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Overview

Summer salary is additional compensation paid to eligible CUNY faculty members who perform
research on sponsor funded awards outside of the nine-month academic year. Summer salary is
paid in addition to the faculty member’s academic year annual salary rate and the
corresponding work must be performed during CUNY’s summer period (June — August).

The Summer Salary System allows authorized users to process summer salary transactions
electronically. To receive summer salary compensation, the college must create and submit an
Appointment and Payment Authorization(s) through this system. Fully approved Payment
Authorizations are compiled and sent to CUNY Payroll via reports on agreed upon deadline
dates which result in summer salary payments to faculty on specific CUNY pay dates.

The Summer Salary System employs a two-part process that consists of creating the summer
appointment and then approving payments as the summer progresses. The Appointment
module allows the user to submit a lump sum total for a faculty member on a specific
sponsored account. The Payment Authorization module then allows the authorized user to
divide their appointment total among the defined pay periods for the summer. This
arrangement can be saved ahead of time but approval for payment can only be made by the
college at or near the end of each pay period.

After the entire summer period has passed, the Effort Certification module allows the PI to
certify effort online for any employees with summer salary activity on their sponsored accounts.
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Users

The following users have access to the Summer Salary System. This manual focuses on the
first two user groups: Principal Investigators (P.l.s) and Grants Officers (G.0.)

P.l.s

These users typically operate from a C.U.N.Y. campus and create summer salary transactions
on behalf of a summer salary recipient/employee. In some cases, the P.I. and the summer
salary recipient is the same person. These users perform the following actions within the
system:

Appointments
= Create appointments.
= Delete appointments.
= Edit appointments that they created.
= Recall appointments that were submitted by them.
= Save appointments.
= Submit appointments to their G.O. for approval.

Payment Authorizations
= Create payment authorizations.
= Delete payment authorizations.
= Edit payment authorizations that they created.
= Recall payment authorizations that were submitted by them.
= Save payment authorizations.
= Submit payment authorizations to their G.O. for approval.

G.O.s
These users also typically operate from a C.U.N.Y. campus and are responsible for approving
and submitting summer salary transactions to the Research Foundation (RF) for processing.

Please Note: In order for any summer salary transaction (Appointments or Payment
Authorizations) to be processed, they must be approved by a campus GO.
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These users may perform the following actions within the system:

Appointments

Approve appointments and submit them to the RF for approval.

Create appointments.

Delete appointments.

Edit appointments that they created or that were submitted to them for approval’.
Recall appointments that were submitted to the RF.

Reject appointments that were submitted by a P.1.

Save appointments.

Payment Authorizations

Approve payment authorizations that were either created by them or a P.l. Once a
payment authorization is approved by a G.0., it requires no additional approval by the RF.
Create payment authorizations.

Save payment authorizations.

Edit payment authorizations that they created or that were submitted to them for
approval?.

Reject payment authorizations that were submitted by a P.I.

RF Processors
These users are Project Administrators who work at the RF. They are responsible for reviewing
and processing appointments that are sent to the RF by G.O.s.

Summer Salary Administrator: This user is responsible for managing the overall summer salary
process, coordinating the actions of users, creating payment authorization reports for CUNY,
and answering general questions.

' G.O.s may edit a summer salary if they have access to the project(s) used to pay that summer salary.
2 G.0.s may edit a summer salary if they have access to the project(s) used to pay that summer salary.

3
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Understanding Workflow

The workflow used by the Summer Salary System is similar to the workflow used by most
RF E-Systems. It's important to understand the system’s workflow as it will allow you to monitor
your transaction and gain a better understanding of the overall process.

The Appointment Workflow
Figure 1 illustrates how an appointment flows between users and how its status
(shown with arrows) is changed by each user’s action.

Pending P.I. Pending G.O. Pending PA RF Approved
Approval Approval Approval Uploaded
' ——) ' ——) —)
Recall - Reject Recall - Reject D am—

v Y

Figure 1

The Payment Authorization Workflow
Figure 2 illustrates how a payment authorization flows between users and how its status
(shown with arrows) is changed by each user’s action.

Payment Authorization

Pending P.I. Pending G.O. G.0.
Approval Approval Approved - Processed

O [ 4
——) ——) :
' Recall - Reject ' w :I

U o

Payment Processing

. . Funds .
" — v -
Figure 2

Summer Salary College Campus Recipient
Admin. 4
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Accessing the System

The Summer Salary System is available via the RF Website. We begin with logging in, you must
log in with either a P.I. or grants officer’s User ID. You cannot access this system with a
Preparer or Employee ID. If you do not have a valid User ID or if you do not see the Summer
Salary option listed under your Electronic Tools menu, please call the Summer Salary
Administrator at 212-417-8402.

Once you have logged in with your Username and Password @, hover over Electronic Tools 8,
scroll down to Summer Salary © and click on the link. After clicking on the link, figure 4 on
page 6 will appear.

o Username Password
Create Fargot Passward?
=N TEST SITE ®
ABOUT ‘ PRINCIPAL INVESTIGATORS EMPLOYEES PARTHERS RESOURCES | TRAINING

Wake payments, ACH File Management
process requests, and

submit information Calendar

instantly Receive
prompt receipt,
services and Contract Manager
TESPONSES in an
electronic format.

