RED Grant Payroll Certification
Process Principal Investigator (Pl)
Manual



g
N4
CHARLOITE

UNC
Version Date Author Notes

1.0 11/08/2018 Vonda Lee Document Creation
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your document in
Perceptive Content

2.1 02/19/2019 Vonda Lee Added reporting

information.
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To Certify/Not Certify a Payroll Certification Form (PCF) Task

The Principal Investigator will receive an email with a link to a PCF, form as shown
below:

*
“\"? Vonda Lee <mlee104@uncc.edu>! '
-

Annual Grant Payroll Certification
1 message

gea-pay edu <gca-payroll- edu> Fri, Nov 30, 2018 at 10:32 Aq
To: mlee104@unce.edu, jshave12@unce.edu
Bec: imagenowhelp@unce.edu

Badrul Chowdhury, 1
‘You have been identified as a Principal Investigator for Sponsored Account Project Number 556183, Critical Infrastructure Resilience of the Distribution Grid 1 b
Fiscal Year 2018 ends June 30, 2018. The salaries associated with this project must be ceriified annually to maintain research compliance with the agency sponsoring this project and University policy.

The salaries charged to Fund Number 560183 have been successfully pre-reviewed by John Shaver. The next step is for you to review the form and provide your final annual certification. 1
Please use i ing. un i i v lyAssig 321Z2CY_02PGY25VM00001J to access the Payroll Certification form. The deadline to complete the certification is July 31, 2018.

Please use google. 1wQbOOk18B_BUOhGNL i iHOYGPbWrsh7TjY/edit?usp: g to access the form instructions.

Thank you,

GCA - Cost Analysis Group

I i T e - P

Note: You have three (3) weeks to certify the grant/project’'s payroll. Three (3) days
after you receive the first notice, you will get daily reminders every five (5) days until you
complete the certification. See Appendix A for reminder emails.

1. Click the link in the above email.
2. The University Web Authentication login screen will display in the browser, as
shown below. Enter your NinerNET credentials and press the LOG IN button.

L
N\ Web Authentication @ UNC Charlotte

UNC CHARLOTTE

| NinerNET ID: ©

I

Password:

Log In

» Forgot your password?

Use of this service is conditional on
compliance with the University's
Computing Network Policies.
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3. After you log in, the Payroll Certification Form is displayed:

o s ()
o° > Tasks (=)
= E
B & & + A e [z

RED PCF Review & CIXENEED
Approval Required py— Payroll Certification_Form
* -
{\ ’7. Research and Economic Development
NV~
UNC CHAR QT T Cetfcation
GETETE @ Hide Instructions
Form insirctions for the Pre-Reviewer cick here.
Form insiructions for the Principal Investgator clck haro
Pre-Reviewer ID: 801041912 Shaver, John
Grant Details:
ProjectNumber: 563300
Project Title: EAGER: Systems Approach to Determine Adaptive Mechanisms of Thermal Tolerance in a M
RED PCF Review & _— Principal | Adam Reizel
Approval Reguired Investigator:
Project StartDate:  07/1512015 Project End Date:  12131/2018
— Reporting Start 0710112017 Reporting End | 063012018
i CITHEED Date: Date:
RED PCF Review &
Approval Required
Payrol Detall
Cost Share
R Fund Employee 1D Employee Name Role Salary Amount CsFund Cs Acet
i
RED PCF Review & > o e
pproval Require G

4. Perform your due diligence:
a. Review the online form to the right of the screen.
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b. In the Payroll Detail section, only grant funds for the project will display
and you can click on a detail line to review the payroll history for the
selected employee, as shown below:

+
-\ Research and Economic Development
UNG (‘.I ].»\R:IJ] rg Gt Peyrol Carticaton

