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Presenter Notes
Presentation Notes
Welcome to the new Time and Effort certification process.  This presentation will introduce you to the process, guide you through it, and answer questions about how it works.


e
Time and Eftort Certification

System

O  What are the benefits?

Automatic generation of electronic certification reports.

Automatic workflow routing and escalation.

Notification via SAP Universal Worklist.

Electronic approval — paperless.

Automatic escalation for failure to review and approve within allocated timeline.

Automatic paperless record retention & immediate retrieval.

No involvement required by schools or departments as records will be provided
electronically.


Presenter Notes
Presentation Notes
What’s new and what are the benefits of the new system?  We’ve replaced the Circular A-87 and renamed it Time and Effort Certification.  The report is generated automatically and arrives in your SAP Universal Worklist.  Once there, you review it, certify it, and return it, all with the click of a mouse.  This eliminates the cumbersome steps of printing out the reports at the worksite and returning it by mail.  A copy is automatically retained for your records, making it available at any time in case of audit. Instead of taking days or weeks, you are done in minutes. 
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O What i1s meant by the term Single Cost Objective?

It refers to an employee that serves a single program
and 1s paid by the same program that it serves.

0 What 1s meant by the term Multi Cost Objective?

It refers to an employee that 1s filling a position of one
of the programs that 1t serves but also serves another or
more programs that are charged based on the level of
effort depicted by a percentage that is used to charge
the other programs served. The total of the percentages
of all the programs served must equal 100%.


Presenter Notes
Presentation Notes
You’re going to hearing some new terms such as Single Cost Objective and Multi-Cost Objective.  Unlike the legacy system, employees can be paid from more than one funding source at the same time.  Single Cost Objective refers to an employee that serves a single program and is paid 100 percent from that program.  Multi Cost Objective refers to an employee that is paid from more than one program.  The percentage depends on the amount of time assigned to that employee, but the total must equal 100 percent.
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O What 1s the source of the data contained 1n the
certification report?

For employees serving only one program (1.€. Single Cost
Objective), all data reported 1s obtained from the actual
attendance records and the actual wages paid to the
employee.

For employees serving more than one program (i.e. Multi
Cost Objective), the data 1s obtained from the SAP HR
module that contains the level of effort expressed as a
percentage that was budgeted and approved based on the
approved grant application or current actual effort.



Presenter Notes
Presentation Notes
The information for the cost objectives are derived from the payroll records submitted by your worksite.  For the Single Cost Objective, all data reported is obtained from the actual attendance records and the actual wages paid to the employee.  For the Multi Cost Objective, the data is obtained from the SAP HR module that contains the level of effort expressed as a percentage that was budgeted and approved based on the approved grant application.
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Presentation Notes
Let’s look at some samples of the new certification system.  To access the report, log on to the SAP site through the employee portal and go to the Universal Worklist.  In your tasks, you will find the Time and Effort notifications for your worksite.  In this example, the top line is for a Single Cost Objective.  Click on it to open it, and you will be taken to the details of that notification that is shown on the next slide.


Time and Effort Certification
System — Single Cost Objective

| Time and Effort Certification Single Cost Objective Details

II I‘u‘lenu" |} Save H Back Exit H Cancel | System" | | Approve ” Approved with Adjustments / Corrections

Pending Time and Effort Certification Form- SINGLE COST OBJECTIVE REPORT Creation Info 228662 11/04
Fiscal Year 2014 |3 Approval Info

Reporting Period 03/01/2014 |to 06/30/2014 Cost Center 1007160 Last Change 228662 11/04

m Decert/Recert i Comments

RGBSR A= ER EE
“Person... |'Pers..._ l “Employeelapp.name Position |"Cost ... |Fund |Functi0naIArea Fro_qram Name |Grant kZFDA |GILAcc0unt |GILAcc0untText Cert Type Hr
144192 9139423 3 ROBERTLOUIS INGS 99999999 1007100 420000 33780000-510000 (CSR NORLAND 06472001197 84010 515000 HOURLY EMPLOYE Current
231596 9139430 3 SONIAEIDINGER 99999999 420000 33780000-510000 CSR NORLAND 0672001197 84010 515000 HOURLY EMPLOYE Current
309914 309914 3 Janette Dina Ramos 53277590 420000 35310000-520000 |DEAPARTB.O07/03 72001171 84027 515000 HOURLY EMPLOYE Current 2

<

Certification: By electronically approving this certification serves to confirm that the employee(s) listed in the associated report expended their time ar

effort servicing the federally funded program or programs listed for the period identified.