Compliance Training - (Important)

Digital Mailbox (Human Resources)
Document Tracking - Legal

Etfort Reporting

Electronic I-9

Employee Wage Title Designator
Fvent Payment

FileShare

P-Card Reconciliation System
Payment Request

Personnel Action Form
(PAF)/Calculator

Personnel Vacancy Notice (PVN)
Property Management
PSC-CUNY Grants Proposal

RF Onboard - New!

W.T. GRANT FOUNDATION AND THE "1_3’:” WASHINGTON CENTER FOR EQUITA 3]

ANNOUNCEMENTS

U.S. NSF GRANT OPPORTUNITIES GROWTH GRANT OPPORTUNITIES L‘E&%ﬁ%ﬁéﬁ%ﬁ (Payrol

The William T Grant Foundation and the The Washington Center for Equitable Virtual Office

U.S. National Science Foundation (NSF) Growth seeks to deepen our Web Renarts

have launched a collaborative understanding of how inequality affe 5

partnership. economic growth and stability. ;V[]"]%?Ep"m (Legacy System Pre-

Figure 3
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The Summer Salary System is divided into five modules: Appointment @, Payment
Authorization @, View Pending ©, Effort Certification @, and Reports ©. You can enter each

section by clicking on the module button or by clicking on the icons ®@. Next, we will discuss
how to use each of these modules.

Signed in as Pl TesterPl | Log Off
Rﬁ Summer Salary RF Homepage
(1] (2] (3] (4] (5]
+ Home = APFOINTMENT .: PAYMENT AUTHORIZATION ws ViEw PenDING *" EFFoRT CERTIFICATION = RerorTs 7 Hewr
&' Summer Salary System (6)
[~ () - ,~ p—
&
[ "3 & i
Appointment Payment View Pending Effort Reports
Authorization Certification
Notices
Figure 4
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Appointments

This module allows you to create new appointments and modify existing ones.

Creating a New Appointment

From the Dashboard, click on the Appointment Button or Icon @. This will bring you to the main
Appointment page seen in figure 8 on page 8.

Signed in as Pl TesterPl | Log Off
)&ﬁ Summer Salary RF Homepage
+ HomMe o APFOINTMENT :. PAYMENT AUTHORIZATION ws View PenpinG :" EFFoRT CERTIFICATION = RerorTs T Hewr
% Summer Salary 34stem
"~ ) n- - N i
L L a
[ VN & ap
Appointment Payment View Pending Effort Reports
Authorization Certification
Notices
Figure 5
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On this page, you need to verify that the Year @ is correct. The system will always default to the
current year. If you wish to process a retroactive appointment (i.e. for a previous year). Click
Change Year ® and a drop-down ® menu will appear, select the appropriate year. An Ok button
will appear. Next, click OK @ to complete your selection. With the correct year selected, click
Add New Appointment © to begin creating a New Appointment. This will bring up a pop-up
window where you can add New Appointment as seen in figure 8 below.

& Home :, APPOINTMENT = PAYMENT AUTHORIZATION %1 View PenpInG :" EFFoRT CERTIFICATION =~ Rerorts T Hewr
- .
& Summer Salary System [ Appeintment
o Summer Salary Year 2021 | cnangs vear e
Figure 6
& Home & APPOINTMENT & PavMENT AUTHORIZATION %3 View PENDING :" EFFORT CERTIFICATION = RerorTs 7 Hewr
- = .
as Summer Salary System [ Appointment
Summer Salary Year
Figure 7
“ Home = APPOINTMENT w PavMENT AUTHORIZATION % View Penping " ErFForT CERTIFICATION T RerorTs ? Hewr

2 Summer Salary System / Appointment

Summer Salary Year 2020 | cnangs Year

Project

Pl Name

Employee

Annual Salary

Maximum Summer Salary

Salary Encumbrance

Notes: Al fields are mandatory

Figure 8
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The next step is to enter the Project Number @. By entering the first digit, a drop-down menu
will appear to choose from. Once you choose a project, the PI's Name @ will automatically
appear along with the Available Funds ©. Then choose the Employee @. By entering the first
letter a drop-down menu will appear for you to choose from. Once you choose a name, the
Annual Salary ® and Maximum Summer Salary ® will appear. This is the employee’s Maximum
Salary for the summer across all projects. This may be less according to restrictions on a
particular grant.

Next enter the Salary Encumbrance @. After entering the Salary Encumbrance, you must click
on the Preview button ® in order to see the information and save.

Please Note: The Preview button will be greyed out until all the required information is provided.
After entering all the required information, the button will change colors and the option will be
available.

After clicking the Preview button, the system will generate the Fringe, College, Allowable Salary,
and Total Allowable Sal. along with new function buttons as seen in figure 9 below.

= Home : APPOINTMENT :_ PavMENT AUTHORIZATION ws View PEnDING :" ErforT CERTIFICATION = RerorTts 7 Hewr
-~ . 5
as Summer Salary System / Appointment

Summer Salary Year 2020 = cnangs vear

ot 40E96-00 11 | EVOLUTION OF MANDIBULAR

40£96-01 11 | EVOLUTION OF MANDIBULAR
-| 40£86-02 11 | EVOLUTION OF MANDIBULAR
@ Pl lame
Employee AAROMNS, LESLIE | 10858925
ABAD COLOM, MARIA | 24100014
366,641.00
9 Annual Salary e
522.213.67
@ Maximum Summer Salary -
Salary Encumbrance: 6
Motes: All fields are mandatory
(5] © Available Funds: $991,000.00

Figure 9

Please Note: The system generates the following data based on the information you entered
located in figure 9.
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Features
All features can be viewed in figure 10 on page 11.

