon Sponsored Ay
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