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Module 3 — Setting Up Searches in ERS

This Job Aid summarizes material covered in ERS Module 3 - Setting Up Searches in ERS. This
Job Aid will explain the ERS search functions and how you can use them to identify and manage
the lists of Effort Reports.

This Job Aid covers the following topics:
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Pl Search/Subscribe t0 PI'S “MY PrOJECES.......ccoi ittt e e e e e e e e e e e 1
DEPAIMENT SEANCK ....ceiiiiiiie ettt e e s bbbt e e st e e s st e e nab e nne s 4
Selecting Saved Searches from the Effort Report LiSt Page .........ooovviiiiiiiiiieniiiceeieee e 9
The Manage Saved SEarChes Page.......cooiuuiii ittt sbeee e 10
Overview

The Effort Reporting System provides the ability to search all of the Effort Reports in the system to
find the ones that are needed for review and certification. The first time you sign into ERS you
should create and save the searches that you will use for every Effort Reporting cycle. The effort
reporting responsibilities of each department are to ensure that:
o the Effort Reports of all employees who work for the department’s Pls are certified
o the Effort Reports for all employees in the department are certified, even if an employee works
for a Pl in another department

The Pl Search/Subscribe to Pl's “My Projects” and the Department Search are described below.

Pl Search/Subscribe to PI's “My Projects”

The best way to view a specific PI's list of Effort Reports is to “Subscribe” to the PI's list. The Pl list
is also known as the “My Projects” list, which is a standard report for every Pl, and is automatically
generated by ERS to show any employee with payroll activity on the PI's Funds.

By subscribing to the PI's “My Projects” list, you are able to see the same list of Effort
Reports that the Pl sees. This makes it possible for Reviewers to easily identify and then modify
the Effort Reports prior to certification by the PI.

At the bottom left of the Manage Saved Searches page is the Subscribe button.
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“alifornia

ERS Website | Glossary | Job Aids

User: Susan A REVIEWER (00000}  Account Settings | Sign-Out

MANAGE SAVED SEARCHE

i Name | Default Createdby  LastModified
.E-Ad—hnc query 121112007
|r-.-1v Effort Reports | ® Bl | 102412007
| Astronomy o | REEII\J,S'E{LER | N
z"ERS Start-up 0.1.Jﬁons l |
-i.‘.".’hen entering ERS, display my default search as defined abowve. &

|When entering ERS, display the Edit Search page. )

[ :.When entering ERS, display the Manage Saved Searches page. [ ]
i i.‘.“.fhen entering ERS, display the the search results from my last session. i )

i’h bsckibe to principal investigators' My Projects search

Copyright 2005-2006, The Regents of the University of California. Al rights reserved. R2.2 BOO1

This is the button you click to open a new browser window that will display all Pls that have projects
with Effort Reports as shown below.

Once you are on the Subscribe to Pl My Projects Search page, locate the Pl by searching for the
Pls name or Employee ID and click Update Filter, which will “filter” your search results.

d https://ersga.ucop.edu - ERS :: Subscribe to Pl My Projects Search - Microsoft Internet Explorer

RS :: Sugscrige 1O Pl My PROJECTS SEARCH

Principal Investigator's Name/Employee ID contains or equals: bacl-cerl

[1 Principal Investigator's Home Department name or code contains or equals |

b5
| Home Department Code |

e re—

YBRAHAMSON, DOR SCHOOL OF EDUCATION . EAEDUP Subscribe
!;EIRAI'JIS. BARBARA .i.SCHOOL OF PUBLIC HEALTH -imCPSF'HF' i 1
;CKERLY, DAVID D. :-INTEGFU\TIVE BIOLOGY 1 IBIBIF

!;DAMS, ANTHOMY TSCHOOL OF OPTOMETRY DEAN -imEIOOPTF'

\-GANAGIC. MIMA :-PHYSICS | PHYSIP

;.GGARWAL, VINOD K .?.POLITICAL SCIENCE -imSF'OLSP

\lGOGINO. ALICEM :-COENG MECHANICAL ENGINEERING 1 EKMEGP

!l.GR.&W)\LJ\. MANEESH lilCOI'v'IP SCI DIV OPERATIONS .i"EH‘ICSP

;HERN.JENNIFER E: TSCHOOL OF PUBLIC HEALTH 1 CPSPHP

. .?.ECONOMICS -imSECONP

AHN, DAVID SEHUM

Once you identify the Pl you need, click the appropriate Subscribe button to add the PI's My
Projects list to your list of saved searches.

