James Madison University
Effort Reporting System (ERS)

Certifier Instruction Sheet

Log on to System:

1. Go to:  ___________
2. Enter your JMU UserID and Password (the same one used to read email)

Review / Certify the Forms:

1. Click on the number located under the Pending Certification column if the chart:

2. Click on the name of the employee you wish to certify to access their effort form.

3. Review the effort form noting the provided effort percentages.  If the percentages are correct, go to step 4 below.  If these percentages are incorrect, enter the correct percentage(s) in the effort column and hit the “Proceed” button.  (Note: If you have questions at any time, you may click the “Notify” button to email Grants and Contracts Financial Services, save the form, and exit the system after your question have been answered.)

4. Review the summary percentages once again to be certain it is correct.  If correct, or if correct as changed, read the attestation statement and click the “Certify” button. 
5.  After certifying, print a copy of the final summary for your records using the “PDF” or “Printer” icons located in the upper right hand corner of the summary screen.

6.  Click the “Exit Form” button and proceed with step 2 (if there are other employees for you to certify) or continue to step 7.

7. Logging Off: Click the “Log Off” option on the main menu bar on the left side of the screen.

Items for consideration:

1) Cost Share (matching) may have been applied to a sponsored program while you were being paid from your department.  In that case, this ‘effort’ percentage should be shown in the ‘Cost Sharing” column for your department.

2) Zero percent (0%) effort may be reflected on the certification if the amount paid from a sponsored program was less than .5% due to rounding.  Regulations allow a 5% tolerance so certifying 0% in this case would be acceptable.

3) Exclusions: Some payroll expenses have been excluded from the effort form.  They include: 1) Wage (hourly) payments.  Because time cards and hours are required, that documentation satisfies the effort reporting requirement for those earned dollars.  2) Summer Session teaching – JMU policy views this as outside employment, not part of the base institutional salary.  It is therefore not considered in calculating JMU effort.

