
ERS provides a facility to easily enable and track multiple certifications 
on Effort Reports. 
 
Typically, Department Administrators or certifiers are responsible for 
activating this feature. 
 
Once activated, review and certification of the Effort Report is required 
on a line by line basis. 

Report Lists 

Report Lists 
Effort Reporting System  



Introduction 
 

Welcome to the Report Lists module. In this module you will learn 
about the Effort Report List functionality and how to use report lists 
to monitor the status of effort reports and the certification process. 



Report Lists – Overview 

This concludes the Report Lists module. In this module, you 
learned how to: 

 
• Use searches to display report lists. 
• Sort report lists by name, date last modified, reporting period 

and status. 
• Monitor the status of the certification process by performing 

searches and sorting the results by various criteria, including 
open and overdue reports as well as status. 

Report Lists – Overview 
 

ERS gives you the ability to search the effort reporting database 
using various filtering devices to create search criteria. The results 
of your search can be saved, printed or shared. 
  
You can run searches at any time and ERS will produce a Report 
List based on your search criteria.   
 
Each Report List shows a list of Effort Reports that matched your 
search criteria. 
 
Authorized users may view and re-sort the list using various report   
list sorting options. 



This is an example 
of a typical Effort 
Report List. 

The Effort Report List 



The lower portion of 
the screen displays 
the Report List 
specified on the 
Display Saved 
Search. 

The Effort Report List 



The Report List 
indicates the 
reporting Period, 
who the report is 
For, when it was 
Last Modified and 
the Status of each 
of the Effort Reports 
on the list. 

The Report List 



You can sort the list 
by clicking on a 
column name: 
• Period: sorts     
   the list by   
   reporting period 
• For: sorts the  
   list alphabetically    
   by name 
• Last Modified:    
   sorts the list by   
   date the Effort   
   Report was last  
   modified 
• Status: sorts   
   the list by status  
   (e.g., open,   
   certified, etc.) 

The Report List 



In this example, the 
list has been sorted 
by Status. 
 
 

The Report List 



Authorized users can 
access individual 
Effort Reports from 
the Report List.  
 
Click the view icon to 
access the Effort 
Report in view mode. 
 
Click the edit icon to 
access the Effort 
Report in edit mode. 
 
 
 

The Report List 



Click on the name of 
the search you wish 
to display. 

Display Saved Search 



Once a new saved 
search is selected, 
ERS displays a 
current list of Effort 
Reports that match 
the criteria in the 
saved search.   
 
The Saved Search 
name, in this case 
Core Team is 
displayed in the 
Display Saved 
Search drop-down 
menu as well as the 
Report List title. 

Display Saved Search 



Reporting periods:  
ERS will sort reports 
on the displayed 
Report List by 
reporting period.   

Reporting Periods 



Click on the drop 
down menu to 
determine what 
reporting periods are 
represented in the 
search query. 

Reporting Periods 



Note that the 
selected reporting 
periods are 
displayed on the 
Report List. 

Reporting Periods  



When you chose a 
reporting period, 
ERS automatically 
fills the Select circle 
and then 
regenerates the 
report. Note the 
report now lists only 
reports for the 
reporting period 
specified – Winter  
04/05 11/12 
Academics. 
 

Reporting Periods  



You can now sort 
this new list 
alphabetically, by 
when reports were 
last modified, and by 
status.   

Reporting Periods 



The Report List 
and/or an individual 
Effort Report on the 
list can be exported, 
sent or printed using 
the highlighted 
buttons. 

The Report List 



Click on the Export 
List button to… 

The Report List 



Export List. You will 
be asked if you want 
to open or save the 
file. Click Save. 

Export List 



Click on the Send 
List button to send 
the list via email to 
another person. A 
window will appear 
asking you to enter 
email information. 

The Report List 



Click on the Print 
List button to print 
the list. 

The Report List 



The list you wish to 
print is shown along 
with a Print Report 
List dialogue box. 

Print List 



Follow the 
instructions in the 
dialogue box to set 
up the page 
orientation and print 
background colors 
and images. 
 
When you are done, 
print the report using 
the File menu or 
click on the Print 
button. 
 
Click the Done 
button when you’ve 
executed the print 
command. ERS 
returns you to your 
Report List screen. 

Print List 



Conclusion 
 

This concludes the Report Lists module. In this module, you 
learned how to: 
 
• Use searches to display report lists. 

 
• Sort report lists by name, date last modified, reporting period 

and status. 
 

• Monitor the status of the certification process by performing 
searches and sorting the results by various criteria, including 
open and overdue reports as well as status. 
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