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JOB AID 

 

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: 
 
Overview .......................................................................................................................................... 1 
PI Search/Subscribe to PI’s “My Projects”....................................................................................... 1 
Department Search.......................................................................................................................... 4 
Selecting Saved Searches from the Effort Report List page ........................................................... 9 
The Manage Saved Searches Page.............................................................................................. 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: 
• the Effort Reports of all employees who work for the department’s PIs are certified 
• the Effort Reports for all employees in the department are certified, even if an employee works 

for a PI in another department 
 
The PI Search/Subscribe to PI’s “My Projects” and the Department Search are described below.   
 
 
PI 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 PI list 
is also known as the “My Projects” list, which is a standard report for every PI, 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 PI 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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This is the button you click to open a new browser window that will display all PIs that have projects 
with Effort Reports as shown below. 
 
Once you are on the Subscribe to PI My Projects Search page, locate the PI by searching for the 
PIs name or Employee ID and click Update Filter, which will “filter” your search results.  
 
 

 

 

 
Once you identify the PI 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 PIs 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. 
 

 
 

 
Click the Subscribe button on the line for each PI you want to include in your review of Effort 
Reports. 
 
You now have a Saved Search of that PI's My Projects list! 
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Department Search 
 
When you first login to ERS, you will be taken to the Effort Report List page.  
 

 
 
 
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.   
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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.  
 
 

 
 
 
Click on the “Depts/Orgs” tab. 
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To proceed, on the Dept/Orgs page, first select a Department type from the drop-down menu.  
 

 
 

 
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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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... 

 
 
...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. 
 
 
 
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.      
 
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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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. 
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This shows the Effort Report List resulting from your saved search of “PAAST”. 
 

 
 
 
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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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. 
 

 
 

 
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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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.   
 

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

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

• 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. 
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