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[bookmark: _Toc228214929]Purpose
[bookmark: _Int_xeCGM2B4]The purpose of this job aid is to provide step-by-step instructions to add a proxy in the Employee Compensation Compliance system (ECC).

[bookmark: _Toc228214930]Audience
This job aid is intended for Effort Coordinators. The ECC Effort Coordinator role is required for this process.

[bookmark: _Toc228214931]Overview
When a faculty member is unable to certify their own eﬀort statement (e.g., terminated, on extended leave) necessitate a proxy assignment in ECC, so the statement can be certiﬁed on their behalf. A person with suitable knowledge of the work performed over the course of the period can be added as the proxy in these situations (e.g. Dean/Director/Chair/Division Head).

This process should not be used as substitute for the faculty certifying themselves if they are available.

[bookmark: _Toc228214932]Add a Proxy

1. Use the main search bar of the application and enter the last name *space* ﬁrst name, or Employee Identification Number (EID of the faculty member who is unable to certify. This will take you to their current effort statement.

[image: Screenshot of ECC showing a navigation bar with tabs labeled Home, Certify, Manage, Reports, Administration, and Links. The top right corner features a search bar with a magnifying glass icon for querying content within the system.]

2. Click the magnifying glass icon next to the faculty’s name in the “Work List” section of the statement page.

[image: Screenshot of ECC, showing navigation tabs and a section for effort statement information. Key elements include a yellow-highlighted panel with status options like "In progress" and "Ready for Pre Review," a calendar date set to 5/31/2024, and a sidebar with work list categories such as "Building" and "Ready for Pre Review."]

3. Click on the “Assignments” subtab.

[image: Screenshot of ECC Administration dashboard showing detailed user information and permissions. The interface includes tabs for User Info, Relationships, and Assignments, with fields for job title, username, employee ID, location, and various certification and access options.]

4. Scroll down to the section of the page titled “Proxy for faculty’s name – EID”

5. In the “Proxy” search bar, enter the last name *space* ﬁrst name or Employee Identification Number (EID) of the person you are adding as a proxy, and select them from the drop-down menu.

[image: Screenshot of ECC proxy assignment form for designating a certification proxy by entering a proxy name or employee ID and selecting a reason from a dropdown menu. The form includes input fields labeled "Proxy" and "Reason," with buttons for "Save Certifier Proxy" and "Cancel," and a table below showing columns for Name, Reason, No Certification Proxy for this user, and Action.]

6. Select a reason from the “Reason” drop-down menu, then click the “Save Certiﬁer Proxy” button.

[image: Screenshot of a ECC web form for designating a proxy by entering a proxy's last name and selecting a reason from a dropdown menu with options like "Other," "FMLA," "Sabbatical," and "No longer at university." The form includes buttons labeled "Save Certifier Proxy" and "Cancel," with instructions to select a reason before saving.]

The individual that is added as a proxy must also have the Certiﬁer role in ECC before being able to complete the certiﬁcation. Contact the PAFC Effort Reporting team at effortreporting@uw.edu to add this role. Provide the full name and EID of the faculty member who cannot certify and the full name and EID of the individual who will be the proxy. PAFC will update ECC and notify you once it has been completed.
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