Fringe @, this is the fringe amount that will be charged to your appointment. It's a percentage of
the salary encumbrance entered.

College 8, this is the recipient’s Payroll College. This college will receive payment
authorizations and issue payment to the recipient.

Allowable Salary ©, this indicates the percentage of the recipient’s allowable salary used by this
appointment. This takes into account restrictions, such as the NSF 2-month restriction.

Please Note: You may place your cursor on the Questions Mark and a pop-up will appear with
and explanation.

Total Allowable Salary @, This indicates the cumulative percentage of the recipient’s allowable
salary used by all appointments for the summer. This number will differ from the Allowable
Salary figure if the recipient has two or more appointment for the summer. If the recipient has
multiple appointments, you can view a breakdown of his/her cumulative salary.

Please Note: You may place your cursor on the Questions Mark and a pop-up will appear with
and explanation. The same applies to the blue Information Circle.

Edit ©, this is where you can change the information if needed.

Save O is required for the appointment before submission and it allows you to return to itata
later time to complete the appointment.

Approve @ the appointment for submitting so it can proceed into next stage of the workflow.
Please Note: If you are a P.l., by choosing this option you will be sending the appointment to
your campus grants officer for approval. If you are a grants officer, you will be sending the
appointment to the RF for approval. Once your appointment has been approved by the RF, you
will receive a notification email.

Close ©, you can close the appointment If you wish to return to the previous screen.
Please Note: You must Save or Submit your changes before choosing this action or your
information will be lost.

Print ©, is an option you have for hard copies.

10
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=0

J."' Home | ;MHTIIEHT | | ; PayMENT AUTHORIZATION | Wi ViEew PEnDING | *" EFFORT CERTIFICATION | : REFPORTS | ? HeLr
- - ]
ae Summer Salary System / Appointment |
A 5 1
Summer Salary Year 2020 | Changs Year |
Add New Appointment Add New Appointment
40G25-00 12
Project
TesterPl, PI
Pl Mame R
AARONS, LESLIE | 10858925
Employee
Salary Encumbrance FHO0nal
51,335.00
@ Fringe (26.70%)
LAGUARDIAC. C.
e Caollege
Indizates the percantage of :::,f;t::’g:';c:::ﬂ;hxyﬁ-s
19.9% the employes's sllowakle allowsable salary used scross
e nm ble Salary b d ' w | 53l3ry used by this all appointmenis. For
> |soporiment T .
will be the same as the
Salary” figure. For
19.9% {)—> [0 Appointments For Other Projecs| = orazkdown by project,
@ Total Allowable Sal. 7. — P |pleaze placa your curser over
0.
[ cait i save | = Available Funds: $991,000.00
Figure 10
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Modifying An Existing Appointment

After your appointment has been approved by the RF, you may choose to modify the
appointment’s current Encumbrance. You may increase the encumbrance up to the maximum
allowable salary for the recipient (encumbrances from other appointments will be taken into
account) or reduce the encumbrance up to the amount of outstanding Payment Authorizations
submitted for the appointment. All approved Appointments @ will be displayed below the Add
New Appointment button.

Please Note: If your appointment does not appear in the section below the Add New
Appointment button, it means that it has not been approved by the RF. Please contact your
Campus Grants Office or the RF Summer Salary Administrator at 212-417-8402 for information.

This section will display the Employee Name, Project, Current Salary, Current Fringe, College,
Amount Authorized, Salary Utilized. You also have the option to Modify the Appointment, view
the History for the Appointment and Print a hard copy.

To begin Modifying an appointment, click on the Modify ® button. A pop-up modification
window will display as seen in figure 12 on page 13.

" Home as APPOINTMENT as PAYMENT AUTHORIZATION %1 View PenbpIng =" ErForT CERTIFICATION RerorTs 7 Hewe

.: Summer Salary System / Appointrment

Summer Salary Year 2021 | changs vear
: Current Current Fringe Amount Authorized Salary
© Employee Project i (26.70%) College (YTD) Utilized
AARONS, LESLIE 40H62-01010 $9,00000  $2,403.00 LACLIRDNL: 5 34.48% Modity | | History | B

Figure 11

12
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To modify the appointment’s current
Encumbrance Amount, you can enter
a positive or negative adjustment in
the Salary Adjustment (+/-) textbox
0. For example, to add $500 to the
existing appointment, enter 500 in
the Encumbrance Adjustment (+/-)
textbox.

Next, click Preview @ to review the
information generated by the system
As seen in figure 12.

After you have reviewed the
information, you may choose to Edit
©, in this section you can edit the
Salary Adjustment.

Save 0, allows to save the
information and proceed to the next
step. This will also allow to save the
information and return at a later
period to complete the process.

Process O, by clicking Process, you
will be sending the Appointment to
your Campus Grants Officer for
approval. If you are a grants officer,
you will be sending the appointment
to the RF for approval. Once your
appointment has been approved by
the RF, you will receive an email
notification.