@ Hide Instructions
Farm instructions for the Pre-Revewer cick here.
Farm instructions for the Principal Investigater click here.
Pre-Reviewer I0: BO0S50129 Lee, Malvina
Grant Details:
Project Number 553384
Project Title Task Order 1-3C Technalogy Transfer of Concrete Pavement Technalogies -Year 4 & §
Principal Investigator: Tara Cavalline
Project Start Date: 0oM2/2015 Project End Date: 08132018
Reporting Start Date: omo2mMY Reporting End Date: 06/30,2018
Payroll Detall
Payroll Detail for Tara Cavalline, 800431135
Fund: 101516, IFLX COE
Position Description Account Pay Perlod Start Pay Perlod End Gross Amount
ESPE4S Curiculum Dev in Summer 911300 1E-MAY-2018 F1-MAY-2018 $500.00
ESPE4S Cumiculum Dev in Summer 911300 01-JUN-2018 16-JUN-2018 $500.00
BACK Total: $1,000.00
Payroll Detall for Tara Cavalline, 800431195
Fund: 101530, Engineering Technology
Position Description Account Pay Period Start Pay Perlod End Gross Amount
004562 Assistant Professor 913100 01-JUL-2017 16-JUL-2017 §3,975.33
004552 Assistant Professor 913100 16-JUL-2017 -JuL-2o7 £3,8975.32
004552 Assistant Professor 913100 M-AUG-2017 15-AUG-201T 53975.32
004552 Assistant Professar 913100 16-AUG-2017 I-AUG-201T 53975.32
004552 Assigtant Profazsor 913100 1B-AUG-21T I-AUG-20T -53.400.65
004552 Assistant Professor 913100 01-SEP-2017 15-5EP-2017 £3,8975.32
004552 Assistant Professor 913100 01-SEP-2017 15-3EP-2017 -§3.400.64
004552 Assistant Professar 913100 16-SEP-2017 30-SEP-2017 -52.031.64
004552 Assigtant Profazsor 913100 16-8EP-2017 30-ZER-2017F £3,075.33
004552 Assistant Professor 913100 01-0CT-2017 15-0CT-2017 55,003.18
004552 Assistant Professar 213100 01-0CT-2017 15-0CT-2017 -§1.650.56
004552 Assistant Professar 913100 01-0CT-2017 15-0CT-2017 sra21

Note: Payroll history for all funds will display for selected employee.

BACK

c. Click the Back button to return to the previous screen.
If applicable, verify the Cost Share Amount/Fund/Account combination.
e. If applicable, attach supporting documentation by using the Add icon

+

Q

H

f. If you make changes, click the Save icon to retain your changes.
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g. Review any attachments using the Next Page button as shown below:

L1 [ /2)p|] 7% - Qe o+ ok IR D F
W“WWW.

5. Certify or Not Certify the form:
a. If not certifying, please enter a comment explaining the reason, as shown
in the example below:

Comments

Add Comment

b. Click the Add Comment button to display your comments, as shown
below:

Comments

mlee104 Nov §, 2018, 3:15:52 PM

| am not certifying this PCF because....

Research & Economic Development (RED) Grant Payroll Certification Pl Manual 6
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c. Click the Complete button to select Certify or Not Certify, as shown
below:

uﬂ > Tasks @

= E o

rssioneD
RED PCF Review &
Approval Required

nd Economic Development
Certify “

Not Certify

© Show Instructions

Comments Pre-Reviewer ID: 800550129 Lee, Melvina

Grant Details:

Project Number. 556214
4 Project Title: IUGRC ROSE-HUB Membership Dues (NSF# IIP-1439695)
Principal Jing Xiao
Investigator:
Project Start Date: 0510172015 Project End Date: 05/31/2019

ASSIGNED Reporting Start 07/01/2017 Reporting End 06/30/2018
RFA Authorized CITERD Date: Date:
Approver Approval

Payroll Detail
ASSIGNED Employee
RFA Authorized D Employee Name Role Salary Cost Share Amount ~ CSFund S Acct
Approver Approval 800881941 Huitan Mao xjryii?::yl: $23,512.49 .

d. Once all tasks have been completed, a No Tasks Found message will be
displayed as shown below:

&P > Tasks @

= B &

€ No tasks found.
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e. The Principal Investigator will receive an email confirmation, as shown

below:

ImageNow Help <imagenewhelp@unce. edw‘

»

o
W

Annual Certification Confirmation for Grant 556388
1 message
Thu, Dec 13, 2018 at 12:57 P!