Another option to easily subscribe to a number of Pls in your department is to first filter by your
Home Department. Then, you can click on the Subscribe button next to each PI for which you
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have responsibility. You can enter all or part of the PI's name, and then click the Update Filter
button to find the PI(s) you need to subscribe to.

2 https://ersqa.ucop.edu - ERS :: Subscribe to PI My Projects Search - Microsoft Internet Explorer

ERS :: Suescrige 10 Pl My ProJecTSs SEARCH

Principal Investigator's Name/Employes ID contains or equals: backer

[] Principal Investigator's Home Department name or code contains or equals L

] | et

Home Department | Home Department Code

BACKER, DOMNALD C (010011845) . RADIO ASTRONOMY LAB . NPRALF

ay [EZIR people per page ying 110 1(1) & =1

-fé] [ [ T é Q Internet

Click the Subscribe button on the line for each Pl you want to include in your review of Effort
Reports.

You now have a Saved Search of that Pl's My Projects list!

ERS Website | Glossary | Job Aids

Effort Reporting System

| Hame | Default | Createdby | Last Modified
IE | Ad-hoc query . _ | 1211112007
Susan A
1 iy ol ’
-. . Wy Effort Reports O] REJIE‘.“.I_E_R . 10/24/2007 .
| | T e . e Donald C. ;
_ My Projects BACKER, DONALD C () DACKER 1111412007
y oE [E | . ; Susan A
B Astronomy (@) REVIEWER | 1200612007
ERS Start-up Options
.‘.“.’hen entering ERS, display my default search as defined above. [ &
When entering ERS, display the Edit Search page. O
'When entering ERZ, display the Manage Saved Searches page. ' ()
When entering ERS, dizplay the the search results from my last session. [ O

Copyright 2005-2008, The Regents of the University of California. All rights reserved. R8.2 B0
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Department Search

When you first login to ERS, you will be taken to the Effort Report List page.

‘Il_lni'"' 5i California
~ > 7 o> 3
Berkele | |
b ERS Website | Glossary | Job Aids

Effort Reporting System User: Joe Reviewer (010101010) | Account Settings | Sian-Out

EFFORT REPORT LIST

Display Saved Search: :MyEﬂBrt Reparts

| Show Status: | ALL

Copyright 2005-2006, The Regents of the University of California. All rights reserved.

To get to the Search Effort Reports page...
Click on the Effort Report List title...and select Search Effort Reports from the drop down menu.
California

ERS Website | Glossary | Job Aids

User: Joe Reviewer (010101010} | Account Settings | Sign-Out

| Department | Last Modified | Status
L
Ly | - | - ]__
ying 0 to 0 {0 total) s =l

reports per page

ht 2005-2006, The Regents of the University of California. All ri resenved. RE.2 BOO
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On this page, ERS provides five search tabs: People, Depts/Orgs, Awards, Sponsors/Funding
Agencies, and Chartstrings. You'll want to first create a search using the Depts/Orgs page. Keep
in mind that search features are similar on all three search pages.

EDITING SEARCH: <NEW SEARCH>
Display Reports for:

DeptsiOrgs Awards Sponsors/Funding Agencies Chartstrings

FILTER BY: |

Choose department type: | Home Department v

[] Depariment name or number contains or equals L

—_——

Cick one or more rezulis to add them to the collection: Click an item to remove it from the collection: |

0 items in collection. ‘

ACADEMIC ACHIEVEMENT DIVISION
UHSLAP

ACADEMIC FACILITIES OFFICE
KCAFQP

ACADEMIC SEMNATE

KEACSP

ADMISSIONS & REL W/ SCHS
UGARSP

AFRICA STUDIES CTRFOR
LAASCP

AGRICULTURAL RES ECON POL
MBARCPE

Click on the “Depts/Orgs” tab.

il
SEARCH EFFORT REPORTS 2 ] |

EDITING SEARCH: <NEW SEARCH>
Display Reporis for:

People DeptsiOrgs Awards Sponsors/Funding Agencies Chartstrings .

