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An Overview

Effort will no longer be reported on the timesheet. There is a
new reporting system.

The new effort reporting system is part of the DOR research
management software, RD2K. To fain access to RD2K, a short
training session is required. Contact Nancy Ward at
nward@uh.edu for information

Effort reports will be provided by DOR on a quarterly basis to
each department.



An Overview

Effort reporting is required on all federal, federal flow-through
and awards with cost shared effort.

The Each department will designate an Effort Coordinator. This
person can be the DBA or someone that the DBA designates.

PI’s and other project personnel will record their effort on the
report, sign it and provide it to the DBA/Effort Coordinator.



An Overview

*  DBA/Effort Coordinator will retain the signed document as
back-up for audits.

* Each department will determine who will data enter the
information into RD2K. It can be the Effort Coordinator or the
project personnel (PI’s, research assistants, etc.).

* The process must be completed within 30 days of the end of
the quarter.




What Happens First?

*  Each quarter, the DBA will receive an email with all Effort
Reports for the departmental project personnel.

* The home departments will receive the Effort Reports. This is
determined by the employee’s home department or offer letter,
not the primary department for a particular project.

* This allows all projects for each employee to be on the same
Effort Report.
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Now What Happens?

After the Effort Report is completed (including signatures), the
data must be entered into RD2K and the report must be turned
back in to the Effort Reporting Coordinator for posterity.

A reminder will be sent to the DBAs every thirty days until the
data entry is completed for the quarter.

Remember, the person responsible for data entering the
information into RD2K varies from department to department.
If you are unsure who that is, please contact your Department
Business Administrator.



Data Entering Effort

Log into RD2K

L
?lllice of the Vice President for
4‘)&

ESEARCH Wl

University ol Houston

[T
i L 10

Lswr 14 pnty

Faspmrd |




& RD2K Version 5.72

“ ®M ¥ B € @ m é a4y m oS5 95 @B % B 2 |
Proposd 5 EContract  HIApps WS Mustings Solberstion  Awdits Agincy ] Committss Dipwtmeat  Collegs  Address  Costract  OfcActons  Fuports  FindFoldus  Emt

Click on the award icon (small red
crane) and the search fields will come

up.

IMem 1341.8M8

Joop /1237120 723000 UH-PROD-OCG_DE IMay 28, 2009 1210 PM

Ready



& RDZK Version 5.72
Fis Tools Window Heb

-3
Frepard

QIBIVIM I imIm ER §

?x

B 0

Awwed  Iab Coatrnct  WIAppe

& Award Search

| €

| Proposal ID_ | Master Profect ID | PS Project 1D | Award Account Campus:|Speedtype Key.

| PIFirst Name | PI Last Name P 1Flag | Sponsor Id

v

€ € <

7 [

Type the G number into the PS Project
ID column.

-

To search, either hit the enter key on
your keyboard or click the Find button

\_ on the side menu (binoculars). y

jop: /11237130 72:9000-UH-PROD-OCG_DE May 28, 2003 1213 PM

Mer 1361.1 MB



* # RD2K Version 5.72
(LY Fie Tools Window Help

> ¥ U B @ © H & 2 9 B 5 9 B X B 2 B
Fropos Awird  SebComtract HIApps NI Mestings Jolboration  Audits * Commintes Dupartmest  Colloge Address  Comtract  OfcActions  Fuports

2 Award Search

Find Folders Exie

|
|ier
{58702
|

ID_ Master Project ID | PSProject 10 | Award Accotnt  (Campus |Speediyps Key

| PI Frst Name PI Last Name P1Flag| Sponsor Id
~
~
e
e

<

DIVISION OF RE
DIVISION OF RE

Double-click on the search results line.

s

wop. //123,7.130.72-9000-UH-PROD-OCG_DE May 29, 2003 0355 AM Mem: 13137 MB



"2 RDZK Version 5,72

> ¥ ¥ EF €& © m & & 9 B £ [ B %

Proporsl  Awsed  Sub Costrvet  HE Apps  HE Meaings Jollsborstion  Asdits
B =l 2 Award Search

G 2 B

Costraet O Acticas  Feports  Find Folders Exie

Agunty R Committes Department  Colege  Address

= Award Modification Project ID: (98702)
r—'—‘- gl Ve Search Re:
[_Proposalo_| i““"" I
a ODR! £ D DIVISION OF RI
Ot st Click the read only

o mode button.

Budgetary Modification Options

[ Net> | [ cancel |

Ready

mop://129.7.130 72 S000-UHPRODOCG_DE May 23, 2003 1000 AM |Mem: 1208.8 MB



# RDZK Version 5.72
Fle Tools Window Help

»> M W B & 6 m & @

Propesal Awwd  FebComract HIApps M3 Meowings lolaborstion  Asdes Mgy L]

¥ B 5 =

BE R ¥

Commirtes Dipwtmeat  Colege Addrer: Costryct  Ofc Acticas  Raporizs  Find Fobders Eut

e
o Proposal ID_ Mastet Project 1D | PS Project 10| Award Actourt | (Campus [Spesdtype Key Dep. [PIFrstName | PILastName P1Fag | Sponsor 1d Ce
%870 -
G&’ . .
AL & hward - 1559999 (98702) {:_Jﬁ&]
J‘ {8 Reguiatory !aorrm £ Documents .ﬂc:mnem Rproposal | B Offico Action | uFrmml-s W Closeout ﬁFlsCablnel mmeamm mContuxt [

;H&nefl‘ ngocmmnons GEps Data Entry &Pemlesm---'cmsmm 'ﬁ??nddrmes ﬁContacts @mers [ Financial Reports Fiscal Reports | (D wizard 3
< Project Information >
= Projectld: Ba702 Project Tkia: INTERNAL TRAINING PROJECT
I = @ __ Sosald Gl
s g y: g
97| Miscelanecus Review DIVISION CF RESE.

