Effort Certification Instructions

Effort Certification is a Federal requirement for all classified and unclassified employees with a portion (or 100%) of their
salary paid by a grant. Failure to properly and timely document effort will result in disallowance of expenditures and
forfeiture of Federal or other grant funds.

Effort Certification Reports are generated and monitored by the Sponsored Programs and Research Office (SPAR).
Teresa Justice, Director coordinates Effort Certification Reporting and may be reached by phone at 323-2460 or via email
at justicet@winthrop.edu .

The SPAR Office will send an e-mail notification that your Effort Certification Report is available for certification.

You will have 20 days to certify your effort or request a modification to the effort distribution shown on the report. After
20 days, if your effort has not been certified, the SPAR Office, will notify the Principle Investigator, and your Department
Head that your Effort Certification report is outstanding. If the Effort Certification Report is not certified by the end of 40
days, the SPAR Office will work in conjunction with the Dean, Department Chair and Principal Investigator to ensure that
the report is completed.

Steps to Certify Your Effort
1. Loginto Wingspan https://wingspan.winthrop.edu
2. Click on the “Employee” Tab
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3. Click on the “Employee Detail Menu” Link

indows Internet Explorer

@ (= | hetps winthrop.edy v ﬁ B[4/ % | &% wingspan R
File Edit W¥ew Favortes Tools Help
¢ Favorites | 93 @& User Logn & | -

™ 1N 2]
55 |~ | &2 Hotmail (1) - lisamwalker@iiv... | Wil Winthrop University: Record... | &= Winthrop Universicy T

ay 1 = v Page v Safety » Tools v

()
—————— " ——

Welcome Lisa M Walker "
You are currently in.

Logout Help

Home Student Jul

_—_— - e ——
Faculty / Employee Profile Time Approval Employee Quick Links

CWID: Winthrop Home Page
Department: Update Approval Proxies

Division: Benefits

Office: - - Employee Forms
Phone No: Time Reporting

Human Resources

Online 19 Inquiry

PAF System

Payroll

Sponsored Programs & Research

Time Sheet

Hourlv Employees - 16, Due Date : Aug 02, 2011

Café Cash & Student Meal Plans & Hourl jes - 15, Due Date : Jul 18, 2011
—
Faculty / Employee Applications 3=
Café Cash: o
Employe ’nlormatlon
Bookstore Bucks: Faculty Forum
Sitem Name Che_mge_ Request
Purchase Commuter Student Meal Plans ) Online 19 inquiry system
(Charge To Winthrop Account) Organization, General Web and Email Request System
- Employee Detail Menu PAF System
Purchase Student Café Cash : Parking Permit Application
(Charge To Winthrop Account) Personal Information Menu Photo ?D PP
Purchase Café Cash using CREDIT CARD ) ) WU Alert Registration
Direct Depaosit
Job Details
Leave Details
Pay Stub
L _________________________________________________________________________________________________________________________|

4. If a Security Warning pops up then select “No”
5. Click on the “Effort Certification” Link
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6. The report periods that are currently available to view will show on “Effort Certification” Tab under the “Certify
My Effort” link
7. Double click on the “Period Code” you want to certify
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8. Review your effort distribution
9. If the distribution is correct then click the “Certify” button
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10. The certify statement window will open
11. Click the “l agree” button
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13. This will create a new message from your e-mail. Send the e-mail to the SPAR Office (spar@winthrop.edu) with

14,

7T Certify

I certify that to the best of my knowledge, the effort percentages shown
abowe are a reasonable estimate of mmy effort.

I Agres

If the distribution is not correct then “Request Changes”
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your correct funding distribution. SPAR will contact the Pl and/or Department Head to verify the distribution and
will make the necessary changes in BANNER. You will receive an email notification when the Effort Certification

Report has been modified and is ready for you to certify.

Once you have certified the Effort Certification Report it will remain on your list with a status of “Completed.”
The Effort Certification Report will also be “locked” meaning that no changes can be made to the report. If you
have certified the report in error, you will need to contact the SPAR Office to have the Effort Certification Report

“unlocked” and available for modification.

If you have any questions concerning this process, please contact Teresa Justice in the SPAR Office at 803-323-

2460 or via email at justicet@winthrop.edu .
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