If you have any gquestions, please contact your Program Manager or your FRU Monitor.

<
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Presentation Notes
You will see the employee listed by employee number, name, position, cost center (location) and the federal grant program that the employee was paid from.
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| Time and Effort Certification Multi Cost Objective Details

I| MenuJ |} | Save || Back ” Ext | Cancel ] [ SystemJ | [ Approve H Approved with AdJush’nentstorrechons]

| Pending | Time and Effort Certification Form- MULTI COST OBJECTIVE REPORT Creation Info 228662 11/04/2
Fiscal Year 2015 ”3 | Approval Info

Reporting Period 03/01/2015 |to |E36f39.-’2915| Cost Center 1008100 Last Change 228662 11/04/21

P corivcaions JRCLLE

“Person... |“Pers.No. [“Empl.jappl.... |*.. |*StartDate End Date | Position klhrq Loc}:und }:unctionaIArea Froqram Name kBrant ku‘fl_ Account bﬂ_ Text [:Perce...]
173799 173799 CRISTINARUBI 1 03/01/2015 06/30/2015 53032402 1008100 420000 35700000-550000 TITLEIPRE-K 1272001116 60.00
173799 173799 CRISTINARUBI 1 03/01/2015 06/30/2015 53032402 1008100 100000 85020000-550000 VOLUNTARY PRENCT_RELE) 40.00
173799 173799 CRISTINA RUBIC 1 03/01/2015 06/30/2015 = 100.00
223484 223484 VIOLAINEZHAR 1 03/01/2015 06/30/2015 53020466 1008100 420000 35700000-550000 TITLEIPRE-K 1272001116 514500 PARAPROFESSIC  55.00
223484 223484 VIOLAINEZ HAR 1 03/01/2015 06/30/2015 53020466 1008100 100000 85020000-550000 VOLUNTARY PRENCT_RELEVS14500 PARAPROFESSIC  45.00
223484 223484 VIOLA INEZ HAR 1 03/01/2015 06/30/2015 = 100.00
224543 224543 THERESA JEAN 1 03/01/2015 06/30/2015 53024786 1008100 100000 85020000-550000 VOLUNTARY PRENCT_RELEVS514500 PARAPROFESSIC  45.00
224543 224543 THERESA JEAN 1 03/01/2015 06/30/2015 53024786 1008100 420000 35700000-550000 TITLEIPRE-K 1272001116 514500 PARAPROFESSIC  55.00
224543 224543 THERESA JEAN 1 03/01/2015 06/30/2015 = 100.00
263531 263531 MIURKA LEBRC 1 03/01/2015 06/30/2015 53014949 1008100 420000 35700000-550000 TITLEIPRE-K 1272001116 6000
263531 263531 MIURKALEBRC 1 03/01/2015 06/30/2015 53014949 1008100 100000 85020000-550000 VOLUNTARY PRENCT_RELE) 40.00
263531 263531 MIURKA LEBROI 1 03/01/2015 06/30/2015 = 100.00

Certification: By electronically approving this certification serves to confirm that the employee (=) listed in the associated report expended their time and

effort servicing the federally funded program or programs listed for the period identified.

If you have any gquestions, please contact your Program Manager or your FRU Monitor.

<
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Presentation Notes
Now let’s look as Multi Cost Objective.  When you select the Multi Cost Objective from the Universal Work List, you will see the employees that are paid from more than one federally funded grant program.
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O There’s two new terms that you may see 1n a
certification

m De-Certification

m Re-Certification


Presenter Notes
Presentation Notes
Here are two more new terms that you will see in the new system: Decertification and Recertification.
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O What is the definition of a De-Certification?

A De-Certification (DECERT) refers to a retroactive
transfer of wages involving a federal funded program
for a prior period that was previously certified.

O What is the definition of a Re-Certification?

A Re-Certification (RECERT) refers to the same
retroactive transfer that was charged to another
federally funded program that substitutes the previous
program that was previously certified.



