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[bookmark: _Toc229512271]Purpose
[bookmark: _Int_6HpTk5Xj]The purpose of this job aid is to provide step-by-step instructions on how to use the Department Dashboard in the Employee Compensation Compliance system (ECC).

[bookmark: _Toc229512272]Audience
This job aid is intended for ECC Coordinators and UW Internal Audit staff.

[bookmark: _Toc229512273]Overview
The ECC Department Dashboard displays a list of all effort and project statements associated with a specific cost center, as well as all the awards, grant worktags, and non-grant worktags associated with that cost center. This is also where coordinator department assignments can be made and managed.
[bookmark: _bookmark1]
[bookmark: _Toc229512274]Navigate to the Department Dashboard

1. Login to ECC and select the “Manage” tab.

[image: Screenshot of ECC navigation bar with menu options including Home, Certify, Manage, Reports, Administration, and Links. The Manage tab is highlighted with a red box, indicating focus or selection for managing tasks or content.]

2. Select “Department Dashboard.”

[image: Screenshot of ECC navigation bar with menu options including Home, Certify, Manage, Reports, Administration, and Links. The Department Dashboard sub tab is highlighted with a red box, indicating focus or selection for managing tasks or content.]

3. Enter the cost center you are assigned to in the drop-down menu and click the “Choose” button.

[image: Screenshot of ECC Department Dashboard showing a dropdown menu for selecting various departments with a "Choose" button to confirm selection.]

[bookmark: _Int_ARK2Z46P][bookmark: _Int_AesVDYCm]If no cost centers appear, you are not assigned to any as an ECC Coordinator. Contact Post Award Fiscal Compliance Effort Team at effortreporting@uw.edu for assistance.  Provide your full name, EID, and the cost center.

You can also ask a colleague in your unit that has access to add you to the cost centers you need. Refer to Manage ECC Coordinator Assignments.

[bookmark: _bookmark2][bookmark: _Toc229512275]Effort Certifications Tab

1. To access an effort statement from the Department Dashboard, click on the “Effort Certifications” subtab.
a. Use the “Period” dropdown menu and select the period you want to view.
b. [bookmark: _Int_Mqo7FRPe]Identify an individual’s effort statement that you want to view in the “Sponsored” section.
c. Select the icon in the “Statements” column in the same row to access that statement.

[image: Screenshot of a software dashboard displaying effort certifications for a department from 7/1/2023 to 12/31/2023, showing 32 statuses marked "Auto Approved" in blue and 23 "Ready for Pre Review" in red, totaling 100%. The interface includes tabs, a table listing certifiers with columns for name, grant manager, employee ID, role, and status, and a tooltip highlighting details for Certifier 2.]

[bookmark: _Toc229512276]Project Certifications Tab
To access a Project Statement from this page, click on the “Project Certifications” subtab.
d. Use the “Period” dropdown menu and select a period you want to view.
e. Identify a project statement that you want to view in the in the
f. Select the icon in the “Statements” column in the same row to access that statement.

[image: Screenshot of a project certification summary dashboard showing a filter for employee type set to UWP and a date range from 7/1/2023 to 9/30/2023. The table below lists one project with columns for project nickname, number, grant manager, PI, PI department, status, and action, with the status marked as "Ready for Pre Review."]

2. It is expected that certain cost centers could only have effort statements or only have project statements. All the data ECC has comes from Workday and effort statements are located under the cost center that is the home department for the certifier themselves, whereas the project statements are located under the cost center that the grant is within.
[bookmark: _bookmark3]
[bookmark: _Toc229512277]Award and Account Tab
Click on the “Award and Account” tab to access a list of all the accounts (e.g. gift worktags) associated with the selected cost center. This list is derived from the data integrations from Workday to ECC. This section is for informational use only. Not all worktags will appear in this section; only the worktags that are recognized by ECC.

[image: Screenshot of a department dashboard for showing tabs for Effort Certifications, Project Certifications, Award and Account, and Department Information. The Award and Account tab is active, displaying a table with columns for Award Number, Account Number, Name, Sponsor, PI, Start Date, End Date, and SPES, highlighting award CC103323 for CAS Physics Academics.]

[bookmark: _bookmark4][bookmark: _Toc229512278]Department Information Tab
1. Click on the “Department Information” tab to view individuals assigned as Coordinators for the department.

2. The yellow highlighting indicates the Primary Coordinator. As a Coordinator, you can add and remove other coordinators to the department. You can change the Primary Effort Coordinator and configure more role setup for your cost centers. To learn more about managing roles and cost center assignments in ECC, refer to Manage ECC Effort Coordinator Assignments.

[image: Screenshot of a department management interface showing basic information for including type, code, and active status. Table lists five coordinators with email addresses, and tabs at top indicate sections for Effort Certifications, Project Certifications, Award and Account, and Department Information.]

3. The "Department Relationships" section shows the cost center hierarchy ECC gets from Workday. Not all cost centers will have statements within them in ECC, so you will only need ECC access to those that have sponsored program activity.
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Department Dashboard

Search for Department :

CC103323- CAS | Physics - Academics

CC100490- Dentistry | Oral Health Sciences

CC100497- Dentistry | Pediatric Dentistry

CC100498- Dentistry | Periodontics

CC100431- Nursing | Biobehavioral Nursing and Health Informatics
CC101389- SOM | Microbiology Administration

CC101491- SOM | Obstetrics and Gynecology Administration
CC101529- SOM | PEDS Genetic Medicine Research

CC101395- SOM | Physiology and Biophysics Administration
CC101611- SOM | Urology Administration

CC100562- SOP | Department of Pharmacy

CC103054- SPH | Biostatistics: Core Administration

CC103066- SPH | Enviro & Occup Health (DEOHS): Core Administration
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The default search is for project statements for all projects in this Department, for the current period of performance

@ Ready for Pre Review % 1
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Project Nickname e Project Number Grant Manager Pl Pl Department snonts Action
Grant 1 GR000001 Primary Coordinator N/A N/A
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“This page contains all the information relevant to the department, including all statements,
information about projects, and information about administrators for this department.
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Department Basic Information:

Name CAS | Physics - Academics
Description:  CAS | Physics - Academics-CC103323
Active: Yes

Department Effort Coordinator(s)

Name Address
Coordinator 1
Coordinator 2
Coordinator 3

Department Relationships

@) CAS | Physics - Academics (Financial CCH 09) (N/A)
(] CAS | Physics - Academics ( Coordinator 5 - EID)

CAS | Physics - Continuum College Programs (N/4)

CAS | Physics - Course Fees (N/A)

Award and Account

©Add

Department
Information
Type:  Cost Center
Code: CC103323
Phone Email Action
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