
Effort Reporting System (ERS) – Banner 9
Welcome!!  Select the box made up of 9 smaller squares – 3rd from the top on the left
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Click – Employee Dashboard
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Click – Effort Certification on right side of screen
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Next Screen is – Certify My Effort (see below)
Double click on your record for this ‘Report Period’ with Status “Awaiting Certification”
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This is what your effort record will look like. 
Notice the Menu choices are now across the top of the record; rather than the left side as in previous version.
Selection buttons are still located across the bottom of the record.
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Review and click Certify – IF THE INFORMATION IS CORRECT AS SHOWN. 
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Next Screen is – Verification statement.
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If there were no changes required and you selected “Certify” - Certifying your effort record is 
complete.  

EXIT by clicking on “Employee Dashboard” the “Home” icon or click the X next to Print (right side of screen) to 
close the comment box.
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If changes are needed, click the “Request Changes” button at bottom of screen.
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Email Effort_Reporting stating the changes to be made.  (NOTE:  Be sure to include “From” and “To” Fund 
information – see example email below.)
CC: Admin. Assistant responsible for EHIRE changes for your department/county. 
YOU MUST CLICK ON “SEND”.
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When changes are requested – COMMENT(S) ON EFFORT RECORD ARE REQUIRED!!
Click on Comments, enter requested change information in box provided and be sure to click ‘Add Comment’.
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This is a screen shot after a comment has been entered.  Notice, the system marks the Posted Date AND 
time.  
Click the X next to Print (right side of screen) to close the comment box.
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If changes were correctly requested, there is nothing else for you to do at this time.  You should see the Report 
Status AND confirmation that Comments Exist as shown by red arrows below.
After changes have been completed, you will be notified via email that you need to review and certify the effort 
record – if it is correct.
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EXIT by clicking on “Employee Dashboard” the “Home” icon or click the X next to Print (right side of screen) 
to close the comment box.
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