gca-payroll du <g
To: eperez14@unce.edu
Boc: imagenowhelp@unce. edu

Evelyn Perez,
You have certfied the sal iated with Sponsored Account Project Number 556388, Mecklenburg County Senior Citizen Health Risk Assessment Testing Outreach Program, for Fiscal Year 2018 ending
June 30, 2018,
Please contact the Grants and Contracts Office If you have any questions. 1
L
4‘

Thank you,
GCA - Cost Analysis Group

f. Important: To exit the application, click the Disconnect button as shown

below:

® mleel04

Research and Economic Development

Payroll Cartification

Note: By disconnecting, you will not get a session timeout or CSRF error
the next time you login to certify a PCF document.

Research & Economic Development (RED) Grant Payroll Certification Pl Manual
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RED Documents View

To review PCF documents in Perceptive Content. This process is not use

to certify the PCF, only to view the
submitted.

documents once they have been

a. Login to Perceptive Content, imaging.uncc.edu, using your NinerNet
credentials. Note: Java is required or to use the client, go to the Software
Center and install Perceptive Content client on your PC.

b. Click the RED Documents view and use one of the following filters to search
for documents as shown below:

e By PCF Grant #
e ByPCFPIID
e By PCF PI Name

File Edit View Workflow Folders Help !

Note:

c. Toview the desired document, double click the line item to open the

document.

Research & Economic Development (RED) Grant Payroll Certification Pl Manual

B/ vod=s200@ HEX. % By PCF Grant # RPN, e,
Views 2 X || search
= | Documents
& My FTRs + R !
& My HR MCD Documents Grant/Project # starts with <<Prompt Enter Grant #.5> G
& My HR MCD Documents - Approved By
# | & MyPBRs
& My PCRD Documents
5 My Sponsored Guest Account ents rant/Project # Grant/Project Name Start Date End Date Initiator
© My Travel Docum e 4 556016 A double blind, randomized, placebo cont  08/01/2013 11/10/2019 800657059
nfﬁ By GFC Fund # i 55 A Generalized platform to evaluate Mid s 01/01/2014 05/31/2018 800941310 =
% Sy z:é :‘;Iagt* ) 553637 are  10/01/2017 09/30/2019 800211965
§ b GFC Pl Nome £ 551880 — Inte  10/01/2012 09/30/2017 800941310
G By Initiator i 556506 == ] 08/15/2017 08/14/2018 800941310
S 0 553550 bmpon  05/26/2017 10/31/2018 800941310
G By PCFPIName £ 553647 Resi 01/08/2018 03/31/2019 800211965
# 1 RED Student Educational Awards 0 553552 bn 08/01/2017 07/31/2020 800571958
{&] My Recycled Documents
% & Reports £k 556557 erin 02/01/2018 01/31/2019 800211965
X 556455 Area Acoustic and Electromagnetic Emissi ~ 02/27/2017 03/31/2019 800211965
£ 553571 Association of Public and Land-grant Uni 02/20/2017 12/31/2020 800616536
ik 553176 Asymptotic and Spectal Analysis of Appli 08/01/2014 07/31/2017 800571958
) 556357 Beyond the Genome: Impact of Microbial C ~ 11/01/2016 10/31/2019 801043316
s 556556 CFD Aided Exhaust System Design 01/15/2018 06/30/2019 800941310
3 556530 Changing How People Think and Feel About  08/01/2017 01/30/2019 800657059
L 553330 Collaborative Research: A Dynamical Syst 09/01/2015 08/31/2019 800941310
e N im o it e mtmm i e s
Total: % e

denotes that the document is in workflow being processed; otherwise
the document has been processed.
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d. Press F7 to view the document PROPERTIES displayed on the right-hand
side panel as shown below. In the CUSTOM PROPERTIES section, you can
see other detailed information.