Close 0, allows you to return to the
previous screen.

Please Note: You must Save your
changes before choosing this action
or your information will be lost.

Project

Employee

Salary Adjustment (+/-)
College

Current Salary

Current Fringe(26.70%)

(2]

40H62-01 01

ARRONS, LESLIE

LAGUARDIAGC. C

59,000.00

52.403.00

Figure 12

Project

Employee

Current Salary

Salary Adjustment

Mew Salary

Current Fringe(26.70%)

Fringe Adjustment(26.70%)

Mew Fringe(26.70%)

College

Allowable Salary 7

Total Allowable Sal. 7

6 0 o

40H62-01 01

AARONS, LESLIE

$9,000.00

$2,000.00

$11,000.00

$2,403.00

$534.00

$2,937.00

LA - LAGUARDIACT. C.

Figure 13
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Payment Authorizations

Payment Authorizations must be submitted for recipients to get paid. Once payment
authorizations have been approved, they will be submitted by the RF to the recipient’s Payroll
Campus for payment.

Creating a New Payment Authorization

Payment Authorizations can only be created after an appointment has been approved by the RF.
To begin creating a payment authorization, click on the Payment Authorization icon or tab from
your Main Dashboard ©.

This will bring you to the Payment Authorization screen in figure 15 on page 15.

- - a -
A Home s APPOINTMENT as PAYMENT HUTHDR.IZATIONO ®s VIEW PENDING *" EFFORT CERTIFICATION REFORTS T Hewe

% Summer Salary System

BN A -p = —
! &
a. LR 58
Appointment Payment View Pending Effort Reports
Authorization Certification
Notices

Figure 14

14
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In this screen you have the following features:

Search Feature 0, you can search for appointments by either a Project Number, Employee
Name, and All. Once you place the first letter of the name or the first digit of a number, the
system will automatically start the search with a drop-down menu to choose from. Once you
make your selection, click on the Select ® button.

Employee ©, these are the recipients of summer salary payments. They are the individuals for
whom you have created Appointments and, on whose behalf, you can now create Payment
Authorizations.

Project No. @, the project that was used to create the Appointment (encumbrance). This project
will also be used to reimburse the college, after payment is made.

College O, this is the Payroll College of the recipient. This is the college which will receive the
payment authorization after it's processed and will issue payment to the recipient.

Encumbrance 0, this is the sum total of the Original Encumbrance and any Adjustments that
were processed for this appointment. The sum total of all payment authorizations submitted for
the summer on a project cannot exceed this amount.

Amount Authorized (YTD) @, This is the sum total of all payment authorizations processed for
this appointment.

History @, by clicking on the History link, a pop-up window will appear with the history.

To begin creating a payment authorization, click the Recipient’s Name ©. This will bring up the
Payment Authorization screen in figure 16 on page 16.

o Home :_ APPOINTMENT :. PayMENT AUTHORIZATION s View PenpIng *" EFForT CERTIFICATION = Rerorts T Hewr
-~ ] =
ae Summer Salary System / Payment Authorization

Summer Salary Year 2021 | change vear

O Crroject O Employee ® Al @ Select
© Employee « O ProjectNo. =« © college @ Encumbrance @ Amount Authorized (YTD)
© AARONS, LESLIE 40H62-01 01 LAGUARDIAC. C. %9,000.00 (History) £0.00 (History)
Showing 1-10f1| \ .
é Figure 15

v

Pl Name Encumbrance Adjustment Current Encumbrance

15
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In this screen you have the following features:

© Displays the Employee Name, Project Number, Payroll College and Total Amount
Encumbered (YTD). This is the sum total of the original encumbrance and any adjustments that
were processed for this appointment.

Annual Salary @, This is the recipient’s annual salary. If this number is incorrect, please contact
CUNY'’s Payroll Manager, Shakira Smith, at 646-313-8260, or via email Shakira.Smith@cuny.edu.

Maximum Allowable Salary (Summer) ©, This is the maximum allowable salary for the recipient
for the entire summer. Most projects allow Three-Ninths of the recipient’s Annual Salary;
however, NSF projects only allow Two-Ninths of the Annual Salary. Please note that this number
is for your reference only.

Maximum Allowable Salary (Monthly) @, This is the monthly limit that the recipient can receive.
In most cases it's One-Ninth of the recipient’s Annual Salary.

Maximum Allowable Salary (Pay Period) © This is the pay period limit that the recipient can
receive. Please Note: the sum total of all payment authorizations submitted for a pay period in
the summer on a project cannot exceed this amount.

To begin creating a payment authorization, check the box next to the Pay Period @ that you
wish to process. If you wish to allocate the entire encumbrance across all pay periods, select all
pay periods @. Next, enter the appropriate payment amount in the Pending (+/-) ®, column
against each selected Pay Period. This will place a check mark in all boxes.

The next step is to click on the Save Selected button ©, if you wish to save the information and
proceed at a later time or click on Submit Selected button ®, to process the selected Pay
Periods.