Presenter Notes
Presentation Notes
Decertification refers to a retroactive transfer of wages involving a federal funded program for a prior period that was previously certified.  Recertification refers to the same retroactive transfer that was charged to another federally funded program that substitutes the previous program that was previously certified.  Put simply, when you make a correction to a payroll record or retro-pay an employee, you will see both a decertification and a recertification of the records.  This provides a clear audit trail of the process.
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0O There are two types of Approvals:

Approved

O Applies for approvals where all the data reported 1s
correct.

Approved with Adjustments / Corrections

O Applies when any data contained 1n the report is
found to be 1n error.

Must disclose the specifics in the Comment Tab under
Location Comments where comments must be added that
explains the specifics of the error found.


Presenter Notes
Presentation Notes
Once you have reviewed the report, you can approve it in one of two ways.  The first is to Approve it if all the data reported is correct.  The second is to Approve it with Adjustments or Corrections.  This means that you must note the adjustments or corrections in the Comment section. Please do not make any non-related comments like -- Great System!


Time and Effort Certification
System

e mr e s s e asea U ST

I Time and Effort Certification Single Cost Objective Details
I| Menuj |} | Save || Back 1\ Cancel | [ SystemJ | | Approve H Approved with Adjustmentsf(:orrecuons]

A
| Pending | Time and Effort Certification Form- SINGLE COST OBJECTIVE REPORT Creation Info 228662 11/04/
Fiscal Year 2014 HS | Approval Info
Reporting Period  |03/01/2014 to 06/30/2014 Cost Center 1007300 Last Change 228662 11/04/
Curent | econrecen TR
crants once [
Comments
Location B =l
Comments Please correct employee: Pedro Perez, employee Number testfl.

certification: By electronically approving this certification serves to confirm that the employese(s) listed in the associated report expended their time amnc

effort servicing the federally funded program or programs listed for the period identified.

If you have any gquestions, please contact your Program Manager or your FRU Monitor.

<
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Presentation Notes
Be as specific as possible in your correction so the Payroll records can be corrected.  Once you have made the notation, click Save.
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O Verification of data

For full-time, part-time, overtime and substitutes
the respective days and hours reported can be
traced to the attendance and payroll records
retained at your school.

For supplements and stipends the amount paid 1s
based on the type of supplement as reflected in
the SAP HR system, and also reported 1n the
payroll record.


Presenter Notes
Presentation Notes
To verify the information, check with the attendance and payroll records retained at your school or worksite.  Supplements and stipends the amount reported is based on the type of supplement refrlected in the SAP HR module and recorded in the payroll record.
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O Approval of data

» It must be approved by the administrator in
charge of the location having firsthand
knowledge of the work being performed.

» [t cannot be delegated to a non-administrator.


Presenter Notes
Presentation Notes
The Time and Effort report approval is the sole responsibility of the worksite administrator or school principal.  It cannot be delegated.
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O Whatis the result of NOT performing a Time
and Effort Certification?

Failure to perform a certification may result in the
disallowance of a portion or the entire amount of
expenditure reported for wages and benefits for a
particular federally funded program (grant) if found
by the auditor to be lacking a timely and properly
executed certification during the required annual
Single Audit (1.e. federal audit).



Presenter Notes
Presentation Notes
If the report is not completed and returned, there are serious consequences that could result. Failure to perform a certification may result in the disallowance of a portion or the entire amount of expenditure reported for wages and benefits for a particular federally funded grant program if found by the auditor to be lacking a timely and properly executed certification during the annual federal audit.
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O Possible penalty for Single Audit finding related
to a missing or timely certification?
Please note that a failure to comply with the
certification requirement may result 1n the
disallowance of a chargeable expenditure for wages
and benefits to the Grant by the USDOE/FLDOE or
cognizant agency, thus resulting in your school’s or
department’s Discretionary account (02) being
charged for the amount equal to any disallowance.



Presenter Notes
Presentation Notes
It also means that if expenditures are disallowed by the auditors, your school or department will be responsible for making up the difference.  That could have a serious impact on your local funding.
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O Period 1: July 1 — October 31. Issued after
payroll that includes October 31. Due date 1s
fifteen days after 1ssuance.

O Period 2: November 1 — February 28.
Issued after payroll that includes February 28.
Due date 1s fifteen days after 1ssuance.

O Period 3: March 1 — June 30. Issued after
payroll that includes June 30. Due date 1s
fifteen days after 1ssuance.