File View Annotation Workflow Folders Window Help -5 X
rEAL /0 @G [AQOCHBEN +RTZ/.
\ ‘ ~ Properties 2 x
‘\“’7’. R§§earch and Fconomlc Development Grent/Project Name
UNC CHARLOTTE : = A Hemetically Sealed Magnetically Geare |
Start Date
@Viide Instructions [10/01/2017 |
Form instructions for the Pre-Reviewer dick here End Date
Form for the Principal igator dlick here |09/30/2019 I
Unique 1D
Pre-Revi D 800211965 Meier, Wend
i Shis [3212321_02PV7CXGOO00DXR |
Grant Details: Document Type
Project Number: 553637 Payroll Certification Form
More . =
Project Title A Hermetically Sealed Magnetically Geared Marine Hyarokinetic Generator
Principal Wesley Williams s Custom Properties 2
Investigator
Status Reason - PCF | Certified [
Project Start Date: 10/01/2017 Project End Date: 093072019 .
Cost Share No
Reporting Start 1010172017 Reporting End 06/30/2018 El Cost Share Info:
Date Date: Edit E
B Approver Info:
Approver Type Principal Investigatq
Payroll Detail el L | 2 =3
Status Reason | Approved
Employee Cost Share Approval Date 0 0
Fund D Employee Name Role Salary Amount CS Fund CS Acet - v
Thumbnails Related Documents
MRS ~rHp.
RED Regearch angd Ecgn 637\A Hermetically Sealed L% REDRCF Proce: Page 1.of 1

e. Once the document is open, you can email, print, or export and save the
2=

document file locally, using these icons

f. Pressthe @ to exit the document and return to the previous list.

Research & Economic Development (RED) Grant Payroll Certification Pl Manual 10
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WebFocus Report On Report Central

Executing the Report Central report and reviewing excluded earnings
codes
To run the Payroll Distribution Report:

e Loginto Report Central via reportcentral.uncc.edu using your NinerNet credentials.

e (lick the Departmental Financial/HR Reporting Portal. Note: You will be prompted
again for your NinerNET credentials.

The Payroll Distribution Report will display.
Select Transaction Date and enter date range for fiscal year certifying, ie.
2017/07/01-2018/06/30 for FY 2018.

e Either enter the UNCC ID number for a specific individual or enter the Fund Number
for the entire payroll list.
Un-check Include Benefit Accounts.
Click the Submit button and the excel sheet will download.

Research & Economic Development (RED) Grant Payroll Certification Pl Manual 11
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When reviewing the Report Central report and verifying salaries, below is a list of
highlighted earnings codes that are excluded on the report; resulting in salaries not
matching the Grant Payroll Certification Form, see below. Please adjust your totals as
necessary to pre-review all salaries. The earnings codes can be found on the Detail tab of
the Payroll Distribution report in the "PAYROLL EARNINGS" column.

