Quick-Start Guide to Certifying (Approving) an Effort Report

1. Open your web browser and go to: www.ares.umd.edu

2. Log Into Ares and Click on:
Effort Reporting and next
click on Administrator
Access to view and/or
approve effort reports in
your work group or unit, or
click on Faculty/Employee
Access to view and/or
approve your own effort
report

;ﬁ http://ares.umd.edu/home/
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3. Next, if you clicked on Administrator Access in step #2 above, you may need to choose
the correct unit from the Security Access List (if you have access to more than one unit)

UBREE,
| o

% Effort Repo

o o
#1528 Security Access List

Unit

Security Group

CMNS-Geologv

Unit View Only - Workgroup-Walker GRAs/Faculty

Logout

VPAA-Compt-Accounts Payable Effort Report Admin

ARES Home


http://www.ares.umd.edu/

4. The next screen allows you to change the report cycle, if necessary. You will be
defaulted to the current report cycle. To change the report cycle, click the drop-down
box next to Select Report Cycle and choose the report cycle that contains the effort
reports you want to view. Then, click on List of Employees to view a list of individuals
with effort reports in the reporting cycle you choose.
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5. Once at the screen showing a list of employees, click on an individual’s Name in order to
view and/or approve their effort report. This screen also provides additional
information about the status of the effort reports in your work group or unit. If a date

exists in the Approval Date field, then the effort report has already been certified
(approved) and if a date exists in the Revised Date field, then the effort report was

revised on that date.

TUNIT: ENGR-Aerospace Engineering - 012032001320301

REPORT CYCLE: 201202 (07/31/2011 thru 12/31/2011)

Report Cycle Due Date: 02/16/2012

U Sorgi Name ) ‘ Sort by Title 5 Eimval Date 2 Egevlsed Date 2 Sort bv Work Grouj Reviewed
1101 ‘ Research Graduate Assistant I1 02/13/2012 02:42 PM

107 Research Graduate Assistant [T 021172012 07:56 AM Wereley
1043w | Associate Professor 02/1712012 01:53 AM Akin

111 i Research Graduate Assistant I1 02/13/2012 01:16 PM Leishman

111 : HRnsea:ch Graduate Assistant IT 02/1612012 10:40 AM Hubbard

110 HRnsea:ch Graduate Assistant [ 02/1672012 10:57 PM Flatau

110 Research Graduate Assistant I1 02/1672012 03:16 PM Chopra
IMW e | Assoctate Professor 02/13/2012 04:00 PM Baeder
lO?% Research Graduate Assistant I1 02/13/2012 01:16 PM Leishman
1056% Research Graduate Assistant I1 02/062012 03:02 PM Chopra

103s S — Graduate Assistant I 0V122012 1026 PM Yu

1 IW Research Associate 02/13/2012 03:17PM Pines
llOlw HRnsea:ch Graduate Assistant I1[ 02/28/2012 Chopra 03/0120124
1091 G S |Research Graduate Assisant I 02/06/2012 03:04 PM | Chopra




6.

If the individual’s effort report represents a reasonable estimate of their activity, you
can click the Approve button located under the “Approver’s Certification” statement.

This step completes the certification process.

However, if the effort report doesn’t represent a reasonable estimate of the individual’s

activity, you should not approve the effort report. Instead, contact your payroll

coordinator to have a payroll transfer completed to correct the payroll distribution for
the appropriate pay period(s): A revised effort report will be generated and you will be
notified to login and approve the effort report at a later date.

*@4 Effort Report System

i Personnel Activity Survey (Effort Report) REVISED ON 022812012

Effort Reporting Procedures

Select Different Employee

Unit : ENGR-Aerospace Engineering-012032001320301
Survey Period: 201202 (07/31/2011 thru 12/3172011)
Name : ST

Revised Due Date: 03/29/2012

UID : 1101

Approver's Certification:

Title : Research Graduate Assistant I11
T this section, we have indicated accounts from which you were paid | | this section, show(in whole %'s) your best estimate of how your
\during this survey period. effort was spent. Please read instructions and fill in " Activiy %"
column where applicable.
ACCOUNTNO. | SALARVPAD | SALARY% ACTIVITY | ACTIVITY%
Paid from Sponsored Program Accounts: IA. Sponsored Programs from which you were paid
01528935 512477 00| | NAVYNowL0911021 [ 0
Paid from State and Other Accounts: B. Residual Activity | 4
TOTALPAID: | s12.877 1002 [TOTAL ACTIVITY %: [ 003

I certify that the above represents a reasonahle estimate of the named faculty/employee's activity. I have verifiable first-hand knowledge of the named faculty/employee's sponsored program activities or I have used a suitable means (Le.,
email confirmations from the named faculty/employee or the PIs involved) to verify the named faculty/employee's sponsored program activities.

Update Percentages