@ Employee: AARONS, LESLIE | 10858925 Project: 40H62-01 01 | RFCUNY TEST PROJECT
2
Amount Encumbered(YTD): $9,000.00 Payroll College: LAGUARDIAC. C.
Annual Salary $117,466.00
Maximum Allowable Salary (Summer) $26,103.56
Maximum Allowable Salary (Monthly) $13,051.78
Maximum Allowable Salary (Pay Period) $6,525.89
0 ] Pay Period Processed*® Pending(+/-)
@m 12021 - 6152021 50.00 0 (3]
O 6162021 - 63072021 50.00
O 7112021 - TH52021 50.00
C TH62021 - 773172021 50.00
(] 8112021 - 815,201 50.00
O 8162021 - 8242021 50.00

* This is the total amount to be paid for a pay period. If the employes has more than one project, hover yeur cursor over the information 'I' to s=2 3 detailed
list of projects and amounts processed for each pay period.

16

Figure 16
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After you submit the selected Pay Periods, a green banner will appear informing you of its
success as seen below in figure 17.

Employee: AARONS, LESLIE | 10858925 Project: 40H62-01 01 | RFCUNY TEST PROJECT
2

Amount Encumbered(YTD): $9,000.00 Payroll College: LAGUARDIAC. C.

Annual Salary 3117,466.00

Maximum Allowable Salary (Summer) 526,103.56

Maximum Allowable Salary (Monthly) $13,051.78

Maximum Allowable Salary (Pay Period) 56,525.89

The Payment Authorization(s) has been successfully processed

] Pay Period Processed® Pending{+/-)

Figure 17

Please Note: Since Payment Authorizations must be submitted after the work is completed, you
will only be able to save Payment Authorizations for future pay periods. Submissions can be
performed by the P.I. or Grants Officer after the pay period is over.

Modifying an Existing New Payment Authorization

After your Payment Authorizations have been processed, (after the pay period is over and
payment has been authorized) they will appear in the Processed column @ in the Payment
Authorization screen. In this example we see the amount of $200 @ as being proceed. When
you hover over the blue information icon, the Project and Salary Amount information is
displayed.

To modify this amount, click the box © beside the appropriate pay period and enter an amount
in the Pending (+/-) ® column. This can be a new amount or an adjustment. To finalize and
submit the modification, click on the Submit Selected © button.

Employee: AARONS, LESLIE | 10858525 Project: 40H62-01 01 | RFCUNY TEST PROJECT
2
Amount Encumbered(YTD): $9,000.00 Payroll College: LAGUARDIAC. C
Annual Salary $117,466.00
Maximum Allowable Salary (Summer) $26,103.58
Maximum Allowable Salary (Monthly) §13,051.78
Maximum Allowable Salary (Pay Period) §6,525.89
0 Pay Period @ Processed: Pending(+/-)
a 612021 - 6M15/2021 5000 0
$200.00
9 6/18/2021 - 6/30/2021 Project Salary Amount 350 e
40HE2-01 01 $200.00
(m] TH2021 - TN52021 5000 0
O THBI2021 - 713172021 0,00 0
O 81142021 - 8152021 0,00 0
O 8M8/2021 - 82412021 £0.00 0

* This is the total amount to b
list of projects and amounts pr

for a pay period. If the employes has mere than one project. hover your cursor over the information 'T to see a detailed
sed for each pay period. 1 7
Figure 18
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View Pending

Your View Pending section enables you to take action on transactions (Appointments or
Payment Authorizations) that require your attention. For example, this is where you would
approve/submit a transaction that you had saved. This section also allows you to follow the
progress of your transaction after you have approved/submitted it.

Transactions remain in this section until they have been fully processed. For Appointments, this
means that they will remain here until they are approved by an RF processor. Payment
Authorizations will remain here until they are approved by the Grants Officer.

Accessing Your Transactions

To access the section from the Home page, click the View Pending ® from the Dashboard or
the View Pending icon. This will bring you to the next screen as seen in figure 19 below.

- - = -
“ Home ws AFPFOINTMENT as PAYMENT AUTHORIZATION ws VIEw PEnDING o " EFFoRT CERTIFICATION RerorTS 7 Hewr

% Summer Salary System

m [l - - e
" -
L) [ W A
Appointment Payment View Pending Effort Reports
Authorization Certification
Notices

Figure 19

Next, select the type of transaction you would like to view, Appointment or Payment
Authorization @ in the drop-down menu. In this example we are choosing Payment
Authorization. Then click Select ©, this will bring you to your View Pending screen as seen in
figure 21 on page 19.

- - a -
% Home ws APPOINTMEMT e PAYMENT AUTHORIZATION s VIEwW PENDING *" EFFORT CERTIFICATION ReroORTS T Hewe

E% Summer Salary System / Pending

| Appointment v| @
Appointment

Pending Type:

Figure 20

18
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In this screen you have the following features:

Search 0, this is where you can search for Pending Appointment. You may enter the Project,
Employee. When you click on All Pay Periods and All Statuses, a drop-down menu will appear to
choose from. Once a selection has been made, press the Select button. After selecting the
employee, you have the following options before clicking on Approve Selection ® to complete
the process.

Audit ©, this allows you to see who performed various actions on your transaction.
Delete @, this allows you to Delete transactions that were saved by you or submitted to you.

Approve O, allows you to approve transactions that were saved by you or that were submitted
for your approval. See Approve Details on page 20.