Account: 1559993 | (83702)  Docs: 1P Review: Pendng ) v Project I

Actount: TﬂE: Rﬂk = s FW

mdvm:mm«mm - Hold TALLS
Stahys Code: Awarded v
Dewaﬁon'ﬁunﬂmtt_e'd_aémad‘ i v DC
Bagn Date: Februarvlm Nt A IDC Type: None
EndDate: February 28,2009 v el
Audts Project Summary
/
/
Click on the Time & Effort tab
e e -
\ )
\\_I
. 14

Obtawning key nformation for nonfinrptschedist

Jnop://129.7.130.72 9000-UH-PROD-OCG_DE

[Vun 09,2009 1252 PM

[Mem 1311.9M8



& RDZK Version 5.72

Fle Tooks Window Help

> H

Fropord Awied  SabCosmrset  WIdAppr WS Mestings Jollwborstion  Audies Agoncy R Commires Dapweimint  Coluge

U B ¢ © m & @ W B 5 "

=] & Award Search

T
ﬂ Proposal D Master Project 1D | 5 Project 10| Award Account  Campus |Speedtype Key Department |P1First Name | Pl Last Name P1flag | Sporsor 1d . fle3e
M?w Y — (98702) [=3] ! =
X B General| o Modfications | GEPS Data Entry | &% Peopiesoit &2 Cost sharing | Fifaddresses | @ Cortacts | [BP1 Reports | [iliFinandal Reports _ﬁ'r.l&-_m;‘;o; Qweerd
== I d\Regustory | BRother | D Documents | M Comments | SSProposal | 8 Office Action ﬂﬁwnds_lcbsm.t @\Fie Cobinet | [ Time & Effort Ea-:mt-m '_ “a
€ | [Efiest]) [Wloy chedhing the check box, System vl dscard s the existing Time and Effort records and reload weh new ones, End Al TEE on ... | [Dune 9, 2009 v 2
—] Quarter Begin and End Date | Person | Source of Funds | ‘ComDC | ComC5 || /ActDC || Acs | Description | =
% [ Joez(zom) fiziios_ wirzios  wiFencsDad  fefeoseree &) 1 1 T 1 E)
sord IQE2(20Q) Jl121/o8_ wibrzajos  wboffmnmchele  lwJowere J[w) [ T 7 [ ) DIVISION OF RESE.
N
Find the correct quarter number and
name.
¢ all15

Obstaineng key information for award_te woq //129.7,130 72.9000-UH-PROD-OCG_DE Mun 09, 2009 1254 PM [Mem 13126 MB



# RD2K Version 5.72 E]E'E

Fie Tools Window Help

o M W HWoe @ e R e b ek my R & m ol Rk

Propord Awwd b Costract HEApps  HE Moatings lolivboration  Asdits Aguscy HR Commirtee  Departmast  Colloga Addrass  Costract  Ofc Actions  Reports  Find Foldurs Emx

Twvel
ﬁ [ Proposal 1 Master Prowet 1D | s Project 10| Award Account Campis |Speedtype Koy
9a7g -
? & Award - 1559999 (98702)
Mulp Tepies
x BlGeneral | $EModfications | EEPsDatabntry| @lPecpiesolt | =% Cost Sharng | Tl Addresses | @) Contacts [iiP1 Reports | [ Finandial Reports | [ Nen Fiscal Reports . (Dwizard
Chose ekt £l il | ! smlbeandir 1 ol i
f\Reguatory  Wgother  DDocuments | MComments | BProposal | % Office Action | B¥Fnancials | W Closeout | @uFie Cabnat | [ Time & Effort B Contract 3
B’fl'hﬁdcmﬂ'aMhrx.ﬁstanvddscaddhmfmrdﬂfmrmﬂrﬁuduhmm. Jne9,2008 000w >
Quarter Begn and End Date Person Source of Funds | ComDC | ComCS | AdDC |l Adcs Description
- ————— _l_____________ ~— [.. - F — ] —— | B Shonenetd - ST T T wColag
\JQu:2(2009) {12i1jve v foszaios  wilFrencs, Devd _|[a)iGoserez ()] @ -
Qu-2(2009) 12/1/08 212803~ Iboffman, Mchele  |[m]G0%8702 1) ) T [ =) DIVISION OF RESE.
| K.

Data enter the percentage of direct
charge actual (Act DC) and cost sharing
actual (Act CS) recorded on the Effort
Report in the correct column. [Note:

\ 50.00 = 50%] )

Don’t forget

to save!
< 16

Obtaring key informahon lor awand_le wop://129.7.130.72.9000-UH-PROD-0CG_DE Wun 09, 2003 1254 PM Mem 1312EMB



Notes

¢ Unlike the Effort Report, the Time & Effort Tab will not add up
to 100%.

* Azero (“0”) must be entered to represent no effort expended.
Leaving the field blank will cause the system to assume no entry
has occurred.

*  This must be done for every project listed on the Effort Report.

* Please remember that this process must be fulfilled in every
case where effort is cost-shared.
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