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[bookmark: _Toc229513098]Purpose
The purpose of this job aid is to provide step-by-step instructions to complete a Payroll Adjustment Reconciliation task (PAR) or a Project Payroll Reconciliation (PPR) task in the Employee Compensation Compliance (ECC) system.

[bookmark: _Toc229513099]Audience
This job aid is intended for Effort Coordinators. The ECC Coordinator role is required for this process.

[bookmark: _Toc229513100]Overview
[bookmark: _Int_Dh57lXzW]Payroll Adjustment Reconciliation (PAR) tasks and Project Payroll Reconciliation (PPR) tasks are automatically prompted within ECC when a Payroll Accounting Adjustment (PAA) or retroactive pay (“retro pay”) loads to a previously certified effort or project statement. PAR tasks apply to effort statements, and PPR tasks apply to project statements.

Both tasks support the recertification process for each statement type. Recertification is the process of correcting a previously certified effort statement or project statement. It ensures the most up-to-date and accurate payroll amounts and effort distributions are certified by faculty and Principal Investigators (PIs).

Completing the PAR/PPR task is the first step of the two-step recertification process. The first step is for the ECC Coordinator to complete the PAR/PPR Task in ECC (covered in this job aid). The second step is for the ECC Certifier (faculty/PI) associated with the statement review and recertify the impacted statement. The ECC Certifier will receive an email notification that they have a statement to recertify.

[bookmark: _Int_ZndL0pUG]If a Payroll Accounting Adjustment (PAA) or retroactive pay (retro pay) post to a statement that has not yet been certified, the statement will automatically update and not require user intervention.

[bookmark: _Toc229513101]Complete a PAR/PPR Task
When a PAR/PPR task needs to be completed, ECC will automatically send an email notification to the Primary Coordinator for the department if it is related to an effort statement or to the ECC Grant Manager for the grant worktag if it is related to a project statement.

1. After receiving the email notification, login to ECC.

2. Click on the “Effort Tasks” tab on the ECC home page.

[image: Screenshot of ECC work list with the Effort Tasks tab highlighted.]

3. There will be a list of tasks based on the number of certified statements that have new payroll loads added to them. Click on the linked text in the “Type” column in the first row. This field identifies if the task is a PAR or PPR.

[image: Screenshot of ECC work list with the Effort Tasks tab highlighted. The Type column includes tasks such as Process Project Payroll Reconciliation.]

4. Review the summarized transfer. It is easier to review the changes on a dollar basis. Click the $ Value button in the top right corner of the summarized table to enable the dollar view.

[image: Screenshot of a project payroll reconciliation table showing payroll adjustments and cap percentages for eight employees. The table highlights Employee 1 with a summarized adjustment of $1,562.20 and a certified percentage variance of -100%, indicating a significant discrepancy in payroll reconciliation.]

5. After you have reviewed the changes, click the “Post & Reopen” button.

[image: Screenshot of a project payroll reconciliation table. The table highlights Employee 1 with a yellow background and red text indicating a negative variance, emphasizing discrepancies in payroll amounts and certification status. The Post & Reopen button is outlined in red.]

6. The values shown on the statement will automatically update and the Status will change from “Recertification Task Pending” to “Ready for Recertification”. This will be the new status for both effort and project statements.

Before
[image: ECC Project Statement that is in the status of "Recertification Task Pending"]


After

[image: ECC Project Statement that is in the status of "Ready for Recertification"]

7. ECC will automatically send an email notification to the Effort Certifier of the re-opened statement within 24 hours of the completion of the PAR/PPR task, informing them that they have a statement to re-certify.
8. Add a note on the statement justifying the reason for the recertification
a. Access the statement from either the home page, or by searching for the faculty’s last name (effort statements) or GR number (project statements)
b. Below the statement body, add a note by clicking on the (+) icon next to “Notes”:
[image: Notes section with plus icon outlined]
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Welcome to Huron’s Employee Compensation Compliance application. The tab(s) below contain various tasks that require your attention
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The Project Payroll Reconciliation page presents to administrators payroll transactions that impact historical project statements and allows them to determine how to treat those transactions. The actions a user can take, represented by the presence of buttons
displayed below the transaction summary, are determined by the institution's configured thresholds and the responsibilities assigned to the user's role.

Accounts Number GR032096 Accounts Name:

Period of Performance 2023 - 711 to 9/30 Principal Investigator

Department Nursing | Child, Family, and Population Health Nursing Grant Manager

Project Payroll Reconciliation for Period of Performance - GR032096, 2023 - 7/1 to 9/30 07/01/2023 to 09/30/2023 o

N - : Original Payroll + Over the  New Payroll + Over the Cap : Certified Percentage vs New Payroll + Over

Employee Object Code Summarized Adjustment 22907 TR Pt Certified Percentage i Cap Poroontocs Vanante
Employee 2 100.00 % 100.00 % 0% (100)%
Employee 3 100.00 % 100.00 % 0% (100)%
Employee 5 100.00 % 100.00 % 0% (100)%
Employee 6 5.00% 5.00 % 0% 5%

Total 5 $0.00

View Project Statement Post & Reopen
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