[bookmark: _GoBack]Looking up a Non-Federal Project
This guide is intended to show Principal Investigators how to access project statements for non-federally funded sponsored projects. Formal confirmation is not required for these projects.
For best results do not use internet explorer to access the URL.  Instead we recommend that you select Chrome or Firefox as your browser. 
1. Log in to the myUK portal page.  At the top of the page select either the Enterprise Services tab or the Faculty Services tab. Next select the ecrt Payroll Confirmation subtab. 
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2. Click on ECRT Payroll Confirmation and the welcome screen will appear. Click on the ECRT Payroll Confirmation link to be routed to the software.
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3. From the ECRT Welcome page, press the continue button to navigate into the system. 
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4. Once logged in, the screen will default to your homepage where your worklist is located.
To look up a non-federal project, you can use the search box in the upper right of the screen (indicated by the green circle). Begin typing the project number if known. This will take you to the Account Summary page for the project.
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5. [image: ][image: ]If the project number is not known, you may also use the Look-up Page. Hover over Manage on the menu bar and then select Look-up.




6. Once on the Look-up page, you can search by typing in the first 3 letters of the title of the project. This will produce a list of projects containing the same unique combination of letters. Select the project you wish to review and you will be routed to the Account Summary page.
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You can also search by entering the first 3 numbers of the project. Select the project number you wish to review and you will be routed to the Account Summary page.
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7. The Account Summary Page includes a variety of information about the project. You can select the statement that you would like to review by clicking on any of the status icons under “Project Confirmation Status” OR by clicking on a selected reporting quarter under “Period”. 
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8. On the project statement page, you will find a variety of information about the project.  

a. The box in the upper right corner of the page contains information specific to the sponsored project, which can also be found on the GMGRANTD tab in SAP.  
i. For example, the Sponsor Award Number equates to the External Reference Number you see listed on the monthly PI reports.

ii. Project Period indicates the entire length of the award period.  For example, if your project is a 5 year award from NIH, the project period would reflect the entire 5 years, just as it does in SAP.

iii. Budget Period may be shorter than project period.  Again, using the example of a 5 year award from NIH, if you have only received incremental funding through the second year of the award, the budget would only reflect the 2 years for which we are authorized to incur expenses.


b. [image: ][image: ]The main section of the page contains the detailed information associated with the project which needs to be reviewed and, if reasonable, confirmed. PLEASE NOTE – the percentage referenced next to the dollar amount represents the percent of total compensation the individual received during the reporting quarter. Supplemental pay, such as a summer research payment, will be included in the denominator of the percentage calculation.  For a quick overview of all pay for the reporting quarter, click on the scroll icon in the Action column on the project statement. This will open a pop up window that will show all cost objects that the person was charged to during the quarter.





9. Continue reviewing each statement as desired.
10. To log out of ecrt, click the Sign Out link in top right corner of web page. 
[image: C:\Users\dgagel\AppData\Local\Temp\SNAGHTML108a2f21.PNG]

11. Once logged out, the following message will appear.  Please just close or X out of this page.  
[image: ]
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Faculty Services Overview
Faculty Services Overview

myUK Faculty Services Overview

Presen

The UK Quality Enhancement Plan, or
QEP, is “Presentation U,” a student
learning program that enhances
written, oral, visual and multimedia
skills across the curriculum

Student Alert: To Report Academic & Behavioral Concerns
Notify appropriate parties regarding academic and/or behavioral concems.

Student Alert Instructions:  Student Alert Using Class Rolls
‘Student Alert Using Individual Student Look-up

To Report Academic & Behavioral Concerns
For multiple students with one academic concem: Click the Class Rolls tab abowe.
For single student with academic and/or behavioral concems: Click the Student Alert tab abowe.
For additional questions or assistance when working in the Student Alert system, please contact early alert@uky edu

Class Rolls
Review class roster by course

Grading
Enter mid-term and final grades by course

Note: You will only see tabs and lnks for those applications for which you have permissions.
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Notice: Principal Investigators.
Date Posted: 22722017

Please note that the confirmation period has not yet opened and there is no required action to be taken by Principal Investigators on sponsored projects at his ime.

You will be notified by email once the confirmation period has opened and action is required
Please contact your business administrator or ecrt help@uky edu for any additional assistance

NOTE: Firefox and Chrome are the preferred browsers to access ECRT. Using Intemet Explorer versions 10 or higher will limit functionality in the system. Follow the Research Financial Services link below for instructions on how to update browser
settings.

ECRT is the mechanism to be used for the review and confirmation of the payroll expenses posted to externally sponsored projects. This process is only required for exterally sponsored projects and will

ECRT Payroll Confirmation be performed by department personnel and principal investigators.

Research Financial Services Research Financial Services (RFS) web site for additional information and guidelines related to payroll confirmation, including Quick Reference Cards (QRC) and Frequently Asked Questions (FAQ).
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Welcome to ECRT

Welcome to the next big thing in time and effort reporting. . Effort Certification and Reporting Technology (ECRT)
At Huron Consuting University, we have deployed the web-based ECRT system to serve as the new tool to facilitate the institution's effort reporting and certification process. The institution's previous process - which included a variety of paper forms and
cumbersome manual processing - will no longer be used. Individuals that are required to review and certiy their research effort can take comfort knowing that this new technology dramatically simplifies the process.

ECRT is a web-based technology that intuitively guides certiiers and administrators through the various facets of the effort reporting and certification process on a periodic basis. The ECRT system uses a guided process to walk you through the steps that you
will need to complete your effort certification. Our institution's process will be simplfied and standardized as a result of this technology ... keeping the process simple for you, the end user.

The ECRT system is designed to help you comply with the provisions of this institution's effort reporting policies, federal policy OMB Circular A-21 section J.10., NIH Salary Limitation on Grants, and other relevant agency policies that govern the need to provide
certification of an individual's effort pursuant to his/her sponsored and non-sponsored programs. Faculty and staff are required to complete and submit an Effort Certiication Statement for review and approval by a user's respective deadine.

So, log in and get started. You will be certiied before you know it!
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