Choose depariment type; | Home Department  + |

[] Deparment name or number contains or equals |

FILTERED RESULTS LIST: Select Page ect All

Chck one or more results to add themto the collection:

ACADERIC ACHIEVEMENT DIVISION
UNSLAP

| ACADEMIC FACILITIES OFFICE
KCAFOP

P
oo 4
ACADEMIC SEMNATE b |
4
P
P

KGACSP

ADMISSIONS & REL Wi SCHS
UGARSP

AFRICASTUDIES CTRFOR
LAASCP

AGRICULTURAL RES ECON POL
MBARCP
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To proceed, on the Dept/Orgs page, first select a Department type from the drop-down menu.

SEARCH EFFORT REPORTS  w 21

EDITING SEARCH: <NFW SFARCH>
Display Reports for:

DeptsiOrgs Awards Sponsors/Funding Agencies Chartstrings

Choose departmenttype; Home Department %

Home Department
Account Deparment

[ Department name or

| AGRICULTURAL RES ECON POL
MBARCP

| AM CULTURES HISTORY & INSTIT
QJACHP

| ANTHROPOLOGY
SZANTP

Eund Departmgnt.
s -
f - p= -
| FILTERED RESULTS LIST: [ setect Page | [ select All | ‘ [ SEARCH COLLECTION:
Click one or more results to add them to the collection: | Click an item to remove it frem the coliection:
ACADEMIC ACHIEVEMENT DIVISION & -
UNSLAP |
ACADEMIC FACILITIES OFFICE %
KCAFOP
ACADEMIC SEMATE % |
KGACSP
ADMISSIONS & REL W/ SCHS b
UGARSP
AFRICA STUDIES CTR FOR ;
LAASCP

Note:

When you select Home Department (default) your search results will include Effort
Reports for all employees with payroll activity within the home department that
matches your search.

When you select Account Department your search results will include Effort Reports for
all employees with payroll activity on an Org Code based on the 5-digit numeric Org Code
in your search.

When you select Fund Department your search results will include Effort Reports for all
employees with payroll activity based on your 5-character level 4 (L4) or level 5 (L5)
processing unit in the UCB org tree. This is EFA’'s recommended business practice
to ensure the search captures all reports.

Second, enter all or part of the Dept. name or L4/L5 org tree code in the search box if you have
selected Fund Department. In the example below, we have used the Org Code PAAST.

Third, click on the Update Filter button.

The Filtered Results List returns a list of all campus departments that match your criteria.
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SeARcH EFFORT REPORTS v (2]

EDITING SEARCH: <NEW SEARGH=

Display Reports for:

Depts/Orgs Awarn Chartstrings

(FundD )

Choose department type

Department name or number contains or equals EPMST |

I | e

FILTERED RESULTS LIST: Select Page

| Click one or more rezults to add them to the collection:

Astronomy

PAAST

PAAST Astron Gen Ops
12880

| PAAST Computing
12881

| PAAST Facilities
12982

E IE'MST Researc-h.
12084

[ PAAST Research Mon-Grants
12883

F'M\ST Temp Instructional Costs
12885

You can move items you wish to include in your search from the Filtered Results to your Search
Collection by either: Clicking on each individual item...

Astranomy b
PAAST

...or by clicking on the Select Page to move all of the items on the page or the Select All button to
move all of the items. Clicking Select All is a shortcut if you know you would like to move ALL of
the results under one Dept. code.

Select Page Select All

When you have all the items you want in your Search Collection, you can either save the search
so that you can use it again in the future, or you can go directly to the list of effort reports. To save
the search, click the save button. ﬁ

When you Save the search, a box pops up and asks for a name for the Search. Name the search
and then click the Save button.
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FILTER BY:

|

Choose department type:

FILTERED RESULTS LIST:

Awarc

Department name or number ¢

aelect rage |

SAVE SEARCH

Flease enter a name for your search:

[P22ST|

[3 Display report list after saving.