*the earnings codes in yellow below are excluded from the WebFocus query
(Code Description Code Description
10 |Regular Semi Monthly 291 Shared Bonus - Family
11 |Regular Monthly 300 Advanced Leave
12 |Student Hourly 301 Short Term Disability W/FICA
13 |Miscellaneous Pay Student 308 Advanced Sick Leave
14 |Stipend 30V Advanced Vacation Leave
15 |Longevity 370 Vac Advance Leave Adjustment
16 |Bonus Pay 380 Sick Advance Leave Adjustment
17 |Non-Student Hourly Pay 420 Leave Without Pay - Manual
18 |Miscellaneous Pay SHRA Perm 421 Leave Without Pay -System
20 |Regular EHRA Monthly 422 Furlough Deduction
22 |SHRA Temp Salary 505 Employee Award Program
27 |CWS - Academic Year No FICA 510 Moving Exp. Taxable/ no Retire
28 |CWS - Summer Pay No FICA 601 Short Term Disability No FICA
30|0vertime At 1.5 611 Regular Monthly Pay No FICA
31|0vertime At 1.0 612 Regular Hourly Pay No FICA
32 |Callback At 1.5 613 Miscellaneous Pay No FICA
33 On Call At 5.94/Hour 617 Non-Student Hourly Pay No FICA
34 |Retroactive OT and NS 630 Overtime At 1.5 No FICA
35 |Holiday Premium Pay 641 Sum/Sch Pay Reg Tax No FICA
36|0n Call At $2.00 Hour AD6 Adjustment FICA
41 |Night Shift - Salaried AO7 Adjustment No FICA
42 |Night Shift - OT salaried FO1 Student Fee-Ins-Post Doc-tax
130 |Student Stipend FO2 Student Health Ins
132 Bonus FO5 Moving Exp Cash No Tax No Ret
133 Dual Employment FO6 Moving Exp Cash Taxable No Ret
134 |Special Pay EHRA FO7 Mov Exp3rdPty NonCash NoTxRet
135 |Special Pay/Extension Teaching FO8 Taxable Moving Expense Payment
136 |Extra Pay No Retire F10 Car Allowance - (FICA,FED,NC)
137 Sev Pay Exempt NC Tax & Retire 11 MCD monthly allow
138 |Military Differential F12 MCD 1 time
139 LEO Special Separation Allow F13 MCD Data Only
140 Sev Pay Excess 535,000 No Ret F14 MCD Exception Rate
141 |Summer School Pay Reg Tax F15 Vehicle-Personal (FICA,Fed,NC)
142 |SHRA Merit F20 Club Dues (FICA,Fed,NC taxes)
143 |[EHRA Merit F25 Imputed Income (FICA,Fed,NC)
150 |Holiday Pay F30 Tuition Waiver FICA,Fed,NC tax
160 |Flex Leave F40 Other Taxable Fringe Ben NoRet
161 |Gap Compensatory Time Taken F41 Taxable Reimb - Special Pay
162 |Regular Compensaory Time Taken F42 Travel
163 |Incentive Comp Time Taken Lol Leave w/Pay w/Benefits
165 | Payout of Gap Comp Lo2 Leave w/o Pay w/o Benefits
166 |Payout of Regular Comp LO3 Leave w/o Pay w/Benefits
170 |Vacation L04 Leave w/Partial Pay w/Benefits
171 |Community Service Leave R10 Retro Regular Semi-monthly
172 |Military Leave Taken R11 Retro Regular Monthly
175 Payout of Vacation Leave R12 Retro - Student Hourly
176 |\Wages Paid Deceased Employee R13 Retro Miscellaneous Pay
180 |Sick Leave R14 Retro 55 Semi-Monthly
190 |Bonus Leave R17 Retro Non-Student Hourly
191 |FY14 Special Leave RIX Retro - not included in ERS
195 Payout of Bonus Leave R27 Retro-FWS Academic Year
196 Payout of FY14 Special Leave R28 Retro-FWS summer School
200 |Shared Leave Ti1 Retro Regular Monthly-No Fica
270 |Shared Vacation - Non Family T12 Retro Student Hourly - No Fica
271 |Shared Vacation - Family T13 Retro Misc Pay - No Fica
280 |Shared Sick 3€“ Non Family T17 Retro Non-Student Hrly-No Fica
281 |Shared Sick - Family WCL Wkmn's Comp uselv to cover ded
\ 90 |Shared Bonus 28" Non Famil

Research & Economic Development (RED) Grant Payroll Certification Pl Manual
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Appendix A

An example of a reminder email is displayed as shown below:

*

4
N

ImageNow Help <imagenowhelp@unce.edu

Annual Grant Payroll Certification Followup
1 message

{

" " I 4
To: jshave12@unce.edu
Bec: imagenowhelp@unce.edu

John Daniels,

‘This s a followup to a request sent an 11/02/2018 and pre-reviewed on 11/0212018 for Payroll Certification

You have been identified as a Principal Investigator for Sponsored Account Project Number 556132, Confidential.

‘The salaries charged to Fund Number 560132 have been successfully pre-reviewed by John Shaver. The next step is for you to review the form and provide your final annual certification.
Please use un

Thank you,

Research & Economic Development (RED) Grant Payroll Certification Pl Manual

Fiscal Year 2018 ends June 30, 2018. The salaries associated with this project must be certified annualy to maintain research compliance with the agency sponsoring this project and University policy.

122C2_02PFRGYQS000007 to access the Payroll Certification form. The deadline to complete the certification is July 31, 2018, l

Grants and Contracts Administration !

Fri, Nov 2, 2018 at 6:07 P1

{
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