
Enter your CWID

And Password and

Click [Login]

Logging into ETS



Sponsor Listing

(Super Administrators 

only)

Administrator Listing

Department Listing

(Super Administrators only)

Investigator Listing

Available Reports

Effort Worksheet

Selected option is highlighted

User, role, and browser

information

Main Menu Description



Worksheet functions

Funded Projects

Clicking on title bar will

collapse/expand section 

Other Activities

Clicking on title bar will

collapse/expand section 

Pending Projects

Clicking on title bar will

collapse/expand section 

Grand Totals

Clicking on title bar will

collapse/expand section 

Notes

Clicking on title bar will

collapse/expand section 

Effort Worksheet Overview



Effort Worksheet Threshold Limits

98% threshold limit 

for Funded Projects 

– Actual or 

Committed Effort

100% threshold limit 

for combined 

Funded Projects and 

Other Activities –

Actual or Committed 

Effort



Step 1:

Click the [Find] button 

to go to the 

Investigator Search 

screen

Step 2:

Select the Fiscal Year 

by clicking [<<] or [>>]

Note:

Fiscal Year will default 

to current year

Step 3:

Click the [Load] button

Effort Worksheet - Loading



Click the [Copy Previous Fiscal Year] button to copy all projects from previous year if available.

Committed Effort from June of previous year will propagate across all Committed Effort buckets.

Note:

The Copy feature is only available if the worksheet is blank and has no Funded or Pending projects.

Effort Worksheet - Copying Previous Year's Data



Type in the 

Sponsor 

Number

Type in the Project 

Title

Click the Search Icon to open Sponsor 

Search Window

Click the drop-down to 

select 

Department / Division

Click the Search 

Icon to open PI 

Search Window

Type in the Project 

Dates

Enter Actual Effort percentages in this row.

Valid values are 0 to 100 %

Enter Committed Effort percentages in this row.

Valid values are 0 to 100 %

Effort Worksheet - Editing Data



Type in Sponsor Code or any part of 

Sponsor Name  and click [Search]

Pick the desired Sponsor 

by clicking [Select]

Effort Worksheet - Editing Data – Sponsor Lookup



Type in a CWID or any part of PI’s Name  

and click [Search]

Pick the desired PI by 

clicking [Select]

Click [Clear PI] to blank out 

the PI name on the 

worksheet

Effort Worksheet - Editing Data – PI Lookup



Clicking [Add] in the Funded or Pending Sections

saves all changes and

inserts a blank row at the end of the section

Effort Worksheet - Adding Rows



Clicking [Del] in the Funded or Pending Sections

saves all changes and

deletes the specified row

Effort Worksheet - Deleting Rows



Clicking the [Fund] button in the Pending section will remove the 

project from the Pending section and Insert it in the Funded section

Effort Worksheet - Funding Pending Projects



Click  [Save] to save all changes

Effort Worksheet - Saving Data



Click  [History] to view historical change trail

Effort Worksheet - Viewing Change History



Effort Worksheet - Change History Detail



Speed buttons

Search box

Search by 

CWID, COEUS 

ID, or any part 

of the name

Click on the links 

to show 

Investigator 

detail

Add button

(Super 

Administrator 

only)

Click 

[Worksheet] to 

select the 

investigator for  

effort data entry

Investigator Listing



Save changes

(Super Administrator 

only)

Available Departments /

Divisions

Assigned Departments /

Divisions
Make 

selected 

department 

the default

Assign / 

Unassign 

Departments / 

Divisions

Activate / 

Inactivate 

Investigator

Type in CWID 

for new 

investigator

Type in 

investigator 

name

Type in 

COEUS ID

Filled in by 

clicking 

[Default] button

Investigator Detail



Speed buttons

Search box

Search by 

Department ID 

or any part of 

Department or 

Division name

Click on the links 

to show 

Department / 

Division detail

Add button

(Super 

Administrator 

only)

Department Listing

Click to see 

related lists of 

administrators 

and 

investigators



Type in Department / 

Division ID

Type in Department Name

Activate / Inactivate 

Department / Division

Save changes

(Super Administrators only)

Type in Division Name

Department Detail



Speed buttons

Search box

Search by 

Administrator 

CWID or any 

part of 

Administrator 

name

Click on the links 

to show 

Administrator 

detail

Add button

(Super 

Administrator 

only)

Administrator Listing



Save changes

(Super Administrator 

only)

Available Departments /

Divisions

Assigned Departments /

Divisions

Assign / Unassign 

Departments / 

Divisions

Activate / 

Inactivate 

administrator

Type in CWID 

for new 

administrator

Type in 

administrator 

name

Select role(s)

Administrator Detail



Speed buttons

Search box

Search by 

Sponsor Code 

or any part of 

Sponsor name

Click on the links 

to show Sponsor 

detail

Add button

(Super 

Administrator 

only)

Sponsor Listing



Type Sponsor Code

Type in Sponsor Name

Activate / Inactivate 

Sponsor

Save changes

(Super Administrators only)

Sponsor Detail



Effort Reports

Choose type of 

report – Monthly, 

Quarterly, or Fiscal 

Year

Select filter 

criteria

Select time 

parameters

Choose 

output 

format –

PDF or RTF

Click to 

view  / 

save 

report



System Options

No individual user 

settings available at this 

time

Set option to enable / 

disable Compensation 

Screen (Super 

Administrators only)

Set Compensation Cap 

amounts to be utilized if 

the Compensation 

Screen is enabled 

(Super Administrators 

only)