Presenter Notes
Presentation Notes
In this slide the periodic mandated certification periods are identified.
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O Approval timeline and escalation

15 workdays for electronic approval by the
appropriate personnel at the school or non-school
site.

From 16™ to the 25™ workday escalates to an email
notification to:

O School site: Region Superintendent.
O Non-school site: Direct Report Supervisor.

On the 26" workday escalates to the appropriate
Superintendent’s Cabinet member.


Presenter Notes
Presentation Notes
It is important that you return your Time and Effort report in a timely manner.  You will have fifteen workdays to review and approve the record at your school or worksite.  After fifteen days, an e-mail reminder is sent to the next level of supervision.  For schools, it will go to the Region Superintendent.  For non-school worksites, it will go to your direct report supervisor.  If the report is still not completed after twenty-five workdays, a report will be sent to the Superintendent’s cabinet member.  Therefore it is in everyone’s best interest that you complete your approval as soon as possible.
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O How can I view a Certification that has been
previously approved?

» Simple — just follow the next three screens shots
that will show you how to access all previously
approved certifications, as well as the statuses.


Presenter Notes
Presentation Notes
Since you no longer have to maintain a hardcopy of your certification in your files, we have given you access to see the history of all the certifications and statuses at any time.
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Presentation Notes
In this screen you would select the tab for Reports and click below on either the Report for Time and Effort Single Cost Objectives or Report for Time and Effort Single Cost Objectives to access all the reports available for your location.
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Presenter Notes
Presentation Notes
In this sacreen enter the fiscal year, period and your cost center number.
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Backend Landsc ape Employee Self Service Human Resources

Reports

Time and BEffort Certification Reports for Single Cost Objectives | [
| Time and Effort Certification Single Cost Objective Details

I[ Menuj |} | Back H E)dt” Cancel | | SystemJ | | Change {

| Approved With Comments | Time and Effort Certification Form- SINGLE COST OBJECTIVE REFORT Creation Info 28662 11/04/2
Fiscal Year 20143 Approval Info 228662 11/04/2
Reporiing Pericd ~ 83/01/2014 |to 06/30/2014 | Cost Center 1007160 Last Change 1228662 [11/04/2

M_DecelﬂReceﬂ ( Comments
AT 1] IES AT A [ PSS 1] 222G

“Person... ["Pers... |.. |"Employeefapp.name Position | Cost .. |Fund |Funct|0na| Area Program Name b‘rant bFDA ku‘fLAccount ku‘fLAccountText |CertType Hrs \
144192 9139423 3 ROBERTLOUIS INGS 99999999 1007100 420000 33780000-510000 CSR NORLAND 06/(72001197 84010 515000 HOURLY EMPLOYE Current 22
231596 9139430 3 SONIAEIDINGER 99999999 420000 33780000-510000 CSR NORLAND 06/72001197 84010 515000 HOURLY EMPLOYE Current 12

309914 308914 3 Janette Dina Ramos 53277590 420000 35310000-520000 |IDEA PARTB.07/03 72001171 84.027 515000 HOURLY EMPLOYE Current 262
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Presentation Notes
Voila!!! Here you have all the reports and data that you will ever need.


e
Time and Eftort Certification

System

0O For your convenience a dedicated email address has
been established to communicate with us

m TIMEANDEFFORT@dadeschools.net



Presenter Notes
Presentation Notes
In order to assist you with any questions about the Time and Effort system, we have a dedicated e-mail box where you can contact us.  It is TIMEANDEFFORT (at) dadeschools.net.  If you have any question regarding your certification report, please send us an email to this dedicated email account detailing the specifics, so we can research it and respond to you promptly.

mailto:CIRCULAR_A-87-CERTIFICATIONS@dadeschools.net
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O If you have any questions, please remember:

We are here to help. Call us with any and all questions
relating to finance i1ssues on your grant.

w  Ms. Carmen L. Lopez - 305-995-1501
e-mail: clopez09@dadeschools.net



Presenter Notes
Presentation Notes
Our contact information is as follows: Conchita Beltran is at 305-995-1501, email cbeltran at dadeschools.net, and Dr. Philip Williams is at 305-995-1289, email pwilliams2 at dadeschools.net.  We are here to help you in any way we can. 
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