Update O, by clicking Update, a pop-window @ will appear allowing you to change the New
Salary Amount ®. The Type ©, this can be changed by clicking on the arrow for a drop-down
menu to choose from. You may leave a Comment or instructions ©.

After completing the task, you have the option to Save Update @, which allows you to return and
submit at a later time. Submit or Close the window once complete.

+ Home o APPOINTMENT = PavmENT AuTHORIZATION %s View PenDING " EFFoRT CERTIFICATION = Rerorts ? Hewr
-~ . PR
ae Summer Salary System / Payment Authorization

Summer Salary Year 2021 | changs vear

O Project O Employee @ Al [A1l Pay Periods v |[ Al Statuses v | Select

Created

Pending Pl Approva
Pending GO Approval

Approve Selected 9

[ ] Employee Project College Pay Period Amount Status Comments
AARONS, LESLIE 40H82-01 04 LAGUARDIAC. C. 6/172021 - 6/15/2021 3300 Pending Pl Approval
Audtt Daleta Approve Updats

®© 0 6 o0

Approve Selected

Showing 1-10f 1|

Figure 21
AARONS, LESLIE
Employee
40H82-01 01
Project
LAGUARDIAC.C.
Callege
6/1/2021 - 6/15/2021
Pay Period
$300.00
Pending Salary Amount
MNew Salary Amount @
e [0 | —
Comments ® @
A y
D 3 B Figure 22
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Approve Details

Approve O in figure 21 on page 19, When you click on Approve, a pop-up box will appear to
Confirm or Cancel as seen in figure 23 below. After you Confirm @, a yellow approved banner
will appear @ as seen in figure 24. The window will then open completely as seen in figure 25.
You now have a choice to see the Audit Trail ® or Recall @ the appointment to make changes
then resubmit. The appointments will remain in this section until they are approved which
moves then into the next stage.

Please Note: The latter is only applicable to Grants Officers.

Approve this appointment?
Cancel Confirm
Figure 23
L ] Employee Project College Pay Period Amount Status Comments
[0 AARONS, LESLIE 40HB62-01 01 LAGUARDIAC. C. 6/1/2021 - 61572021 5200 Pending Pl Approval
e Audit Diedate Approva updste | This appointment is approved. Reloading the page for change now Figure 24
o Home .: APFOINTMENT :. PavMENT AUTHORIZATION &4 View PeEnDING :" ErForT CERTIFICATION = RerorTs T Herr
:a Summer Salary System / Payment Authorization
Summer Salary Year 2021 | cnange Year
2 Project O Employee @ Al | All Fay Pericds V“ All Statuses hd | Select
Approve Selected
] Employee Project College Pay Period Amount Status Comments
AARONS, LESLIE 40HB2-01 01 LAGUARDIAC. C. 5/1/2021 - 6/15/2021 8300 Pending GO Approval
Aualt Racall
Approve Selected
Showing 1-10f 1| Figure 25
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Effort Certification

The Effort Certification module enables you to certify effort percentage for yourself and
employees on projects where you are the PI. Effort may be certified when all summer projects
for an employee are completed and Payment Authorizations have been approved.

To access the Effort Certification section from the Homepage, click on either the name on the
Main Dashboard or the Icon ©@. The Effort Certification window will open as seen in on the next

page.

Rﬁ Summer Salary

o

-
»" EFFORT CERTIFICATION REFORTS

- - &
s Home as APPOINTMENT as PAYMENT AUTHORIZATION wi ViEew PENDING

%' Summer Salary System

~ ~ - -
. - L
. - .
Appointment Payment View Pending Effort Reports
Authorization Certification
Notices

Signed in as Pl TesterPl | Log Off
RF Homepage

7 Her

Figure 26
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After clicking on Effort Certification button or icon, the window below will open. You can search
for an appointment by Unprocessed, Processed and All button ©. The All button, filter displays
all employees on your projects eligible for certification (remaining salary encumbrance is zero),
regardless of their certification status. If an employee does not appear, they will most likely
appear in Pending Payment Authorizations as needing approval.

Effort should be certified within 45 days of the end of the summer session. Normally this will
mean you certify before October 15th. For retroactive appointments or irregular circumstances,
you may need to print a standard blank PAR Form @, fill it out manually and submit it to the RF
Finance Department as seen in figure 28 on page 23.

In this screen you have the following features:

Employee 6, this is the employee’s name. Clicking on the name will display the detail by Project,
Effort Percentage, Salary, Pl and Certified. You can also view the Audit trail as seen in figure 27.

Total Projects @, This is the total number of summer salary appointments for the employee and
may include appointments on projects that are not yours.

My Projects to Approve ©, These are the total number of summer salary appointments for the
employee on your projects. In most cases this number will be the same as the “Total
Appointments” number and will only differ when the employee is on multiple projects belonging
to different Pls.

Effort on Projects O, This is the employee’s effort on all research projects.

Effort on Other Activity @, This denotes a percentage based on Supplemental Salary paid to the
employee for Instruction or Department Administration during the summer. This data is not
available until late fall.

Total Effort Certified ®, This is the total amount of effort that was certified for the employee
(either by you or other users).

Certify ©, is where the Terms and Conditions will appear. You can either Agree and Certify the
Appointment or Decline the Appointment as seen in figure 30 on page 23. When you agree and
certify an Appointment, the screen will automatically be updated.