CANCEL SAVE

SEARCH WOLLEC NG

| - REETECT ML |

[ MANAGE SAVED SEARCHES |

Click one or more resufts to add them to the collection: Click an item to remove it from the collection:
Astronomy. ‘ Astronormy

PAAST PAAST

PAAST Astron Gen Dps ‘ PAAST Astron Gen Ops

12580 ; 12580

PAAST Computing ‘ PAAST Computing

12881 12881

PAAST Facilities ‘ PAAST Faciliies

12832 12582

PAAST Research ‘ PAAST Research

12984 12984

PAAST Research Non-Grants ‘ PAAST Research Non-Brants
12983 12983

PAAST Temp Insiructional Costs. ‘ PAAST Temp Instructional Costs
oy W 1s8s

The saved search is displayed under the Manage Saved Searches list. After you create and save
a search, you can view the resulting Effort Report list by clicking on the name of the search. The
saved search in our example is named “PAAST".

Or, you can View the Effort Report List without saving the search. When you specify filtering

criteria for a search and you click the button, ERS automatically performs the search and
saves it as an ad-hoc query. The query is then listed in the Manage Saved Searches along with
your other saved searches as seen below.

MANAGE SAVED SEARCHES [7]
Name Default | Createdby  Last Modified
Ad-hoc query | | 121202007
Susan A
imy Effort Reports ® REVIEWER | 1024i2007
w = : Donald C.
My Projects BACKER, DOMALD C ') e s 11H4/2007 |
. |
Astronomy O | RenoweR | 1200612007 |
7 [@ B | passT Susan A [ 441039008 |
O | revener _
ERS Start-up Options [
| When entering ERS, display my default search as defined above. & | |
When entering ERS, display the Edit Search page. () | |
| When entering ERS, display the Manage Saved Searches page. O | |
| !When entering ERS, display the the search results from my last session. | @] | |
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This shows the Effort Report List resulting from your saved search of “PAAST".

FFORT REPORT LisT

Show Status: | ALL

Display Saved Search: PAAST

Reporting Periods: & All (O Select | 06/07 Non-Acad Quater 3 v

4= 4= displaying 1to 20 (52 total) > <0

0B/07 Mon-Acad Quarter 1 HARE, JONAH ASTRONOMY Efg V2007 |y eeption
06/07 Non-Acad Quarter 1 KIRIAN, RICHARD ASTRONOMY Ef’é”mm Open
08/07 Mon-Acad Quarter 1 MEYER, EVE R_ ASTRONOMY E;”S 12007 | goen
06/07 Non-Acad Quarter 1 MOORE, MATTHEW ASTRONOMY Eff V2007 | gpen
05/07 Non-Acad Quarter 4 SHEEHY, CHRISTOPHER | ASTRONOMY 81*:?“20':'7 Dpen
06/07 Non-Acad Quarter 1 STARR, DAN LAWSON ASTRONOMY Efg 12007 | gpen
05/07 Acad Ssmester Fall ALATALD, KATHERINE ASTROMOMY :f'f 42007 | o ortified
| - | |
06107 Acad Semester Fall BACKER, DONALD C ASTROMOMY Eff‘”z“m Not Required
LAB ;
0BI07 Acad Semester Fall BASRI, GIBOR ASTROMOMY JET 32007 | ot Required
' [RADIO ' ' '
412007
06/07 Acad Semester Fall BLITZ, LEO AsTRONONY | SH242007 o4 Required
LAB :
06/07 Acad Semester Fall BLOOM, JOSHUA § ASTROMOMY f;“.f 2007 | ot Required
05/07 Acad Semester Fall CHIANG, EUGENE ASTRONOMY jgff“m“? Mot Required

ERS gives you the ability to save, print or share your searches. You can run your search at any

time, and ERS will produce a Report List based on your search criteria. You can also sort Report
Lists by name, date last modified, reporting period and status.

Selecting Saved Searches from the Effort Report List page

ERS allows you to execute any of the searches that appear on the Manage Saved Searches page
from a drop down list at the top of the Effort Report List page.

Selecting a saved search from the Display Saved Search list will execute that search.
First, click on the drop down arrow next to Display Saved Search.

All the searches that you saved on the Manage Saved Searches page appear in the drop down
list.
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Effort Reporting System User: Susan AREVIEWER (0000000} | Account Settings

ERS Website | Glossary | Job Aids

EFFoRrT REPORT LIST

| Display Saved Searc

¥ |

| Show Status: | ALL | Reporting Periods: ® All O Selsct:| 06/07 Non-Acad Quarter 3

My Projects BACKER, DONALD C
repors ‘;ir;g.f.w ‘

B4 4 displaying 0 to 0 (0 total) & B

Copyright 2005-2008, The Regents of the University of California. All rights reserved. R&.2 BOOY

Select the My Projects... PI NAME (in this case it is Backer, Donald C).

Selecting this Saved Search executes the search and results in a list of Effort Reports to review.

EFFoRT REPORT LiST Expart List

| Display Saved Search: | My Projscts BACKER, DONALDC v | |

| S A1 5 Reporting Periods: @ Al O Select | 05/07 NonAcad Quater 2 v

Mo v repkartc: per page B4 4= displaying 1to 2 (2 total)} s =

EER o  Department | Last Modified | Status
06107 Acad Semester Fall | PARSONS, AARON ASTRONONY | 81""“025‘2007 Open
[12M19/2007

06/07 Acad Semester Fall ASTRONONY

m reports per page

DEMOREST, PAUL B

vi2

Copyright 2005-2006, The Regents of the University of California. All rights reserved. R&.2 B001

The Manage Saved Searches Page

The Manage Saved Searches page can be reached by selecting it from the drop-down box in the
upper left hand corner of any ERS page. From this page, as seen below, you can:

1. Subscribe to a PI's My Projects list using the Subscribe button.

2. Execute, edit, share, and delete your saved searches using the icons on the left.
3. Select your ERS start-up page from the choices at the bottom of the page.
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Copyright 2005-2006, The Regents of the Uniw

Ad-hoc query 121212007
Susan A
My Efiort Repors
My Effort Reports =) REVIEWER 1072442007
& i : Donald C.
My Projects BACKER, DONALD C ) ERERE 1114/2007
Astronamy O | gaeabh. | 1206007
=5 7 [ Susan A
PAAST O mEvieweR | 010312008
ERS Start-up Options
When entering ERS, display my default search as defined above. ®
When entering ERS, display the Edit Search page. (]
When entering ERS, display the Manage Saved Searches page. O
When entering ERS, display the the search results from my last session. (]

11 of 12

v. 3, 1/3/08



ERS Job Aid — Setting Up Searches in ERS

Once you create and save a search, and it appears on your Manage Saved Searches page, you
have the option of executing, editing, sharing, or deleting the Saved Search.

DB EE

e The pad icon is used to execute the search. Click on the icon and the results will display.

These functions are completed using these icons on the left side of the page:

« The pad and pencil icon is used to edit the search. Click on this icon to edit your previously
saved search. ERS retrieves the Saved Search original criteria. You may then edit the
criteria and continue on to save or view.

« The pad and arrow allows you to share your saved search by emailing it to another ERS user.
ERS connects your email program and generates an email. Enter the email address of the
individual you wish to share the saved search; write an additional message if needed and send.

If you receive a shared search email and want to use the saved search, click the link in the
message. You will be taken to ERS and will have to log in if you have not already done so.

When you accept the search, it will be added to your personal list of searches which is visible on
the Manage Saved Searches page. The person who sent you the search remains its owner.
They can modify the search and you will automatically receive their changes with no action
needed on your part. You may use the search as you would any other search that you created
and saved yourself. However, if you attempt to edit a search that was shared with you, you will
be given a private copy of that search for your use, and will no longer be linked to automatically
receive changes from the original search.

e The pad and X is used to delete the search. Click this icon to delete your previously saved
search. If you delete a search that was shared with you, you are deleting only your
subscription to that search. You will not be able to delete the search from its owner or from
any other users of that search.

When you sign in to ERS, you are taken to the same page each time. You can set ERS to default
to a specific page by selecting the radio button next to the page you want as the default.

ERS Start-up Options
When entering ERS, display my default search as defined ahave. [
When entering ERS, display the Edit Search page. f"
VWhen entering ERS, display the Manage Saved Searches page. O
VWhen entering ERS, display the the search results from my last session. o)
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