‘& Home & APPoanTMENT & PAYMENT AuTHoRIZATION Wi View Penping = Errort CERTIFICATION RerorTs ? Hewe
= Summer Salary System / Effort Certification

Summer Salary Year 2021 | Change Year

o You have 2 certified employee(s)
o You have 8 employees eligible for certification

(4] e (6] (7] (8] (9]

- Employee Total Projects My Projects to Approve  Effort on Projects  Effort on Other Activity  Total Effort Certified

2 2 100% 0% 0%
1 1 83.35% 16.65% 0%

2 1 38 64% 61.36% 0%

[0 ATAMTURI JR,_SEHER 1 1 57.86% 4214% 0%

[0 GCGHARBARAN RAJENDRA 2 1 52.33% 47 87% 0%

3 1 5545% 44 55% 0%

[0 SKAGGS, SHELDON 2 1 31.02% 68.98% 0%

O TIAN. RUJIN 2 1 37.29% 62.71% 0%

Showing 1 -8 of 8| Figure 27
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RESEARCH FOURDATION
CiTY UKIVERSITY OF KEW YORS
Pisrsessiatan | Acsiwity Rpon lor Bponscsed Actvitles

Barmesied | Year

Colisge: Mame:
Department: Tithe:
524 (last 4 digits)c

SPONSORED PROJECTS ADMINISTERED THROUGH THE RESEARCH FOUMDATION including Mandatory
and Voluntarily Committed Cost Share

Project Descripton Organized Oitiher
[for RF Projects Indicate RF AccL#) Pericd Ri=s=arch Sporsored Percent
{a) Activity (b)

© includud in the percestige is Bw cowl shared by the College.

I UNIVERSITY FUNDED RESEARCH (include CUNY First account which is the funding source)
DL T RIN ccccf  fd m f d _
IV. Departmantal Adminisiration
¥. Other Institutional Activities.
GRAND TOTAL

imuest equal 100%)

Dat= Faculty Member's Sigraturs
oR*=
Date Pringipal investigator's Signature
or other authorized signature
*= As parladeral guidelises, the regors will Ba signed by the emph princigal i i o b o fici s

Dafinition of Parsonnel Activity Repon Categones

Sponacesd rojecs adminmiersd Fecugh i Famsech Foundason ean sl Messnc s R SN Bcies e s mearced oy federni and rov-lecel
g and oganiion. wagmbely bucigeies and BCCounied for, ans e far by P aponeor. Peograrms S me s Crlia and s o acninssd dough e RF
‘e b iciaces i e . PSCACUIMY smamanc: s e inclacies in s arganies masarch: Calsgory

bsncunsy Cam Sharg & rmqamd by T8 s 6.8 cornor o crmng s samd
Wokirmiy o Com SAME FESnL ShAF B0 AT B HCEAE i S VLTI, M H AR 3 P AR a5 ShaImg S TAL 8 Sndng
CoTEAT (ol SO T Ao W S SNt e FMLEEE. P [0S B SSCUTAT BEpan o M s o n pomaes

ngare waunisry Coramimsd Do Shave vam ne sopmves by Y © do Resmsck

Eflorin snch pacpec rust ba Flamas i ol or i o repcrtac i s pacan e it i i o okl e work ke
i £ i f ahe SAMONS CUTEAMES B HCRAS 38 1 1 b Rokoed

Tha Ramsect Fourusion, propact rarter snoui b inclacied inch Projes Disscrtion i erm | Far i | Uinkssraty Farisd Rasaarch, £ CLWY Finst depariman rambe
sk 4 incltied uncer Fropect Descipion

Cwgurissct Pisssaach s affcrt spe e o i i ch oo of i nashafion e eptaialy buigaled snd scoomsd ko

Ot Sponas e ACSeTEE T #8371 S o, B PR BN PO e by M Bnd ron s el SgeNCis W TEaNIIGGNS e IR B
PCEITIANES O T S 7 FRETECHON e O MSCh, D o LLCH DT S SO B e BV B A comandy
Bereice programa. iomeme, afenany of s B0 A cerken oy P FESRLECn 0L GUKcE SR ey sy be Clies e Cther inuson
Aciinn

Linvvarmy Funciesi Rassarch rasars i o sspenciec on remsasch and oeveicament acidies da ar sspacissy busgeied s acooumes ke oy F rsiuson soe
1 Tl s ko o raEGE s, dnsrery Fesd RAMART for R0 o MRk Gt ol o e rear e Lroaon o aganes misack.
s ey s durced oy i Colega's s by g

Iy Faans T @ ARANARE oF Wihng Sne g SV ol B e EERtin SAANT TR, Tl WTN incics 5 AT snd NRRNG
v ahafar o o cTedim AR B SRS I Sanious I 30 B FON-ITRIE BARE W al flg B oARSd FRELCE HgLinl

o mach B o e o, dsinion. Alsa consdessd o S e Lockon s Cupatmanis Asmarch snd, whars
ngremc 10, Lirvenuiy Furdse Passsch

[ TaEW e o
civili oo objctiens i scadnic e offices, deprvnts snd Sk

L FOOING WA AR Sl DTS, £ T ST

e It i e, #ffcrt. sapssnchic o ol schivilies of 50 il ion secepl- eenschion, Crgancnes Rsssasch e Dfer Sponscred Acivies, 58 dafined Socea.

Figure 28

Employee Name: AARONS, LESLIE

|, David Crouse, certify based on my personal
knowledge or suitable means of verification, that

Project Effort% Salary Pl Certified )
the percentages in the Effort on My Projects column
- are reasonable in relation to the work performed for
AUHGZE0 G118 | 5000/ $3,000.00 EaneHenny e Audit all individuals whose effort | have certified
40H62-01 01 50.00% £9,000.00 Montano, Louis [x] Audit

Agree | Decline

Figure 29

B

Figure 30
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Reports

To access the Reports section from the Homepage, click on either the name on the Main
Dashboard or the Icon ©. The Reports window will open as seen in figure 32 below.

Signed in as Pl TesterPl | Log_Off
PR 'F Summer Salary RF Homepage
& Home = APPOINTMENT :, PAYMENT AUTHORIZATION % ViEw PENDING *" EFFORT CERTIFICATIO! = Repomts T Hewe
% Summer Salary System
o . D - o o
a
[ ¥ as ap
Appointment Payment View Pending Effort Reports
Authorization Certification
Notices
Figure 31

You now have several Reports to choose from. Click on the Report icon you wish to run.
Please Note: The selection of reports available to you is determined by your role in the
organization.

After clicking on the Report icon, a new window will appear as seen in figure 32 below. For this
example, we are selecting the Payment Authorization Detail ® report.

):‘ Home : APPOINTMENT :, PAYMENT AUTHORIZATION %3 View PENDING =" EFFORT CERTIFICATION = ReporTs ? Hewr
—
__ Reports
= PrintPaper PAR
i (== - i R =)
Remaining Remaining Payment Grants Officer Certification Summer Salary
Encumbrance Encumbrance Authorization Payrall Status Budget
2 5 ; 5 2 .
Detail ummary Detail Available Flgure 32

24



G

RESEARCH
FOUNDATION CUNY

Report Descriptions

Payroll Detail or Summary
RF Finance uses these reports to reconcile CUNY payroll records to Summer Salary.

Remaining Encumbrance Detail & Summary
Keep track of encumbrances that have not been spent. Unused amounts can be removed by
entering a negative adjustment in the Appointment module.

Payment Authorization Detail
View all payments authorized and pending amounts for your own college’s projects. This is
especially useful for users who do not have access to the Payment Authorization module.

Grants Officer Payroll
View activity for all employees on your college’s payroll even if they are working on another
college’s project.

Payment History
All college payroll data for use of CUNY payroll department.

Finance Certification
Available to RF Finance users to review effort certification by college and provide information
for auditors.

Effort Certification Total

For Pls and GOs to see which employees have completed effort certification at the end of the
summer. Remaining encumbrance is also displayed for those employees not eligible for
certification. These amounts must be cleared for effort certification.

Summer Salary Budget Available

This report allows the Grants Officer to view all projects belonging to their college that are
budgeted for Summer Salary. Use the dollar amount cutoff to limit the report to projects that
have substantial unused budget amounts.
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Choose the Summer Salary Year © you wish to run the report for. For this example, we are
choosing the year 2021. Each user is limited to viewing only their own projects. Choose the
Report Type with the drop-down arrow menu @. Then click on Show Report ©. After clicking on
Show Report, a Summer Salary 2021 Report Type @ window will appear as seen in figure 34
below.

T Home | | & APPOINTMENT || a PAYMENT AUTHORIZATION | s View PENDING v Errort Centirication | | REpoRTs T Hewr
T Reports / Certification Status Report
Summer Salary Year 2021 | chanos Year o

Report Type: | Show Cartified Only Qv Show Report e

Figure 33

Once the Report is open, you have several ways to save the Report by clicking on the arrow ©
next to the save icon. A drop-down box will appear as seen in figure 34 below. Once the Report
is saved, you may then print it.

AL otk b @

Py )
Summer Salary 2021 Payment Authorization Detail @
College Payment| Fringe Benefit Report Pay Salary Fringe
Period Benefit
Grand Total:

Report Date: 2/17/2022 9:42:01 AM Page:10f1

Figure 34
W 41 Jefr b bl @ |Find | et U, @73
CSV (semicolon delimited)
su CSV No Header

XML file with report data
C5V (comma delimited)

PDF |
Grand Total: MHTML {web archive)

Excel
Report Date; 2/17/2022 9:42:01 AM TIFF file

Word
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Contact Information

General Questions
For general questions about the Summer Salary process or for specific questions about your
transactions or payments please contact your Campus Grants Office.

Employee Information

If you are unable to add an appointment for a recipient because that individual’'s name does not
appear in the system, or if the annual salary within the system for a recipient is incorrect, please
contact CUNY’s Payroll Manager, Shakira Smith, at 646-313-8260, or via email
Shakira.Smith@cuny.edu.

Project Information

For information related to your projects (e.g. fund availability, classification, etc.) or for
questions about unprocessed transactions that were approved by your campus grants officer,
please contact your RF processor. Contact information for processors is available on the RF
Website, under Staff Directory.

Technical Support
For questions about using the system please contact the RF summer salary administrator at
212-417-8402.
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